Infinite Campus - Teacher Messenger
Teacher Messenger allows teachers to send messages to parents and guardians, via the Parent Portal

in Infinite Campus, on things such as classroom events, notices and achievements.

Step 1 - Locate and choose the message
1. Click on the appropriate section (class) you want to send the ‘Semn 13 50C701-5 Social Studios —
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3. Click on Messenger to open up the options underneath it. 3 Newsletter
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Failing Grades — Create pre-designed failing grades _'f'J il
e e . e .. < ailing Grades
n'otlflcatlons. You select the grades to be identified as failing = Wissing Assignmer
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Teacher Messages — Send an email, composed and created by
the teacher, to all of designated parents of students.

Step 2 — Using the Teacher Messenger Wizard

The wizard is a handy way of taking you through the process of sending a message to parents.
Messages can be sent both via the Portal Inbox or to email accounts.
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1. Fillin the Subject and Body fields on the first screen.

2. Click on the Save and Continue to use the message for another section (class) or Continue to use
the message only one time.

! Be sure to include your course

Teacher Messenger in the subject line!
- P

This wizard will walk you through the creation of a new message to Mems or student guardians.
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This is just a head's up to let you know aboutthe field trip that's
coming up on October 31st)

Save and Continue | | Continug -= |

Load Deleta W
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+ T Reports
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Be sure to sign the body message with
your name and email address as the

email so the parent knows who sent the
email!

Click Save and
Continue to use the
message repeatedly!

Click the Load button
to use a previously
created template and
just make edits to
reflect the new
message!

/|

Step 3 - Select Options

1. Construct the following
information:
a. Select Recipients —

Teacher Messenger

This wizard will walk you through the crestion of a new message to your studerts o student guardians

Select Recipients: @ Cuardians O Students O Test

who’s going to receive
the message from you?

b. Click on a person to add

to list — click on the
Select All button to
choose everyone, or click

Click on a person to add to list:

Click on & person to remove from list:

Arnold, Madison M(O7) 21053
Arnold, Bruce
Arnold, Jocekyn

Babikian, Catherine (07) 23585
Bisbikian, Amy
Babikian, Paul

Barnabo, Datton DO07) 21782
Barnaho, Susan
Barnabo, Tom

Brown, Abby M(O7) 33209
Brown, Darren 5
Browen, Leyann b

Burton, Hannah K(OT) 20741

£

on individuals. SREEE
Delivery Devices
c. Delivery Devices — oo [¥) e
notification Iesenae Detale
automatically goes to the |,
inboxes in the Parent
Portal view. You will
need to include the  momswins ]
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checkmark M if you want an email to be sent (please be aware — not all parents have email
addresses).

2. Click on the Preview Notices button when finished.

Step 4 — Preview and send notice

1. Preview the message and
Message Preview

check the number of

Select Review Recipierts to view the people and devices this message is being sent to.
reci p ientst h att h e message Select Send Message deliver this message.
will be sent to.

Subject: Bigy Test on Frickay!
Buody:

Thiz i just & reminder that there is & hig test this coming Friday . Please make sure your sonfdaughter
has their study guide. This will help them prepare for the test.

Recipient Count: 1

2. Click on the Review

ReCipients bUtton If you Phone Court: 0
want to double-check who Email Court 0
the message will go to. Review Recipisrts | [ SendMessage -

3. Click on the Send Message
button to send the message.

Step 5 — Repeat for each section

1. If you need to send the message to other classes, repeat steps 1 to 4 for each class section that you
teach.

2. Inthe case of teacher messages, the teacher also receives a confirmation in their process inbox.
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