Messages and Emails

The Communication screen allows users to compose messages and post announcements
for select profile users. Emails and Files can be attached to messages and announcements,
as needed. Messages can also be scheduled to be sent at a later date or saved as a draft; all
incoming and outgoing messages are also housed here to review and send/view replies.
Note: With the Call Out System enabled, district users also have the option to attach SMS
and Phone Calls to message and announcements.

Communication

Announcements

The Announcements feature is used to create and publish messages on the Portal page
viewable by all schools (district-level admin only), selected schools, an individual school,
staff, parents, and/or students.

Viewing Existing Announcements

1. From the Students menu, select Communication.

Your Inbox loads by default.
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2. Click the Announcements tab.

Communication

Select Student/Staff

“ | & compose Filter @
| &
& Bl Rl 2023/2024 School Year B...
' Announcements Wed, Aug 2
- & Inbox Summer Volunteers
AF Mon, Jun 12
& Sent
o Summer is Coming
' (® Scheduled Tue, May 23
4
® Drafts Untitled
E? {‘3} Semngs Thu, May 18
= Untitled
4 Thu, May 18

Lizette Garcia ~ Adult Education - 9103 ¥ SIS

Admin Y 2022-2023 ¥ TermD ¥ m

Existing Announcements are displayed in order of the most recent published Active date. Only
users with Edit permission will see the pencil icon on the right.

3. Select the applicable announcement from the list.

Faculty Meeting
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Summer Bucket List

No School

Thu, Apr 6 Summer Reading List
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Tue, Mar 28

BE Edit Translations
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& Drafts Untitled o
& Seti Thu, May 18 We are beginning the countdown to Summer Break!
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] Delete
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Here is a link to an educational summer bucket list, which includes several very cool science experiments:

Because we know the summers can drag along, here is a list of the best books to read to get through your summer break:

@ Automated translations are used for all other languages

Shown below is an example of what the screen looks like without the Call Out System. Notice

the SMS and Call tab no longer display.
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¥ sIs

.. Lizette Garcia ~ Focus High School - 0041
Select Student/Staff ¥ Communication
Admin v 2022-2023 ¥ 4th 9 Weeks ¥ m
= # Compose Message Template Announcement @ Discard
I
= [ Templates Title Active Today to No Expiration
& ;
o & Announcements Profiles . Schools
g Grad
; & Inbox L;'EE ¥  sortOrder Auw Public (Mobile App) &
& Sent
ot Announcement Attach SEmail & File
(© Scheduled
qf B I U & X, X Aalv 15+ =+ = A v v g> Hry = & & m ¢«
B Drafts
& . Type your announcement here. The announcement will be visible on the Focus Portal on the start date (today if left blank) for all selected profiles.
& Settings
@
&

@ The Call and SMS icons only display if the district is using the Call Out System AND you

have the appropriate profile permissions. The edit icon to the right of the Filter field

displays if you have edit permission to Announcements. If you do NOT have edit
permission to Announcements, all fields are locked and display as inactive fields.

Creating Announcements

1. Click the Announcements tab.

[F@( E ! !§ Select Student/Staff ¥ Communication
S
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i? {@} Settlngs Thu, Mar 30
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2. Click the pencil icon to create a new announcem

F@ Select Student/Staff v
5
- # Compose Filter
| &
& & Templates Parent/Teacher Night
' Announcements Thu, May 4
O & Inbox Faculty Meeting
= Wed, Apr 19
= Sent
it MNo 5chool
: © Scheduled Thix fané
d
© Drafts Progress Reports: Print O...
q @ Settings Thu, Mar 30
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& Tue, Mar 2B

ent.

Communication

Alternatively, from the Compose tab, click Announcement.

.. Lizette Garcia ~ Focus High School - 0041 Y siIs
Select Student/Staff ¥ Communication
Admin ¥  2022-2023 ¥  4th9 Weeks ¥ m
& # Compose I Message Template [l Discard
| & ——

= B Templates Title Active Today to No Expiration
& .
5 EHEnnEmcemahis Profiles B schools Al ¥
3 Grad
. & Inbox L;:E; [ sortorder Auto Public (Mobile App) @0

. & Sent Push Notification [J
>
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¥ | @ Drafts
4] B I U £ X X Adalv 15+ =~ = A =~ - <> Er - o & m o~

& Settings

= Type your announcement here. For easy communication with parents, the announcement will be automatically translated into 70 languages. The

& announcement will be visible on the Focus Portal on the start date (today if left blank) for all selected profiles.
&

Shown below is an example of what the screen loo
the SMS and Call tab no longer display.
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Lizette Garcia  Focus High School - 0041 ¥ sIs

Select Student/Staff ¥ Communication
Admin ¥ 2022-2023 ¥ 4th 9 Weeks ¥ m
# Compose Message Template Announcement fiil Discard
[ ]
‘ - B Templates Title Active Today to No Expiration
a)
. & Announcements Profiles [. Schools .
9
£ Inbox Grade ; . ] -
Levels Sort Order  Auto Public (Mobile App) &[]
& Sent
et Announcement Attach EEmail & File
(© Scheduled
B I U & X X Ay 15+ =« = A -~ s He - @ @ om e
* | D Drafts
E Type your announcement here. The announcement will be visible on the Focus Portal on the start date (today if left blank) for all selected profiles.
- & Settings
<&
3. Enter the Title for the announcement in the provided text box.
@ TheTitle is required to post an announcement.
Message Announcement Template i Discard m
) : i . 05/19/2023 to
Title Summer is Coming Active
05/24/2023
Profiles Students, Teacher m Schools Focus High School - 0041 .
Grade 09, 10, 11, 12 [§ SortOrder 1 Public (Mobile App) &)
Levels
Announcement Attach ®Email & File MSMS JJcCall
B I U § X X lator 18+ =+ = A - v <> Hr — &> & m —
We are beginning the countdown to Summer Break!
Here is a link to an educational summer bucket list, which includes several very cool science experiments:
Summer Bucket List
Because we know the summers can drag along, here is a list of the best books to read to get through your summer break:
Summer Reading Lists
DB Edit Translations © Automated translations are used for all other languages

4. Enter the Active start date and end date in the text boxes provided. Enter the start date to
determine the date in which the announcement should be posted to the Portal and the end
date to determine when it should be removed.

The Active start date defaults to Today while the end date defaults to No Expiration. If an end
date isn't specified, the announcements displays on the Portal until deleted or end dated.

5. Select the Profiles who can view this announcement from the corresponding pull-down.
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6. Select the Schools for which the announcement should display from the corresponding pull-
down.

The schools displayed in the pull-down depend on the schools to which you have
permission/access.

7. Select the Grade Levels of students who should view the announcements on their portals
from the corresponding pull-down. Note: If Grade Levels are selected, Students should also be
selected from the Profiles pull-down.

8. Enter a Sort Order in the provided text box to set a defined order in which announcements
display. If no Sort Order is defined, by default they will appear by Active publish date. If some
announcements have sort orders and other do not, the announcements with sort orders will
take precedence over those without. If multiple announcements have the same Sort Oder, the
secondary Active publish date will be applied in order to sort them.

Note: Entering a Sort Order is completely optional, since the announcements will sort
naturally with the most newly available announcement at the top for all users, if it is not set.

9. Select the Public (Mobile App) check box to make the announcement visible to users in the
Mobile App who are not logged into Focus. Note: This is only applicable to customers utilizing
the Community Mobile App.

10. Select the Push Notification check box to send a push notification to mobile app users
when the announcement is posted.

11. Enter the Announcement in the provided text editor. There are a variety of tools available,
including text formatting and the ability to add links and images.

12. Click the Email attachment tab to attach an email to the announcement. When the
announcement becomes active, the email contents will be sent to the select profile users.

For Student Profiles, the email will be sent to the student's primary email address. For User
Profiles, the emails will be sent to the users’ email address.

13. Click the File tab to scan or drag and drop files to be attached. Once attached, the File
displays with the message for the user to download. If an email is also attached, the file will be
sent as an attachment in the email as well.

14. Click SMS to attach an SMS text to the Announcement. When the announcement becomes
active, the SMS text is sent to the selected profile users. This option is only displayed for users
with the SMS profile permission enabled.
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+ For Student Profiles, the SMS is sent to the student's primary phone number on their
Address card where SMS enabled.

+ For Parent Profiles, the SMS is sent to the custodial contact with the SMS flag.
+ For User Profiles, the SMS is sent to the users’ phone number.

15. Click the Call tab to type a text-to-speech message or record a template call to be attached
to the message.

@ The SMS and Call functionality require the purchase of the Call Out System. If this add-
on hasn't been purchased and enabled by your district, the SMS and Call option

doesn't display. Contact your district's support representative to set up a
demonstration.

16. Click Post.

Announcements that are set up without any schools selected will display with the subtitle
District Announcement in the District & School Announcements Portal block. Announcements
with a single school selected will display the school’'s name in the subtitle. Announcements with
multiple schools selected will display without a subtitle.

District & School Announcements

. .
1111 OIMInNE

Focus High School - 0041

We are beginning the countdown 10 Summer Break!

Here is a link to an educational summer bucket list, which includes several
very cool science experiments:

Summer Bucket List
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District & School Announcements
05119 Summer is Coming
1200

We are beginning the countdown {0 Summer Break!

Here is a link to an educational summer bucket list, which includes several
very cool science experiments:

Summer Bucket List

o For administrators and teachers, only announcements and events for the school
selected from the school pull-down located in the header displays. For parents,
announcements and events across all schools for which students are enrolled
displays.

Editing Announcements

1. From the Students menu, select Communication.

2. Click the Announcements tab.

Lizette Garcia  Adult Education - 9103 ¥ SIS

Select Student/Staff ¥ Communication

Admin v 2022-2023 ¥ TermD ¥ m
i # Compose Filter 4
| &
& £ Tamphtes 2023/2024 School Year B...
" Announcements Wed, Aug 2
O & Inbox Summer Volunteers
¥ Mon, Jun 12
= Sent
e Summer is Coming
| O Scheduled Tue, May 23
d
© Drafts Untitled
9 % Settings ThLERaYELS
= Untitled
2 Thu, May 18

3. Select the announcement that needs editing from the list.
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4. Edit the general fields, as needed, including the Title, Active date, Profiles, Schools, etc.

5. Click Post to apply changes.

Deleting Announcements

1. From the Students menu, select Communication.

2. Click the Announcements tab.

o Lizette Garcia ~ Adult Education - 9103 ¥  sIS
Select Student/Staff ¥ Communication

Admin ¥ 2022-2023 Y TermD ¥ m

“ | & compose Filter @
| &
& B Tempiates 2023/2024 School Year B...
' Announcements Wed, Aug 2
- & Inbox Summer Volunteers
AF Mon, Jun 12
& Sent
vt Summer is Coming
' (® Scheduled Tue, May 23
4
| B Drafts Untitled
4 & Settings Thu, May 18
= Untitled
3 Thu, May 18

3. Select the announcement that needs to be deleted.

4. Click Delete.
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[l Delete .=l

' . , ) 05/23/2023 to

Title Summer is Coming Active
06/09/2023

Profiles Parents, Students, System Administrator, Te... [¥]  Schools Focus High School - 0041 [v]
Grade . i "
Levels . Sort Order  Auio Public (Mobile App) &[]

Announcement & Email ¥ @ File X ®@SMS X

B I U § X X lator My =+ = A -~ v g i = © & m «—

We are beginning the countdown to Summer Break!

Here is a link to an educational summer bucket list, which includes several very cool science experiments:
Summer Bucket List
Because we know the summers can drag along, here is a list of the best books to read to get through your summer break:

Summer Reading List

Edit Translations © Automated translations are used for all other languages

5. Click Delete in the conformation pop-up window.

Templates

Templates allow users to create and save recurring letters and email messages to be sent
out to students and users. Existing school and district letters can also be accessed from the
Templates menu.

Viewing Existing Templates

1. From the Students menu, select Communication.

2. Click the Templates tab.
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‘ F@( E! ! § Select Student/Staff ¥ Communica
5

- # Compose Filter 4
| &
& El Templates Happy New Year!
3 Announcements District
O & Inbox MCSD Attendance Policy ...
AF District
B Sent
P MCSD Attendance Policy ...
‘ (© Scheduled District
%I
© Drafts KWHS Showcase Tonight!
9 {8y Settings District
E] missing from online class
S District

3. Select the applicable template from the list.

Focus High School - 0041 ¥ sIs

Select Student/Staff ¥  Communication Lizette Garcia
2022-2023 ¥ 4th 9 Weeks ¥ m
| ; @ Compose Online Application (Email .. @ Delete
& Templates st Title No School Letterhead Disrict v
& New Ab Lett
&' Announcements STLAEETEI AT ini i B
o Eocis igh Sehool 0041 Profiles System Administrator [¥  schools Focus High School - 0041 [¥]
= Inbox . Academic
. . Attach to Tab G I D h
A = Sporting Events Requirem... Achto 1a eneral Uemographics . Record .
Sent i .
= Focus High School - 0041 Secure Email G 0
@® Scheduled Withdrawal Form
| istri Email & File X MSMSX JCall X
< @ Drafts District o — —
= ) Discipline Referral Letter B I U § X X Ll 14~ =~ = A - v <> [l
¢ Settings o
= District - — 0 (& m «— >
& Welcome Back: 2022/2023 This is areminder that there is no school on the following days:
Focus High School - 0041
Job Offer
e District
A\ Waitlist
A Adult Education - 9103
. No School
b Focus High School - 0041 [ Edit Translations @ Automated translations are used for all other languages
Creating Templates

1. From the Students menu, select Communication.

2. Click the Templates tab.
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‘F@Ql !§ Select Student/Staff ¥ Communica
5
P

@ Compose Filter &
| &
& El Templates Happy New Year!
3 Announcements District
O & Inbox MCSD Attendance Policy ...
AF District
B Sent
P MCSD Attendance Policy ...
’ @ Scheduled District
WI
© Drafts KWHS Showcase Tonight!
.'_3:? {{:,} Seﬂlngs District
E] missing from online class
S District

3. Click the pencil icon to create a new template.

‘F@Q! !§ Select Student/Staff ¥ | Communicati
5
u,-:’

& Compose Filter
| &
& & Templates Happy New Year!
&' Announcements District
© & Inbox MCSD Attendance Policy ...
A District
& Sent
P MCSD Attendance Policy ...
(® Scheduled e
wI
® Drafts KWHS Showcase Tonight!
“ & Settings District
E] missing from online class
& District

Alternatively, from the Compose tab, click Template.
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Select Student/Staff ¥ Communication

v # Compose Message Announcement | Template
[
‘ - E Templates Students v
aﬁ 1
= 1 Announcements Staff
& Inbox Import Recipients / View Imported
AF
= Sent
gt Email Attach & File SBSMS  JCall
@© Scheduled
o« Subject New Message
[ Drafts
= , B I U § X X Aral~ 15 =~ = A -~ >
& Settings
= Type your message here or use a template. For easy communication with p
& The message will be visible to the recipient(s) in Focus, and they will also re
a2

Shown below is an example of what the screen looks like without the Call Out System. Notice
the SMS and Call tab no longer display.

.. Lizette Garcia ~ Focus High School - 0041 ¥ sIs
Select Student/Staff ¥ Communication

Admin ¥ 2022-2023 ¥  4th 9 Weeks ¥ m

- # Compose Message Template Announcement fi] Discard
| &

~ | B Templates Title Letterhead v
= ;

5 ¥ Announcements Profiles ¥ schools ¥
E 2 Inbox Academic

Attach to Tab

F achtofa . Record .

i  Sent Secure Email & [
E

Scheduled

| Email Attach @ File

“ | ® Drafts
] B I U & X X A~ 15- =~ = A =~ v <> @ Er — 0 & m o w

& Settings

=| Type a message here to be used for printing and emailing when this template is applied to a new message.
¢
&
L
2

4. Enter the Title of the template in the provided text box.
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Message Announcement Template lil Discard & Print m

Title No School Letterhead District v
Profiles System Administrator ¥ schools Focus High School - 0041 v
Academic
G I D hi Cat A
Attach to Tab eneral Demographics E Record ategory E]

Secure Email &

Email & File X @SMSX _JCall %

& Recorded % Text-To-Speech (" TestCall

[al Insert Field

Hello, First Last .Thisisareminder that the school will be closed on the following days:

16/180 words

08 Edit Translations © Automated translations are used for all other languages

5. Select the Letterhead template from the pull-down that should be applied to the template.
6. Select the Profiles who can view and use this template from the corresponding pull-down.
7. Select the Schools that can access and use this template from the corresponding pull-down.

8. To make the template available on a tab, such as the Demographic tab in Student Info, select
the tab from the Attach to Tab pull-down.

9. Select the applicable Academic Record category from the pull-down to determine how the
template (when applied) is stored in the students' cumulative folder.

10. Select the Secure Email check box to generate a secure message upon using the template
to send a message. The Student/User will receive a notification to log into their portal account
to view the secure message.

11. Select the Push Notification check box to send a push notification to mobile app users
when the template is used.

12. From the Email tab, enter the contents of the email in the provided text editor. When the
template is used, the email contents will be sent to the select profile users.

For Student Profiles, the email will be sent to the student's primary email address. For User
Profiles, the emails will be sent to the users’ email address.

13. Click the File tab to scan or drag and drop files to be attached. Once attached, the File
displays with the message for the user to download. If an email is also attached, the file will be
sent as an attachment in the email as well.
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14. Click SMS to attach an SMS text to the Announcement. When the announcement becomes
active, the SMS text is sent to the selected profile users. This option is only displayed for users
with the SMS profile permission enabled.

+ For Student Profiles, the SMS is sent to the student's primary phone number on their
Address card where SMS enabled.

+ For Parent Profiles, the SMS is sent to the custodial contact with the SMS flag.
+ For User Profiles, the SMS is sent to the users’ phone number.

15. Click the Call tab to type a text-to-speech message or record a template call to be attached
to the message.

The SMS and Call functionality require the purchase of the Call Out System. If this add-
on hasn't been purchased and enabled by your district, the SMS and Call option

doesn't display. Contact your district's support representative to set up a
demonstration.

16. Click Save to save the template.

Message Announcement Template il Discard & Print
Title No School Letterhead District v
Profiles System Administrator ¥ schools Focus High School - 0041 v
Academic
Attach to Tab General Demographics Category A
achtora ey IE Record oy E]

Secure Email &

Email & File X @SMSX JCall %

& Recorded %= Text-To-Speech (" TestcCall

[al Insert Field

Hello, First Last .Thisisareminder that the school will be closed on the following days:

16/180 words

OB Edit Translations © Automated translations are used for all other languages

Click Discard to to discard the template if you do not wish to save it.

Click Print to print the template.

Editing Templates

1. From the Students menu, select Communication.

Messages and Emails Page 15



2. Click the Templates tab.

3. Select the template that needs editing from the list.

Lizette Garcia  Focus High School - 0041 Y sIS
Admin ¥ 2022-2023 Y 4th 9 Weeks ¥ m

Select Student/Staff ¥ Communication

: # Compose Filter (4 (il Delete &= Use This Temp\ate
‘ —
~ | © Templates I Immunization Reminder Title No School Reminder Letterhead District B
& o
= ¥ Announcements Disthct Profiles System Administrator . Schools All .
= o .
& Inbox No School Reminder . Academic
Attach to Tab G | D hics
AF s District achtola enere] Damographics i Record i
ent o . "
4 v
o SEpEnSON{ ST Secure Email & Push Notification [J £
@ Scheduled District
4 © Draft ZEmail X @Filex WSMS® JcCallx Attach
rafts . i :
= c).nll-l'IEAFIp'I(atIDI"I (Email ... B I U & X X Lltor 1 =~ = A -~ v s @ Er - o & m
@ Settings District
= | - i |
= Back of Report Card
e District This is a reminder that there is no school on the following days:
& MCSD Attendance Policy ...
b District

4. Edit the general fields, as needed, including the Title, Letterhead, Profiles, Schools, etc. and
the contents of the Email.

5. Click Save to apply changes.

Deleting Templates

1. From the Students menu, select Communication.

2. Click the Templates tab.

3. Select the template that needs to be deleted from the list.
4. Click Delete.
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Focus High School - 0041 ¥ sIs
2022-2023 ¥ 4th 9 Weeks ¥ m

Select Student/Staff ¥ Communication Lizette Garcia

Online Application (Email ... @ Delete | & Print m

District

Title No School Reminder Letterhead District .
New Absence Letter
s ini i -
Focus High School - 0041 Profiles System Administrator Schools Focus High School - 0041
. Academic
Sporting Events Requirem... Attach to Tab Beneral Demographics Record .

Focus High School - 0041 .
E Secure Email & [

Withdrawal Form

District Email @File X @sMsx JCall X
Discipline Referral Letter

District [@BInsert Field

Welcome Back: 2022/2023

. First Last .Thisisareminder that the school will be closed on the following days:
Focus High School - 0041

Job Offer
District 0/130 characters

Waitlist
Adult Education - 9103

No School
Focus High School - 0041 Ba Edit Translations © Automated translations are used for all other languages

5. Click Delete in the conformation pop-up window.

Using Templates

1. From the Students menu, select Communication.
2. Click the Compose tab to create a new message.

a. Click Use Template at the top or click use a template in the body of the message.

Lizette Garcia  Focus High School - 0041 Y sIs

Select Student/Staff ¥ Communication

Admin ¥ 2022-2023 ¥ 4th 9 Weeks ¥ m

s # Compose Message Announcement Template [ Save Draft [ Discard & Print | @) Use Template I| Schedule
[ ]
- [ Templates Students v . Q Letterhead .
3} .

) Announcements Staff Academic
) # . a Record .

& Inbox Import Recipients / View Imported Secu‘re a0 Add Log =0 Allow Student/Parent Reply *¥
= Email Record O

= Sent
ot Email Attach @ File MSMS  J Call

@ Scheduled
4 Subject MNew Message

& Drafts
& B I U § X X Adalv 15+ =+ = A -~ + <> @ EHr - o & om —

# Settings
= Type your message here ofuse a template. for easy communication with parents, the message will be automatically translated into 70 languages.
& The message will be visible to the recipient(s) in Focus, and they will also receive an email.
o
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@ VYou can also select use a template from the Scheduled and Drafts tabs.

3. In the Use Template pop-up window, select the correct template to apply to your message,
and click Confirm.

(D

Use Template

missing from online class
Grade Concern
Progress Report
Grade Concern
A Slideshow and Video is Uploaded
Waiver of Hearing
Victim Letter
Workflow Trigger Email
Covid Update
Online Application (Completion)
2 Online Application (Continuation)
2 Online Application (Email Validation)

O New Absence Letter

D Sporting Events Requirements

O Withdrawal Form

O Discipline Referral Letter

O Welcome Back: 2022/2023

2 Job Offer

O Waitlist

® No School Reminder

The data from the template loads and populates your message.
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Filter 4 [8) Save Draft [ Delete = Print [ Use Template | Schedule |

May 24, 7:30 am Students hd ¥ @ Letterhead District v
1 Recipients Recipients Academic
Staff Roxy, Fridda (3014
2 ¥ ( ) . Q Record .
- . Secure Add Log Allow Student/Parent
Import Recipients / View Imported v =
Email &u Record "~ O Reply * [
Email & File X ®MSMSX JJcCall %
Subject New Message
B I U & X, X latov 14 =+ = A -~ v <> E Hr — o & om o
This is a reminder that there is no school on the following days:
BE Edit Translations © Automated translations are used for all other languages

Compose

Compose allows for new messages to be created and sent to the desired students, parents,
and/or users through Focus. Depending on the users’ permissions, messages can be sent
through the Communication module, by email, text, or phone call.

Composing New Messages

The Compose tab allows users to create new messages (previously Messenger) to selected
students and/or staff, use a template, create a new portal announcement (previously Portal
Messages), and/or create a new template.

@ The SMS and Call functionality require the purchase of the Call Out System. If this add-
on hasn't been purchased and enabled by your district, the SMS and Call option
doesn't display. Contact your district's support representative to set up a
demonstration.
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1. In the Students menu, click Communication.

2. Click the Compose tab.

@ Shown below is an example of what the screen looks like without the Call Out System.

Notice the SMS and Call tab no longer display.

Lizette Garcia  Focus High School - 0041 ¥ sIs

Select Student/Staff ¥ Communication

Admin ¥ 2022-2023 ¥ 4th9 Weeks ¥ m
# Compose Message Template Announcement [8) Save Draft (i Discard & Print E2 Use Template | Schedule
& Templates Students v . Q Letterhead .
' Announcements Staff Acadernic
= M < Record L
£ Inbox Import Recipients / View Imported P
P P P Secure Email & (] Add Log Record 3= [J CopySelf @ [J Allow Student/Parent Reply *y [
& Sent
Email Attach & File
Scheduled
Subject New Message Cc personi @example.com; person2@example.com First Only
@ Drafts
B I U § X, X Aialr 15- =+ = A -~ * <> @l Er - o & om e
& Settings

Type your message here or use a template. The message will be visible to the recipient(s) in Focus, but they will also receive an email.

In addition to composing a message, there are various other options available from this screen.
To create an Announcement, create a Template, or Use Template, click the corresponding
buttons.

Lizette Garcia ~ Focus High School - 0041 ¥ sIs

Select Student/Staff ¥ Communication

Admin ¥  2022-2023 ¥  4th 9 Weeks ¥ m

# Compose Message ITempIale Announcement ] [ Save Draft  [f] Discard & Print I &= Use Template] Schedule ]m
E Templates Students & All Contacts ~  Abe, Charlie Noel (4400055879) LY Letterhead [¥]
I Announcements Academic

Staff . Q Record .

Inbs - N . .

Slnbeox Import Recipients / View Imported Secure Email & (]  AddLogRecord#=[] CopySelf @ [J SendasDistrict [ [J  Allow Student/Parent Reply * [
& Sent

= Email Attach @& File #@SMS JJCall
(© Scheduled

Subject New Message Cc  person1@example.com; person2@example.com First Only
@ Drafts

B I U § X X Aal- 15- =+ = A - v g @ EHr - o @ om e~
& Settings =

Type your message here or use a template. For easy communication with parents, the message will be automatically translated into 70 languages. The message will be visible to
the recipient(s) in Focus, and they will also receive an email.

3. Select the student recipient type from the provided pull-down. This option allows you to
choose how the Student and/or Family will be receiving the message. Options include:
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+ Students sends the message to the student's primary email address and/or phone number
as identified in the address block of Address & Contacts via Student Info.

+ Student Personal sends the message to the student's Personal Email address as identified
in Student Info.

+ Primary Contacts limits to the contacts marked as custody.

+ All Contacts includes all users and/or persons in a student’s addresses and contacts.

+ Once Per Family sends the message to the student's custodial contacts and/or contact with
a Sort Order priority of 1. The Linked Students section in Student Info > Addresses &
Contacts is also used to determine which students are in the same family. Within a sibling
group, one student within the group who has at least one contact is selected randomly and
all of their custodial contacts are messaged. If that student has two contacts with the same
linked user, those two contacts are deduped into one, and the user can see the message
when logging in, or through any attached notifications.

+ Teacher Of sends the message to all the students' current teachers.

+ Students & All Contacts sends the message to the student's primary email address and/or
phone number as identified in the address block of Address & Contacts via Student Info, and
all users and/or persons in a student’s addresses and contacts.

+ Students & Primary Contacts sends the message to the student's primary email address
recorded in Student Info, as well as all logged custodial contacts for the selected student. If
the student's custodial contacts reside at different addresses or have different recorded
email addresses, the message will be sent to all addresses.

@ Toimport recipients from a CSV file, which is useful when sending messages to
external users and/or students and parents who do not currently have access to Focus,
click Import Recipients / View Imported.

4. Select the Student Recipients from the provided pull-down. Select which Students should
receive the message.

a. Click the magnifying glass to conduct a student search and utilize More Search Options.
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Message Template Announcement B Save

Students & All Contacts ~ Abe, Charlie Noel ( 35879) | n Le
Ac
Staff
a Ba
Import Recipients / View Imported Secure Email & [
Email Attach @& File ®®SMS JCall
Subject Mew Message C
B I U § X, X' Adal» 15+ =~ = A -~ v </> e

Type your message here or use a template. For easy communication with parents, ther
be visible to the recipient(s) in Focus, and they will also receive an email.

b. Perform a student search.

c. Using the check boxes displayed next to the students, select the students to whom you'd
like to send the message. The selections here populate the original student pull-down. Select
the check box in the header to select all displayed students at once.

d. Click Done.

5. Select the Letterhead template that you'd like applied to your message from the pull-down,
if applicable.

6. Select the Staff Recipients from the provided pull-down. Select which users should receive
the message.

a. Click the magnifying glass to conduct a user search and utilize More Search Options.

Message Template Announcement (8) Save Draft [ii] Discard
Students & All Contacts v . Q Letterhead
Academic
Abernathy, Nora (3105 E
L y ( ) ﬁ Record

Import Recipients / View Imported

Secure Email & () AddLogRecord =[] CopySelf @ [ Send as District E |

b. Perform a user search.
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c. Using the check boxes displayed next to the users, select the users to whom you'd like to
send the message. The selections here populate the original staff pull-down. Select the check
box in the header to select all displayed users at once.

d. Click Done.

7. Select the applicable Academic Record category from the pull-down to determine how the
message is stored in the students' cumulative folder.

8. Select the Secure Email check box to flag the messages as secure and require users to log
into Focus in order to view the message.

9. Select the Push Notification check box to send a push notification to mobile app users when
the message is sent.

10. Select the Add Log Record check box to log the message in the students' and/or users'
Letter Log record in Student Info and/or User Info. The message will be logged when the
message is sent. Messages are also logged for students when the message is printed.

11. Select the Copy Self check box to copy yourself on the email so a copy of the email is sent to
you as well as the selected recipients.

12. Select the Send as District check box to send messages (and attachments) to recipients
from the "district;" the message displays as if sent by the district and doesn't include your name
or information. Once sent, you will receive a confirmation that the message was sent, but the
message will not display in your Sent folder.

13. Select the Allow Student/Parent Reply to allow student and parent recipients to reply to
your message. If this check box is left cleared (disabled), students and parents will not be able
to reply to this message.

14. Enter the Subject of the message in the provided text box. If a subject is not entered, the
subject defaults to New Message.

15. To copy other users on the message/email, enter the emails addresses separated by
semicolons in the Cc text box. For example, lizette@focus.org; robinjacobs@gmail.com

16. Select the First Only check box to copy the entered email addresses in the Cc text box on
one email only. When the check box is cleared, the email addresses entered in the Cc text box
display on all emails sent.

17. Enter the Email (message) in the provided text editor. There are a variety of tools available,
including text formatting and the ability to add links and images.

18. Click the File tab to scan or drag and drop files to be attached. Once attached, the File
displays with the message for the user to download. If an email is also attached, the file will be
sent as an attachment in the email as well.

19. Click SMS to attach an SMS text to the Announcement. When the announcement becomes
active, the SMS text is sent to the selected profile users. This option is only displayed for users
with the SMS profile permission enabled.
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 For Student Profiles, the SMS is sent to the student's primary phone number on their
Address card where SMS enabled.

+ For Parent Profiles, the SMS is sent to the custodial contact with the SMS flag.

+ For User Profiles, the SMS is sent to the users’ phone number.

20. Click the Call tab to type a text-to-speech message or record a template call to be attached
to the message.

The SMS and Call functionality require the purchase of the Call Out System. If this add-
on hasn't been purchased and enabled by your district, the SMS and Call option
doesn't display. Contact your district's support representative to set up a
demonstration.

21a. Click Send to send the message right away. Once sent, the message displays in the Sent
tab.

21b. Click Schedule to schedule when the message should be sent.

21c. Click Save Draft to save the message as a draft. If saved as a draft, the message will be
saved with all attached data in the Drafts tab.

21d. Click Discard to to discard the message if you do not wish to save it or send it.

Click Print to print the message.

Scheduling Messages

Messages can be scheduled to be sent out at a later date and time, as well as be scheduled
to be recurring.

1. While composing a message, click Schedule to schedule when the message should be sent.

You can als schedule messages from the Inbox and Sent tabs by clicking the clock icon.
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Filter [E4

Acosta, Harry
= Focus High School - 0041

= r: Adams, Ponyboy
=% Focus High School - 0041

& Acevedo, Emarald
Focus High School - 0041

i% Abe, Charlie
! Focus High School - 0041
» Acosta, Dexter
® Focus High School - 0041

m Acosta, Harry

2 Focus High School - 0041

10:21am

Enjoy your summer! B4

Reminder: Annual Book Report Competition!

September 5, 2023

September 25, 2023

@:50am
Qdyssey of the Mind info night is on October 4th at 630pm in the cafe at Focus High school.

’ Abregan, Kenna
Focus High School - 0041
~@ Acevedo, Diem
Focus High School - 0041

Any questions regarding OM should be directed to your Miss Garcia, the guidance x
counselor.

9 Days Ago

Brown, Mel
Abe, Charlie

I O S b SO < latow 14+ ==

1
>

Samson, Eugene X, X v <> [

Abe, Charlie EHry — & [x 'm — ~x O]
A Send
Santiago, Ignacio )

Focus High School - 0041 QOdyssey of the Mind meeting this Friday at 4pm.

2. Select the Send Date using the calendar pop-up and enter the send time in the provided text
box.

3. If the message is Recurring, select the recurring method from the pull-down, such as Daily,
Weekly, Monthly, or Annually.

4. Click Save.

Once scheduled, you can view the message in the Scheduled tab.

Announcement [B) Save Draft [ Discard & Print Send

M o District v
X v

A\llow Student/Parent Reply * [

Message Template ] Use Template

Students & All Contacts ~ Abe, Charlie Noel ( 55879) Letterhead

Staff Abernathy, Nora (3105)

(© Schedule Message

Import Recipients / View Imported

Email Attach @ File MSMS  J Call

e Send Date _ ]
Subject Last Week of School | 05/29/2023 ' '07:00 am om First Only
B I U § X, X’ later 4+ =~ = A Recurring

. . N/A
Dear First Last and Primary Contact: Name , .
This is a reminder that next week is the last week of school.
Because it is the last week, we have a few rules and guidelines.
See the attached list for more information.
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Drafts

When composing messages, you have the ability to save your message as a draft to be
completed or sent at a later time.

Saving Messages as Drafts

While creating a message, you can click Save Draft to save your progress at any point. At
least one recipient must be selected from the list in order to save the draft. Once a draft is
saved, the Drafts tab will load with the draft open. You can navigate away and return to the
Drafts tab at any point to complete and send or discard the draft.

While composing a message, click Save Draft to save the message as a draft. If saved as a draft,
the message will be saved with all attached data in the Drafts tab.

Message Template Announcement B Save Draft | [0 Discard & Print [ Use Template | Schedule m

Students & All Contacts v~ Abe, Charlie Noel | 55879) . Q Letterhead District -

Staff Abernathy, Nora (3105) § < :;z:f;“ = v

Import Recipients / View Imported Secure Email & [ Add Log Record =[] Copy Self [@ Allow Student/Parent Reply * [
Emall Attach @ File SSMs  J Call

Subject Last Week of School Cc lizette@focus.org; robinjacobs @gmail.com First Only

~ <> @ BEHr — c k& =- —

I
iii
[

B I U § x X Lo~ 14 -
Dear First Last and Primary Contact: Name ,

This is a reminder that next week is the last week of school.
Because it is the last week, we have a few rules and guidelines.

See the attached list for more information.

Viewing Drafts

1. In the Students menu, click Communication.
2. Click the Drafts tab.

Drafted messages are displayed with the date saved and the type of message, such as Email.
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‘ .qual !§ Select Student/Staff ¥ Communication
s

# Compose Filter Z
. =
—| B Templates July 31,2023 7:53 am
& ' Announcements Email
© 2 Inbox July 31,2023 7:53 am
Ar Email
= Sent
o
(Y Scheduled
- & Drafts
9 & Settings

3. Click the drafted message to view details.

Lizette Garcla  Focus High School - 0041 ¥ sIs

Select Student/Staff ¥ Communication

Admin ¥ 2022-2023 ¥ 4th 9 Weeks ¥ m
Filter 4 [B) Save Draft [ Delete & Print [ Use Template | Schedule
July 31,2023 7:53 am Students & All Contacts ~ . Q Letterhead District .
o Ba o 5
JE:I.,l:;FL 20237:53am Import Recipients / View Imported Secure Email @ CJ Add Log Record = Allow Student/Parent Reply *
% Email Attach & File @SMS  JCall

Subject New Message

B I U § X, X Lt~ 11- =~

A - ~ <> @i Hr — e & @m «— >
Dear First Last and Primary Contact: Name ,

This is a reminder that next week is the last week of school.

Because it is the last week, we have a few rules and guidelines.

See the attached list for more information.

Editing Drafts

1. In the Students menu, click Communication.
2. Click the Drafts tab.
Drafted messages are displayed with the date saved and the type of message, such as Email.

3. Click the drafted message to view details.
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Lizette Garcla  Focus High School - 0041 ¥ sIs

Select Student/Staff ¥ Communication
Admin ¥  2022-2023 ¥  4th 9 Weeks ¥ m

Filter = [2) Save Draft [ Delete & Print [ Use Template | Schedule
July 31,2023 7:53 am Students &All Contacts ~ ~ [¥] @ Letterhead District v
» Mo fe .
.;:I;ISL 20237:53am Import Recipients / View Imported Secure Email & [ Add Log Record = Allow Student/Parent Reply
= Email Attach & File #SMS  J Call

Subject MNew Message

~ <> [@ HE- - 2 (& . e

i
5

B I U § X X lato-r 11r ==
Dear First Last and Primary Contact: Name ,
This is a reminder that next week is the last week of school.
Because it is the last week, we have a few rules and guidelines.

See the attached list for more information.

Once selected, the drafted message displays. Complete composing your message and prepare
to send the message or save it as draft again.

Lizette Garcia  Focus High School - 0041 ¥ sIs
Admin ¥ 2022-2023 ¥  4th 9 Weeks ¥ m

Select Student/Staff ¥ Communication

< # Compose Filter & [2) Save Draft  [i] Delete 4= Print & Use Template | Schedule
| & E—
~ | B Templates August 3,202311:21 am Students &All Contacts v [¥] @ Letterhead  District 2]
& ; ' .
J Announcements Email Academic
e July 31,2023 7:53 o . ° Record .
u , :53am - .
" & Inbox Em::l Import Recipients / View Imported Secure Email & [ Add Log Record = Allow Student/Parent Reply
& Sent
wt July 31,2023 7:53 am = Email Attach @ File @SMS  Jcall
(@© Scheduled Ermail
qf Subject New Message
[ Drafts
4 B I U § X X ltor 14v == = A - v s @ B - o @ m e
& Settings
=2 Dear First Last and Primary Contact: Name ,
&4 This is a reminder that next week is the last week of school.
:‘ Because it is the last week, we have a few rules and guidelines.
= See the attached list for more information.
)
dk
BB Edit Translations @ Automated translations are used for all other languages
Q Y Help al Logout

4. Click Save Draft, Send, Schedule, or the applicable button.

Deleting Drafts

1. In the Students menu, click Communication.

2. Click the Drafts tab.
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Drafted messages are displayed with the date saved and the type of message, such as Email.

3. Click the drafted message to view details.

_ . Lizette Garcia  Focus High School - 0041 Y sIs
Select Student/Staff ¥ Communication
Admin ¥ 2022-2023 Y  4th 9 Weeks ¥ m
Filter 4 [2) Save Draft [ Delete ¢ Print @ Use Template | Schedule
July 31,2023 7:53 am Students &All Contacts v [¥] @  lLetterhead  District )
ts Email Academic
Staff . Record .
.éuly.'l31‘ 20237:53am Import Recipients / View Imported
mai

Secure Email & [ Add Log Record 3= Allow Student/Parent Reply *»
= Email Attach @& File @BSMS JJCall

Subject New Message

B I U § X X laoy 11r ==~

i
.

</> @f HEir - e [& - —
Dear First Last and Primary Contact: Name ,

This is a reminder that next week is the last week of school.

Because it is the |last week, we have a few rules and guidelines.

See the attached list for more information.

4. Click Delete.

Lizette Garcia  Focus High School - 0041 ¥ sIs
Admin ¥ 2022-2023 ¥ 4th 9 Weeks ¥ m
[B) Save Draft | [i] Delete | & Print [ Use Template | Schedule
Letterhead District .

Academic
Record .

Secure Email & [J Add Log Record 3=

Allow Student/Parent Reply *»

5. In the confirmation pop-up window, click Delete.
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Are you sure you want to delete this message?

Cancel

Inbox

The Inbo tab displays all incoming messages sent from students, parents, teachers, and
other users. The Inbox tab loads by default when accessing Communications. Message
threads are in order of most recently received and display the sender's name and the
number of unread messages (if any).

1. In the Students menu, click Communication.
2. Click the Inbox tab.

All incoming messages are displayed along with the sender's name and their associated school.
The number of unread messages displays next to the sender's name.

F@( E ! !§ Select Student/Staff ¥ Communication
5

: # Compose Filter 4
a
- Bl Tempiates n Abernathy, Nora ©
& " Announcements Focus High School ...
S Rowy, Fridda g
a¥ === Focus High School ...
= Sent
e
(O Scheduled
- = Drafts
" & Settings R
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3. Click the sender's name to open the messages.

a.‘:
=

A

‘ F@q'm‘! ! § Select Student/Staff ¥ Communication
5

# Compose Filter 4

Abernathy, Nora
() ¥ Nora gy

Focus High School ...

F] Templates

' Announcements

£ e, ®
© Scheduled

® Drafts

& Sefttings

Once selected, all incoming and outgoing messages between you and the selected user
displays. The date and time is displayed along with all messages.

F@‘ E ! !§ Select Student/Staff ¥ Communication Lizette Garcia
S

: . | Roxy, Fridda
% Compose Filter g k_! Focus High School - 0041

[ Templates Abernathy, Nora o possible, Thank you.
& Announcements D Focus High School ...
& Inbox Roxy, Fridda o
@ — - = Focus High School... Fridda, 10:07 am

en

o May|askwhat the matter is regarding?

(® Scheduled
B Drafts Today
& Settings

Fridda, 3:09 pm

5 Minutes Ago

B I U & X X' Llior 14y =v = A ~
B — o [k @ »r— ~»
Type areply

[ Thanks for the suggestion about the book fair. The students are all very excited.

v

Focus High School - 0041 ¥ sIs

2022-2023 ¥ 4th 9 Weeks ¥ m

Read May 23, 10:03am

<f> [B

@ 0O

¥ Help 1| Logout

The icons next to the messages determined the message status and allow various tasks.

The clock icon indicates that the message is processing.

The envelope icon determines the email was sent.
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The paperclip displays for attachments. These files can be clicked and downloaded/viewed.

The xicon displays when a message couldn't be sent; the reason the message wasn't sent
displays when you hover over the x icon normally because No Contact Information was
found. This means the message was delivered to the recipient's Focus Inbox but the recipient
was not notified otherwise due to invalid contact data.

The phone icon displays when the phone call was sent.

The message bubble icon displays when a SMS was sent.

u Roxy, Fridda
i Focus High School - 0041

Fridda, 3:09 pm

B

Thanks for the suggestion about the book fair. The students are all very excited.

? Minutes Ago
This is a reminder that all grades are due June 1, 2023 by 5pm. | =4
SchoolGradesCalcGuide21.pdf € &

This is a reminder thi Mo contact information was found for this Jsﬂ
This is a reminder that all grades are due June 1, 2023 by Spm. 3

B I U £ X X' Llator 14 =~ = A ~ r <> (2

EHr =- ¢ (& @ ™ ~u I—_‘I“?L—';

hvpfc areply

4. To respond to incoming messages, type your message in the provided text area. There are a
variety of tools available, including text formatting and the ability to add links and images.
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By Abernathy, Nora

wm' # Focus High School - 0041

SchoolGradesCalcGuide21.pdf .3 &

This is a reminder that all grades aredue June 1, 2023 by 5pm.

This is a reminder that all grades are due June 1, 2023 by 5pm. 3

Yesterday
10:22 am
Great meeting today! %
Reminder: Annual Book Report Competition!
x
24 Hours Ago
B I U & X, X' lator 14~ =~ = A ~ * <> [aH

By — e & =m »— >
z o (B

Please be sure we have a good phone number for you in the system; we had an issue
sending you the reminder phone call and text regarding final grades.

5a. Click Send to send the message right away.

5b. Click the clock icon to schedule the message to be sent at a later date and time.

Sent

The Sent tab displays all outgoing messages sent from you to students, parents, teachers,
and other users. Message threads are in order of most recently sent at the top of the list
and display the recipient's name.

1. In the Students menu, click Communication.
2. Click the Sent tab.

All outgoing messages are displayed along with the recipient's name and associated school.
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Select Student/Staff ¥ Communication

“ | & Compose Filter @
a
Templates ,

- @ P Roxy, Fridda
& ) Announcements - Focus High School - 0041
0 = Inbox Abernathy, Nora

AF Focus High School - 0041

& Sent

¢ . Alonso, JoAnne

R @ Scheduled - 1111 - Employee Self 5...
d

© Drafts . Alejandro, Larry

i? = Settings - 1111 - Employee Self S...
= ® Roxanne, Fry

& i 1111-Employee SelfS...
& . Alejandro, Elaine
- . Lemon School - 0291
‘et

. Adams, Hazel

B @ Garcia High School - O1...

H

. Acevedo, Ruth
i [ — ]
gure Acosta, Dexter

3. Click the recipient's name to open the messages.

Once selected, all outgoing and incoming messages between you and the selected user
displays. The date and time is displayed along with all messages.

Focus High School - 0041 ¥ sIs

m Select Student/Staff ¥ Communication Lizette Garcia
. 20222023 ¥ 4ath 9 weeks ¥ [Eag)

& S “ Lemon School - 0291 ?13.%] Abe, Charlie
p an Y Focus High Schaol - 0041
Y ams, Hazel
- B Templates @ Garcia High School -01...

& ) Announcements ) 9:53am
2] =Inbox [~ ACEVeColREt Congratulations! You are invited to attend the Award Ceremony on May 30th at 630pm.
= & Sent » Acosta, Dexter Please let us know if you will be in attendance.

- Focus High School - 0041

Scheduled .
. © 'Fii Acevedo, Diem =

9 3 Drafts 3 Focus High School - 0041 Thank you,

g . _ .

% Settings é’ @: Abe, Charlie Lizette Garcia
=) ! Focus High School - 0041
Principal

& a Acevedo, Emarald

Focus High School - 0041 Read May 23, 11:27am
9

g Abregan, Kenna

g

Focus High School - 0041

A Abott, Charlie HERlcRmRs T e R N
i “ Focus High School - 0041 By — & W @ »«— Z ©

ik Garrido, Afrodisio Type a reply

- Parents
¥ Help &l Logout

The icons next to the messages determined the message status and allow various tasks.

The clock icon indicates that the message is processing.
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The envelope icon determines the email was sent.
The paperclip displays for attachments. These files can be clicked and downloaded/viewed.

The x icon displays when a message couldn't be sent; the reason the message wasn't sent
displays when you hover over the x icon normally because No Contact Information was
found. This means the message was delivered to the recipient's Focus Inbox but the recipient
was not notified otherwise due to invalid contact data.

The phone icon displays when the phone call was sent.

The message bubble icon displays when a SMS was sent.

Today

3:42 pm
Dear Charlie Abe andMel Brown,

This is a reminder that next week is the last week of school.
Because it is the |last week, we have a few rules and guidelines.

See the attached list for more information.

Rules Dpri | &
Mo contact information was found for this liser

Email being sent out with the rules for the last week of school. »

Hello, students and parents. An email is being sent out regarding rules for the last week of school. Please
view the message and let us know if you have an concerns.

7 Hours Ago

4. To send additional messages, type your message in the provided text area. There are a
variety of tools available, including text formatting and the ability to add links and images.

5a. Click Send to send the message right away.

5b. Click the clock icon to schedule the message to be sent at a later date and time.
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