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Create New Communication 
 
 
Concept 
 
Most students prefer receiving and accessing information electronically and with rising postal 
costs and diminishing budgets, a secure, reliable and cost-effective way of communicating with 
students is necessary. To avoid sending confidential information via email, there needs to be 
method to post detailed and, when necessary, confidential communications to students in 
MaineStreet’s secure environment and to notify them via email that a communication has been 
posted to their account.  
 
The MaineStreet Message Center component can be used by campus administrative offices to 
send either personalized or generic messages to a group of students or a particular subset of 
students. The Message Center is located on the front page of the Student Center within Student 
Self-Service. The following features are built into the Message Center: 
 
• Ability to use a query to select students who will receive the communication and pull 
information specific to the student and the reason for the communication. 
Ability to communicate with all or a portion of the students, therefore have the ability to use PS 
Query to isolate certain populations.  
• Ability to generate personalized messages inside the message center 
• Ability to add an alert within the student center that would indicate to student a new message 
has been added to the Message Center. 
• Ability to batch email a group of students that they have an important message in the Student 
Center that needs attention. • Message Center offered as link off student center and from student 
self service menu 
• Ability to determine students has read the message 
• Provide students the ability to remove specific messages from their view 
• Messages have a date range that would automatically expire so that Message Center does not 
get cluttered.  
• Staff can view messages for individual students  
 
This topic covers how to create a new communication using the Message Center Component. 
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Navigation 
 

Step Action 

1.   Click the University of Maine Systems link. 

 
2.   Click the Campus Community link. 

 
3.   Click the Message Center link. 

 
4.   Click the Create New Message link. 
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Procedure 

 

 
Step Action 

5.   On the New Communication page, the Communication ID will default to 0s. Do 
not change this setting. The system will automatically generate a Communication 
ID when the communication is saved. 
 
Enter or lookup and select the appropriate Academic Institution. 
 
Click the Add button. 
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Step Action 

6.   On the Create New Communication page, the Institution you selected will 
appear at the top of the page.  
 
In the Communication Detail section, lookup and select the appropriate Start 
Date for the communication. The Start Date is a required field and determines 
when the communication will be delivered and viewable to students and staff. 
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Step Action 

7.   Next, lookup and select an End Date for the communication. The End Date refers 
to when the communication will be automatically removed from view. 
 

8.   Click the Communication Status drop-down arrow. 
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Step Action 

9.   The Communication Status is a required field. Select Active when creating a new 
communication. If this was a previously created communication, you can select 
Cancelled to stop a scheduled communication or already existing Message Center 
communication. When you select Cancelled, the communication will be pulled 
from the Student Message Center. 
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Step Action 

10.   In the Communication Function field, click on the drop-down arrow to select the 
Administrative office sending the communication. 
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Step Action 

11.   The next few steps will explain how to import a Message Center Template if you 
previously created one. If you have not, advance to step 17. 
 
At this point, if you had previously created a template for this communication you 
can import it by clicking the Import Template link. 

 
  



 

Process Document  
Campus Community: Create New Communication  

 

 

Last changed on: 7/9/2009 11:24 AM  
 
 

Page 9 

 

 
Step Action 

12.   On the Add/Maintain Template Find an Existing Value page, your Institution 
will enter by default. Click on the drop-down arrow in the Administrative 
Function field to select the Administrative Office that created the template. 
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Step Action 

13.   In this example, we'll use a template created by Student Records, so click the 
Student Records list item. 
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Step Action 

14.   In the Communications Template Key field, if you know it, enter the 
Communications Template Key for the template. Click Search. 
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Step Action 

15.   After the template opens, click the OK button to import it. 
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Step Action 

16.   If you had not imported a template for this communication, in the Self-Service 
Description field, enter the description you would like to appear in the Student 
Message Center for the communication.  
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Step Action 

17.   Enter text in the Communication Description field that can serve as a reminder to 
staff about the purpose of the communication. Only staff will see this 
description...not students.  
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Step Action 

18.   In the Communication Type section, click on the drop-down arrow in the 
Communication Item Type field to select the appropriate type of communication.  
 
The options are: 
 
Generic Email – will send email to selected students. 
HTML Link  – will add link to web page to the Message Center Communication. 
Message Center Communication – message text that will appear in Message 
Center. 
 
Note: typically, a communication will include both a generic email message and a 
Message Center Communication. The generic email can be used to alert students 
they have a new Message Center Communication. 
 

19.   Click on Generic Email to select it. 
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Step Action 

20.   In the Message Text field for the generic email, enter text you want to appear in 
the generic email message to inform selected students about a Message Center 
communication. Please be aware that student specific information or information 
about the nature of the Message Center communication should NOT be included 
in the generic email message. 
 
Note: Later in the process you will use a query to select students to receive the 
communication.  
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Step Action 

21.   In the From Email Address field, enter the address you want to appear in the 
message From field. 
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Step Action 

22.   In the Email Subject field, enter the text you wish to appear in the message 
Subject line. 
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Step Action 

23.   To add an additional Communication Type, click the Add a new row button. 
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Step Action 

24.   Click on the drop-down arrow in the Communication Item Type field. 

25.   In this example, we want to setup the communication that will be sent to the 
Message Center so click on Message Center Communication to select it. 
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Step Action 

26.   In the Message Text field for the Message Center Communication, enter text that 
provides specific details regarding the student notification. Please be aware you 
can enter comment variables in the text that will pull student-specific data from a 
query or file you will run later in a process.  
 
Note: After saving the communication, if you need to edit the text of the Message 
Center communication, you can do so view the View Communications page (see 
View Communications process document).  
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Step Action 

27.   The next step is to identify the students who should receive the communication. In 
the Selection Method field, you have the option to select either a .csv file or query 
that target the students and lists data you wish to insert into the Message Center 
Communication.  
 
For this example, we'll click on the drop-down arrow and select Use File 
Attachment. 
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Step Action 

28.   The File Attachment Detail section displays.  
 
Click the Add Attachment button adjacent to the Attached File field. 
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Step Action 

29.   Click the Browse button to search for the file on your computer. 
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Step Action 

30.   After you locate and select the file, click the Upload button. 
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Step Action 

31.   Next, click the Process Attached file link. 
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Step Action 

32.   After processing the file, the following links will appear at the bottom of the 
Create New Communication page: 
 
Show Students who will receive this Communication - lists students who will 
receive the communications 
 
Show Student's Communication Item Information - shows message text as it will 
display in the Message Center 
 
Note: Be very careful to make certain the correct students and data display in your 
file. 
 
Show Student's Variable Information - Displays file data 
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Step Action 

33.   If you wish to select a different file for this communication or if you decided to 
modify the file and upload the revised version, click the Delete Attachment button 
and follow the same steps to upload the file. 
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Step Action 

34.   If you prefer to use a query to select the students and data for the communication, 
click the Selection Method drop-down arrow. 
 

35.   Click the Use a Query option. 
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Step Action 

36.   In the Query Detail section, enter the name of the previously created query you 
will use to select students who will receive the communication. 
 
IMPORTANT : The query used to pull students and data for the communication 
should be created and tested in CSRPT and then moved into CSPRD after being 
fully tested to ensure it pulls the correct data. The query MUST be set to populate 
Variable 1 with the student’s emplid. That’s the field that links the student’s email 
address to the generic email communication. 
 

37.   Click the Search button. 
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Step Action 

38.   A link to the query will appear in the Query section. Click the link. 
 
If a prompts page opens, enter the required prompts for the selected query. 
 
After running the query, the following links will appear at the bottom of the 
Create New Communication page: 
 
Show Students who will receive this Communication - lists students who will 
receive the communications 
 
Show Student's Communication Item Information - shows message text as it will 
display in the Message Center 
 
Note: Be very careful to make certain the correct students and data are returned in 
your query results. 
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Step Action 

39.   If you wish to select a different query for the communication, click the Select New 
Query button. 
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Step Action 

40.   When you are satisfied that all is set for the communication, click the Save button. 

 
41.   End of Procedure. 

 
  


