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Introduction

Broadcast E-Alerts allow you to mass communicate with users. You use Broadcast E-Alerts to relay
important information such as school closings, events and early dismissals. You send them from within
the Tools tab of the Site and Subsite workspaces. The Broadcast E-Alert types include Email, Push
Notification, Announcement, Facebook and Twitter.

When sending a Broadcast E-alert, choose any of the E-Alert types. Fields that are required for each E-
Alert type are marked with a corresponding E-Alert Type icon next to the field name text. Other required
fields are marked with red triangles in the top right corner.

Message Delivery

Subject:
[ Auditions Closed A
Short Message: Characters Remaining: 95
|ﬁ\uditions for the school play are now closed. ‘
Email Type:

* Plain Text HTML

Long Message:

Auditions for the school play are now closed. ‘

Announcement:

m Happy Valley School District | Homepage, Happy Valley High School / Homepage /| HVSD Announcements Change App

Cancel Test Email E-Alert
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Email E-Alerts

You can send Email E-Alerts to specific registered users or a group of users.

Create an Email E-Alert

Here’'s how you create a new email E-Alert.

1. In Site Manager, navigate to the Site Workspace from which you wish to send your Broadcast
E-Alert.

Happy Valley School District

/\

Statistics

Directors & Viewers

Summary

Tools
Manage your site tools and apps

Files & Folders

=" Organize the files and folders used in your workspace Cre;

Friendly Web Address Mappings

d edit Friendly Web Address Mappings for your site

Broadcast E-Alerts

Broadcast E-Alerts for your site

Forms & Surveys

Create and manage forms and surveys for your site.

Section Robot

section configurations

Import sections with pre-defined

Approve Visitor Comments

Approve or reject

visitor comments on your apps

. Approve Community Editing & App Manager
=3 Approve or reject community edits to your apps Manage and edit the apps in your workspace.
Reports Photo Gallery
L) &
lew your site's reports Create and manage photo
. Minibase

Create and manage minibases for your site

2. Click the Tools tab and select Broadcast E-Alerts.

Happy Valley School District

pal

F 3 Broadcast E-Alerts List

Broadcast E-Alerts
Communic ate with groups of users through Broadc ast E-Alerts.
D ——
‘ New E-Alert ’ Fitter Alerts
STATUS ALERT TYPE ACTIONS

Early Dismissal
Early Dismissal ] Copy Delete
d by Christian Carpenter on 1/29/2015 4:28:54 PM

3. Click New E-Alert. The New Alert window displays.
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4. Enter a name for your Broadcast E-Alert in the Alert Name field. Note that the Email E-Alert type

is the default selection.
5. Click Continue.

New Alert

Alert Name:
Enter a name for this alert. The name will not appear publicly.

School Closing N

Select all of the alert types you would like to send:

«” Email N1

|
@ Cancel ‘
{ J

6. Onthe Message tab, enter the Subject for your E-Alert email.

Message Delivery

|
Cancel | | TestEmail E-Alert

Subject:

Email Type:

® Plain Text ) HTML
Long Message:

7. Select an Email Type. Choose the Plain Text radio button to add only text. Choose the HTML
radio button to add photos, links and format the text in your email using HTML code.
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8. If you selected the Plain Text Email Type, enter the body of your email message in the Long
Message field. If you selected the HTML Email Type, enter the body of your message in the

HTML Message field.

Message Delivery

Subject:

Email Type:

- Plain Text @ HTML

HTML Message:

v onshNEE e =
Styles
ey — e @FHEHD

~ Font Name

Bnormal EIHTML QPreview

‘ Cancel ‘ \ Test Email E-Alert J

Q

v Font Size ¥ A’AP"&;B 7 U s

g -

T
[
1]
11
il
1
il
il

Words:0 Characters:0

9. Click the Delivery tab and enter a Sender Name and Sender Email address.

‘ Select Recipients
|

Priority: 7

| Normal v
Schedule:
'® Save this as a draft

‘' Send immediately

‘' Schedule to be sent later

|
l Cancel ; ‘ Test Email E-Alert

Message Delivery
Sender Name:
Sender Email:
Recipients
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10. If you wish to test your Broadcast E-Alert, click Test Email E-Alert. The Test E-Alert window

displays.

Message Delivery

Subject:

School Closing

Email Type:
® plain Text ) HTML

Long Message:

School will be closed today due to inclement weather.

lm
Save Draft [ Cancel Test Email E-Alert
]

11. Enter the email address to which you wish to send the test E-Alert in the Email Address field.

Test E-Alert

To test your E-Alert before you send it, enter an email address
and click Send Test E-Alert.

Email Address:

‘

‘ rwilson@hvsd.org

| Cancel l
bt !

{ sendTestE-Alert |

12. Click Send Test E-Alert.

13. When finished, click Save Draft or navigate to the Delivery tab to send or schedule your

Broadcast E-Alert.

Message Delivery

Subject:

School Closing

Email Type:
® Plain Text ) HTML

Long Message:

School will be closed today due to inclement weather.

‘ Save Draft ' Cancel I Test Email E-Alert ‘
— S———

14. You are returned to the Alerts List View and the status of your E-Alert is marked as Draft.

School Closing

School Closing

Created by Sara Goss on 1/27/2015 3:06:32 PM

Copy Delete
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Send an Email E-Alert

Here is how you send an email E-Alert.

1. In Site Manager, navigate to the Site workspace from which you wish to send your Broadcast E-

Alert.
2. Navigate to the Tools tab and select Broadcast E-Alerts.
3. Select the E-Alert you wish to send.
4. Navigate to the Delivery tab.

IMessage

Recipients

| select Recipients |

Priority: 7

| Mormal -

Schedule:
'® Save this as a draft
' Send immediately

' Schedule to be sent later

| 11| |
Cancel Test Email E-Alert

Sender Name:
|Rachel Wilson ‘
Sender Email:
| rwilsoni@hvsd.org ‘

5. Click Select Recipients to choose the users who will receive this E-Alert.
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6. Inthe Recipients window you can add existing users or groups on the Registered Users tab.
Recipients
Registered Users Additional Recipients
Existing Users:
To send alert to one user, click Add User. To send alert to a group of users, click Add Group.
Assign Group Assign User

Click Assign Group or Assign User to get started.

m CanCEI

7. To send this E-Alert to users who are not registered users, add their email addresses on the
Additional Users tab. Enter the email address you wish to add in the Email Address field and
click Add.

Recipients
Registered Users Additional Recipients
Email Address

| ‘a

ITEM ACTIONS

imcecollin@hvsd.org Delete

8. When finished, click I’'m Done. You will be returned to the Delivery tab.
9. Select the Priority for your Broadcast E-Alert. You can choose from High, Normal or Low priority.
The priority of your E-Alert will determine how quickly it is sent.

Priority: 7

| Mormal b
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10. There are two different options you can use to send your E-Alert.
a. To send your E-Alert immediately, select Send immediately under Schedule. Then click
Send Now to send your Broadcast E-Alert.

Schedule:
'~/ Save this as a draft
'® Send immediately

"' Schedule to be sent later

@ Cancel Jlll Test Email E-Alert J'

You will be returned to the Alerts List View and the status of your E-Alert will be marked
as Processing.

School Closing
School Closing = Copy Delete
Created by Sara Goss on 1/27/2015 3:06:32 PM

PROCESSING

When your E-Alert has been sent, the status will be marked as Complete.

Scheol Closing
School Closing = Copy  Delete
Created by Sara Goss on 1/27/2015 3:06:32 PM

b. To schedule your E-Alert to be sent, select Schedule to be sent later. Choose the date
and time you wish to send your Broadcast E-Alert, and then click Send Later.

Schedule:

' Save this as a draft

" Send immediately

'® Schedule to be sent later

Send On:
(0173012015 ‘[ &AM - [ 00 -

You will be returned to the Alerts List View and the status of your E-Alert will be marked
as Scheduled.

Scheol Closing
SCHEDULED =

011302015 School Closing
Created by Sara Goss on 1/27/2015 3:06:32 PM

Copy Delete
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Example of an Email E-Alert

Here is an example of an email E-Alert that has been sent.

School Closing

_) Rachel Wilson [rwilson@hvsd.org]

Sent: Tue 5/20/2014 9:30 AM
To: AlertRecipient

School will be closed today due to inclement weather.
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Push Notification E-Alerts

You can send Push Notifications to registered users who have downloaded and installed the Centricity2
Mobile Communications App (C2MCA). You will not see this option unless your district has C2ZMCA.
Create a New Push Notification E-Alert

Here is how you create a new push notification E-Alert.

1. In Site Manager, navigate to the Site workspace you wish to send your Broadcast E-Alert.

Happy Valley School Distfrict

Directors & Viewers Statistics

Tools
Manage your site tools and apps.

- Files & Folders Friendly Web Address Mappings

Organize the files and folders used in your workspace Cre

d edit Friendly Web Address Mappings for your site

Broadcast E-Alerts Forms & Surveys

Add or Edit Bro: t E-Alerts for your site D Create and manage forms and surveys for your site
Section Robot — Approve Visitor Comments
= Import sections with pre-defined section configurations » Approve or reject visitor comments on your apps
—| Approve Community Editing & App Manager
& Approve o reject community edits to your apps Manage and edit the apps in your workspace

L]

alleries for your site

Minibase

Create and manage minibases for your site

2. Navigate to the Tools tab and select Broadcast E-Alerts.

Happy Valley School District

Directors & Viewers

F 3 Broadcast E-Alerts List

Broadcast E-Alerts

Communicate with groups of users through Broadcast E-Alerts
 cteme—

(= ’ Fiter Alerts

—
STATUS ALERT TYPE ACTIONS

Early Dismissal

[ DRAFT ] Early Dismissal = Copy  Delete

Created by Christian Carpenter on 1/29/2015 4:28:54 PM

3. Click New E-Alert, the New Alert window displays.

10
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4. Enter a name for your Broadcast E-Alert under Alert Name.
5. Deselect the Email alert type then select the Push Notification alert type.
6. Click Continue.

New Alert

Alert Name:

Enter a name for this alert. The name will not appear publicly.

School Closing k|

Select all of the alert types you would like to send.

o Push Notification A

@ Cancel

7. Onthe Message tab, enter the body of your push notification in the Short Message field. This
field has a limit of 140 characters. Notice the Characters Remaining counter decrease as you
enter text.

Message Delivery

Short Message: Characters Remaining: 87

[School will be closed today due to inclement weather. ‘

{ savepran e
e ——

8. Once finished, click Save Draft or navigate to the Delivery tab to send or schedule your
Broadcast E-Alert.

9. You will be returned to the Alerts List View and the status of your E-Alert will be marked as
Draft.

School Clesing

School Closing a Copy | Delete
Created by Sara Goss on 1210/2014 2:21:26 PM

11
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Send a Push Notification E-Alert
Here is how you send a push notification E-Alert.

1. In Site Manager, navigate to the Site workspace from which you wish to send your Broadcast E-
Alert.

2. Navigate to the Tools tab and select Broadcast E-Alerts.

3. Select the E-Alert you wish to send.

Message

Recipients

Select Recipients

Push Notifications:

* Send to selected recipients
A selected recipient will cnly receive this notific ation if they have already signed in to the app

Send to everyone

Everyone who has the app installed will receive this notific ation
Priority: 7
Mormal -
Schedule:

®' Save this as a draft
Send immediately

Schedule to be sent later

4. Navigate to the Delivery tab.
5. Click Select Recipients to choose the users who will receive this E-Alert.

Recipients

Registered Users Additional Recipients

Existing Users:

Assign Group Assign User

Click Assign Group or Assign User to get started.

m CanCEI

6. Inthe Recipients window you can add existing users or groups on the Registered Users tab.

12
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7. To send this E-Alert to users who are not registered users, add their email addresses on the
Additional Users tab. Enter the email address you wish to add in the Email Address field and

click Add.

Recipients
Registered Users Additional Recipients
Email Address

B -

ITEM ACTIONS

imcecollin@hvsd.org Delete

8. You can also select Send to everyone to send the E-Alert to all users having the Mobile
Communications App installed on their Smartphones.

Recipients
Select Recipients

Push Notifications:

Send to selected recipients
A selected recipient will only receive this notification if they have already signed in to the app

* Send to everyone
Everyone who has the app installed will receive this notification

9. Select the Priority for your Broadcast E-Alert. You can choose from High, Normal or Low priority,

the priority of your E-Alert will determine how quickly it is sent.

Priority: 7

Mormal hl

High

Low

13
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10. You have two different sending options to send your E-Alert.
a. To send you E-Alert immediately, select Send immediately under Schedule. Then click
Send Now to send your Broadcast E-Alert.

Schedule:
Save this as a draft
* Send immediately

Schedule to be sent later

@ Cancel | | TestEmail E-Alert

You will be returned to the Alerts List View and the status of your E-Alert will be marked
as Processing.

School Closing
PROCESSING School Closing A Copy Delete
Created by Sara Goss on 12/10/2014 2:21:26 PM

When your E-Alert has been sent, the status will be marked as Complete.

Scheel Closing

School Closing A Copy Delete

Created by Sara Goss on 12/10/2014 2:21:26 PM

b. To schedule your E-Alert to be sent, select Schedule to be sent later. Choose the date
and time you wish to send your Broadcast E-Alert, and then click Send Later.

Schedule:
Save this as a draft
Send immediately

* Schedule to be sent later

Send On:
[ 0173012015 ‘| 54 ML M

You will be returned to the Alerts List View and the status of your E-Alert will be marked
as Scheduled.

School Closing
School Closing a Copy  Delete
01/30/2015 Created by Sara Goss on 12/10/2014 2:21:26 PM

Example of Sent Push Notification Broadcast E-Alert

Here is an example of what users see when they receive a Push Notification Broadcast E-Alert. They can
then tap the icon to read the alert.

14
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Announcement E-Alerts
You can send an Announcement E-Alert that displays in an Announcement App.

Creating a New Announcement E-Alert
Here is how you create a new Announcement E-Alert.

1. In Site Manager, navigate to the Site workspace you wish to send your Broadcast E-Alert.

Happy Valley School District

Directors & Viewers Statistics

Tools
Manage your site tools and apps.

Files & Folders Friendl

Orga

Neb Address Mappings

& the fiies and and edit Friendly Web Address Mappings for your site

ed in your workspace.

Broadcast E-Alerts
Add or Edit Bro t E-

Alerts for your site.

Section Robot

Forms & Surveys

Create and manage forms and surveys for your site.

Approve Visitor Comments

’ Import sections with pre-defined section configurations Approve or reject visitor comments on your apps
_ | Approve Community Editing &* App Manager

=4 Approve or reject community edits to your apps Manage and edit the apps in your workspace
° Reports — Photo Gallery

= View your site's reports & and manage photo galleries for your site
.. Minibase

== Crea manage minibases for your site

2. Navigate to the Tools tab and select Broadcast E-Alerts.

Happy Valley School District

F 3 Broadcast E-Alerts List

Broadcast E-Alerts

Communic ate with groups of users through Broadc ast E-Alerts.

‘ New E-Alert ’ Fitter Alerts

STATUS ALERT TYPE ACTIONS
Early Dismissal
[ DRAFT ] Early Dismissal = Copy Delete

ed by Christian Carpenter on 1/29/2015 4:28:54 PM

3. Click New E-Alert, the New Alert window displays.

15
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4. Enter a name for your Broadcast E-Alert under Alert Name.
5. Deselect the Email alert type then select the Announcement alert type.
6. Click Continue.

New Alert

Alert Name:
Enter a name for this alert. The name will not appear publicly

School Closing

Select all of the alert types you would like to send:

« Announcement tgi]

7. Onthe Message tab, enter a Subject and Long Message for your announcement.

Message Delivery

Subject:

School Closing N
Long Message:
| sSchool will be closed today due to inclement weather. ‘

Announcement:

\[L}l Happy Valley School District / Happy Valley Homepage, Happy Valley High School / / HVSD Annour
j
@ —

8. By default, the alert will be added to the Announcement App located on the site homepage. To
select a different Announcement app, click Change App and choose a one from the list. This list
includes all Announcement Apps located within the current workspace as well as those located
in other workspaces that you have shared with yourself.

9. Once finished, click Save Draft or navigate to the Delivery tab to send or schedule your
Broadcast E-Alert.

10. You will be returned to the Alerts List View and the status of your E-Alert will be marked as
Draft.

School Closing
School Closing L=} Copy Delete
Created by Sara Goss on 1/27/2015 3:24:31 PM

16
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Send an Announcement E-Alert
Here is how you send an announcement E-Alert.

1. In Site Manager, navigate to the Site workspace from which you wish to send your Broadcast E-
Alert.

2. Navigate to the Tools tab and select Broadcast E-Alerts.

Select the E-Alert you wish to send.

4. Navigate to the Delivery tab.

w

Message Dielivery

Priority: 7

Mormal -

Schedule:
® Save this as a draft
Send immediately

Schedule to be sent later

5. Select the Priority for your Broadcast E-Alert. You can choose from High, Normal or Low priority.
The priority of your E-Alert will determine how quickly it is sent.
6. You have two different sending options to send your E-Alert.
a. Tosend you E-Alert immediately, select Send immediately under Schedule. Then click
Send Now to send your Broadcast E-Alert.

Schedule:
Save this as a draft
* Send immediately

Schedule to be sent later

@Cancel Test Email E-Alert

You will be returned to the Alerts List View and the status of your E-Alert will be marked
as Processing.

Scheel Closing
PROCESSING School Closing =) Copy Delete
Created by Sara Goss on 1/27/2015 3:24:31 PM

When your E-Alert has been sent, the status will be marked as Complete.

Schocl Clesing

COMPLETE School Closing = Copy Delete

Created by Sara Goss on 1/27/2015 3:24:31 PM

17
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b. To schedule your E-Alert to be sent, select Schedule to be sent later. Choose the date
and time you wish to send your Broadcast E-Alert, and then click Send Later.

Schedule:
) save this as a draft
" Send immediately

'® Schedule to be sent later
Send On:
(0113012015 ‘[GAM e -

You will be returned to the Alerts List View and the status of your E-Alert will be marked
as Scheduled.

School Clesing
School Closing = Copy  Delete
01/30/2015 Created by Sara Goss on 1/27/2015 3:24:31 PM

Example of an Announcement E-Alert

Here is an example of an Announcement E-Alert.

HVSD
Announcements

School will be closing due to
inclement weather.

Volunteers needed for HVSD Days!
Contact Eric Sparks at 814-555-1212.

If you hear any noise today, it is just
our HVAC technicians repairing our
systems.

It's that time again...Come to Sparks
Field at 7:30 PM for the bonfire &
spirit rally!

Haunted Gymnasium October 30th

6:30 - 9:00 PM - Admission $5
IF YOU DARE!!

R——

18
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Twitter E-Alerts

You can send an E-Alert as a Tweet—provided social media is enabled for your site and has been
connected to your district’s respective Twitter account.

Create a New Twitter E-Alert

Here is how you create a new Twitter E-Alert.

1. In Site Manager, navigate to the Site workspace you wish to send your Broadcast E-Alert.

Happy Valley School District

Summary

Directors & Viewers

Tools

Manage your site tools and apps

Files & Folders

Section Robot

Import sections with pre-defined section configurations

Approve Community Editing

Approve or reject community edits to your apps

Reports

iew your site's reports

Minibase

Create and manage minibases for your site

Friendly Web Address Mappings

Create and edit Friendly Web Address Mappings for your site

Forms & Surveys

Create and manage forms and surveys for your site

Approve Visitor Comments

Approve or reject visitor comments on your apps

App Manager

Manage a

d edit the apps in your workspace

Photo Gallery

Create and manage photo galleries for your site

2. Navigate to the Tools tab and select Broadcast E-Alerts.

Happy Valley School District

pal

F 3 Broadcast E-Alerts List

Broadcast E-Alerts
Communic ate with groups of users through Broadc ast E-Alerts.
D ——
‘ New E-Alert ’ Fitter Alerts

STATUS

ALERT

Early Dismissal
Early Dismissal

Created by Christian Carpenter on 1/29/2015 4:28:54 PM

ACTIONS

Copy Delete

3. Click New E-Alert, the New Alert window displays.

19
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4. Enter a name for your Broadcast E-Alert under Alert Name.
5. Deselect the Email alert type then select the Twitter alert type.
6. Click Continue.

New Alert

Alert Name:

Enter a name for this alert. The name will not appear publicly

School Closing b
Select all of the alert types you would like to send:

‘ o Twitter f_ﬁ',

@ Cance'

7. Onthe Message tab, enter a Short Message for your tweet. This field has a limit of 140
characters. Notice the Characters Remaining counter decrease as you enter text.

lMessage Delivery

Short Message: Characters Remaining: 87

| School will be closed today due to inclement weather. ‘

 —
Cancel

8. Once finished, click Save Draft or navigate to the Delivery tab to send or schedule your

Broadcast E-Alert.

9. You will be returned to the Alerts List View and the status of your E-Alert will be marked as

Draft.

School Closing .
DRAFT & Copy Delete
Created by Sara Goss on 12/22/2014 3:50:09 PM

20
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Send a Twitter E-Alert

Here is how you send a Twitter E-Alert. Before you can send a Twitter E-Alert, Social Media Posts must
be enabled for your site or subsite in System Settings and the site must be connected to a Twitter
account in Site Settings.

1. In Site Manager, navigate to the Site workspace from which you wish to send your Broadcast E-
Alert.

2. Navigate to the Tools tab and select Broadcast E-Alerts.

Select the E-Alert you wish to send.

4. Navigate to the Delivery tab.

Message

Recipients

w

Twitter posts are always public.

Priority: 7

Normal

Schedule:
* Save this as a draft
Send immediately

Schedule to be sent later

5. Select the Priority for your Broadcast E-Alert. You can choose from High, Normal or Low priority.
The priority of your E-Alert will determine how quickly it is sent.
6. You have two different sending options to send your E-Alert.
a. Tosend you E-Alert immediately, select Send immediately under Schedule. Then click
Send Now to send your Broadcast E-Alert.

Schedule:
Save this as a draft
* Send immediately

Schedule to be sent later

@ Cancel Test Email E-Alert

You will be returned to the Alerts List View and the status of your E-Alert will be marked
as Processing.
Scheol Clesing

PROCESSING i Copy Delete
Created by Sara Goss on 12/22/2014 3:50:09 PM £y

21
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When your E-Alert has been sent, the status will be marked as Complete.

Scheol Clesing
Created by Sara Goss on 12/22/2014 3:50:09 PM

COMPLETE

Copy Delete

b. To schedule your E-Alert to be sent, select Schedule to be sent later. Choose the date
and time you wish to send your Broadcast E-Alert, and then click Send Later.

Schedule:

) save this as a draft

) send immediately

® Schedule to be sent later

Send On:

(0173012015 ‘[ &AM

- [:DD

You will be returned to the Alerts List View and the status of your E-Alert will be marked

as Scheduled.

School Closing @
01/30/2015 Created by Sara Goss on 12/22/2014 3:50:09 PM

Copy Delete

Example of Twitter E-Alert

Here is an example of a Twitter Broadcast E-Alert.

’ Notifications

 Discover 8 Me L 4

0 Home

Refresh - View all

HappyValley Schools
@HappyValleySchools o P
THON
122
Compose new Tweet PSU Dance M...

THON
-8

Trends - change = Eollow

#ALCS

Ebola

el Tweets

Brady

Patriots HappyValleySchools @HappyValieyschools

- School will be closed due to inclement weather.

Eagles Soand

World Series

#WeWontStop @ HappyValleySchools @HappyValieySchools Sep 22

#0rioles . Volunteers needed for HYSD Carnival Days!
Expand

Here are some people you might enjoy following.

©2014 Twitter About Help Terms Privacy
Cookies Adsinfo Brand Blog Status Apps
Jobs Adverfise Businesses Media
Developers

B - 4
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Facebook E-Alerts

You can send an E-Alert as a Facebook post—provided social media is enabled for your site and has been
connected to your district’s respective Facebook account.

Create a New Facebook E-Alert

Here is how you create a new Facebook E-Alert.

1. In Site Manager, navigate to the Site workspace you wish to send your Broadcast E-Alert.

Happy Valley School District

Summary it Directors & Viewers

Tools
Manage your site tools and apps.

Files & Folders

=" Organize the files and folders used

Broadcast E-Alerts

E-Alerts for your site.

Section Robot

/ Import sections with pre-defined section configurations
_ Approve Community Editing
= Approve or reject community edits to your apps
Reports
® P!
iew your site's reports
— Minibase

Create and manage minibases for your site.

&

(]

Friendly Web Address Mappings

d edit Friendly Web Address Mappings for your site

Forms & Surveys
Cri

and manage forms and surveys for your site

Approve Visitor Comments

Approve or reject visitor comments on your apps

App Manager

Manage and edit the apps in your workspace

Photo Gallery

Create and manage photo galleries for your site

2. Navigate to the Tools tab and select Broadcast E-Alerts.

Happy Valley School District

pal

F 3 Broadcast E-Alerts List

Broadcast E-Alerts

Communic ate with groups of users through Broadc ast E-Alerts.

‘ New E-Alert ’ Fitter Alerts
STATUS ALERT

Early Dismissal

[ DRAFT ] Early Dismissal

Created by Christian Carpenter on 1/29/2015 4:28:54 PM

ACTIONS

3. Click New E-Alert, the New Alert window displays.

<}

Delete
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4. Enter a name for your Broadcast E-Alert under Alert Name.

New Alert
Alert Name:
Enter a name for this alert. The name will not appear publicly.
School Closing N
Select all of the alert types you would like to send:
o Facebook G}

@ cancel |

5. Deselect the Email alert type then select the Facebook alert type.

Click Continue.

o

7. Onthe Message tab, enter a Long Message for your Facebook status.

Message Drelivery

Long Message:

e
‘ Save Draft '- Cancel

———

School will be closed today due to inclement weather.

8. Once finished, click Save Draft or navigate to the Delivery tab to send or schedule your

Broadcast E-Alert.

9. You will be returned to the Alerts List View and the status of your E-Alert will be marked as

Draft.
School Closing
] Copy Delete
Created by Sara Goss on 12/22/2014 3:50:09 PM
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Send a Facebook E-Alert

Here is how you send a Facebook E-Alert. Before you can send a Facebook E-Alert, Social Media Posts
must be enabled for your site or subsite in System Settings and the site must be connected to a
Facebook account in Site Settings.

1. In Site Manager, navigate to the Site workspace from which you wish to send your
Broadcast E-Alert.

2. Navigate to the Tools tab and select Broadcast E-Alerts.

Select the E-Alert you wish to send.

4. Navigate to the Delivery tab.

Message

Recipients

w

Facebook posts are always public.

Priority: 7
Mormal
Schedule:
®' Save this as a draft
Send immediately

Schedule to be sent later

5. Select the Priority for your Broadcast E-Alert. You can choose from High, Normal or Low
priority. The priority of your E-Alert will determine how quickly it is sent.
6. You have two different sending options to send your E-Alert.
a. Tosend you E-Alert immediately, select Send immediately under Schedule. Then
click Send Now to send your Broadcast E-Alert.

Schedule:
Save this as a draft
* Send immediately

Schedule to be sent later

@Cancel Test Email E-Alert

You will be returned to the Alerts List View and the status of your E-Alert will be marked
as Processing.

School Closing a =
N i Copy Delete
Created by Sara Goss on 12/22/2014 3:50:09 PM

PROCESSING

When your E-Alert has been sent, the status will be marked as Complete.

COMPLETE School Clesing A Copy Delete

Created by Sara Goss on 12/22/2014 3:50:09 PM

25



Broadcast E-Alerts Blackboard Web Community Manager

b. To schedule your E-Alert to be sent, select Schedule to be sent later. Choose the date
and time you wish to send your Broadcast E-Alert, and then click Send Later.

Schedule:

' Save this as a draft

" Send immediately

'® Schedule to be sent later

Send On:
(0113012015 ‘[GAM - [uu -

You will be returned to the Alerts List View and the status of your E-Alert will be marked
as Scheduled.

Eenlnss)  School Closing

i Coj Delete
01/30/2015 Created by Sara Goss on 12/22/2044 3:50:09 PM g i

Example of Facebook E-Alert

Here is an example of a Facebook Broadcast E-Alert.

Happy Valley School District
Just now - Schoolwires DEV - 8 -
School will be closed today due to inclement weather.

Like - Comment - Share

Write a comment...
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Manage Broadcast E-Alerts

You are able to edit, copy, delete and filter E-Alerts. You can check the status of sent E-Alerts.
Alerts List View

In the Alerts List View, you can view, create, edit, copy, delete and filter your E-Alerts. You can also run
E-Alert reports.

Broadcast E-Alerts

Communic ate with groups of users through Broadc ast E-Alerts.

STATUS ALERT TYPE ACTIONS
Two Hour Delay

DRAFT Two Hour Delay [ Copy Delete
Created by Sara Goss on 10/26/2016 12:23:47 PM
School Closlng SASGs

DRAFT School Closing High Priority Copy Delete

Created by Sara Goss on 10/25/2016 4:39:27 PM

Copy an E-Alert

Here is how you copy an E-Alert.

1. In Site Manager, navigate to the Site workspace from which you wish to copy your Broadcast E-
Alert.
2. Navigate to the Tools tab and select Broadcast E-Alerts.

3. Tothe right of the E-Alert you wish to delete, click Copy. A confirmation window will display.

Broadcast E-Alerts

Communic ate with groups of users through Broadc ast E-Alerts.

STATUS ALERT

ACTIONS
Two Hour Delay

DRAFT Two Hour Delay ] Delete
Created by Sara Goss on 10/26/2016 12:23:47 PM

School Closing s
DRAFT School Closing IRl

High Priority Copy Delete
Created by Sara Goss on 10/25/2016 4:39:27 PM

4. Click Yes. The new E-Alert will display at the top of the list.

Are you sure you want to copy this E-

Alert?
(-8
Mo
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Delete an E-Alert

Here is how you delete an E-Alert.

1. In Site Manager, navigate to the Site workspace from which you wish to delete your Broadcast
E-Alert.
2. Navigate to the Tools tab and select Broadcast E-Alerts.

3. Tothe right of the E-Alert you wish to delete, click Delete. A confirmation window will display.

Broadcast E-Alerts

Communic ate with groups of users through Broadcast E-Alerts.

STATUS ALERT

ACTIONS
Two Hour Delay

DRAFT Two Hour Delay = Copy
Created by Sara Goss on 10/26/2016 12:23:47 PM

School Closing i
DRAFT School Closing ¥

High Priority Copy Delete
Created by Sara Goss on 10/25/2016 4:39:27 PM

4. Click Yes. You are returned to the Alerts List View.

Are you sure you want to delete this E-
Alert?

Filter E-Alerts

Here is how you filter E-Alerts.

1. In Site Manager, navigate to the Site workspace from which you wish to filter your Broadcast E-

Alert.

Broadcast E-Alerts

Communic ate with groups of users through Broadc ast E-Alerts.

STATUS ALERT

TYPE ACTIONS
Two Hour Delay

DRAFT Two Hour Delay ] Copy Delete
Created by Sara Goss on 10/26/2016 12:23:47 PM
School Clo.smg SAcse

DRAFT School Closing High Priority Copy Delete

Created by Sara Goss on 10/25/2016 4:39:27 PM

2. Navigate to the Tools tab and select Broadcast E-Alerts.
3. Click Filter Alerts, the Filter window will display.
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4. Specify filter criteria.

Filter
Filter your E-Alerts by entering any of the criteria below.

Creation Date:

| o

Sent Date:

\ to|

Sender Email:

Subject:

Alert Types:
= A « f

Status:
Processing Scheduled Complete Draft

Priority:
‘ All Priorities v
Sort By:
“ Creation Date »

@ Cancel

5. Click Filter.
6. Your filtered E-Alerts will display in the Alerts List View.
7. To remove the filter, click Reset Filter. You are returned to the Alerts List View.

Broadcast E-Alerts

Communicate with groups of users through Broadcast E-Alerts. They can be sent via email and text message.

New E-Alert Fiter Alerts
List is currently being fitered. To remove the current firler

E-Alert Reports

Use the Report action to learn the status of completed Broadcast E-Alerts you have sent. Delivery status
is reported on an individual basis for each E-Alert. Tools are available to select the email type sent, to
filter results, to page through result details and to filter report results. You can export results to a file.

Display Results for a Broadcast E-Alert

When sending a Broadcast E-Alert, you have the option of choosing multiple email types. Here is how
you display the results for individual email types.
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1. In Site Manager, navigate to the Site workspace from which you wish to run a Broadcast E-Alert
report.

2. Navigate to the Tools tab and select Broadcast E-Alerts.

3. Click Reports for the E-Alert whose results you wish to view. The Report dialog displays.

Broadcast E-Alerts

Communic ate with groups of users through Broade ast E-Alerts.
New E-Alert Filter Alerts

STATUS ALERT TYPE ACTIONS

HVHS PARCC OGT March 2015 Testing Schedule
Click here to see the PARCC/OGT March 2015 HVH Testing =nas

Schedule which includes Delayed Start times. Copy B
Created by Christian Carpenter on 2/25/2015 3:10:25 PM
Permission Slips Due Friday

Permission Slips Due Friday E[e0 Copy Delete
Created by Christian Carpenter on 12/4/2014 10:50:48 AM

4. Click an email type in the list to display report results.

School Closing
Created by Sara Goss on 10/25/2016 4:39:27 PM
Delivery results generated 10/26/2016 12:31:08 PM = Refresh
Email Report
& sent  (10/10)
@ o sent  (37/37)
Bl Sent
J Sent
W Error
@ o sent
@ J Sent Result Details
‘ All Emails v Filter results | co | Export
S
EMAIL RESULT CONTACT DATE & TIME
keraig@schoohwires.com Sent Kathe Craig 10/26/2016 12:30:08 PM
chris.gallagher@blac kboard.com Sent Chris Gallagher 10/26/2016€ 12:30:08 PM
Mike.Kuzniar@blac kboard.com Sent Mic hael Kuzniar 10/26/2016 12:30:08 PM
Mike.Kuzniar@blac kboard.com ng}tsa;e Email Eric Sparks 10/26/2016 12:30:08 PM
Mike. Kuzniar@blac kboard.com Duplicate Email  gric Sparks 10/26/2016 12:30:08 PM
mambrose@mail.com Sent Marie Ambrose 10/26/2016 12:30:08 PM
christian.carpenter@blackboard.com  Sent Christian Carpenter  10/26/2016 12:30:08 PM
cjweyandt@schoolwires.com Sent CJ Weyandt 10/26/2016 12:30:08 PM
mkuzniar@sc hoolwires.com Sent Userx 10/26/2016 12:30:08 PM
billc arpenter@hvsd.k12.us.org Sent Bill Carpenter 10/26/2016 12:30:08 PM

For Emails, a pie chart and text results display indicating status. You also see result details.

For Push Notification, Announcement, Facebook and Twitter, a text message displays indicating
status.
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5. You can filter the result details for alert types email and text. Select an option from the
drop-down list. For Email types you can filter All Emails, Sent, Errors and Processing. For Text

Message types you can filter All Text Messages, Sent,

Errors and Processing.

Email Report
B Sent
B Error
Result Details
All Emails U ’ Filter results ‘ﬁJ

6. Click Remove Filter to stop filtering.
Result Details
Errors v Filter results [ o ‘ Export |
L_( )

Your list of result is currently being fittered.

EMAIL RESULT CONTACT DATE & TIME

esparks@hvsd.org Duplicate Email Address Eric Sparks 10/6/2014 11:47:45 AM
7. You can export the result details for alert types email and text to a CSV file. Click Export.
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