Phone Communication

The Phone Communication feature allows users to create recorded messages, Text-to-
Speech messages, and SMS text messages to send to Parent Contacts, Students, or Staff.

¢ SMS text messages can be created as a draft and/or template to be used in Workflow
Triggers.

Phone Communication Set Up

System Preferences

1. In the Setup menu, click System Preferences.

.7 Setup lSearch...
& Sudens Portal
g Users Portal
O Scheduling Partal Editor
Partal Messages
#° Grades Automated Cron Messages
=gt Assessment Focus Chat Messages
4 Attendance System Setup
System Preferences
£j Discipline _ e
Site Administration
] Forms Letterhead Templates

2. Click the Default School Preferences tab, then click the General tab.
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. Focus High School - 0041 ¥ sIS
% System Preferences Lizette Garcia

2022-2023 ¥ | 1st 9 Weeks ¥ @

School Preferences | Default School Preferences | Default User Preferences | District Preferences | Single Sign-on

General | Grading | Attendance

Lo, Billing | Online Application | Parent Registration

Default school year| 2022 ~

Teachers Discipline Referral View| All referrals entered by any user v
Allow Teachers to Search Entire School for Positive Behaviors (]
Alert Teachers when a Referral is Closed (]
Maximum number of ISS/0SS days for an ESE/S04 Studenl Days
Maximum number of 1SS days for an ESE/504 StudenlD Days

Maximum number of OSS days for an ESE/S504 Studenl|—| Days

Q% B %

%

4 a %

3. Enter your district's Twilio Number, Twilio SID, and Twilio Auth Token in the provided text
boxes.

[S:hunl Preferences Tl‘h!fal.llt School 'mearmusT Default User Preferences TDiSlriﬂ Preferences T Single Sign-on —

[ Ganeral TCra.ding T Attendance T Enrollme ntT Scheduling T Localization T'Dnlirle Appli:aliunT Parent Registration
InformaCast Lockdown Distribution Lists|

InformaCast Lockdown Device Groups|

InformaCast Lockdown Users|

Twilio Number|+1352415¢
Twilio SID[AC3c1912. 807cdf2f]|

Twilio Auth Token[9171055575 790 4
Allow students/parents to respond to Administrators|_]

Call Out System Student Reenroliment Form| Update Phone Number for Callouts V|

Call Out System Parent Reenroliment Form| Update Phone Number for Callouts V|

4. If your district is using a Twilio campaign and wants to utilize Twilio Messaging service to send
SMS as well as phone calls, select the Use Twilio Messaging Service For SMS check box. This
setting should only be enabled for districts utilizing SID.

5. Enter the Twilio Messagaing Service SID in the provided text box. If utilizing SID to send
messages via Phone Communication, this field must be populated.
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[ School Preferences T Default School Preferences T Default User Preferences T District Preferences T Single Sign-on

Eilling T Online Application T Parent Registration -

InformaCast Lockdown Users | .
Twilio Number 727263 |
Twilio SID|AC37cc7d49¢ |

Twilio Auth Token [fa04fd0717b: |

Use Twilio Messaging Service For SMS
Twilio Messaging Service SID| |

Allow students/parents to respond to Administrators|_]
Call Out System Student Reenroliment Form| Annual Enroliment v

Call Out System Parent Reenroliment Form| Annual Enroliment v

[Generﬂl Grading | Attendance | Enrollment | Scheduling | Localization

6. Enter the Maximum Number of Time to Retry Failed Call/Text Events, which determines
how many times a message is resent until successful or documented as officially failed. Note:
This feature is not applicable to calls that have not been answered.

InformaCast Lockdown Users| .
Twilio Number|+1352418
Twilio SID|AC3c19 \Fedf2f

Twilio Auth Token[91710555757 1

Allow students/parents to respond to Administrators_]
Call Out System Student Reenrollment Fﬂrm| Update Phone Number for Callouts V|

Call Qut System Parent Beenrollment Form llouts ~
Maximum Number of Times to Retry Failed Call/Text Euent5|2 |
Do Not Send Galls Before This ||me|E§ 00 am |

Do Not Send Calls After This Time|10:00 pm |
Disclaimer for editing Student Info 2| Markdown Editor

7. In the Do Not Send Calls Before This Time text box, enter a time to determine the hours in
which messages should not be sent. After the time entered, messages will be sent. The time
defaults to 5:00 am. l.e. enter the time that calls should start being sent out.
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Twilio Number[+1352415 |
Twilio SID[AC3c1912 07cdf2f]

Twilio Auth Token|91710555757f¢ dy
Allow students/parents to respond to Administrators[_]
Call Out System Student Reenrollment Farm| Update Phone Number for Callouts V|

Call Out System Parent Reenroliment Form| Update Phone Number for Callouts v |
Maximum Mumber of Times to Betry Failed Call/Text Eve nt5|; |
Do Not Send Calls Before This Time|05:00 am |
Do Not Send Calls After This Time[10:00 pm |

Disclaimer 1or eanng Siudent 1o £ W own Editor
Google Analytics| 2
Custom Scripts| 2

¢ l.e. enter the times that calls should be sent out in the Do Not Send Calls Before This
Time and Do Not Send Calls After This Time text boxes. If you enter 7:00 am and 8:00
pm, calls will be sent between these times but not before or after.

8. In the Do Not Send Calls After This Time text box, enter a time to determine the hours in
which messages should not be sent. Messages will not be sent after the entered time and not
before the time entered in the Do Not Send Calls Before This Time text box. The time defaults
to 10:00 pm. l.e. enter the time calls should stop being sent out.

9. Click the School Preferences tab or the Default School Preferences tab, then click the
General tab.

Focus High Schoal - 0041 ¥  sIS
% System Preferences 1r Lizette Garcia
2022-2023 ¥ | 1st 9 Weeks ¥ @

&
‘ School Preferences | Default School Preferences | Default User Preferences | District Preferences | Single Sign-on
& General | Grading Billing | Online Application | Parent Registration
O Default school yearlm
I Teachers Discipline Referral View| All referrals entered by any user v
Allow Teachers to Search Entire School for Positive Behaviors (]
=t Alert Teachers when a Referral is Closed ]
Maximum number of ISS/OSS days for an ESE/504 Studenl Days
4 Maximum number of ISS days for an ESE/504 StudentD Days
&F Maximum number of OSS days for an ESE/504 Studenlr‘ Days

10. Select a Call Out System Student Reenrollment Form from the pull-down. If a call fails
when sent to the student phone, the form selected here will be a required form for the student.
If a call fails, it is presumed the contact information must need to be updated which can be
done using the form. Note: The form will also display on the Parent Portal.

The forms in the pull-down are enabled on the Application Editor.
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Twilio Number|+135241

Twilio SID[AC3c1912¢ 1 7cdf2f|

Twilio Auth Token[9171055575 7f¢ dy|
io Administrators( |

Call Out System Student Reenrollment Form| Update Phone Number for Callouts V|

Call Out System Parent Reenrollment Form| Update Phone Number for Callouts v
Maximum Mumber of Times to Retry Failed Call/Text Events|2

Do Not Send Calls Before This Time[05:00 am |
Do Not Send Calls After This Time[10:00 pm |

Disclaimer for editing Student Infol | Markdown Editor
Google Analytics| 2
Custom Scripts| |

11. Select a Call Out System Parent Reenrollment Form from the pull-down. If a call fails

when sent to the parent phone, the form selected here will be a required form for the parent. If
a call fails, it is presumed the contact information must need to be updated which can be done

using the form.
The forms in the pull-down are enabled on the Application Editor.
12. Click Save.

€ See System Preferences for more information.

Profile Permissions

1. In the Users menu, click Profiles.
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Users

Scheduling

Grades

Assessment
Attendance

Discipline

Forms

Billing

Eligibility

Employee Self Service
Florida Reports

S338

B J ¢ € S 0a &% 2 0%

Reports

Add a User
Mass Assign User Info
My Preferences

Calendar

Advanced Report

User Form Records

User Breakdown

Letter Queue

Print Letters & Send Email
Print Avery Labels

Print ID Badges

Audit Trail

User Action Log

Verify Parent Accounts

Profiles

User Permissions

2. From the Permissions tab, select Menu as the Permission Type and Admin as the Role.

Select applicable Profiles from the pull-down.

Click Submit.

Permissions

Module Report

Profile Report

Permission Type:| Menu

[¥ Role:/Admin

Permission Report

Lizette Garcia

Focus High School - 0041

v

SIS

2022-2023 ¥ | 1st 9 Weeks ¥ m

Profiles:| System Administrator

Edit Profiles

3. Click the Students tab.

Phone Communication
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' Focus High School - 0041 ¥  sIs
Fw Profiles v Lizette Garcia
2022-2023 ¥ 1st 9 Weeks ¥ m

&+
a Permissions Module Report Profile Report Permission Report
| & P Save
Permission Type: [ Menu . Role: Admin Profiles: [Syslem Administrator . m e
@ Edit Profiles
o)
o Q Require
4 Students View  Edit Approval
a v a
=
Student Info
= Setup
Login As Students
@ Students Unlock Student
& View Enrollment
Users
3 Edit Previous Year Enrollment
- Scheduling View Addresses & Contacts
Edit Addresses O
i Grades
Edit Primary Residence
ill Assessment Edit Contacts O

4. In the Students section, select the View check box for Phone Communication. The View
permission allows you to view but not edit the Phone Communication screen including the
Drafts, Templates, and Request History tabs.

Select the Edit check box to create templates and drafts which can then be send out to
students and parents.

: Focus High School - 0041 v sIS
Fw Profiles +r Lizette Garcia
2022-2023 V¥ 1st 9 Weeks ¥ E

F Online Enrollments
. Unprocessed Forms
| é Unprocessed Applications
Unsubmitted
@ Unsubmitted Applications
A Processed
e Seating Charts
& Magnet / Special Assignment
2] Magnet
2 SPA
o Choice
§ Phone Communication
4 Attendance Callouts
e Blocked Numbers
= View All Users
i Verify Phone Numbers
ills Create Call Messages
Create Text Messages
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5. Select the View check box for Attendance Callouts to enable the Attendance tab on the
Phone Communication screen. If you have edit permissions to Phone Communication, you can
set up the callouts for when certain attendance codes are entered.

6. Select the View check box for Blocked Numbers to enable the "Blocked Numbers" tab,
which allows you to view a report of all the students and users that have chosen to Block or
Unsubscribe from calls and texts.

7. Select the View check box for View All Users to enable the "Show All Records" button, which
allows you to see records that were entered by other users on any tab. Note: The records
displayed aren't limited to the user's school defined permissions; therefore, if enabled, the
user/profile will be able to view all records for all schools.

8. Select the View check box for Verify Phone Numbers to view phone numbers enabled as
Caller ID information.

Select the View and Edit check box to add new phone numbers that will display as the Caller ID
when phone messages are sent out. Note: The Phone Numbers enabled display as the Caller ID
for phone messages only not for SMS text messages.

9. Select the corresponding Edit check boxes to allow users to Create Call Messages and/or
Create Text Messages.

10. Click Save.
11. From the Permissions tab, select Menu as the Permission Type and Teacher as the Role.

Select applicable Profiles from the pull-down.

Click Submit.
Permissions Maodule Report Profile Report Permission Report
Permission Type: Menu @] Role: Teacher @ Profiles: Teacher @] m
Edit Profiles

12. Click the Students tab.
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Permissions Module Report Profile Report Permission Report

Permission Type: | Menu . Role:| Teacher . Profiles: | Teacher .

Edit Profiles

Q
Students View
||
Student Info O
Students
View Enrollment
Scheduling View Addresses & Contacts
Edit Addresses O O
Grades
Edit Primary Residence O
Lesson Planning Edit Contacts ] O
Edit Inactive Students O
Attendance
Edit Previous Years Inactive
P Students ]
Discipline
View Protected Students O
School Information View Unredacted Files O
. Student Schedule
My Information
Student Requests

13. In the Students section, select the View check box for Phone Communication. The View
permission allows teachers to view but not edit the Phone Communication screen including the
Drafts, Templates, and Request History tabs.

Select the Edit check box to allow teachers to create templates and drafts which can then be
send out to students and parents.

Print Letters & Send Email

Email Letters
Print Avery Labels
Advanced Report
Test History
Test History Report
Phone Communication

Verify Phone Numbers |

Create Call Messages

0000

Create Text Messages

14. Select the View check box for Verify Phone Numbers to view phone numbers enabled as
Caller ID information.
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Select the View and Edit check box to add new phone numbers that will display as the Caller ID
when phone messages are sent out. Note: The Phone Numbers enabled display as the Caller ID

for phone messages only not for SMS text messages.

15. Select the corresponding Edit check boxes to allow users to Create Call Messages and/or

Create Text Messages.

16. Click Save.

See Profiles for more information.

Scheduled Jobs

1. In the Setup menu, click Scheduled Jobs.

Setup

Students
Users

Scheduling

© B B|S

» Grades

%

Assessment

« Attendance

£ Discipline

2 Forms

= Billing

& Eligibility

+3 Employee Self Service

Florida Reports

| Search... |

School Choice

School Choice Setup

Tours and Auditions

Run Lottery

School Choice Reports

Print Letters

School Choice Application

Magnet Application

Special Placement Application
mport |

Impart Student Photos

Import Staff Photos

Manage Integrations

Scheduled Jobs

Match Students - Admin Panel

2. Select Phone Communication Processing from the scheduled jobs pull-down. Click Create

Job.

This job sends any message that is set to run before the job's scheduled time, along with

attendance based messages.

Phone Communication
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Focus High School - 0041 ¥ | gIS
Fw Scheduled Jobs Lizette Garcia
2022-2023 ¥ 1st 9 Weeks ¥ m

F [Phone Communication Processing

a Create Job

& Jobs Execution History

® 9Jobs [ L1 OFF| |Search i
] Job Title Job Time Priority Weekdays Start Date E

ot = Edit Florida DOE Extracts and Verification Reports  12:00 AM 500 Every day NFA N
) — Edit Florida DOE Extracts and Verification Reports  12:00 AM 500 Every day NA N

@ — Edit Attendance Daily Triggers 12:00 AM 500 Every day August 1, 2022 M

-'5? = Edit Online Course Req. Populate Student Field 12:00 AM Every day NfA

€ See Scheduled Jobs for more information.

Phone Communication

1. In the Students menu, click Phone Communication.

& Setup Search...
I & Students Student Info
& Users Add a Student
@ Scheduling Mass Assign Student Info
Mass Add Log Records
# Grades

X Change Requests

Assessment Online Enrollments

Attendance Magnet / Special Assignment

Phone Communication

Forms Advanced Report

o
4
£] Discipline
&
&

Billing Add / Drop Report

2. Click the Drafts tab.
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YDemerisec] Phone Communication

é}’ Drafts Templates Request History Attendance Phone Mumbers

-ﬁ Show All Records

Click Show All Records to view message drafts created by other users.

Focus High School - 0041 ¥  sIs

Lizette Garcia
2022-2023 ¥ | 15t 9 Weeks ¥ m

é}’ Drafts Templates Request History Attendance Phone Mumbers Blocked Numbers

& Show All Records Save

S T oo PR it i Pesesics IEH

AF Title : Type : Caller ID (Calls Only) : Scheduled Send Date : Scheduled Send Time : Recurring : Recurring End Date : Created By
w4 ra ||| ] | [Default Twilio N.... [ | [07/27/2022 |||1n:15 am |||Nm ] || ||

4 == | 1| Testing Save [Phone Call ¥ [Default TwilioN... ¥ 05/11/2021 02:10 pm na [H Lizette Garc
q ra

= = [ 1| School Closed - Copy | [Phone Call ¥ [Default Twilio N... [¥]] 06/18/2022 12:00 pm na [ Lizette Garg
& = | .| No School Template  |Phone Call, SMS  [W| |Default Twilio N... ¥ 03/02/2022 01:10 am na [H Lizette Garc
&

Click Show My Records to hide message drafts created by other users and only view your
own messages.
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Focus High School - 0041 ¥  sIs
Fw Phone Communication < Lizette Garcia
2022-2023 ¥ 1st 9 Weeks ¥ m

“’{b Drafts Templates Request History Attendance Phone Mumbers Blocked Numbers
& Show My Records Save
AF Title 3 Type § Caller ID (Calls Only) : Scheduled Send Date : Scheduled Send Time : Recurring : Recurring E
E | | | | ] | [Default Twilio Number (72726 5) [ | [07/27/2022 | | [10:15 am | | 7| | |
4 = [ ] Testing Save |Phone Call [¥| [Default Twilio Number (72726 5) ¥ o05/11/2021 02:10 pm (nva [N
Ei ra N -
= == , , | Senior Projects - Copy |Phone Call, SMS . | Default Twilio Mumber (72726 5) . 07/01/2021 02:23 pm | NiA .
& = [ ]| Final Exams Reminder |Phone Cal, SMS  [¥i| |Default Twilio Number (72726  5)  [Mi 05/12/2021 07:00 pm (va M
o == [ 1| School Closed - Copy  [Phane Call [¥ [Default Twilio Number (72726 5)  [¥J 06/18/2022 12:00 pm (va W
o
= = [ ]| State Exams [Phone Call [¥| [Default Twilio Number (72726 5) ¥ 07/15/2021 12:04 pm (nva [N
== 7| Test Jarrod Phone Call, SMS Default Twilio Number (72726 3) 05/10/2021 09:00 am
a L Jd
ilh = [ 1| NoSchool Template  [Phone Call, SMS  [WJ |Default Twilio Number (727260 5)  |WJ 03/02/2022 01:10 am va H

3. Enter a Title.

Focus High School - 0041 ¥  sIs
Lizette Garcia

2022-2023 ¥ 1st 9 Weeks ¥ m

“’{b Drafts Templates Request History Attendance Phone Mumbers Blocked Numbers
& Show All Records m
AF Title 3 Type § Caller ID (Calls Only) : Scheduled Send Date : Scheduled Send Time : Recurring : Recurring E
# © 1 [school Closed | | |Phone Call,sMS [ | [Default Twilio Number (7272632645) [ | |09/12/2022 | | [07:15 am | | (na [ | [
'@f = 7 Testing Save Phone Call Default Twilio Number (7272632645) 05/11/2021 02:10 pm INFA
koJd

Ei ra

= School Closed - Copy | |Phone Call Default Twilio Number (7272632645) 06/18/2022 12:00 pm N/A
E koJd
& = [ ] No School Template  [Phone Cal, SMS || |Default Twilio Number (7272632645)  [W) 03/02/2022 01:10 am (va W

4. Select the message Type from the pull-down. Options include SMS (text messages) and/or
Phone Call.

5. If Caller ID has been set up from the Phone Numbers tab, select the Caller ID you'd like to
use for the outgoing call. If additional Phone Numbers have not been set up, the Caller ID
defaults to the Twilio Number enabled by the district via System Preferences. Note: This is
applicable to Calls Only (Type: Phone Call).

6. Enter/Select the Scheduled Send Date in the provided text box. This is the earliest date that
the message will be sent.
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7. Enter/Select the Scheduled Send Time in the provided text box. This is the earliest time that
the message will be sent.

8. Select how often the message will be sent from the Recurring pull-down. Options include:
N/A: This message will be sent one time.
Daily: This message will be scheduled to be sent at the same time set every day.

Weekly: This message will be scheduled to be sent at the same time every week (7 days
apart).

Monthly: This message will be scheduled to be sent at the same time every month (30 Days
apart).

Annually: This message will be scheduled to be sent at the same date and time every year.

a. If you've selected a Recurring option, enter the Recurring End Date to determine when
the message should no longer be sent out.

Show All Records

3 Records Export E Filter: nii Page Size: m

Scheduled Send Date ¢ Scheduled Send Time ¢ Recurring : Recurring EndDate §  Created By : Cri
T 5 1|09/12/2022 | 1|07:15 am | Annu.... ( ] | |
== L 1| 05/11/2021 02:10 pm NIA  duy v2024v] b
| Sun Mon Tue Wed Thu Fri Sat
= : : Dﬁflg!luzz 12:[]{] pm NITA. ........................................................................... ]6|
_ 1 2 3 4 5 6
= " 7| 03/02/2022 01:10 am NIA 7 8 9 10 1 % 13 13
GO 4 15 1/ 17 18 1 20 m

21 22 23 24 28 2 27
28 29 30 N

9. Press the Enter key to add the message draft. Then, click the Save button.
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Drafts Templates Request Histary

Show All Records

Attendance Phone Numbers Blocked Numbers

Title : Type : Caller ID [Calls Only) : Scheduled Send Date : Scheduled Send Time : Recurring : Recurring End Date : Created By :
r |:|| | Default Twilio N... | lo7/27/2022 |||10:15 am || NIA | |:||
= [ ] SchoolClosed Phone Call, SMS [ |Default Twilio N... 09/12/2022 e Annu [N Lizette Garcia (27392)
= [l TestingSave Phane Call Default Twilio N... [W] 05/11/2021 02:10 pm NA Lizette Garcia (27392)
= [ 1| School Closed - Copy (Phone Call Default Twilio N... [W] 06/18/2022 12:00 pm NA Lizette Garcia (27392)
= [ 1| NoSchool Template (Phone Call. SMS Defautt Twilio N... [  03/02/2022 01:10 am va Lizette Garcia (27392)

Click the delete button (red minus sign) to remove a draft.

Drafts Templates

Show All Records
4 Records Export E

Title

Request History Attendance Phone Numbers Block

Filter: [ il Page Size:

Type 5 Caller ID (Calls Only) ¢  Scheduled Send Date :

r'||

Default Twilio N... [¥] | [07/27/2022

= " 7| School Closed

r
k

Phone Call, SMS Default Twilio N... 09/12/2022

== | 3 Testing Save Phone Call Default Twilio N.... 05/11/2021
=a|. 3 School Closed - Copy  [Phone Call Default Twilio N... W] 06/18/2022
== [ 3| No School Template  [Phone Call, SMS Default Twilio N... [ 03/02/2022

In the confirmation pop-up window, click OK.

sandbox.focusschoolsoftware.com says

Are you sure you want to delete this record?

I: ance l “

Phone Communication
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Click Save to apply changes.

. ) - - Focus High School - 0041 ¥ sIs
Fw Phone Communication Lizette Garcia
2022-2023 ¥ 1st 9 Weeks ¥ m

Drafts Templates Request History Attendance Phone Numbers Blocked Numbers

&
[}
. o
(2]

AR Title : Type : Caller ID (Calls Only) : Scheduled Send Date : Scheduled Send Time : Recurring : Recurring End Date : Created By:

e |[] [ ||| .||Defau|trwi||oN....|\o?,f27f2022 ||\10:15am ||\Nm .|| ||

4 = | 3| School Closed |Phone Call, SMS . | Default Twilio N... . 09/12/2022 07:15 am Annu... Lizette Garcia (27392)
= = [ ] Testing Save [Phone call ¥ [Default Twilo N... [ 05/11/2021 02:10 pm NA [ Lizette Garcia (27392)
& T 1|[school Closed - Copy | | [Phone Call [¥) (Default Twio N... W]  [06/18/2022 || [t2:00 pm | A W) || Lizette Garcia (27392)
@ = [ 1| No School Template  (Phone Call, SMS W |Default Twilio N... [§] 03/02/2022 01:10 am Na Lizette Garcia (27392)
-

Adding/Editing Messages

1. Click Edit Message to create/edit the message.

Drafts Templates Request History Attendance Phone Numbers Blocked Numbers.

Show All Records Save

o I E) oy =)

Title Type 4 Caller 1D (Calls Only) & H Time Recurring 4 RecurringEnd Date & | Created By & Created At & Actions
ool I 9 | [oreur ko ... [ | o7/27/2022 || [10:15 am ] [—]
= _ ]| School Closed [Phone Call, SMS  [J| [Default Twiio N [l 09/12/2022 07:15 am [Annu TN Lizette Garcia (27392)  07/27/202209:15:43 | I3[0 EET Y
&= | | Testing Save [Phone Call [¥ [Dofault Twiio N__ [N | 05/11/2021 02:10 pm [N ... Lizette Garcia (27392) 09/30/202113:21:13 dit Message
=5 [ || No School Template  [Phone Call, SMS  |MI| |Default TwiioN... [ 03/02/2022 01:10 am (A T Lizette Garcia (27392) | 03/01/202113:00:46 [Pl UEEE T

The Edit Message pop-up window displays information depending on the message Type
enabled, SMS and/or Phone Call. In the image displayed, both options have been selected, so
SMS and Phone Call features are displayed on their corresponding tabs.
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Phone Call SMS

Call Type: @ Recorded Text-To-Speech

Call (Recorded)

Mo Records Found

There are currently no markers in your message.

Start recording your message and press "Insert Data" to insert a marker.
Press "Record" to Start Recording

Voice Recording

1. Click the Phone Call tab.

Phone Call SMS

Call Type: ‘@ Recorded Text-To-5peech

Call (Recorded)

Press "Record" to Start Recording

2. Select Recorded as the Call Type to create a recorded message.
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Phone Call SMS

Call Type: '@ Recorded Text-To-Speech

Call (Recorded)

Time Remaining: 1:00

3. If recording your message, click Record and speak your message clearly. Note: You must
ensure that the microphone on your computer has been enabled in your computer settings.

Click Finish Recording to stop the recording when complete.

Phone Call SMS

Call Type: (@ Recorded Text-To-5peech

Call (Recorded)

Time Remaining: 00:50
@ Finish Recording O Insert Data
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¢ Thereis a one minute time limit on recorded messages. If the recording has not been
stopped by clicking Finish Recording before the one minute mark, the recording will
automatically end. The Time Remaining feature displays the amount of time left to
make the recording counting down from one minute.

Phone Call SMS

Call Type: (® Recorded Text-To-Speech

Call (Recorded)

Time Remaining: 00:50
@ Finish Recording

€ Thereisabrief pause before messages begin upon calls being answered by a person
or by voicemail to ensure the entire message is recorded if sent to voicemail. Note: If a

person answers the call, the message will begin once the person speaks as opposed to
waiting 2-3 seconds.

4. Once recorded, click Play to review your message.
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Phone Call SMS

Call Type: '® Recorded Text-To-Speech

Call (Recorded)

i ining: 01:00

Click Pause to pause the message.

Click Stop to stop the message from playing and go back to the beginning of the message.

Phone Call SMS

Call Type: '® Recorded Text-To-Speech

Call (Recorded)

j inine: 01:00
L] = o ] ovee

¢ Click Record at any time, to re-record you message.

Phone Communication
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Phone Call SMS

Call Type: ® Recorded Text-To-Speech

Call (Recorded)

Time Remaining: 01:00

5. To use the Token Guide and insert variables into a recorded message, while recording,
click Insert Data to place a Marker in the recording for where the variable should be placed.

Phone Call SMS

Call Type: @ Recorded Text-To-Speech

Call (Recorded)

Time Remaining: 00:25
@ Finish Recording O InsertData

6. Once finished, you can see where in the message in the markers have been placed. Select the
applicable Variable from the pull-down that should take the place for each Marker.
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Phone Call SMS

Call Type: (® Recorded Text-To-Speech

Call (Recorded)
Marker Variable

Time Remaining: 01:00 i |Contact Full Name .
3 [Student Full Name L]

7. Click Save.
Phone Call SMS

Call Type: '® Recorded Text-To-Speech

Call (Recorded)
Marker Variable

Time Remaining: 01:00 1 |Contact Full Name .
3 [Student Full Name ¥

EER TS

€ See Testing Messages for more information on the Test button.

Text-To-Speech Phone Call

1. If using Text-To-Speech call type, enter the content that will be read to receipts as a phone
call in the provided text box.
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Phone Call S5MS

Call Type: Recorded | ‘@ Text-To-Speech

Call (Text-to-speech)

Enter the content you want said in Text-To-5peech over the phone.

Hello.

is is a reminder that Owl County Schools will be closed on
September 12, 2022.

14/180

¢ Thereis a Text-To-Speech word limit set to 180 words. The number of words present is
displayed out of of 180 words, such as 16/180 as displayed below.

Phone Call SMS
Call Type: Recorded | ‘@ Text-To-Speech
Call (Text-to-speech)

Enter the content you want said in Text-To-5peech aver the phone.

Hello.

is is a reminder that Owl County Schools will be closed on
September 12, 2022.

16/180

2. You can enter free text as well as click the variables available in the Token Guide to insert
changing information to be customized based on the receipt of the call, such as Date, Student's
Full Name, Attendance Code (Attendance Only), etc. To use the variable, ensure your cursor/
mouse is positioned in the correct place in the message, then click the variable to be added.
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Phone Call SMS

Call Type: Recorded @ Text-To-Speech
.
Call (Text-to-speech) Token Guide

ello, |

Current Date [[eurrent_date::Current Date]]
is is a remin t Owl County Schools will be closed on

eptember 12, 20227 Student’s Full Name [[student_full_name:Student Full Name]]

Student's First Name [[student_first_name::Student First Name]]

16/180
Student’s Last Name [[student_last_name::Student Last Name]]

Student’s Nickname [[student_nick dent Nickname]]
Contact's Full Name [[contact_full_name::Contact F@Name]]
Contact's First Name [[contact_first_name::Contact First Name]]
Contact's Last Name [[contact_last_name::Contact Last Name]]
Possessive Pronoun (His, Her, Their)  [[p . p Pr 1l
Personal Pronoun (He, She, They) [[personal_pronoun::Personal Pronoun]]
Periods (Attendance Only) [[periods::Attendance Period(s)]]

Attendance Code (Attendance Only)  [[attendance_code::At

oo

dance Code(s)]]

€ The variables displayed with Attendance Only can only be used if you are utilizing the
Attendance tab to set up attendance based messages.

3. Click Save.
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Phone Call SMS
Call Type: Recorded (@ Text-To-Speech

Call (Text-to-speech)

Enter the content you want said in Text-To-Speech over the phone.

ello, [[contact_full_name::Contact Full Name]]

is is a reminder that Owl County Schools will be closed on
eptember 12, 2022,

19/180

Token Guide

Data Token

Current Date [[eurrent_date::Current Date]]

Student’s Full Name [[student_full_name::Student Full Name]]
Student’s First Name [[student_first_name::Student First Name]]
Student’s Last Name [[student_last_name::Student Last Name]]
Student’s Nickname [[student_nickname::Student Nickname]]
Contact's Full Name [[eontact_full_name:Contact Full Name]]
Contact's First Name [[contact_first_name::Contact First Name]]
Contact's Last Name [[contact_last_name::Contact Last Name]]
Possessive Pronoun (His, Her, Their)  [[p ive_p P ive P )|
Personal Pronoun (He, She, They) [[personal_pronoun::Personal Pronoun]]
Periods (Attendance Only) [[periods::Attendance Period(s)]]

Attendance Code (Attendance Only)  [[attendance_code::Attendance Code(s)]]

€ See Testing Messages for more information on the Test button.

SMS (Text Message)

1. Click the SMS tab.

Phone Call SMS

SMS (Text Message)

Enter the content you want to send out in your SMS message.

Reply TODAY to stop receiving messages for the rest of the day.
Reply UNSUBSCRIBE to never get messages again.

50/1
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2. In the SMS (Text Message) text box, enter the content that will display in the message sent
out.

Phone Call SMS
-

SMS (Text Message) Token Guide

Enter the content you want to send out in your SM5 message. Data Token

Hello, [[contact_full_name::contact_full]].
Current Date [[current_date::Current Date]]

his is a reminder that Owl County Schools will be closed

[current_date::date]]. Student's Full Name [[student_full_name::Student Full Name]]
Student’s First Name [[student_first_name::Student First Name]]

Reply UNSUBSCRIBE to never get messages again. . Student's Last Name [[student_last_name::Student Last Name]]

B84/2

Student's Nickname [[student_nickname::Student Nickname]]
Contact's Full Name [[contact_full_name::Contact Full Name]]
Contact's First Name [[contact_first_name::Contact First Name]]

¢ Thereis a character indicator below the text box, which contains 50 characters per text
message sent. The number of characters present displays against the number of text
messages to be sent. Note: Newer mobile devices should receive the message as one
text message. In the example displayed below 84 characters have been included in the
message out of the number of text messages that will be sent (in this example, 84
characters / 2 texts).

Phone Call SMS

SMS (Text Message)

Enter the content you want to send out in your SMS message.

Hello, [[contact_full_name::contact_full]].

This is a reminder that Owl County Schools will be closed
[[eurrent_date::date]].

Reply TODAY to stop receiving messages for the rest of the day.
Reply UNSUBSCRIBE to never get messages again.

84/2
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€ Once messages are sent, parents, students, or staff can Reply TODAY to stop receiving
messages for the rest of the day or Reply UNSUBSCRIBE to never get messages again.
The option to unsubscribe is only included in the first ever SMS text message sent to

recipients.

3. You can enter free text as well as click the variables available in the Token Guide to insert
changing information to be customized based on the receipt of the message, such as Date,
Student's Full Name, Attendance Code (Attendance Only), etc.

Phone Call SMS

SMS (Text Message)

Enter the content you want to send out in your SM5 message.

Hello.

is is a reminder that Owl County Schools will be closed on
eptember 12, 2022,

Reply TODAY to stop receiving messages for the rest of the
day. Reply UNSUBSCRIBE to never get messages again.
122/

Token Guide

Data

Current Date

Student's Full Name

Student's First Name

Student's Last Name

Student's Nickname

Contact's Full Name

Contact’s First Name

Contact’s Last Mame

Possessive Pronoun (His, Her, Their)
Personal Pronoun (He, She, They)
Periods (Attendance Only)

Attendance Code (Attendance Only)

Token

[[eurrent_date::Current Date]]
[[student_full_name::Student Full Name]]
[[student_first_name::Student First Name]]
[[student_last_name::Student Last Name]]
[[student_nickname::Student Nickname]]
[[eentact_full_name::Contact Full Name]]
[[contact_first_name::Contact First Name]]
[[contact_last name::Contact Last Name]]
[[possessive_pronoun::Possessive Pronoun]]
[[personal_pronoun::Personal Pronoun]]
[[periods:Attendance Period(s)]]

[[attendance_code::Attendance Codels)]]

-

a. To use the variable, ensure your cursor/mouse is positioned in the correct place in the
message, then click the variable to be added.

Phone Communication
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Phone Call SMS

SMS (Text Message)

Enter the content you want to send out in your SMS message.

ello.

is is a remi at Owl County Schools will be closed on

the rest of the
again.

Reply TODAY to stop receiving mess
day. Reply UNSUBSCRIBE to never get mes

Token Guide

Data Token

Current Date [[eurrent_date::Current Date]]
Student's Full Name [[student_full_name::Student Full Name]]
Student's First Name [[student_first_name::Student First Name]]
Student's Last Name [[student_last_name::Student Last Name]]

Student's Nickname [[student_nic} Student MNick 1l

Contact's Full Name [[eontact_full_name::Contact Full Name]] @

Contact's First Name [[contact_first_name::Contact First Name]]
Contact's Last Name [[contact_last_name::Contact Last Name]]
Possessive Pronoun (His, Her, Their)  [[possessive_pronoun::Possessive Pronoun]]
Personal Pronoun (He, She, They) [[personal_pronoun::Personal Pronoun]]
Periods (Attendance Only) [[periods::Attendance Period(s)]]

Attendance Code (Attendance Only)  [[attendance_code:Attendance Code(s)]]

€ The variables displayed with Attendance Only can only be used if you are utilizing the
Attendance tab to set up attendance based messages.

4. Click Save.
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Phone Call SMS

SMS (Text Message)

Enter the content you want to send out in your SMS message.

Token Guide

Data

Hello.
Current Date

is is a reminder that Owl County Schools will be closed on

eptember 12, 2022. Student's Full Name

Student's First Name

Reply TODAY to stop receiving messages for the rest of the
day. Reply UNSUBSCRIBE to never get messages again.
121/2

Student's Last Name

Student's Nickname

Contact’s Full Name

Contact's First Name

Contact's Last Name

Possessive Pronoun (His, Her, Their)
Personal Pronoun (He, She, They)
Periods (Attendance Only)

Attendance Code (Attend Only)

Token

[[eurrent_date::Current Date]]
[[student_full_name::Student Full Name]]
[[student_first_name::Student First Name]]
[[student_last_name::Student Last Name]]

[[student_nic} Student Nicl

[[contact_full_name::Contact Full Name]]
[[contact_first_name::Contact First Name]]
[[contact_last_name::Contact Last Name]]
[[possessive_pronoun::Possessive Pronoun]]
[[personal_pronoun::Personal Pronoun]]
[[periods::Attendance Period(s)]]

[[attend.

_code:Attendance Code(s)]]

€ See Testing Messages for more information on the Test button.

Attaching Recipients

1. From the Drafts tab, click Attach Recipients.

Drafts Templates Attendance Phone Numbers Blocked Numbers

Show All Records

Reguest History

Save

Caller ID (Calls Only) y ' Scheduled Send Date ; Scheduled Send Time 5 | Recurring y | Recurring End Date § | Created By § Created At § Actions
T2 M | [Default Twilio N. ||o7;27;2022 |‘|10:15 am ||IE|§]|I | |
= [} [M [DefautTwiioN... [ 09/12/2022 07:15 am [Annu.... [ Lizette Garcia (27392) 07/27/2022 09:15:43 # Edit Message
= :@ [Default Twilo N... M 05/11/2021 02:10 pm LT | Lizette Garcia (27392) | 09/30/2021 13:21:13 =+ Attach Reciplents
- :D [Default Twilio N... 8] 03/02/2022 01:10 am LT Lizette Garcia (27392) 03/01/2021 13:00:46

2. Select the Contact Types that should receive the message using the corresponding check
boxes. Options include:

Primary Contact Phone: Send to the phone number(s) of the 1st priority contact with a
Custody flag value of "Y" and a Callout flag value of "Y" for each phone number.

Phone Communication Page 29



Secondary Contact Phone: Send to the phone number(s) of the 2nd priority contact with a
Callout flag value of "Y" for each phone number.

All Student Contacts: Send a callout to all of the students contacts regardless of priority or
custody flag.

Student Phone: Send to the phone number of the student located on the Address block in
Student Info.

Staff Phone: Send to the phone number of the user via a system field (custom_100000002)
under the "General" section in User Info.

You can select as many contact types as needed.

Contact Types Add Recipients Import Options

Primary Contact Phone School(s): Focus High School - 0041, Focus West High School - 010... & Student Search
Secondary Contact Phone Grade Level(s):
All Student Contacts
Staff Phone
£, Upload CSV

Imported Recipients

No Records Found

Save Recipients

€ Callout and SMS options must be enabled via Students > Address Fields > Contact
Detail Flags tab for Address and Contact Details; otherwise, the options in the
Student Info > Addresses & Contacts will not display.
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Address Fields

s Relationships Contact Detail Titles Contact Detall Flags Contact Flags
| &
&
Export 1"l
O Title Address Contact Details For Phone Mumber
S — 0
s =3 Unlisted
d wa | Callout |2
== | Blocked
& = | 5MS 0 =
=) | = UNSUBSCRIBE (]

3. Select the Schools from the pull-down for which the message applies. In the example
message used for schools being closed may apply to the majority of schools, but not all.

Contact Types Add Recipients Import Options

Primary Contact Phone | School(s): Focus High School - 0041, Focus West High Schoal - 010...
v (<) | g g . S Student Search
Secondary Contact Phone Grade Level(s): |
| All Student Contacts .
+| Student Phone & UserSearch
Staff Phone
&, Upload CSV

Imported Recipients

No Records Found

4. Select the applicable Grade Levels for which the message applies. Grade Levels selections
are based on the Schools selected.
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Contact Types Add Recipients Import Options

Primary Contact Phone School(s): | Focus High School - 0041, Focus West High School - 010... & Student Search
Secondary Contact Phone | Grade Level(s): [01, 02, 03, 04, 05, 06, 07, 08, 09, 10, 11, 12, 30, 31, KG, ...

«| All Student Contacts

+| Student Phone
Staff Phone

3 UserSearch

o Upload CSV

Imported Recipients

Mo Records Found

Save Recipients

5. Click Student Search in order to specify the students or users who will receive the message.

Contact Types Add Recipients Import Options

Primary Contact Phone School(s): [Focus High School - 0041, Focus West High School - 010... & Student Search
secondary ContactPhone  Grade Level(s): |01, 02, 03, 04, 05, 06, 07, 08, 09, 10, 11, 12, 30, 31, KG, ...

| All Student Contacts

+| Student Phone & UserSearch

Staff Phone
. Upload CSV

Imported Recipients

No Records Found

Save Recipients

A norder to conduct a Student Search, one of the following Contact Types must be
selected: Primary Contact Phone, Secondary Contact Phone, or Student Phone.

€ The Student Search is not affected by the School(s) and Grade Level(s) pull-down and
become inactive upon importing students per the student search.

a. Conduct a student search in the pop-up window. See Searching for Students for more
information.
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Search Screen Simple List Customized List

Sludent | Student Group
[Isearch All Schools

More Search Options Search |[Reset|

The Student Search is limited to the selected school (school pull-down in the header).
You can select the Search All Schools check box to search for students at all schools
depending on your permissions.

b. Select the check boxes next to the applicable students to specify the students who will
receive the message. Then, click Import Selected Recipients.
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Search Screen Simple List = Customized List Customize Student List

21 Students | 3 Selected

Student ID

Castile, Sam

Collazo, Gabriella

Fenaway, Iris Sandrins'i'

Import Selected Recipients

The Imported Recipients display in the Add Recipients pop-up window which includes the

Contact Type, Phone Number, Student Full Name, Contact Full Name, Created By, and
Created At.

Contact Types Add Recipients Import Options
Primary Contact Phone School(s): [ | ¥
Secondary Contact Phane Grade Level(s): | v & Student Search
All Student Contacts
|v Student Phone
Staff Phone
X Upload CsV
Imported Recipients
tRecordts [EEI 0 ) (I o)
Contact Type §  PhoneMumber ; | StudentFull Name 5 | Contact Full Name § Created By Created At §
= [ | Student 7276778275 Charlie Abe Charlie Abe Lizette Garcia (27392) | 07/27/2022 09:50:57

Delete All Recipients Save Recipients

Click the delete button (red minus sign) to remove the imported recipient or click Delete All
Recipients to delete all recipients at once.
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Contact Types Add Recipients Import Options

Primary Contact Phone School(s): [ L] 2 Student Search
Secondary Contact Phane Grade Level(s): | hd

All Student Contacts
Staff Phone

. .
Imported Recipients
N o CREA N rie: 3
ContactType y | PhoneNumber 5 | StudentFullName ; | Contact Full Name § Created By 5 Created At
E [ ] Student T276778275 Charlie Abe Charlie Abe Lizette Garcia (27392) 07/27/2022 09:50:57

Delete All Recipients Save Recipients

6. Click User Search in order to specify the users who will receive the message.

Contact Types Add Recipients Import Options
Primary Contact Phane Schoolls): [ | v
Secondary Contact Phone Grade Level(s): | 5]

All Student Contacts
|v Student Phone

Staff Phone
&, Upload CSV
Imported Recipients
1Records [FTRY E) o) (G oFF |

Contact Type § | PhoneNumber § | Student Full Name 5 Contact Full Name 3 Created By 5 Created At 5

= | Student

T276778275 Charlie Abe Charlie Abe Lizette Garcia (273%92) | 07/27/2022 09:50:57

Delete All Recipients Save Recipients

A norder to conduct a User Search, Staff Phone must be selected from the Contact

Types.

€ The User Search is not affected by the School(s) and Grade Level(s) pull-downs and
become inactive upon importing users per the user search.

a. Conduct a user search in the pop-up window. Enter User data and click Search.
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Search Screen  User List Customized List

Find a User

[CIsearch All Schools
Cinclude Inactive Users

More Search Options [_0gly Show Most Recent Enraliment
Searct] fioset

User|

b. Select the check boxes next to the applicable users to specify the users who will receive
the message. Then, click Import Selected Recipients.

Search Screen | UserList Customized List

User: ro
16 Users || 4 Selected Search
[ Juser I Staft o ofiles Schools
D [[v]
Romero,
O o 3213 3213  Teacher Focus High School - 0041
J
Dual
[ | rose, 26533 26533 Enrollment Focus High School - 0041, Focus West High School - 0101, hool - 0131 Prep - 0382
Taacher
Stringer,
; ESE District
O BOT1 BOT1 Focus High School - 0041, hool - 0321

Imparl: Selected Recipients

The Imported Recipients display in the Add Recipients pop-up window which includes the
Contact Type, Phone Number, Student Full Name, Contact Full Name, Created By, and

Created At.
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Contact Types Add Recipients Import Options

Primary Contact Phone Schooll(s):
Secondary Contact Phone Grade Level(s): & Student Search
All Student Contacts

Student Phone

+| Staff Phone

3 UserSearch

X, Upload CSV

Imported Recipients
1 Records

Contact Type : Phone Numher: Student Full Name : Contact Full Name : Created By : Created At :

== | | Staff +13058 Roland - Lizette Garcia (27392) 08/04/202121:32:4

Save Recipients

Click the delete button (red minus sign) to remove the imported recipient or click Delete All
Recipients to delete all recipients at once.

Imported Recipients
1Records Page Size: [JE)

Contact Type : Phone Number : Student Full Name : Contact Full Name : Created By : Createq

E 7| staff 30 0943 Stringer Lizette Garcia (27392) 08/04/2

Delete All Recipients Save Recipients

7. Click Upload CSV to import recipients in the Import Options section. You must first prepare a
CSV file including the following columns: Phone Number, Contact First Name, Contact Last
Name, Student First Name, Student Last Name, Student Nickname, Possessive Pronoun, and
Personal Pronoun.
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Contact Types Add Recipients Import Options

Primary Contact Phone School(s):
Secondary Contact Phone Grade Level(s): |:|
«*| All Student Contacts .
Student Phone
«*| Staff Phone
X Upload CSV

Imported Recipients

Mo Records Found

Delete All Recipients Save Recipients

a. Select the file from your computer. Click Open.

[ Desktop

24 Call Out Contacts.csv
i v.11 Back-Merges

Call Out Contacts.csv

Information
Today, 1:06 PM

Today, 1:08 PM

Options Open

b. Use the pull-downs to associate the fields with the correct column headers in the file. If
this CSV file includes a header row, ensure the Header check box is selected to prevent

parsing the data in the first row.
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Import CSV - Column Setup

i
Use the dropdowns below to associate the fields with the correct column headers in the CSV. If this CSV file includes a header row, please keep the Header option checked, to prevent parsing the data in the first row.

[l Opt these recipients in to receive SMS

Headerl Phone Number ~  Contact First Name ~  Contact Last Name ~  Student First Name ~  Student Last Name *~  Student Nickname ~  Possessive Pronoun ¥ Personal Pronoun v
Phone Number Contact First Name Contact Last Name Student First Name Student Last Name Student Nickname Possessive Pronoun Personal Pranoun
727- 75 Mel Brown Charlie Noel Abe
727-687-9090 Lizette Garcia Debbie Barron
727-450-8788 Jane Lanes Armnal Martin Blonde
727-323-9090 Brian Martinez Alexander James Bonilla

Sancel m

c. Click Submit.

Import CSV - Column Setup

i
Use the dropdowns below to associate the fields with the correct column headers in the CSVL If this CSV file includes a header row, please keep the Header option checked, to prevent parsing the data in the first row.

[ Opt these recipients in to receive SMS

Header Phone Number ~  Contact First Name ~  Contact Last Name *  Siudent First Name *  Student Last Name %  Student Nickname ~  Possessive Pronoun v  Personal Pronoun v
Phone Mumber Gontact First Name Gontact Last Name Student First Name Student Last Name Student Nickname Possessive Pronoun Personal Pranoun
727 75 Mel Brown Charlie Noel Abe
727-687-9090 Lizette Garcia Debbie Barron
727-450-BTB8 Jane Lanes Amal Martin Blonde
727-323-9090 Brian Martinez Alexander James Bonilla

Cancel

The Imported Recipients display in the Add Recipients pop-up window which includes the
Contact Type, Phone Number, Student Full Name, Contact Full Name, Created By, and
Created At.
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Contact Types

|%| Primary Contact Phone

|#| Secondary Contact Phone
All Student Contacts
Student Phone

|#| Staff Phone

Add Recipients

Import Options

School(s): [

Grade Level(s): [

-
(v

2, Upload CSV

. .
Imported Recipients
5 Records [Fitter: P Page size: IEPN
Contact Type ;  PhoneNumber 3 | Student Full Name § Contact Full Name Created By Created At
(—] [ ] Irnport +172 275 Charlie Noel Abe Mel Brown Lizette Garcia (27392) | 06/30/2021 15:09:37
= [ ] Impaort +172768790%90 Debbie Barron Lizette Garcia Lizette Garcia (273%2) | 06/30/2021 15:09:37
= [ ] Import +17274508788 Amal Martin Blonde Jane Lanes Lizette Garcia (27392) | 06/30/2021 15:09:37
= [ ] Impart +17273239090 Alexander James Bonilla Brian Martinez Lizette Gareia (273%2) | 06/30/2021 15:09:37
= [ | Staff +130 743 Ralan: Lizette Garcia (273%2) | 06/30/2021 15:06:26
Save Recipients
8. Click Save Recipients.
- - -
Contact Types Add Recipients Import Options
[#| Primary Contact Phone School(s): v |
¥ Secondary C Ph [ | ;| & Student Search
| Secondary Contact Phone Grade Level(s): [ | v |
All Student Contacts ' .
Student Phone & User Search
|#| Staff Phone
. Upload C5V
. .
Imported Recipients
5 Records [Fitter: P Page size: IEPN
Contact Type ;  PhoneNumber 3 | Student Full Name § Contact Full Name Created By Created At
(—] [ ] Irnport +172 275 Charlie Noel Abe Mel Brown Lizette Garcia (27392) | 06/30/2021 15:09:37
= [ ] Impaort +172768790%90 Debbie Barron Lizette Garcia Lizette Garcia (273%2) | 06/30/2021 15:09:37
= [ ] Import +17274508788 Amal Martin Blonde Jane Lanes Lizette Garcia (27392) | 06/30/2021 15:09:37
= [ ] Impart +17273239090 Alexander James Bonilla Brian Martinez Lizette Gareia (273%2) | 06/30/2021 15:09:37
= [ | Staff +130 743 Ralan: Lizette Garcia (273%2) | 06/30/2021 15:06:26

Testing Messages

1. From the Drafts tab, click Test.
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Drafts Templates Request History Attendance Phone Numbers Blocked Mumbers

Show All Records Save
s [E 8] [Hor) [ o)

late 3 Scheduled Send Time & Recurring § | RecurringEnd Date § | Created By § Created At § Actions

] T — ] —

S RSP BRI - cdevesage |+ Atachrecpients | © Duplicate © Schedule

= (ne N | Lizette Garcia (27392)  09/30/202113:21:13 | [EEC ISR EEET T + Attach Reciplents Duplicate P Test m
= . (ne N  Lizette Garcia (27392) 03/01/202113:00:46 [RECA I EET T + Attach Reciplents Duplicate m

Messages can also be tested from the Edit Message pop-up window while creating them. At
the bottom of the pop-up window, click Test.

Focus High School - 0041 ¥ | s]§
w Phone Communication v Lizette Garcla
2022-2023 ¥ || 1st 9 Weeks ¥ m

# Drafts Templates
| & PhoneCall  SMs
&# Show All Records Save
Call Type: (® Recorded Text-To-Speech
@ 3 Records Export [=*
i Ca" (Recorded) ste § Created By § Created At § Actions
st =
p ] || Time Remaining: 1:00 ] ‘
“ & [ 1 [Phone Call, SMS » Play m . LizetteGarcia(27392) 07/27/202209:15:43
9 =L, [Phone Call Lizette Garcia (27392) | 09/30/202113:21:13 [P LTI
@ = [ lplate  [Phone Call, SMS ﬁ a Lizette Garcia 27392) | 03/01/2021 13:00:46
&
-
H
3

2. Enter your phone number in the provided text box for a sampling of the message (text and/
or call) created. Click Test.
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Enter your phone number below:

If your message has variables, the following information will be supplied:
Current Date March 1st 2021

Student Full Name Robert Abbott

Student First Njne Robert

Student Last Name Abbott
Contact Full Name Charles Abbott
Contact First Name Charles
Contact Last Name Abbott
Possessive Pronoun His

Personal Pronoun He
Attendance Code

Periods

The example variables shown will be used for variables placed in your message.

Sending & Scheduling Messages

1. Depending on the Scheduled Send Date, you will have the ability to Send or Schedule
messages.

If the Scheduled Send Date is set to today or a previous date with the current or past
Scheduled Send Time, you can click Send to send messages right away.

Drafts Templates Request History Attendance Phone Numbers Blocked Numbers

Show All Records Save
e (IR E) [Mor) EEA 5]

Jate § | Scheduled Send Time § | Recurring ; RecurringEnd Date ; | Created By 5 Created At § Actlons

[l rrr—] ] — |
-] 07:15 am Annu_ [N Lizette Garcia (27392) | 07/27/202209:15:43 [T <[ EITTE T + Attach Recipients @ Duplicate
= 02:10 pm Na [N Lizette Garcia (27392) | 09/30/202113:21:13 | I TISLEEER S + Attach Reciplents D Duplicate
SR I L I IRl EditMessage |+ AttachRecipients | (D Duplicate

¢ Ifyou need to send out an emergency call or message, set the Scheduled Send Date
and Scheduled Send Time to the current date and time or a previous date and time to
send the message right away.
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Once sent, the message will be removed from the Drafts tab and display on the Request
History tab.

If the Scheduled Send Date is set to a future date or a future Scheduled Send Time (on the
current date), you can click Schedule to schedule the call/text to be sent out on the entered
date and time.

Drafts Templates Request History Attendance Phone Numbers Blocked Numbers

Show All Records Save
sreors [EIW 8] [ow] 00T o)

o n . . n N
Jate ¢ | Scheduled Send Time | Recurring y | Recurring End Date ;| Created By Created At Actions

[T — ] — |
=] 07:15 am Annu [N Lizette Garcia (27392) | 07/27/202209:15:43 [P 8510 + Attach Reciplents [ Duplicate
=] 02:10 pm Na W Lizette Garcia (27392) | 0%/30/2021 13:21:13 | [P RET-H) + Attach Reciplents D Duplicate
= 01:10 am NA W Lizette Garcia (27392) 03/01/202113:00:46 [EPANLINT0 + Attach Recipients 0 Duplicate

€ The scheduled send date/time determine if the message gets sent now or sent when
the scheduled job runs. The scheduled job is triggered to run every 15 minutes
(automatically), so the job may not run at the exact time entered here, but the time
entered places the message in the queue to be sent out with the scheduled job next
time it runs.

Note: This does not mean calls will be sent out every 15 minutes; the scheduled job
runs every 15 minutes ensuring all scheduled messages are sent out if there are any
waiting to be sent out.

Once you click Schedule, the message will be removed from the Drafts tab and display on the
Request History tab.

The scheduled job Phone Communication Processing looks at the Scheduled Send Date and
Scheduled Send Time. The recommended runtime interval settings for the scheduled job
should be set to whatever is most frequent (every 15 minutes) for the most accurate delivery
times. See Scheduled Jobs for more information.

Duplicating Messages

1. In the Students menu, click Phone Communication.

Phone Communication Page 43



& Seuwp Search...
I . Shdants Student Infa

& Users Add a Student

@ Scheduling Mass Assign Student Info
Mass Add Log Records

&8 Grades Change Reguests

»¢ Assessment Online Enrollments

@ Attendance Magnet / Special Assignment
Phone Communication

£ Discipline

EJ Forms Advanced Report

«* Billing Add / Drop Report

2. Click the Drafts tab.

Phone Communication v

O BS

Templates Request History Attendance Phone Numbers

Show All Records

— Page iz

3. From the existing drafts, click Duplicate next to the message you want to copy.

Drafts

Templates Request History Attendance Phone Numbers Blacked Numbers

Show All Records Save

s IS E) [or) X ®)

D(Calls Only) § ' Scheduled Send Date ; | Scheduled Send Time ;| Recurring y RecurringEnd Date § | Created By § Created At 5 Actions
T {Twilo N... [ |\07,!2?sz22 || 10:15 am |IE. ||:|| |
= [ ] U Twilio N [N 09/12/2022 07:15 am [Annu N Lizette Garcia (27392) | 07/27/202209:15:43 + Attach Reciplents
== [ ] tTwilio N[N 05/11/2021 02:10 pm (e T ... lizetteGarcia (27392) | 0%/30/202113:21:13 + Attach Reciplents

Once copied, a duplicate message draft displays on the Drafts tab. Here you can make any
necessary changes to customize the message. See Phone Communication for more information
on creating a message.
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Drafts Templates Request History Attendance Phone Numbers Blocked Numbers

Show All Records Save

s IR E) s s

Title 5 Type 3 Caller ID (Calls Only) 5 Send Date SendTime y Recurring y RecurringEnd Date ; | Created By 3 Created At § Act
[ ] |\ ] ‘lDa{ault Tulio Number (7272632645) [ ‘Iu?,mfzuzz | ‘ 10:15 am I‘ (e TN |\ | |
= [ ] School Closed - Copy  [Phone Call SMS || |Default Twilio Number (7272632645) ¥ o09/12/2022 07:15 am [Annu_ N Lizette Garcia (27392) 07/27/2022 10:01:26
= [ 1| Schoal Closed [Phone Call SMS | |Default Twilo Number (7272632645) || 09/12/2022 07:15 am [Annu_.. [N Lizette Garcia (27392) 07/27/202209:36:09
= [ || Testing Save [Phone Call [N [Default Twilo Number (7272632645) || 05/11/2021 02:10 pm (e T Lizette Gareia (27392) 09/30/202113:21:13
] [ ] No Schoel Template |Phone Call, SMS . | Default Twilio Number (7272632645) . 03/02/2022 01:10 am |E. Lizette Garcia (27392) 03/01/2021 13:00:46

Request History

1. In the Students menu, click Phone Communication.

s Seiwm Search...
I . Shadants Student Info

g4 Users Add a Student

@ Scheduling Mass Assign Student Info
Mass Add Log Records

4 Crdes Change Requests

»* Assessment Online Enroliments

@ Attendance Magnet / Special Assignment
Phone Communication

&j Discipline

EJ Forms Advanced Report

&z Billing Add / Drop Report

2. Click the Request History tab.

3 Demerisec Phone Communication

' Drafts Templates Request History Attendance Phone Numbers

& Show All Records

The Request History tab displays the Status of the message, the Title, the Type, the Delivery
Date, the Date Delivered, Created By, and Created At.
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. Focus High School - 0041 ¥ | sIs
w Phone Communication Lizette Garcla
2022-2023 ¥ || 1st 9 Weeks ¥ m

& Drafts Templates Request History Attendance Phone Numbers Blocked Numbers
| &
F-] Show All Records
Ol skecors IR o) =
i Status & Title & Type & Delivery Date 4 DateDelivered | Created By 4 Created At 4 Actions
e
U0+ Sent! No School Template CALLSMS 03/02/202201:10:00 07/27/2022 10:02:33  Lizette Garcia (27392) 03/01/2021 13:00:46 B2 View Message
o
q O+ Sent! Test SMS 08/31/2021 19:30:00 | 08/31/2021 20:51:11 | Lizette Gareia (27392) | 08/31/2021 20:46:45 £ View Message
B U0+ Sent! School Closed CALL 06/18/2021 12:00:41 08/31/2021 20:45:52  Lizette Garcia(27392) 06/18/202111:01:08 B2 View Message
&
U] v sent! School Clased SMS,CALL 03/10/202109:00:00  04/28/2021 13:18:48 | Lizette Garcia (27392)  03/01/2021 10:28:22 £ View Message
&9
- U 1| B Pending Delivery.. Tropical StormWarning  CALL 03/01/2021 08:00:00 Lizette Garcia (27392) 03/01/2021 10:28:22 £ View Message
HEEEEEEEE——
-

The Status displays as Sent when the text message and/or call was sent and answered or
opened.

The Status displays as Pending Delivery if the message is scheduled to be sent and has not
been sent yet.

3. Click View Message to view the message that was sent or is scheduled to be sent in a pop-up
window.

. Focus High School - 0041 ¥ sIs
Fw Phone Communication Lizette Garcla
2022-2023 ¥ | 1st 9 Weeks ¥ m

Drafts Templates Request History Attendance Phone Numbers Blocked Numbers
Phane Call SMs

s
[ ]
C]

— [ Fitar: I Call (Text-to-speech) Token Guide

Enter the content you want said in Text-To-Speech over the phane.

Status y Title § Falla. eated At 3
Current Date [ewrrent_date::Currant Date])
This is a remindor |wacﬂum§l Schools wil be closed on

"7+ sent! No School Templat 9112 2021 Sudewtts b Hstudent full name:Student Fullbamell 1513119021 13:00:46 | =RV CTI L RN
Student’s First Name [lstudent_first_name:Student First Name]]
14/180
Lol v Sent! Test Shudesrts Last Hama Hstudant st name: StudesttLust Wamall 13531 /2021 20:46:45 B4 View Message
Student’s Nickname [lstudent_nickname::Student Nickname]|
L0+ Sent! School Closed Coutact’s Full e Hoentact full name:Contact Full Namel) | 1)4,/18/2021 11:01:08 B4 View Message

Contact’s First Name [lcontact first_name:Contact First Kame]]

U] v sent! School Closed Contact’s Last Hame Hcontact Jast name-ContactLast Namell  [3/01/2021 10:28:22 =R EEEF S
{His, Her, Their] e il
T 1|  Pending Delivery.. Tropical Storm Wa Personal Pranoun (He,she, They]  [[personalpromouncPersonal Pronaur]]  D3/01/2021 10:28:22 £ View Message

Period: i Periodls|]

A€ €% 08 a %

B

Click Close to close the pop-up window.
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Phone Call SMS

Call Type: Recorded (@ Text-To-Speech
.

Call (Text-to-speech) Token Guide

il Current Date [[current_date::Current Date]]

This is a reminder that Owl County Schools will be closed on

April 2, 2021. Student's Full Name [[student_full_name:Student Full Name]]
Student's First Name [[student_first_t dent First Name]]

16/180

Student's Last Name [[student_last_name::Student Last Name]]
Student's Nickname [[student_nick Student Nick 1]
Contact's Full Name [[contact_full_name::Contact Full Name]]
Contact's First Name [[contact_first_name::Contact First Name]]
Contact's Last Name [[contact_last_name::Contact Last Name]]
Possessive Pronoun (His, Her, Their)  [[p ive_pr ive Pr 1]
Personal Pronoun (He, She, They) [[personal_pronoun::Personal Pronoun]]
Periods (Attendance Only) [[periods::Attendance Period(s)]]

Attendance Code (Attendance Only)  [[attendance_code::Attendance Code(s)]]

4. Click View Recipients to view the recipient information for the message.

N Focus High Schoal - 0041 ¥ sIs
w Phone Communication v Lizette Garcia
2022-2023 ¥ | 15t 9 weeks ¥ | [

& Drafts Templates Request History Attendance Phone Numbers Blocked Numbers
| &
.
O | srecors [Pt Eaf Poesice IEEN
£ Status * Title * Type & Delivery Date § Date Delivered * Created By * Created At *
. e .
r Contact Types Add Recipients Import Options © ViewMessage | & View Recipients
I —

~  Primary Contact Phone Sections: [ L/
L ~| Secondary Contact Phone School(s): [ v
All Student Contacts
Student Phone Srace Lavensh |
Staff Phone
rA X, Upload CSV

£ View Message £, View Recipients

[l & User Search

ra Imported Recipients & View Message

- treoss [EEHE S)
Contact Type & Phone Number & Student Full Name 3 Contact Full Name & Created By 4 Created At 4
i |
" = [ ]| statf 30¢ 3 Rolas Lizette Garcia (27392) 08/04/2021 21:32:45

il

A 8@ e 08 a i
]

5. Click View Report to view the Request History Report for a particular message.
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. Focus High School - 0041 ¥ gIs
Fw Phone Communication 7 Lizette Garcla
2022-2023 ¥ | 1st 9 Weeks ¥ m

& Drafts Templates Request History Attendance Phone Numbers Blocked Numbers
a

& Show All Records

. -

Type § Delivery Date § Date Delivered Created By § Created At § Actlons

L ate CALLSMS 03/02/202201:10:00 07/27/202210:02:33 Lizette Garcia (27392) 03/01/2021 13:00:46 & View Message
e
L

LR

R e

O ViewReciplents | [ ViewReport

dy,

SMS 08/31/202119:30:00 08/31/202120:51:11  Lizette Garcia (27392) 08/31/2021 20:44:45 B4 View Message

5

m

Request History Report
1Records [T B ] Pagesize: IEN,

User Type ¢ D% Contact Name § Phone Number Status 4

4 € €%

_ 1| Parent 610156 1 Alonso +173 4 completed

-

B

Every recipient that met the criteria will display as a record in the report with the following
information:

User Type: Displays Parent, Student, or Staff.
ID: Displays the Student ID or User ID.
Contact Name: Displays the Name of the contact.

Phone Number: Displays the Phone Number of the Parent, Student or Staff Contact that
was used in the callout.

Status: Displays Completed when the call/text was sent and opened/answered
successfully. Displays Failed when the call could not be completed as dialed or the text
message could not be sent, most likely because the phone number is non-existent.
Displays as Canceled when the scheduled job was cancelled while in progress.

€ Inthe Request History Report, if a phone number fails, a re-enrollment record will be
sent to the Parent or Student of the failed number. This will use the re-enrollment
System Preferences to automatically send out a required re-enrollment form that can
be used for the parents and/or students to update their phone numbers within Focus.

6. Click Cancel to stop the message from being sent or from being sent again (recurring
messages).
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Drafts Templates Request History Attendance Phone Numbers Blocked Numbers
sRecorss [0 B o] Page ize:
Type y Delivery Date ; Date Delivered ; Created By § Created At § Actlons

T ate CALLSMS 03/02/202201:10:00 07/27/2022 10:02:33  Lizette Gareia (27392) 03/01/2021 13:00:46 & View Message () View Report
N SMS 08/31/202119:30:00 08/31/2021 20:51:11 | Lizette Garcia (27392) | 08/31/202120:44:45 [) View Report
. CALL 06/18/202112:00:41 08/31/2021 20:45:52  Lizette Garcia (27392) 06/18/202111:01:08 [) View Report
o SMS,CALL 03/10/202109:00:00 04/28/202113:18:48 | Lizette Garcia (27392) | 03/01/202110:28:22 [ View Report
U] Varning | CALL 03/01/2021 08:00:00 Lizette Gareia (27392) 03/01/2021 10:28:22 [ View Report

Clicking Cancel moves the message from the Request History tab back to the Drafts tab
where the message can be edited or deleted.

Drafts Templates Request History Attendance Phone Numbers Blocked Numbers

Show All Records Save

o (E ) [or) O o)

Title § Type 5 Caller ID (Calls Only) 5 ' Scheduled Send Date ; | Scheduled Send Time 5 | Recurring Recurring End Date § | Created By § Created At 5 Actlons
i ||| ® ||Dsfault'lw\lo N ¥ ||o7;27/2022 || 10:15 am ||IE. ‘ I:I|
= | || School Closed - Copy  [Phone Call, SM3 M| [Default Twiio N__. [ 09/12/2022 07:15 am [Annu N . LizetteGarcia (27392) 07/27/2022 10:01:36
= | | |School Closed [Phone Call, SMS [N [Default Twiio N... [M| 09/12/2022 07:15 am [annu_ M ... LizetteGarcia (27392) 07/27/202209:36:09
== | | | Testing Save |Phone Call ¥ [Default Twiio N... [ 05/11/2021 02:10 pm (na Lizette Garcia (27392) 09/30/202113:21:13
== | | | Tropical Storm Warning [Phone Call ¥ [Default Twilio N... [M| 07/27/2022 08:00 am . Lizette Garcia (27392) 03/01/2021 10:28:22

Message Templates

1. In the Students menu, click Phone Communication.
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& Seuwp Search...
I . Shdants Student Infa

& Users Add a Student

@ Scheduling Mass Assign Student Info
Mass Add Log Records

&8 Grades Change Reguests

»¢ Assessment Online Enrollments

@‘ Attendance Magnet / Special Assignment
Phone Communication

£ Discipline

EJ Forms Advanced Report

«* Billing Add / Drop Report

2. Click the Templates tab.

Phone Communication

ﬁ' Drafts Templates Request History Attendance

O | orecors (ritr: EA Page sice: IEN

Click Show All Records to view template drafts created by other users.

Focus High School - 0041 ¥ || I
Fw Phone Communication < Lizette Garcia
2022-2023 ¥ | 1st9 Weeks ¥ E

& Drafts Templates Request History Attendance Phone Numbers Blocked Numbers
|
‘ecords ave
& Show All Recard s
S T S e )
Al Title & Type 4 Created By 4 Created At 4 Actions
- L1l ]I ] \
4 = | | Mo School Template | 8MS, Phone Call [ LizetteGarcia(27392) 07/27/2022 09:15:43 # Edit Message =+ Attach Recipients Duplicate + Create Draft
g
0 == | || Tardy Alert |Phane Call . Lizette Garcia (27392) | 03/01/2021 13:44:30 # Edit Message + AttachRecipients @ Duplicate =+ Create Draft
& == | || Absence Alert [sms ¥ LizetteGarcia(27392) 03/01/202113:43:16 [T HLEEEEES + AttachRecipients D Duplicate + Create Draft
&

Click Show My Records to hide template drafts created by other users and only view your
own messages.
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Phone Communication v

Drafts Templates Request History Attendance Phone Mumbers Blocked Numbers

5 Records =] T OFF | EI.

(CHL NN S

& Title Type 4 Created By 4 Created At 4 Actlons
E

ca |l [ [

=3 | | No School Template [SMS, Phone Call M Lizette Garcia (27392) 07/27/2022 10:13:49 Edit

[+
A == | || Senior Projects - Copy  [SMS, Phone Call Fridda Lizette Rexy (3014) | 06/30/2021 14:27:06 [N 3113

ra . : e di
& =2 |, | Senior Projects | SMS, Phone Call Fridda Lizette Roxy (3014)  06/30/2021 13:44:59 Edit
ﬂ = [ ] Tardy Alert | Phone Call . Lizette Garcia (27392) 03/01/2021 13:44:30
"
- == | || Absence Alert [2ms B Lizette Garcia (27392) 03/01/2021 13:43:16

3. Enter a Title.

Drafts Templates Request History Attendance Phane Numbers
Show All Records
orcoss [IW &) [[How) A ®)
Title 5 Type 5 Created By 5  Created Aty  Actions
U7 INo scheol Template || [Phone call .|

4. Select the message Type from the pull-down. Options include SMS (text messages) and/or
Phone Call.

5. Press the Enter key to add the message draft. Then, click Save.

. Focus High School - 0041 ¥ sIs
Fm Phone Communication Lizette Garcia
2022-2023 ¥ | 1st 9 Weeks ¥ m

Drafts Templates Request History Attendance Phone Numbers Blocked Numbers
Show All Records m
3Records N Fieer EA Y Pese size: BN
Title § Type 3 Created By 5 Created At Actions
Ml [ | |

= | | No School Template | Phone Call ¥ Lizette Garcia(27392) 07/27/202209:15:43 #" Edit Message =+ Attach Recipients Duplicate =+ Create Draft
&= | | Tardy Alert [Phone Call [ Lizette Garcia (27392) | 03/01/2021 13:44:30 =+ Attach Recipients [0 Duplicate
= | .| Absence Alert (sMs [M  LizetteGarcia(27392)  03/01/202113:43:16 [EEl 2 LNEEET + AttachReciplents [0 Duplicate 4 Create Draft

eenlalalsxonms
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Click the delete button (red minus sign) to remove a template.

) Focus High School - 0041 ¥ cIs
Fm Phone Communication ¥ Lizette Garcla
2022-2023 ¥ | 1st 9 Weeks ¥ m

€ 08 a4y x0eS%

Drafts Templates Request History Attendance Phone Numbers Blocked Numbers

Show All Records Save

et EWEA e A P s N

Title 5 Type 3 Created By Created At 5 Actians
rall i ] | |
== |; | Mo School Template  [Phone Call  [M| Lizette Garcia(27392) 07/27/202209:15:43 4 Attach Recipients
: U 1| Tardy Alert |Phone Call Lizette Garcla (27392) | 03/01/2021 13:44:30 + Attach Reciplents
== | || Absence Alert [sMms W] UzetteGarcia(27392) 03/01/202113:43:16 4+ Attach Reciplients

Click Save to apply changes.

- Focus High School - 0041 ¥ | sI5
Fm Phone Communication Lizette Garcla
2022-2023 ¥ | 15t 9 Weeks ¥ m

Drafts Templates Request History Attendance Phone Numbers Blocked Numbers

Show All Records m

€ % 048 &% x 0BRSS

s [(IW B) o) )

Title § Type 5 Created By § Created At Actions
[ I ] | |
© 1|INa School Template | Phone Call : Lizette Garcla (27392) 07/27/202209:15:43

A
L

ra
L

Tardy Alert [Phone Call . Lizette Garcia (27392) | 03/01/2021 13:44:30 # Edit Message + Attach Recipients 0 Dy
Absence Alert =S B Uizette Garcia (27392) 03/01/202113:43:16 [N IR T + Attach Recipients [ Dy

If you try to delete a template that is currently being used for an Attendance message,
a pop-up message displays alerting you that the template is being used with an
attendance callout. In order to delete the template, you must first delete the
Attendance message. See Attendance-Based Messages for more information.
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® WritersCurrent = Writers' Trunk @ ScreenSteps = Help 2 Docs to Revi... ® Writers' Texas De... » Reading List

sandbox.focusschoolsoftware.com says

Template "Absence Alert" cannot be deleted. This template is 5 " Focus High School - 0041 ¥ sIs
Fw Phone Communication o ) ° Lizette Garcia
eing used with an attendance callout, please remove the template 2022-2023 ¥ 4th 9 Weeks ¥ m

from the attendance tab before deleting.

& Drafts Templates Request History

| &
£ Show All Records Save
= Title & Type 4 CreatedBy & Created At 4 Actions
* A 1 L] |
4 = 5 Tardy Alert |Phane Call . Lizette Garcia (27392) 03/01/2021 13:44:30 # Edit Message + Attach Recipients Duplicate + Create Draft
=
= == . . Absence Alert [sMs ¥ Lizette Garcia (27392) 03/01/202113:43:16 # Edit Message + Attach Recipients Duplicate + Create Draft
@ = . . No School Template [SMS, Phone Call M| Lizette Garcia (27392) 03/01/2021 13:00:46 & Edit Message + Attach Recipients Duplicate + Create Draft
@

Adding/Editing Messages in Templates

1. Click Edit Message to create/edit the message.

Focus High School - 0041 v sIS
Fw Phone Communication Lizette Garcia
2022-2023 ¥ | 1st 9 Weeks ¥ m

== | 1 Absence Alert |smMs B Lizette Garcia(27392) 03/01/202113:43:16 [P (1§ =] + Attach Recipients

"’& Drafts Templates Request History Attendance Phone Numbers Blocked Mumbers
| &
2 Show All Records Save
O s Im &) o) X )
AR Title 4 Type 4 Created By 4 Created At & Actions
o i Il L]
g == [ 1 No School Template | SMS, Phone Call . Lizette Garcia (27392) 07/27/2022 09:15:43 # Edit Message + Attach Recipients
g
= == .. Tardy Alert [Phone Call [ Lizette Garcia(27392) 03/01/202113:44:30 [ 1Y CEETT + Attach Recipients
@
&

The Edit Message pop-up window displays information depending on the message Type
enabled, SMS and/or Phone Call. In the image displayed, both options have been selected, so
SMS and Phone Call features are displayed on their corresponding tabs.
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Phone Call SMS

Call Type: '® Recorded Text-To-Speech

Call (Recorded)

Time Remaining: 1:00
Mo Records Found

There are currently no markers in your message.

Start recording your message and press "Insert Data" to
insert a marker.

Press "Record" to Start Recording

Voice Recording

1. Click the Phone Call tab.

Phone Call SMS

Call Type: '® Recorded Text-To-Speech

Call (Recorded)

Time Remaining: 1:00
Mo Records Found

There are currently no markers in your message.

Start recording your message and press "Insert Data" to
insert a marker.

Press "Record" to Start Recording

2. Select Recorded as the Call Type to create a recorded message.
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Phone Call SMS

Call Type: '® Recorded Text-To-Speech

Call (Recorded)

Time Remaining: 1:00

3. If recording your message, click Record and speak your message clearly. Note: You must
ensure that the microphone on your computer has been enabled in your computer settings.

Click Finish Recording to stop the recording when complete.

Phone Call SMS

Call Type: (@ Recorded Text-To-5peech

Call (Recorded)

Time Remaining: 00:50
@ Finish Recording O Insert Data
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¢ Thereis a one minute time limit on recorded messages. If the recording has not been
stopped by clicking Finish Recording before the one minute mark, the recording will
automatically end. The Time Remaining feature displays the amount of time left to
make the recording counting down from one minute.

Phone Call SMS

Call Type: (® Recorded Text-To-Speech

Call (Recorded)

Time Remaining: 00:50
@ Finish Recording

€ Thereisa2-3 second pause before messages begin upon calls being answered by a
person or by voicemail to ensure the entire message is recorded if sent to voicemail.

Note: If a person answers the call, the message will begin once the person speaks as
opposed to waiting 2-3 seconds.

4. Once recorded, click Play to review your message.
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Phone Call SMS

Call Type: '® Recorded Text-To-Speech

Call (Recorded)

i ining: 01:00

Click Pause to pause the message.

Click Stop to stop the message from playing and go back to the beginning of the message.

Phone Call SMS

Call Type: '® Recorded Text-To-Speech

Call (Recorded)

j inine: 01:00
L] = o ] ovee

¢ Click Record at any time, to re-record you message.

Phone Communication
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Phone Call SMS

Call Type: ® Recorded Text-To-Speech

Call (Recorded)

Time Remaining: 01:00

5. To use the Token Guide and insert variables into a recorded message, while recording, click
Insert Data to place a Marker in the recording for where the variable should be placed.

Phone Call SMS

Call Type: @ Recorded Text-To-Speech

Call (Recorded)

Time Remaining: 00:25
@ Finish Recording O InsertData

6. Once finished, you can see where in the message in the markers have been placed. Select the
applicable Variable from the pull-down that should take the place for each Marker.
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Phone Call SMS

Call Type: ® Recorded Text-To-Speech

Call (Recorded)

Time Remaining: 01:00

A A

Marker

Variable

1

|Contact Full Name

2
3

|Current Date

| Student Full Name

7. Click Save.

Phone Call SMS

Call Type: ® Recorded Text-To-Speech

Call (Recorded)

Time Remaining: 01:00

A A

Marker
1
2
3

Variable

|Contact Full Name
|Current Date
|Student Full Name

[oon | _nom

€ See Testing Messages for more information on the Test button.

Text-To-Speech Phone Call

Phone Communication

1. If using Text-To-Speech call type, enter the content that will be read to receipts as a phone
call in the provided text box.

Page 59



Phone Call SMS

Call Type: Recorded | (@ Text-To-5peech

Call (Text-to-speech)

Enter the content yvou want said in Text-To-5peech over the phane.

Hello.

is is a reminder that Owl County Schools will be closed on
September 12, 2022.

146/180

Q¢ Thereis a Text-To-Speech word limit set to 180 words. The number of words present is
displayed out of of 180 words, such as 16/180 as displayed below.

Phone Call SMS
Call Type: Recorded (@ Text-To-Speech
Call (Text-to-speech)

Enter the content yvou want said in Text-To-5peech over the phaone.

Hello.

This is a reminder that Owl County Schools will be closed on
September 12, 2022.

16/180

2. You can enter free text as well as click the variables available in the Token Guide to insert
changing information to be customized based on the receipt of the call, such as Date, Student's
Full Name, Attendance Code (Attendance Only), etc. To use the variable, ensure your cursor/
mouse is positioned in the correct place in the message, then click the variable to be added.
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Phone Call SMS

Call Type: Recorded ‘@ Text-To-Speech

Call (Text-to-speech) Token Guide

Enter the content you want said in Text-To-Speech aver the phone. Data Token

Hello,

IThis is & remin it Owl County Schools will be closed on
September 12, 2022,

Current Date

Student's Full Name

Student's First Name

Student's Last Name

Student's Nickname

Contact's Full Name

Contact's First Name

Contact's Last Name

Possessive Pronoun (His, Her, Their)
Personal Pronoun (He, She, They)
Periods (Attendance Only)

Attendance Code (Attendance Only)

[[current_date::Current Date]]
[[student_full_name::Student Full Name]]
[[student_first_name::Student First Name]]

[[student_last_name::Student Last Name]]

Metudent mick Student Nick n

[[contact_full_name::Contact Full Name]] @

[[contact_first_name::Contact First Name]]

[[contact_last_name::Contact Last Name]]

[lp ive_p ive Pronoun]]
[[personal_pronoun::Personal Pronoun]]
[[periods::Attendance Period(s)]]

[[attendance_code::Attendance Code(s)]]

€ The variables displayed with Attendance Only can only be used if you are utilizing the
Attendance tab to set up attendance based messages.

3. Click Save.
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Phone Call SMS

Call Type: Recorded (@ Text-To-Speech
.
Call (Text-to-speech) Token Guide
Enter the content you want said in Text-To-Speech aver the phone. Data Token
ello, [[contact full_name::Contact Full Name]]
Current Date [[current_date:Current Date]]
is is a reminder that Owl County Schools will be closed on
eptember 12, 2022, Student’s Full Name [[student_full_name::Student Full Name]]
Student’s First Name [[student_first_name::Student First Mame]]
19/180
Student’s Last Name [[student_last_name::Student Last Name]]
Student’s Nickname [[student_nickname::Student Nickname]]
Contact's Full Name [[centact_full_name:Contact Full Name]]
Contact's First Mame [[centact_first_name::Contact First Name]]
Contact's Last Mame [[contact_last_name::Contact Last Name]]

Possessive Pronoun (His, Her, Their)  [[possessive_pronoun::Possessive Pronoun]]
Personal Pronoun (He, She, They) [[personal_pronoun::Personal Pronoun]]
Periods (Attendance Only) [[periods::Attendance Period(s)]]

Attendance Code [Attendance Only)  [[attendance_code::Attendance Code(s)]]

€ See Testing Messages for more information on the Test button.

SMS (Text Message)

1. Click the SMS tab.

Phone Call SMS

SMS (Text Message)

Enter the content you want to send out in your SMS message.

Reply TODAY to stop receiving messages for the rest of the day.
Reply UNSUBSCRIBE to never get messages again.
50/1
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2. In the SMS (Text Message) text box, enter the content that will display in the message sent
out.

Phone Call SMS
-

SMS (Text Message) Token Guide

Enter the content you want to send out in your SM5 message. Data Token

Hello, [[contact_full_name::contact_full]].
Current Date [[current_date::Current Date]]

his is a reminder that Owl County Schools will be closed

[current_date::date]]. Student's Full Name [[student_full_name::Student Full Name]]
Student’s First Name [[student_first_name::Student First Name]]

Reply UNSUBSCRIBE to never get messages again. . Student's Last Name [[student_last_name::Student Last Name]]

B84/2

Student's Nickname [[student_nickname::Student Nickname]]
Contact's Full Name [[contact_full_name::Contact Full Name]]
Contact's First Name [[contact_first_name::Contact First Name]]

¢ Thereis a character indicator below the text box, which contains 50 characters per text
message sent. The number of characters present displays against the number of text
messages to be sent. Note: Newer mobile devices should receive the message as one
text message. In the example displayed below 84 characters have been included in the
message out of the number of text messages that will be sent (in this example, 84
characters / 2 texts).

Phone Call SMS

SMS (Text Message)

Enter the content you want to send out in your SMS message.

Hello, [[contact_full_name::contact_full]].

This is a reminder that Owl County Schools will be closed
[[eurrent_date::date]].

Reply TODAY to stop receiving messages for the rest of the day.
Reply UNSUBSCRIBE to never get messages again.

84/2
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€ Once messages are sent, parents, students, or staff can Reply TODAY to stop receiving
messages for the rest of the day or Reply UNSUBSCRIBE to never get messages again.
The option to unsubscribe is only included in the first ever SMS text message sent to
recipients.

3. You can enter free text as well as click the variables available in the Token Guide to insert
changing information to be customized based on the receipt of the message, such as Date,
Student's Full Name, Attendance Code (Attendance Only), etc.

Phone Call SM5
.

SMS (Text Message) Token Guide

Enter the content you want to send out in your SM5S message. Data Token

Hello.
Current Date [[current_date:Current Date]]

[This iz a reminder that Owl County Schools will be closed

ISeptember 12, 2022, Student's Full Name [[student_full_name::Student Full Name]]
Student's First Name [[student_first_name::Student First Name]]

Reply TODAY to stop receiving messages for the rest of the day. i

Reply UNSUBSCRIBE to never get messages again. Student’s Last Name [[student_last_name::Student Last Mame]]

1262 Student’s Nickname [[student_nickname::Student Nickname]]

Contact's Full Mame [[contact_full_name:Contact Full Name]]
Contact's First Name [[contact_first_name::Contact First Name])
Contact's Last Mame [[contact_last_name:Contact Last Mame]]
Possessive Pronoun (His, Her, Their)  [[p ive_pr Py ive Pronoun]]
Perszonal Pronoun (He, She, They) [lp |_pronoun::P I Pronoun]]
Periods (Attendance Only) [[periods::Attendance Period(s)]]

Attendance Code (Attendance Only)  [[attendance_code:Attendance Code(s)]]

a. To use the variable, ensure your cursor/mouse is positioned in the correct place in the
message, then click the variable to be added.
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Phone Call SMs

SMS (Text Message) Token Guide

Enter the content you want to send out in your 5M5 message. Data Token

Hello,
' Current Date [[current_date::Current Date]]
This is a remini Owl County Schools will be closed
September 12, 20227 Student’s Full Mame [[student_full_name:Student Full Mame]]
Student’s First Name [[student_first_name::Student First Mame]]

Reply TODAY to stop receiving messag the rest of the day.

Reply UNSUBSCRIBE to never get messages Student’s Last Name [[student_last_name::Student Last Mame]]
Student’s Nickname [[student_nickname::Student Nickname]]
Contact's Full Name [[contact_full_name::Contact Full Name]] {E’
Contact's First Mame [[contact_first_name::Contact First Name]]
Contact's Last Mame [[contact_last_name:Contact Last Name]]

Possessive Pronoun (His, Her, Their)  [[possessive_pronoun:Possessive Pronoun]]
Personal Pronoun (He, She, They) [[personal_promoun:Personal Pronoun]]
Periods (Attendance Only) [[perieds::Attendance Period(s)]]

Attendance Code (Attendance Only)  [[attendance_code:Attendance Code(s)]]

e

€ The variables displayed with Attendance Only can only be used if you are utilizing the
Attendance tab to set up attendance based messages.

4. Click Save.
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Phone Call SMS

SMS (Text Message) Token Guide

Enter the content you want to send out in your SMS message. Data Token

ello, [[contact_full_name::Contact Full Name]]

Current Date [[current_date:Current Date]]
is iz a reminder that Owl County Schools will be closed
eptember 12, 2022, Student’s Full Name [[student_full_name:Student Full Mame]]
Student’s First Name [[student_first_name::Student First Mame]]
Reply TODAY to stop receiving messages for the rest of the day.
Reply UNSUBSCRIBE to never get messages again. Student's Last Name [[student_last_name::Student Last Name]]
12442 Student's Nickname [[student_nickname::Student Nickname]]
Contact's Full Name [[contact_full_name:Contact Full Name]]
Contact's First Name [[contact_first_name::Contact First Name]]
Contact's Last Mame [[contact_last_name:Contact Last Name]]

Possessive Pronoun (His, Her, Their)  [[possessive_pronoun:Possessive Pronoun]]
Personal Pronoun (He, She, They) [[personal_pronoun::Personal Pronoun]]

Periods (Attendance Only) [[periods:Attendance Period(s)]]

Attendance Code (Attendance Only)  [[attend. : code:-Attend Code(s)]]

=

€) See Testing Messages for more information on the Test button.

Attaching Recipients

1. From the Templates tab, click Attach Recipients.

5

ERP

& Drafts Templates Request History Attendance Phane Numbers Blocked Numbers

| &
& Show All Records Save
Ol srewrss M E) 0w EEE o]
& Title & Type & Created By Created At 4 Actions
“ | I ] |
4 = [ ]| NoSchool Template  [SMS, Phone Call W] Lizette Garcia(27392) 07/27/202209:15:43 W LI EET + AttachReciplents [@ Duplicate
&
0 == | | Tardy Alert |Phone Call [ Lizette Garcia (27392)  03/01/2021 13:44:30 # EditMessage =+ Attach Recipients [0 Duplicate
@ = |, Absence Alert EE [ Lizette Garcia (27392) | 03/01/202113:43:16  [MECAN TIHUEET S + AttachRecipients [ Duplicate
@

2. Select the Contact Types that should receive the message using the corresponding check
boxes. Options include:
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Primary Contact Phone: Send to the phone number(s) of the 1st priority contact with a
Custody flag value of "Y" and a Callout flag value of "Y" for each phone number.

Secondary Contact Phone: Send to the phone number(s) of the 2nd priority contact with a
Callout flag value of "Y" for each phone number.

All Student Contacts: Send a callout to all of the students contacts regardless of priority or
custody flag.

Student Phone: Send to the phone number of the student located on the Address block in
Student Info.

Staff Phone: Send to the phone number of the user via a system field (custom_100000002)
under the "General" section in User Info.

You can select as many contact types as needed.

Contact Types Add Recipients Import Options

Primary Contact Phone School(s): Focus High School - 0041, Focus West High School - 010...

Secondary Contact Phone Grade Level(s): & Student Search

All Student Contacts
+| Student Phone
Staff Phone

Imported Recipients

Neo Records Found

Save Recipients

€ Callout and SMS options must be enabled via Students > Address Fields > Contact
Detail Flags tab for Address and Contact Details; otherwise, the options in the
Student Info > Addresses & Contacts will not display.
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https://focus.screenstepslive.com/s/admins/m/sis/l/643897-student-info
https://focus.screenstepslive.com/s/admins/m/sis/l/644895-user-info-v-11
https://focus.screenstepslive.com/s/admins/m/sis/l/824848-address-fields
https://focus.screenstepslive.com/s/admins/m/sis/l/643897-student-info

Address Fields

s Relationships Contact Detail Titles Contact Detall Flags Contact Flags
| &
&
Export 1"l
O Title Address Contact Details For Phone Mumber
S — 0
s =3 Unlisted
d wa | Callout |2
== | Blocked
& = | 5MS 0 =
=) | = UNSUBSCRIBE (]

3. Select the Schools from the pull-down for which the message applies. In the example
message used for schools being closed may apply to the majority of schools, but not all.

Contact Types Add Recipients Import Options

Primary Contact Phone | School(s): Focus High School - 0041, Focus West High Schoal - 010...
v (<) | g g . S Student Search
Secondary Contact Phone Grade Level(s): |
| All Student Contacts .
+| Student Phone & UserSearch
Staff Phone
&, Upload CSV

Imported Recipients

No Records Found

4. Select the applicable Grade Levels for which the message applies. Grade Levels selections
are based on the Schools selected.
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Contact Types Add Recipients Import Options

Primary Contact Phone School(s): | Focus High School - 0041, Focus West High School - 010... & Student Search
Secondary Contact Phone | Grade Level(s): [01, 02, 03, 04, 05, 06, 07, 08, 09, 10, 11, 12, 30, 31, KG, ...

«| All Student Contacts

+| Student Phone
Staff Phone

3 UserSearch

o Upload CSV

Imported Recipients

Mo Records Found

Save Recipients

5. Click Student Search in order to specify the students or users who will receive the message.

Contact Types Add Recipients Import Options

Primary Contact Phone School(s): [Focus High School - 0041, Focus West High School - 010... & Student Search
secondary ContactPhone  Grade Level(s): |01, 02, 03, 04, 05, 06, 07, 08, 09, 10, 11, 12, 30, 31, KG, ...

| All Student Contacts

+| Student Phone & UserSearch

Staff Phone
. Upload CSV

Imported Recipients

No Records Found

Save Recipients

A norder to conduct a Student Search, one of the following Contact Types must be
selected: Primary Contact Phone, Secondary Contact Phone, or Student Phone.

€ The Student Search is not affected by the School(s) and Grade Level(s) pull-down and
become inactive upon importing students per the student search.

a. Conduct a student search in the pop-up window. See Searching for Students for more
information.
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Search Screen Simple List Customized List

Student | Student Group
[Jsearch All Schools

More Search Options |Search| |Reset|

The Student Search is limited to the selected school (school pull-down in the header).
Select the Search All Schools check box to search all schools depending on your
permissions.

b. Select the check boxes next to the applicable students to specify the students who will
receive the message. Then, click Import Selected Recipients.
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Search Screen Simple List = Customized List Customize Student List

21 Students | 3 Selected

Castile, Sam

Collazo, Gabriella

Fenaway, Iris Sandrins'i'

Student ID

Import Selected Recipients

The Imported Recipients display in the Add Recipients pop-up window which includes the
Contact Type, Phone Number, Student Full Name, Contact Full Name, Created By, and

Import Options

=
]

Created At.

Contact Types Add Recipients
|| Primary Contact Phone School(s): |

|+ Secondary Contact Phone Grade Level(s): |

All Student Contacts
Student Phone
Staff Phone

Imported Recipients
2Records

X Upload CSV

Contact Type 5 PhoneNumber 5  Student Full Name 5 = Contact Full Name 5

= [] Student TR 275 Kenna Abregan Mel Brown
==, | Student 72 399 Charlie Abe Eugene Smith

Created By 5

Lizette Garcia (27392) | 07/27/2022 10:33:57
Lizette Garcia (27392) | 07/27/2022 10:33:57

Created At §

Delete All Recipients Save Recipients

Click the delete button (red minus sign) to remove the imported recipient or click Delete All

Recipients to delete all recipients at once.
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Contact Types Add Recipients Import Options
|#| Primary Contact Phone School(s): | v
|w| Secondary Contact Phane Grade Level(s): | I‘, 3|
All Student Contacts '
Staff Phone

Imported Recipients

2Records
Contact Type § | Phone Number 5 | Student Full Name § = Contact Full Name 5 Created By 5 Created At 5
[ ] Student 72 275 Kenna Abregan Mel Brown Lizette Gareia (273%2) 07/27/2022 10:33:57
= | Student 72 A%y Charlie Abe Eugene Smith Lizette Garcia (27392) | 07/27/2022 10:33:57

I Delete All Recipients I Save Reciplents

6. Click User Search in order to specify the users who will receive the message.

Contact Types Add Recipients Import Options
|| Primary Contact Phone School(s): | L]
|w| Secondary Contact Phone Grade Level(s): | v
All Student Contacts )
Student Phone
|w| Staff Phone
X Upload CSV
Imported Recipients
TN vort EXWEA - EAJI) pasesice: IEN
Contact Type 5  Phone Number | Student Full Name , | Contact Full Name Created By Created At 5
= [ ] Student F27 75 Kenna Abregan Mel Brewn Lizette Garcia (27392) 07/27/2022 10:33:57
= E j Student 727 79 Charlie Abe Eugene Smith Lizette Garcia (27392) | 07/27/2022 10:33:57

Delete All Recipients Save Recipients

A norder to conduct a User Search, Staff Phone must be selected from the Contact

Types.

€ The User Search is not affected by the School(s) and Grade Level(s) pull-downs and
become inactive upon importing users per the user search.
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a. Conduct a user search in the pop-up window. Enter User data and click Search.

Search Screen  User List Customized List

Find a User

User| [CiSearch All Schools
Dinclude Inactive Users

More Search Options [0gly Show Most Recent Enroliment
Search feset
=

b. Select the check boxes next to the applicable users to specify the users who will receive
the message. Then, click Import Selected Recipients.

Search Screen | UserList Customized List

User: ro
16 Users (1 4 Selected Search
Local Staff
[ fuser Profiles Schools
[[v] [[v]
Romero,
O 0 3213 3213 Teacher Focus High School - 0041
J
Dual
[ | Reose, 26533 26533 Enrollment Focus High School - 0041, Focus West High School - 0101, hool - 0131 Prep - 0382
Taacher
Stringer,
. ESE District
O o BO71 8071 Focus High School - 0041, hool - 0321

Import Selected Recipients

The Imported Recipients display in the Add Recipients pop-up window which includes the
Contact Type, Phone Number, Student Full Name, Contact Full Name, Created By, and
Created At.
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Contact Types Add Recipients Import Options

Primary Contact Phone Schoolls):
Secondary Contact Phone Grade Level(s): & Student Search
All Student Contacts

Student Phone

+| Staff Phone

3 UserSearch

&, Upload CSV

Imported Recipients
1 Records

Contact Type 5 | Phone Number 5  Student Full Name § | Contact Full Name 2 Created By § Created At 5

== | || Staff +13058 Roland - Lizette Garcia (27392) 07/27/2022 10:33:57

LdJd
Save Recipients

Click the delete button (red minus sign) to remove the imported recipient.

L] -
Imported Recipients
(ier: A agesize BT
Contact Type : Phone Number : Student Full Name : Contact Full Mame : Created By : Created
El 7 Staff 30 0943 Stringer Lizette Garcia (27392) 08/04/:

Delete All Recipients Save Recipients

7. Click Upload CSV to import recipients in the Import Options section. You must first prepare a
CSV file including the following columns: Phone Number, Contact First Name, Contact Last
Name, Student First Name, Student Last Name, Student Nickname, Possessive Pronoun, and
Personal Pronoun.
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Contact Types Add Recipients Import Options

Cocoreiry Contact e B _
& Student Search
Secondary Contact Phone Grade Level(s): v

All Student Contacts
Student Phone & UserSearch

+| Staff Phone
& Upload CSV

Imported Recipients

1Records | =1 off| | 20

Contact Type | Phone Number ;| Student Full Name § = Contact Full Name | Created By Created At 3

== | |Staff +13058 Roland Lizette Garcia (27392) 07/27/2022 10:33:57

Save Recipients

a. Select the file from your computer. Click Open.

= Desktop

2 Call Out Contacts.csv
m v Back-Merges

Call Qut Contacts.csv

Infermation
Created Today, 1:06 PM

Today, 1:06 PM

Cancel Open

b. Use the pull-downs to associate the fields with the correct column headers in the file. If
this CSV file includes a header row, ensure the Header check box is selected to prevent

parsing the data in the first row.
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Import CSV - Column Setup

i
Use the dropdowns below to associate the fields with the correct column headers in the CSV. If this CSV file includes a header row, please keep the Header option checked, to prevent parsing the data in the first row.

[l Opt these recipients in to receive SMS

Headerl Phone Number ~  Contact First Name ~  Contact Last Name ~  Student First Name ~  Student Last Name *~  Student Nickname ~  Possessive Pronoun ¥ Personal Pronoun v
Phone Number Contact First Name Contact Last Name Student First Name Student Last Name Student Nickname Possessive Pronoun Personal Pranoun
727- 75 Mel Brown Charlie Noel Abe
727-687-9090 Lizette Garcia Debbie Barron
727-450-8788 Jane Lanes Armnal Martin Blonde
727-323-9090 Brian Martinez Alexander James Bonilla

Sancel m

c. Click Submit.

Import CSV - Column Setup

i
Use the dropdowns below to associate the fields with the correct column headers in the CSVL If this CSV file includes a header row, please keep the Header option checked, to prevent parsing the data in the first row.

[ Opt these recipients in to receive SMS

Header Phone Number ~  Contact First Name ~  Contact Last Name *  Siudent First Name *  Student Last Name %  Student Nickname ~  Possessive Pronoun v  Personal Pronoun v
Phone Mumber Gontact First Name Gontact Last Name Student First Name Student Last Name Student Nickname Possessive Pronoun Personal Pranoun
727 75 Mel Brown Charlie Noel Abe
727-687-9090 Lizette Garcia Debbie Barron
727-450-BTB8 Jane Lanes Amal Martin Blonde
727-323-9090 Brian Martinez Alexander James Bonilla

Cancel

The Imported Recipients display in the Add Recipients pop-up window which includes the
Contact Type, Phone Number, Student Full Name, Contact Full Name, Created By, and
Created At.
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Contact Types Add Recipients

School(s): [ | v |
Grade Level(s): [ |V|

Import Options

2 Student Search

I\ZI Primary Contact Phone

|| Secondary Contact Phone
All Student Contacts
Student Phone

|| Staff Phone

1. Upload CSV

..
Imported Recipients
5 Records Ficer: ETIRY Page size: IEPH
Contact Type 5 | PhoneNumber 5 | Student Full Mame § Contact Full Mame § Created By 5 Created At §
[ ] [ ] Impart +172 275 Charlie Moel Abe Mel Brown Lizette Gareia (27392) 07/27/2022 10:33:57
= [ ] Irnport +17276879090 Debbie Barron Lizette Garcia Lizette Gareia (27392) | 07/27/2022 10:33:57
= [ ] Irnport +17274508788 Amal Martin Blonde Jane Lanes Lizette Garcia (27392) 07/27/2022 10:33:57
= [ ] Irnport +17273239090 Alexander James Bonilla | Brian Martinez Lizette Garcia (273%2) | 07/27/2022 10:33:57
= | | Staff +130 743 Raolar Lizette Garcia (273%2) | 07/27/2022 10:33:57
Save Recipients
8. Click Save Recipients.
- - -
Contact Types Add Recipients Import Options
I\ZI Primary Contact Phone School(s): [ |Y| ® Student Search
_ . -
|+ Secondary Contact Phone Grade Level(s): [ | v
All Student Contacts ) .
Student Phone & UserSearch
|+| Staff Phone
X, Upload CSV
..
Imported Recipients
5 Records Export IIB I:== Page Size: m
Contact Type 5 | PhoneNumber 5 | Student Full Mame § Contact Full Mame § Created By 5 Created At §
[ ] [ ] Impart +172 275 Charlie Moel Abe Mel Brown Lizette Gareia (27392) 07/27/2022 10:33:57
= [ ] Irnport +17276879090 Debbie Barron Lizette Garcia Lizette Gareia (27392) | 07/27/2022 10:33:57
= [ ] Irnport +17274508788 Amal Martin Blonde Jane Lanes Lizette Garcia (27392) 07/27/2022 10:33:57
= [ ] Irnport +17273239090 Alexander James Bonilla | Brian Martinez Lizette Garcia (273%2) | 07/27/2022 10:33:57
= | | Staff +130 743 Raolar Lizette Garcia (273%2) | 07/27/2022 10:33:57

Creating a Message from a Template

1. From the Templates tab, click Create Draft.
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Lizette Garcla

Phone Communication v

Focus High School - 0041 ¥ | gIg

2022-2023 ¥ | 15t 9 Weeks ¥ m

# Drafts Templates Request History Attendance Phone Numbers Blocked Numbers
| &
. =
N -
s Title 4 Type & CreatedBy * Created At 4 Actions
= [ ]I ] | |
4 = [ || No School Template | [SMS, Phone Cal  |WJ| LizetteGarcia(27392) 07/27/202209:15:43 [0 Duplicate
; =3 | || Tardy Alert [PhoneCall [ Lizette Garcia (27392) | 03/01/2021 13:44:30 [0 Duplicate =+ Create Draft
3 = | || Absence Alert [smMs W) LizewteGarcia(27392) 03/01/202113:43:16
&

Clicking Create Drafts automatically creates a new draft and navigates to the Drafts tab. See

Phone Communication for more information on message drafts.

Focus High School - 0041 ¥ | cIs

Fw Phone Communication Lizette Garcla
2022-2023 ¥ || 15t 9 Weeks ¥ |[ENg

& Drafts Templates Request History Attendance Phone Numbers Blocked Numbers
& Show All Records Save
O ses Im &) [Hor) T =)
o Title 5 Type y Caller ID (Calls Only) § Send Date § Send Time y | Recurring y Recurring End Date § | Created By §y Created £
i el ||| .||Darau|trw||io Number (7272632645) .||07,'2752022 || 10:15 am \|\Nm .||:||
4 = | || No School Template - ( [Phone Call, SMS || |Default Twilio Number (7272632645) B o07/28/2022 10:42 am CC . | Lizette Garcia (27392)  07/27/29
]
a == [ | School Closed - Copy  [Phone Call, SMS [ | Default Twilia Number (7272632645) ¥ 09122022 07:15 am [Annu_ [N | Lizette Garcia (27392) | 07/27/20
@ == [ ]| School Closed |Phone Call, SMS || |Default Twilio Number (7272632645) ¥ o03/12/2022 07:15 am [Annu... [N . Lizette Garcia (27392) 07/27/20
d =] [] Testing Save |Phane Call . | Default Twilio Numbar (7272632645) . 05/11/2021 02:10 pm [N . . | Lizette Gareia (27392) | 09/30/20
‘e
- = [] Trapical Storm Warnin¢ |Phona Call . | Default Twilio Numbar (7272632645) . 07/27/2022 08:00 am [N . .| Lizette Garcia (27392)  03/01/20
i
L]

Testing Template Messages

1. From the Templates tab, click Test.

Focus High School - 0041 v sIS
Fm Phone Communication = Lizette Garcia
2022-2023 ¥ | 1st9 weeks v | [E1g
& Drafts Templates Request History Attendance Phone Numbers Blocked Numbers
| &
& Show All Records Save
O | srecots (2 5] o] XA >
A Title 4 Type & Created By & Created At & Actions
e C1l 1] L] \
4 == [ | NoSchool Template |SMS, Phone Call . Lizette Garcla (27392)  07/27/2022 10-:18:32 & Edit Message + Attach Recipients [ Duplicate =+ Create Draft
<]
n = | | Tardy Alert |Phone Call [ Uizette Garcia (27392) | 03/01/2021 13:44:30 # EditMessage + Attach Recipients [T Duplicate + Create Draft
@ == | || Absence Alert 8 [M | Lizette Garcia(27392) 03/01/202113:43:16 [N LAY S 4+ Attach Reciplents [ Duplicate
@
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2. Enter your phone number in the provided text box for a sampling of the message (text and/
or call) created. Click Test.

Enter your phone number below:

If your message has variables, the following information will be supplied:

(600) 900-100

Current Date

Student Full Name

Student First Njme

Student Last Name

Contact Full Name

Contact First Name

Contact Last Name

Possessive Pronoun

Personal Pronoun

Attendance Code

Periods

March 1st 2021

Robert Abbott

Robert

Abbott

Charles Abbott

Charles

Abbott

His

He

Absent

12,3

The example variables shown will be used for variables placed in your message.

Duplicating Templates

1. In the Students menu, click Phone Communication.

#° Setup Search...
I & Students Student Info

g Users Add a Student

o Scheduling Mass Assign Student Info
Mass Add Log Records !

Al Grades Change Requests

=zt Assessment Online Enrollments

_@f Attendance Magnet [ Special Assignment
Phone Communication

& Discipline

] Forms Advanced Report

& Billing Add / Drop Report

2. Click the Templates tab.
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Phone Communication =

& Drafts Templates Request History Attendance Phone Mumbers Blocl
| &

& Show All Records

Ol e [EIE B [How) A o]

A

Title 5 Type 5 Created By Created At §

ol [ Il ¥

4 = | , | No School Template |SMS, Phone Call ¥ Lizette Garcia(27392) 07/27/2022 10:18:32

e

= =4 | | Tardy Alert [Phene Call ¥ Lizette Garcia(27392)  03/01/2021 13:44:30

et == | || Absence Alert [sms M LizetteGarcia(27392) 03/01/2021 13:43:16

=

3. From the existing templates, click Duplicate next to the template you want to copy.

Focus H
Lizette Garcla
2022-2(]
& Drafts Templates Request History Attendance Phone Mumbers Blocked Numbers
| &
& Show All Records
O] srecors & =) o] TEE 2]
al Title & Type 4 Created By % Created At % Actions
“ o2l Il L] |
4 == _ | | No School Template [SMS, Phone Call [ Lizette Garcia(27392) 07/27/2022 10:18:32 [Nl TTH AL + AttachRecipients [0 Duplicate
[
0 = | || Tardy Alert [Phone Call [¥l | Lizette Garcia(27392) | 03/01/2021 13:44:30 | G TIRUEEETS + AttachRecipients [0 Duplicate
@ = | | Absence Alert |sMms [M Lizette Garcia(27392) 03/01/2021 13:43:16 # Edit Message + Attach Recipients Duplicate

Once copied, a duplicate template displays on the Templates tab. Here you can make any
necessary changes to customize the template. See Message Templates for more information on
creating templates.
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Phone Communication

' Drafts Templates Request History Attendance Phone Mumbers Blocked Numbers

| &
& Show All Records
O theors M 5] o) XA o)
A Title & Type & Created By * Created At 4 Actions
“ ] [ | ]
4 =4 | , No School Template - Copy  |SMS, Phone Call B UzetteGarcia(27392) 07/27/2022 10:45:29 [ LTS 4+ Attach Recipients
£
0 == | || No School Template |SMS, Phone Call [® Uizette Garcia(27392)  07/27/2022 10:18:32 # Edit Message + Attach Recipients
& == | || Tardy Alert | Phone Call ¥ UizetteGarcia(27392) 03/01/2021 13:44:30 # Edit Message + Attach Reciplents
& == | || Absence Alert [sMms ¥ Lizette Garcia(27392)  03/01/202113:43:16 # Edit Message + Attach Reciplents
L=

Attendance-Based Messages

1. In the Students menu, click Phone Communication.

J° Seip Search...
I . Shudants Student Info

g4 Users Add a Student

@ Scheduling Mass Assign Student Info
Mass Add Log Records

4 Crides Change Requests

»¢ Assessment Online Enrollments

« Attendance Magnet / Special Assignment
Phone Communication

=j Discipline

EJ Forms Advanced Report

&z Billing Add / Drop Report

2. Click the Attendance tab.
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Phone Communication 7

Demerisec
' Dirafts Templates Request History Attendance Phone Mumbers
| &
& Show All Records
G 2 Records Export IE ':E I::l Page Size: m

3. Select the Template from the pull-down.

Drafts Templates Request History Attendance Phone Numbers Blocked Numbers

Show All Records Save

Template § Type + Caller ID Calls Only) & School § Attendance Codes & Hour } Minute # | Created By 4 Created At §
‘[] [No School Template .I|Dai\y .‘lDefaultTwilloNum....|| .|\ .|\s:quM .‘|w .|
== | ;| AbsenceAlert [¥| |Period-By-Period [¥| Default Twilio Num....[¥] |Focus High School - 0._. [ |N- Unexcused .. [ Any ¥ (Any [WJ Lizette Garcia(27392) 03/01/202113:56:48
= , ;| Absence Alert ¥ [paiy [¥ [Default Twilio Num.... [§]  [Focus High School - 0... [ U - Unexcused .. [W] 5:00PM  [§ (00 [N Lizette Garcia (27392) 09/30/202113:33:04

€ Templates must first be created from the Templates tab.

4. Select the Type to determine the frequency of the message.

Select Period-By-Period to look at the student’s period attendance, this will be run as often
as the scheduled job is set.

Select Daily to look at the student's daily attendance, this can be ran once a day.

5. If Caller ID has been set up from the Phone Numbers tab, select the Caller ID you'd like to
use for the outgoing call. If additional Phone Numbers have not been set up, the Caller ID
defaults to the Twilio Number enabled by the district via System Preferences. Note: This is
applicable to Calls Only (Type: Phone Call).

6. Select the School(s) for which this job will be run.

€ The School(s) selected from the pull-down overrides the Schools selected in Attach
Recipients when the Template is created; however, the Grade Levels are carried over.

7. Select the Attendance Codes that drive the message, such as Absent.
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Y

Attendance Codes 5 I

y Unexcused Abs not related to Discipline, UnexcusedAbsence L

Filter 1

Check all visible Clear selected

[JOffice

[]Cut af School Suspension

[] Present

[ ] Re-Registration/Re-Entry

[ School Activity

[ Tardy

[ Tardy Unexcused

[H] Unexcused Abs not related to Discipline
[J Unexcused Abs Related to Discipline

O UnexcusedAbsence

8. Select the Hour and Minute the job will run for Daily Types; Any/Any will default for Period-
by-Period Types and use the scheduled job times to call out.

9. Press the Enter key to add the Attendance Message. Then, click Save.

Drafts Templates Request History Attendance Phone Numbers Blocked Numbers

Show All Records Save

2 Records Export 54 Filter: Page Size: E:.

Template Type & Caller ID (Calls Only) § School § Attendance Codes § Hour 4 Minute §  Created By Created At §
© 3| [Na School Template | Daily | Default Twilio Num...‘ | | 6:00 AM | 00 D |
|=| T 7 |Absence Alert Daily District (+1727677.... Focus High School - 0... [8 U - Unexcused ... 5:00 PM 00 Lizette Garcia (27392) 07/27/2022 09:15:43 |
== . |Absence Alert Period-By-Period Default Twilio Num... [¥| [Focus High School - 0... [l [N - Unexcused ... Any Any Lizette Garcia (27392) | 03/01/2021 13:56:48

Attendance Messages are sent when the scheduled job Phone Communication Processing is
run. See Scheduled Jobs for more information.

Setting Up Caller ID

1. In the Students menu, click Phone Communication.
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4° Setup Search...
I & Students Student Info

& Users Add a Student

@ Scheduling Mass Assign Student Info
Mass Add Log Records

Al Grades Change Reguests

»#* Assessment Online Enroliments

qf Attendance Magnet / Special Assignment
Phone Communication

£ Discipline

] Forms Advanced Report

£x  Billing Add/ Drop Report

2. Click the Phone Numbers tab.

Phone Communication

e 0
Demerisec

' Dirafts Templates Request History Attendance Phone Numbers

& Show All Records

3. Enter the Title for the phone number to be used as Caller ID. Note: The Title is for internal
use only and doesn't display as caller information.

Focus High Schoal - 0041 ¥  sIs
Lizette Garcia

2022-2023 ¥ || 4th 9 Weeks ¥ m

& Drafts Templates Request History Attendance Phone Numbers

& Show All Records Save
A Title § Phone Number § Extension § Verified 3 Public 3 Schools ¢ Created By § Created At § Actions &

ot I Il Il ] [ — ]

] = [ 7| District +172767 [ ] Verified |Focus West ... Verified Lizette Garcia (27392) 09/30/2021 13:36:03

&

4. Enter the Phone Number that will display as Caller ID for outgoing phone calls.

5. Enter an Extension number linked to the phone number entered to be used as caller ID. You
must enter the number you want to use as a caller ID, upon entering a phone number, the

number must first be verified by Twilio. As a result, Twiliio will call that number and require you
to enter a code to verify the number. The Extension field allows you to use phone numbers with
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extension numbers to receive the verification call. Once the number has been verified, the
extension does not display on the outgoing caller ID.

6. Select the Public check box to allow other users to select the phone number from the Caller
ID (Calls Only) pull-down upon creating or editing a message from the Drafts tab. If Public is
selected, all users with permission to view and edit Phone Communication will have access.

7. If the Phone Number is made Public, you can determine the Schools that should have access
to the Public caller ID phone number from the corresponding pull-down. If no schools are
selected from the pull-down and the Public check box is selected, all schools will have access.

8. Press the Enter key to add the phone number. Then, click Save.

Drafts Templates Request History Attendance Phone Numbers Blocked Numbers

Show My Records

JRecords 21000 E-.' Filter: Page Size: m

Title 5 Phone Number Extension § Verified 5 Public § Schools § Created By 3 Created At § Actions §
£2]l I i ] 0 | |
= L Ms. Roxy +1 78275 Unverified J Focus High S... Lizette Garcia (27392) 07/27/2022 09:15:43
= . Focus High Se  +17 3 Unverified Lizette Garcia (27392) | D4/28/2021 13:57:03
= , , District [F1727 5 |1 | Verified Focus High 5... Fry L Rowy (3014) 06/30/2021 14:29:35

9. You can make click the corresponding fields to make edits to all fields as long as the phone
number hasn't been verified and used.

Show All Records Save

3 Records Export 52 Filter: Page Size: m

Title * Phone Number £ Extension * Verified & Public * Schools £ Created By Created At * Actions 4
v v v A v v v v v
Lol I i | = B |
= [ ] Lzette +17275057310 Unverified :@ Lizette Garcia (27392) 07/27/202209:15:43 WSV NIT TS

== [ 1| Focus High Sc  +17276778288 Unverified Lizette Garcia (27392) 04/28/202113:57:03 + Verify Number

ra
La

= Ms. Roxy +17276778275 Unverified O Focus High S... [ W] Lizette Garcia(27392) 09/30/2021 13:36:03 + Verify Number

a. Edits display in yellow. Click Save to apply changes.

10. Click Verify Number to verify the phone number so it can be used as Caller ID.
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Drafts Templates Request History Attendance Phone Numbers

Show All Records

1Records

wihg Verify Phone Number ey
o]

We're calling +1727
= [3|omgt

‘When prompted enter the following code on your dial pad.

616256

The number entered will be called where the receipt will be prompted to enter the code on
the screen.

Once verified, the Verify Number button no longer displays and Verified displays in the
corresponding column.

Drafts Templates Request History Attendance Phone Numbers

Show All Records

Title § Phone Number 3 Extension : Verified § Public : Schools : Created By 5 Created At §
I 1] 1 | [= | |
== [ o Focus High +1727677 Unverified Unwerified Lizette Garcia (27392}
== [ . District +1727677 ] Verified O Big Pine ... Verified Lizette Garcia (27392)

Blocked Numbers Report

1. In the Students menu, click Phone Communication.
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& Seuwp Search...
I . Shdants Student Infa

& Users Add a Student

@ Scheduling Mass Assign Student Info
Mass Add Log Records

&8 Grades Change Reguests

»¢ Assessment Online Enrollments

ﬂ;ﬁ‘ Attendance Magnet / Special Assignment
Phone Communication

£ Discipline

EJ Forms Advanced Report

«* Billing Add / Drop Report

2. Click the Blocked Numbers tab.

Phone Communication ¥

& Drafts Templates Request History Attendance Phone Numbers Blocked Numbers
| &

& Show All Records

P

The Blocked Numbers displays a report of all the students and users that have chosen to Block
or Unsubscribe from calls and texts.

. . Focus High School - 0041 v SIS
Fw Phone Communication Lizette Garcia
2022-2023 ¥ 4th 9 Weeks ¥ m

& Drafts Templates Request History Attendance Phone Numbers Blocked Numbers

& Show All Records

A User Type § StudentID Dy Contact Name § Phone Number § Blocked § Unsubscribed ¢ Twilio Status §
et 7| Student 10023645 0023645 Diaz (678) 090-8899 % N

The report displays the following columns:
User Type: Parent, Student, or Staff
Student ID: The Student ID that identifies the relationship to the parent contact
ID: Parent, Student, or Staff Focus ID
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Contact Name: Parent, Student, or Staff first and last name
Phone Number: Phone number on record
Blocked: Y or N:
Y = Contact detail flag Blocked is Y
N = Contact detail flag Blocked is null
Unsubscribed: Y or N:
Y = Contact detail flag Unsubscribed is Y
N = Contact detail flag Blocked is null

Twilio Status: Blocked/Unsubscribed: Uses the most recent call record from Phone
Communication and identifies the status of the phone

Show My Records

User Type * Student ID 4 D3 Contact Name § Phane Number % Blocked % Unsubscribed 4§ Twilio Status §

: : Student 406208 406208 Test Callout +1¢ 004 N N failed - invalid phone number

€ Only records that have Blocked or Unsubscribed contact detail flags selected display
OR records on the blocked list from Twilio.

€ Only records from the school selected (top right) are displayed. However, if you have
permission to “View All Records” and click the Show All Records button, records from
all schools for which you have access display in the report.

Drafts Templates Request History Attendance Phone Mumbers Blocked Numbers
Show All Records
R ot EREA Fiter: A Poss sze: I
User Type : Student ID : ID : Contact Mame : Phone Number :
7| Student 0023645 0023645 1 Diaz (678) 090-8899

3. Click the ID link to open User Info or Student Info.
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Show My Records

1 Records Export 524 :Hi Page Size: m
User Type § Student ID § D 5 Contact Name Phone Number §
L 3 | Student 406208 406208 Test Callout +15005550004

Additional Features

Click the modal icon to view individual records from a data table in a pop-up modal to alleviate
having to scroll horizontally on large tables.

Drafts Templates Request History Attendance Phone Numbers
Title LlockerCleanOut (WS Phone Call, SMS 1]
Show My Records
o] +13524 - Defaul Twillo Number A CoheculedsSend 030442020
[ Prev | pagel 2 |/2
=h -
Title & | B 0zA1am Recurring w
- )
] — ity
== [ 1| No Schoal Templats
=+ Attach Recipients
= [ 1| Lockdown Drill £
Created At 03/03/2021 1¢:41:59 Actions -
= [ ]|School Closed | = i
= [ ]| Locker Clean Out | | %
L
= [i|Practice K |
T
page( Z /2 L3

Created At :

j07) 03/03/2021 1.

2) | 03/05/20211

2) | 03/05/20210

2) | 03/05/20210

j07) 01/14/20211

$07) | 01/15/20211

Click the white arrows to navigate through the list of records.
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Recurring .

Created By Matney (27407)

& Edit Message

+ Attach Recipients

Actions Duplicate

P Test

noca

Begin typing the name or number of the desired field in the Filter text box located at the top of
each pull-down for a quick search.

Template 5

Lockdown Template

labse| 1 J

Absence Alert

Lockdown Template
Mo School Template

Click the Check all visible and Clear selected links for quick selections.
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Show All Records

3 Records o]
Title 5 Type 5 Caller ID (Calls Only) 5
l || |Phone Call, SMS -| |+1352415¢ [
&= | | Mo School Template |F”ter | _21 .
Check all visible Clear selected
&= | || School Closed [] Phone Call 5¢ L]
L]

= SMS

@a | | Lockdown Dril

Click the Excel icon in the Export section to export the table of data to an Excel spreadsheet,
which is saved to your computer.

Drafts Templates Request History Attendance Phone Numbers

Show All Records

3 Records Export I ::ai Page Size: m
Title 3 Type § Created By : Created At :
rA
call Il

== , , Lockdown Template  |SMS, Phone Call Acevedo (27392) 03/05/2021 11:22:44

Mo School Template |SMS, Phone Call Acevedo (27392) | 03/05/2021 12:34:37

= | | Absence Alert 'Phone Call Acevedo (27392)  03/05/2021 12:49.09

Click the Printer icon to print the table of data.

Click Filters to further breakdown data.
a. To add more than one filter to a column, click on the green plus sign.
b. To delete an added filter, click on the red minus sign.

c. Select the gray arrow for more filtering options.
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Show My Records

G atten v Ol I{Zﬁil:ains T\I:nt \—”
lock ¥
S loc | Equals Mot L3
Title § Type 5 Starts with Not reated At Actions
Fa) 1| ‘ Ends with Mot
- Has value Not
= T2 Secure Mode Lockdowr |SMS, Phone Call Greater Not 3/13/202117:46:50 [P L I{EEEET.E
Greater or equal | Not
== " 7| Daily Attendance (SMs Less Not 3/14/202108:59:22 | [P T Y HPrn
Less or equal Mot
= "7 Period Attendance 'SMs Hetween Not /1412021 08:59:36 [P 14N 0
= " 7| Locker Clean Out 'SMs, Phone Call [ Cano(3434) | 01/14/202111:05:56 [ T[4 [=FT-0
==  , Lockdown Template  [SMS, Phone Call  [¥ Acevedo (27392) 03/05/202111:22:44 # Edit Message

€ See Filters for more information.

You can sort data by clicking on any of the headers. Click once for ascending results; click twice
for descending results.

Drafts Templates Request History Attendance Phone Mumbers

Show All Records
sreots IR &) o) [ )

Title & Type & Created By § Created At § Actions

r3l Il ]
== | | | Lockdown Template [SMs, Phone cal [N Acevedo (27392) | 03/05/2021 11:22:44 # Edit Message + Attach Recipients [@ Duplicate
&a | | NoSchool Template  [SMS, Phone Call W) Acevedo(27392) | 03/05/202112:34:37 [T (1Y M T + Attach Recipients ([ Duplicate
== | || Absence Alert [Phonecall W) Acevedo(27392) | 03/05/202112:49:09 [N < NLEET O + Attach Recipients D Duplicate

The Page Size defaults to 20 records per page. To display more records per page, enter the
number of records. In the example displayed, 10 has been entered. Therefore, page numbers
displays.
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Show My Records

P el 1)z [(R] terens EIEE) o) A w0
Title: Type: CallerlD[CaIIsDnlyﬁ# Sl:heduledSendDate: Sl:heduledSend'l'lme: Rncurring:
%ol I ¥ | 1352415 B || CZE |
= I ] Thank You! [Phone Call, SMS || |+135241¢ = L7 |
== | 1| Great Work! [Phone Call ¥ (+135241 N | NnA [H
== | | Monthly Newsletter  [SMS W [+135241 ¥ 02/02/2021 03:00 pm Mont...
= 07 test [Phone Call ¥ (+135241 ¥ 02/02/2021 03:00 pm (nva 9

Click the Prev and Next buttons to navigate in between pages of data. You also have the option

to enter a Page number and press Enter to jump to a page.

Show My Records

[ <Prev | Page 2 |/2 | MNext 16Records |28 ad 55 Fil
Title : Type : Caller ID (Calls Only) :

r ] ¥ | (+135241¢ (=]
== . , Locker Clean Out (Phone Call, SMS  [¥] [+135241 =
== NoSchool Template  |Phone Cal, SMS  [W] [+135241! ||
= | .| Lockdown Drill \Phone Call, SMS || [+135241¢ jL
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