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Create Communication Template

Concept

If you frequently send the same Message Center eonwation to selected students, you can use
the Communication Template page to setup and shweraponents of the communication and
save it. When the need arises to send the comntigmcgou can import the template into a new
communication. This topic covers how to createtémeplate.

Navigation
Step Action
1. From the Campus Solutions menu, click theversity of Maine Systemiink.

|University of Maine Systems |

2. Click theCampus Community link.
[ Campus Communit]
3. Click theM essage Center link.
4. Click theM essage Center Template link.

Message Center
[Template
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Procedure

# MaineStreet

&

Mew Window | Helo | B,

Add/Maintain Templates
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value |_Add a New Value

Academic Institution: begins with |~ |[UMS05 Q

Administrative Function: = v| [studentRecords v
Communications Template key:| begins with + [ACADSUSP

Search Clear | pasicSearch & Save Search Criteria

Find an Existing Value | Add a New Value

o Trusted sites | 100% T

Step Action

5. On theAdd/Maintain Templates page, click theAdd a New Value tab.
| Add a New Value
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'# MaineStreet

(=1
New Window | Help | &,

Add/Maintain Templates
Find an Existing Value | Add a Hew Value

Academic Institution: UMs0s

Communications Template key:

Add

Find an Existing Value | Add a New Value

Done " Trusted sites F A00% v

Step Action

6. On theAdd/Maintain Templates page, youtnstitution will enter by default.
Click on the drop-down arrow in thedministrative Function field to select the
Administrative Office creating the communicationg(eStudent Records, Studer
Financials, Financial Aid, Admissions).

—
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=1

New Window | Help |

Add/Maintain Templates

Find an Existing Value | Add a New Value

Academic Institution: umMs0s &
Administrative Function: Student Records

Communications Template key:

Add

Find an Existing Value | Add a New Value

o Trusted sites H 100% T

Step Action
7. In theCommunications Template key field, enter a Communications Template
Key (i.e. UMAcadSusp) that will help you look upettemplate in the future.
8. Click theAdd button.
Add
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# MaineStreet

New Window | Help | Customize Page |
Message Center Template

Academic Institution UMS05 University of Maine

Template Key ACADSUSP
Administrative Function Student Records

Self Service Description

Message Text

Communication type ind | View First (1] 1 or1 [ Last
N | =]
*C ication Item Type 4
File/HTML Path ‘
Message Text

From Email Address

Email Subject

[& save | % Refresh

/" Trusted sites F100% -

Step Action

9. In theSelf-Service Description field, enter the description you would like to
appear in the StudeMessage Center for the communication.
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‘A MaineStreet

=

Self Service

Message Center Template

New Window | Help | Customnize Page | nsh

Academic Institution UNS05 University of Maine
Template Key AGADSUSP

Administrative Function Student Records

Message Text

[Academic standing - Spring 2009]

'Communication type

Find | view a1 First [1] 1 oF1 (M Last

FE=
*C ication Item Type [

FileHTML Path |

Message Text

€

From Email Address

Email Subject

& Save | % Refresh

+ Trusted sces Hi00% -

Step

Action

10.

In theCommunication Type section, click on the drop-down arrow in the
Communication Item Type field to select the appropriate type of commurdsat

The options are:

Generic Email — will send email to selected students.

HTML Link — will add link to web page to the Message Ce@@mmmunication.
Message Center Communication — message text that will appear in Message
Center.

Note: typically, a communication will include both argeic email message and
Message Center Communication. the generic emaibearsed to alert students
they have a new Message Center Communication.

For the firstCommunication Type, we will selectGeneric Email.
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‘# MaineStreet Ada to Favortes

=

New Window | Help | Customize Page | &

Message Center Template

Academic Institution UMS05 University of Maine

Template Key ACADSUSP

Administrative Function Student Records

Self Service D
Academic Standing - Spring 2009

Message Text
Academic Standing - Spring 2009 - All Pragrams &

Find | View Al First [4] 1 or1 [} Last
= =
“Communication Item Type
Message Text

From Email Address

Email Subject

[ save | L Refresh

Dore o Trusted sites 00 v

Step Action

11. In theMessage Text field for the generic email, enter text you wanafipear in
the generic email message to inform selected staddrout a Message Center
communication. Please be aware that student spatifirmation or information
about the nature of the Message Center communicakiould NOT be included
in the generic email message.

ote: Later in the process you will use a query orcedefile to select students t
receive the communication.
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# MaineStreet

EN

Message Center Template

New Window | Help | Customize Page |

Academic Institution UMS05  University of Maine
Template Key ACADSUSP
Administrative Function StudentRecords

Self Service
Academic Standing - Spring 2009

Message Text
Academic Standing - Spring 2008 - All Programs

[Communication type

5
- Jtem Type | Generic Email =HE

Message Text
You have an important message from the Office of Student Records regarding your academic
status. Please go 1o your MaineStreet Student Senice Genter, locate the "Message Genter”in

the upper right hand side and select the “details” link to open the Message Center. Here is the
link 1o the MaineStreet Portal: http:/mainestreet maine.edu|

€

From Email Address.

Email Subject

B save| e Refresn

< Trusted sites *100% -

Step Action

12.

messagé&rom field.

Select Enter] to continue.

In theFrom Email Address field, enter the address you want to appear in the

Page 8

Last changed on: 7/16/2009 12:51 PM




Process Document
Campus Community: Create Communication Template

New Window | Help | Customize Page | B

Message Center Template

Academic Institution UIIS05 University of Maine

Template Key ACADSUSP

Administrative Function Student Records

Self Service Description
[Academnic Standing - Spring 2009

Message Text
Academic Standing - Spring 2009 - All Programs &

Communication type

+
“C ication item Type | Generic Email v EE

Message Text

You have an impartant message from the Office of Student Records regarding your academic
status. Please go to your MaineStreet Student Service Center, locate the "Message Center”in

the upper right hand side and select the “details” link ta open the Message Center. Here is the
link to the MaineStreet Portal: hitp:/mainestreetmaine.edu

€

From Email Address

umrecord@maine.edu|

Email Subject
B save | L Refresh

 Trusted sites H100% -

Step Action
13. In theEmail Subject field, enter the text you wish to appear in the sage
Subject line.
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Add to Favortes

New Window | Help | Customize Page | &

Message Center Template

Academic Institution UMS05 University of Maine

Template Key ACADSUSP

Administrative Function Student Records

Self Service D
Academic Standing - Spring 2009

Message Text
Academic Standing - Spring 2009 - All Pragrams &

First [4] 1 or1 [*] Last

[Communication type
-Communicationtem Ty CenercEmal 9]

Message Text
You have an important message from the Office of Student Records regarding your academic
status. Please go to your MaineStreet Student Service Center, locate the "Message Center”in

the upper right hand side and Select the “details” link to open the Message Genter. Here is the
link to the MaineStreet Portal http:#mainestreet maine.edu

HE

&

From Email Address

umrecord@maine.edu

Email Subject
[Your Academic Standing at UMaine

[ save | L Refresh

o Trusted sites 00 v

Step Action
14. To add an addition&ommunication Type, click theAdd a new row button.

15. Click on the drop-down arrow in tli@ommunication Item Type field.
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A

MaineStreet

dai yir
# MaineStreet Add to Favorites

New Window | Help | Customize Page |

=g

Message Center Template

Academic Institution UMS05 University of Maine

Template Key ACADSUSP

Administrative Function Student Records

Self Service Description
[Academic standing - Spring 2009

Message Text
Academic Standing - Spring 2009 - All Programs &

Communication type ——— -
FHE

~CommunicationemType |

Generic Email
HTL Link
Message Center Communication

& save| s Refresh

+ Trusted sites 0% -

Step Action
16. In this example, we're setting up a template Wikhbe used to create a Message
Center communication so we'll click dhessage Center Communication to

select it.
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‘A MaineStreet

(=1
New Window | Help | Customnize Page | nsh

Message Center Template

Academic Institution UNS05 University of Maine

Template Key AGADSUSP

Administrative Function Student Records

Self Service
|Academic Standing - Spring 2009

Message Text
Academic Standing - Spring 2009 - All Programs &

Communication type Find | view sl fist Kl 2or2 (M Last

FE=

P RPN O [ 11 =5 29e Center Communicationfig

Message Text

&
I

@ save | L Refresh

Dane ' Trusted sices H100% -

Step Action

17. In theMessage Text field for the Message Center Communication, erget that
provides specific details regarding the studenifination. Please be aware you
can enter comment variables in the text that will ptudent-specific data from a
query or file you will run later in a process.

Note: After saving the communication, if you need tdt guk text of the Message
Center communication, you can do so via\enr Communications page (see
Managing Sent Communications process document).
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New Window | Help | Customize Page |
Message Center Template

Academic Institution UMSD5 University of Maine

Template Key ACADSUSP

Administrative Function Student Records

Self Service Description
Academic Standing - Spring 2009

Message Text
Academic Standing - Spring 2009 - All Programs &

|Communication type Find | View Al First Kl 2 0r2 [ Last
T
,p iication item Type | Message Center Cor v =
Message Text
Dear %3%) -~

Atthe conclusion of each fall and spring semester, the University-wide Academic Standing
Commitiee reviews the records of all University of Maine undergraduate students. As a result

of the spring 2009 review, you have been placed on Academic Probation. Probation is the

usual outcome when one or more of the following situations occur: o4

& save | L Refresn

o Trusted sites H100% T

Step Action

18. You are now finished setting up the templatekcBave to save it. See théreate
New Communication processiocument for information about how to import a
saved template.
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New Windaw | Help | Customize Page | )&

e Centar |emplare

Academic Insttuion UMS05  University of Maine
Template Key ACADSUSF

Administrative Funcfion Student Records

Self Senice ipti
|Academic Standing - Spring 2009

Message Text
ACagemic SENDING - Spring 2003 - All Frograms &

G i ttem Type | Mlessape Genter Cor v

Message Text
Dear %3%]|

4 the conclusion of each fall and spring semesier, tha University-wide Academic Standing
Commitiee reviews the recerde of all University of Maine undergraduate students. As a result
cfthe spring 2000 review, you have been placed an Academic Piobalion. Prabafion is the
usiial utcarne when one o more of the fallonng sluallans ocour:

Save | e Retrosn
¢

o Trusted sitss. 100 -

Step Action
19. End of Procedure.
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