Sending a SchoolMessenger Audio and/or Email
Communication

1) Login to SchoolMessenger Notification Management Website.
https://asp.schoolmessenger.com/smyrna/

Username: Firstname.LastName
Password: SSD@XXXX (XXXX=last four of ss#)

2.) Choose the New Broadcast icon
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Need Help?

Broadcasts Visit the help section, send an email to
support, or call (800) 920-3897. Also be

sure to give us feedback about the new
version.

You haven't sent any Broadcasts. Create a Broadcast

Continued....
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Communication

3.) Enter Subject : Subject is shared with Audience
Enter Type: Communication Types: General is for phone, email, text communications with
Guardians and Staff while Student Only Email Communication is email only communication to
Students Email accounts. If you are only sending an email, move to Step 7 after this step.
Add Recipients: Choose audience by using the dropdown list (Saved Recipients List are the
predefined lists developed for sending building wide communications or Staff Specific

information) Note you can choose Add Me and it will only send to you for a great way to test the
system

New Broadcast
2 Message Content 3 Review & Send

Specify a subject and select the desired message type for this message.

Subject 3 & | e.g. Today's Announcement
Type ™ General -
Select your message recipients. You can also include yourself.
Recipients 73 18 Add Message Recipients ~ & AddMe
FROM THE FOLLOWING OPTIONS:

Actions Recipient Languages Count

o

A8t Saved Recipient Lists
# Custom Rules
¥ Quick Pick...

—a vt Upload List..

A Add Me

message_ ipients-z..

4.) Phone communication is the primary sources of emergency communication to guardians.
(Though Email is another individual communication beginning at Step 7. Hit the + Phone icon
and provide a number to call and hit the Call Now to Record icon to receive a phone call from the
call system (LAN line is preferred method) Follow the prompted steps on the phone message.
Note: You can use the Scratch Pad on this screen to create your message.

Lists Messages Broadcasts Templates Posts Surveys Responses

New Broadcast

o Subject & Recipients 0 Message Content 3 Review & Send

Add one or more of the following message types to your broadcast

Voice Type Call Me to Record 3 Text-to-Speech @

% Setlings
one number to call to record your voice messag
Recording [ L, | Number to Call Optional: | Extension < Call Now o Record |
Scratch Pad (oplional). Use the area below to write notes about what you'd like o say. This information is not saved.
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5.) Once you have successfully saved your message, the screen will look as follows; choose to listen
to the audio and choose the Save icon or you can re-record the message.

e & https://3sp.schoolmessenger.com/smyrna/message_sender.php - @& ¢ Search. FeRd
& SchoolMessenger: x |LF
File Edit View Favorites Tools Help

~
New Broadcast
Subject & Recipients ° Message Content 3 Review & Send
Add one or more of the following message types to your broadcast
© Phone
Voice Type Call Me to Record Text-to-Speech @ % Settings
@ Enter the phone number to call to record your voice message
Recording 3 English 4 &
© (Optional) Record this message in another language
Select Language[V] &, 302-236-3318 Optional: | Extension < Call Now to Record
# Scratch Pad (oplional). Use the area below {o write notes about what you'd like to say. This information is not saved.
v

6.) Once you have saved the message, the screen will look as follows. (Note: With a phone option
only, an audio message will send to the audience on Phone, Email, and SMS Text (for those that
opt-in) by default. You can choose to include a personalized email communication that includes
links to attachments or move to Step 9 to finalize your communication.

e (2 hitps://asp.schoolmessenger.com/smyrna/message_sender.php - @ ¢ Search. P~
& SchoolMessenger: x [T
File Edit View Favorites Tools Help

Smyrna School District
SchoolMessenger - i e [

Dashboard Broadcasts Reports System Admin

Lisis Messages Broadcasis Templates Posts Surveys Responses

New Broadcast

Subject & Recipients ° Message Content 3 Review & Send

Add one or more of the following message types to your broadcast

# Load Saved Message

Logged in as Test Admin (TestAdmin) Senvice & S suppol 7 | (800) 820-3807
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7.) Email Communication: We have the ability to include or only send an email to the guardians and
staff or to students only depending on the Communication Type from Step 3. After pressing the
+Email, you have the option to provide a Name, Email, or the Reply To Email or change it to the

individual you want sharing the content and the original Subject presented in Step 3.
@ v B | @k [0 B s |ebTe|ebse|ebse Mo |&s|&sn | B |[Bo:|[Ho: B B Hs Hs B[ Hsw & x + = X

< c @ asp.schoolmessenger.com/smyma/message_sender.php T » 0 H

From Email B | robert baylis@smyma ki2.deus -

FromName [ | & RobertBaylis

Reply To Email b4

subject [ | 1Ge Test

Body & Stationery. Click in the foolbar below to add attachments. Please note: links to your attached files are now embedded in your email
@ [ Source || 4 ===z =5 = || @ ¥ |lem@mE B H
B I U S A- @ T, | sties ~ || Normal - || Font ~ || Size ~|| & Fieldinsert &P Attach “F Paste text from Phone

This is a test email. Adding a

8 TechFixdocx ~ Showall = X

8.) Body of Email: You can copy and paste the using the Paste ffom Word icon and attachments are
viewed as a link in the body of the message using thg¢/Attach|icon.

& My Apps X | @ EdAccessMgmt X | @ KACE Systems Manage: X | [ Student garch x| EdAccessMgmt X @ SchoolMessenger X 4+ - X

<« C & aspschoolmessenger.com/smyma/message_sender.php#
From Email B robert baylis@smymaki2deus v
Reply To Email B robertbaylis@smyma.ki2.de.us

Subject [ | 1G& General Test

Body [ @ Stationery.. Click & in the toolbarbelow to add attachments. Please note] links to your attached files are now embedded in your email
& @ Source || & = ===z = = Elllm ¥ = WHA=S al #
B I US A- [A- T.| Styles ~ || Normal - || Font - || Size - ||&»Fieldinsert P Attach “GF Paste text from Phone
4
Body is required
I:I Translate 3 ® Preview

javascriptuoid(‘Paste from Word') -
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9.) Paste from Word: When choosing the Paste from Word icon, you are provided the following

screen that provides instruction on how you can copy and paste content from an existing word
document.

Paste from Word x

| Because of your browser security settings, the editor is not able
| to access your clipboard data directly. You are required to paste
it again in this window.

Please paste inside the following box using the keyboard
(Ctrl/ICmd+V) and hit OK

i Cancel

10.) Attach a document: When choosing the Attachment option, note that the attachment will show as
a hyperlink and not an actual attachment. Choose the file and then hit the Upload icon, you can
add an optional text to replace the file name of the document to add a better flow to the message.

& WMy Apps X | @ EdAccessMgmt X | @ KACE Systems Manage: X | Student Search X | @ EdAccessMgmt X @ schoolMessenger x  + - X

v @

< c @ asp.schoolmessenger.com/smyrna/message_sender.php#

Hosted Attachment x

Please upload an attachment
Optional: Choose & display name for your file. This name will appear as a link in your email
Attached Item

Select a file o upload
| Choose File | Calendar pdf

Upload

a
" || B

0K Cancel
e p

javascriptwoid(0)
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11.) This is the results of an attached document. You can choose the Preview icon to view the
message as a recipient would view it and Choose the Save buttopronce you are completed.

& C @ aspschoolmessenger.com/smyrna/message_sender.php#
From Email B | robert baylis@smyma k12 deus = =
Reply To Email B robertbaylis@smyma.ki2.de.us

Subject [ | 1G& General Test

Body a Stationery... © Click & in the toolbar below to add gfachments. Please note: links to your ai\ached files are now embedded in your email

[=] @SuurceH« 3 ||;

- e|lme =fms x|

B I US A-B-T, || Styles -H Normal -H Font /I-H Size -||&>F\E\dlnsen P Attach G Paste text from une‘

This is a test Attached ltem

D Translate £ ® Preview

ii Delete

12.) Once you Save the message, the following screen is presented. Choosing Continue allows us to
move to the Review and Send and the final step to Send or Scheduling the communication.

choolMessenger

Dashboard Broadcasts Reports System Admin

Lists Messages Broadcasis Templates Posts Surveys Responses

New Broadcast

Subject & Recipients a Message Content 3 Review & Send

Add one or more of the following message types to your broadcast £ Load Saved Message

Logged in as Robert Bayis {robert bayiis) Service & Support

Remate phone acoess # (344) 876-8279 Use of this system is
Current system ime is June 2nd, 2021 07:65 am (US/Eastem)
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13.) After hitting Continue, you can choose to review the previous information submitted and Send
the message immediately by hitting the Send Now button or Schedule to Send Later to define a
specific date and time.
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& SchoolMessenger: x [T
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New Broadcast

Subject & Recipients Message Content o Review & Send

i Congratulations! This message is ready for submission
The following is a brief summary of this message.

Subject  Test
Broadcast Type:  School Hours Emergency
Recipient Count. n
Message Content. Phone Email SMS Posts

Message Opfions:  [v#] Email me repert of this job upon its completion
[#] Skip duplicate emailiphone/SMS recipients

[[] Save Message Content

@ Schedule to Send Later

‘Serviee & Suppert e o |{B00) 20397
35 =

L of i, syt subjct 5 e vy Py e
2020 irtarks Corporation. Al Rghts Resered

Ruooe phone scose . [44) STB427
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14.)Choose to Schedule to Send Later provides the following screen. Choose the start date and
start/end times (usually 1 hour between times) Submit Scheduled Message to initiate the
scheduled communication. (Use yourself as an example to test the system)
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Schedule This Message to be Sent at a Later Time

The following fimeline shows the allowable fime range 1o send messages (in green) as St by your organization.

@ 1. Select the Start Dae to send this message.
Start Date 04/2772020
@ 2 Spectty the Start IR TR PSSR ider beiow 1o sef the Corresponding ime
Start Time 8:30 am End Time: 9:30 am

A NOTE: The difference between the Start and End Times must be at least 1:00 hr

v Submit Scheduled Message Cancel




