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Create New Communication

Concept

Most students prefer receiving and accessing irdtion electronically and with rising postal
costs and diminishing budgets, a secure, relialidecast-effective way of communicating with
students is necessary. To avoid sending confidénf@mation via email, there needs to be
method to post detailed and, when necessary, @nifad communications to students in
MaineStreet’s secure environment and to notify tivearemail that a communication has been
posted to their account.

The MaineStreet Message Center component can debyssampus administrative offices to
send either personalized or generic messagesrtmup gf students or a particular subset of
students. The Message Center is located on thegege of the Student Center within Student
Self-Service. The Message Center component protiaeability to:

* generate personalized communications about impbrhatters that will appear in the Student
Center

» select a query or an uploaded file to targetesttglwho will receive the communication and
pull information specific to the student. This infaation will personalize the contents of the
communication.

* set a Start Date/End Date for communications

* batch email a group of students that an impotantmunication has been sent to their Message
Center

* view messages for individual students

« determine students have read a message

« display in the Student Center the number of uhiassage Center communications

* provide students the ability to hide messages tlaee read

This topic covers how to create a new communicaiging the Message Center Component.
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Navigation
Step Action
1. Click theUniversity of Maine System link.
2. Click theCampus Community link.
3. Click theMessage Cente link.
4 Click theCreate New Messac link.
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Procedure

‘# MaineStreet

=

New Communication

Mew Window | Help | ',

Add a New Value

Communication ID:  [000000000¢
Academic Institution: UMS05S O

Add

o/ Trusted sites HA00%

Step Action

On the New Communicationpage, te Communication IDwill default to0s. Do

not change this setting. The system will autom#yiceenerate a Communicatior
ID when the communication is saved.

Enter or lookup and select the appropriatademic Institution

Click the button.
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‘# MaineStreet

new window | pelp | B

Create New Communication

Institution Universi ity of Maine

0000000000

Start Date &1 ifation Status ~
End Date [ & ication Function v
Added Date

# of Communications Sent 0

Added Oprid

Self-Service Description

First (4] 1 0 1 [F] Last

| Communication Type Find | View All

Communication Item ID 1

Ttem Type|

Selection Method
& save | [=] notiy ErAdd

o Trusted sites ® 100% -

Step Action
6. On theCreate New Communicationpage, thenstitution you selected wil
appear at the top of the page.

In theCommunication Detailsection, lookup and select the approprisizrt
Date for the communication. The Start Date is a requfield and determines
when the communication will be delivered and vieleab students and staff.
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# VMaineStreet

Add {0 Favorites

Create New Communication

Institution Universi ity of Maine
Communication ID 0000000000 Import Template
Communication Dstail
Start Date [ne/30/2009 [l ication Status v
End Date | — ication Function ~
Adde
Added Oprid # of Communications Sent o

Self-Service Description

Find | view Al First [ 10f 1 [F Last

&

Selection Mathod
B Save | [Z] Hotify B Add

new window | Heio | B,

" Trusted sites Haoov -

Step Action

7. Next, lookup and select &End Date for the communication. The End Date rel

to when the communication will be automatically cead from view.

8. Click theCommunication Status drog-down arrow
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‘# MaineStreet
Add to Favorites

vew window | Help | B,
Create New Communication
Institution Universi ity of Maine
Con 0000000000
06/30/2009 [l  Communication Status.
End Date 07/31/2009 |5 Communication Function
Added Date
Added Oprid # of Communications Sent o
Self-Service Description
[Communication Type Find [ view all  First [ 10F 1 [ Last
Communication Ttem ID 1 =l
ion Item Type | =
Selection Hethod
& save | =] Notify B Add
/ Trusted stes H100% v

Steg Action

9. TheCommunication Statu is a required field. SeleActive when creating a ne'
communication. If this was a previously created ommication, you can select
Cancelledto stop a scheduled communication or already exjstlessage Cente
communication. When you selecancelled the communication will be pulled
from the Student Message Center.

-
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# MaineStreet

tew window | Helo |

Create New Communication

Institution University of Maine

Communication ID 000000000 Import Template
Communication Detail

Start Date 06/30/2009 |[H
End Date 07/31/2008 |[H

Added Date

Added Oprid # of Communications Sent o

Self-Service Description

Find | view All_ First [ 10F1 [F Last

|

Selection Method
IS save | [=] Notify [ErAdd

" Trusted sites 00 -

Step Action

10. In theCommunication Functior field, click on the dro-down arow to select th
Administrative office sending the communication.
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A

MaineStreet

ome /d to Favories
=1

new window | Help | B,

Universi ity of Maine

Com: ion ID  D0OOOOOOOD

Start Date 06/30/2009 [F] ication Status v

End Date 07/31/2009 [ ion Function h
Added Date

Added Oprid # of Communications Sent o

Self-Service Description

[communication Type

Find | view all  First [4] 10f 1 [F] 1ast
ion Item ID 1

rtem Type =]

Selection Method

B save | [ Notify EvAdd

/ Trusted sites E100% -

Steg Action
11, The next few steps will explain how to import a Igaege Center Template if y
previously created one. If you have not, advanctep 17
At this point, if you had previously created a tdag for this communication you
can import it by clicking thémport Templatdink.
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‘# MaineStreet

Home Add to Favorites Sign out
Er

New Window | Helo | /G,

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 +|[uMs0s Q
Administrative Function: = ~

Communications Template key:| begins with + ||

Search Clear | pasic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

Done

 Trusted sites Ho0v -

Step Action
12.

On theAdd/Maintain Template Find an Existing Value page, yod Institution
will enter by default. Click on the drop-down arrimthe Administrative
Function field to select the Administrative Office that ated the template.
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# MaineStreet

=13

JAdd to Favorites

New Window | Help | 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 Mew Value

Academic Institution:

begins with v [UMS05 Q
Administrative Function: = - ]
Communications Template key:| begins with

Financial Aid
Recruiting and Admissions
Search Clear | pasicsearch [E) saviStudentFinancials
_sern | _ciear | Student Records

Find an Existing Value | Add 3 New Value

Done

/' Trusted sites E 00 -

Step Action

13, In this example, we'll use a template created @&ttt Records, so click tl
Student Recordsdlist item.
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=

Enter any inform:;

# MaineStreet

Add/Maintain Templates

ation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | AddaNew Value

Academic Institution: begins with |+ [UNS05 Q
Administrative Function: = EARIStudent Records v
[= Template key:| begins with +

Done

Search Clear | pasicSearch BJ Save Search Criteria

Find an Existing Value | Add a New Value

Hew Window | Help | &,

+/ Trusted stes

H100% -

Step

Action

14,

In theCommunications Template Kefield, if you know it, enter th
Communications Template Key for the template. C8elarch
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=

New Window | Help | Customize Paqe | &,

Message Center Template

Academic Institution UMS05 University of Maine

Template Key ACADSUSP
Administrative Function Student Records

Click the OK button ta select this template. Click Cancel to retum to the Create New
Message page without selecting this template. Do not, under any circumstances, ever click

the Apply buttan!

Self Service Description
Academic Standing - Spring 2009

c . -

Academic Standing - Spring 2009 - All Programs

Communication type [0 1 or2 O Last

Communication item Type Generic Email

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 llessage Center. Here is the
link 1o the MaineStreet Portal: hitp:/mainestreet maine.edu

From Email Address  umrecord@maine.edu

Email Subject
Your Academic Standing at UMaine

ok | cancel | mpply | pReiresh |

« Trusted stes H100% v

Done

Steg Action

15. After the template opens, click t button to import it.
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# MaineStreet

/Add to Favorites

mew window | Heln | B,
Create New Communication

Institution Universi ity of Maine

= ation ID 0000000000

i
Start Date 06/30/2009 [

End Date 07/31/2009 [ Communication Function | RN

Added Date

# of Communications Sent o

Find | View Al First [1] 1 0f 1 [F] Last

|

Selection Hethod

& save | [=] Notify @I
Don o Trusted sites # 100% -
Step Action
16. If you had not impcted a template for this communication, in SelfService

Descriptionfield, enter the description you would like to eppin the Student
Message Centefor the communication.

Last changed on: 7/28/2011 12:13 PM Page 13



Process Document
Create New Communication

A

MaineStreet

# MameStreet

Create New Communication

Institution University of Maine

Communication ID 0000000000 Import Template

Communication Detail

Self-Service Description

Start Date [ E1 ication Status Active v

End Date orr3s72005 ) teation Function [ Sadant Remoris =
Added Dates

Added Oprid # of Communications Sent o

Notice from Office of Student Records|

Communication Ttem ID 1

on Item Type | =

Communication Type Find | View Al First (1] 1 of 1 [] Last

HE

Selection Hothod
& save | [ Notify

ExAdd

Add to Favorites

new window | Help |

Done

" Trusted sites Hoow -

Step Action

17, Enter text in theCommunication Descriptio field thatcan serve as a reminder

staff about the purpose of the communication. Gtdff will see this
description...not students.
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'# MaineStreet

Universi ity of Maine

0000000000

Import Template

B jonstatus [ Active =

Added Date
Added Oprid

Self-Service Description

End Date 07/31/2005 | ion Function | Student Records -

# of Communications Sent o

Notice fram Office of Student Records

This communication vas sent t

o students placed on Academic Suspension 6/03

Communication Type

Communication Ttem ID 1

Find [view Al First 1 1071 [H Last

FHE

1on Item Type

"]

&) save | [=] Notity

Selection Mathod

[E Add

Done

/ Trusted sites H100% -

Step

Action

18.

In theCommunication Typ section, click on the dr-down arrow in the
Communication ItemTypefield to select the appropriate type of commuridcat

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 Communicatior- 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.

19.

Click onGeneric Email to seltct it.
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'# MaineStreet

new window | welp | B,

Institution Univarsi ity of Maine

Comm on 1D 0000000000 Imoort Template

Start Date [ [ jon Status | Active >
End Date [07/31/2005 |5 ication Function | Student Records -
Added Date

Added Oprid # of Communications Sent o
Self-Service Description

m Office of Student Records

Notice

This communication vas sent to students placed on Academic Suspension 6/03.

Find | View Al First (4] 1 of 1 [¥] Last

FHE

Communication Item ID 1

*Communication Item Type | [EERENH

Message Text

From Email Address

Email Subject

Selection Method
& save | [=] Notity [Es Add

o Trusted sites H 100% T

Step Action

20. In theMessage Texfield for the generic email, enter text you wantafipear ir
the generic email message to inform selected staddout a Message Center
communication. Please be aware that student spédifirmation or information
about the nature of the Message Center communicsiiould NOT be included
in the generic email message.

Note: Later in the process you will use a query tocedeudents to receive the
communication.
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# MaineStreet

Create New Communication

Institution Univarsity of Maina

Communication 1D 0000000000

Import Temalate
Communication Detail

Start Date 06/30/2005 5]  Communication Status

End Date 07/31/2009 |[H ication Function | Student Records v
Added Date

Added Oprid # of Communications Sent o

self-Service Description
[Notice from Office of Student Records

This communication was sent to students placed on Academic Suspension 6/09.

&€

Communication Type Find | View Al First [4] 10f 1 [ Last

Communication Ttem ID 1 =l

> ication Item Type | Generic Email ¥

Message Text
Dear Student,

https://mainestreet. maine.eduYou have an important message from the Office of Student
Records ragarding your academic status. Pleass go to your MaineStrest Student Servics Centar,
locate the "Message Center’ in the upper right hand side and select the "details’ link to open
the Message Center. Here is the link to the Mai Portal: http:/,

maine.adu

Q:‘::E //
Email

Selection Mathod

& save | =] Notify [Ex Add

newr window | mele | B

o Trusted sites

A 100% v

Step Action

21, In theFrom Email Addres: field, enter the address you want to appear i

messagé&rom field.

Last changed on: 7/28/2011 12:13 PM

Page 17




Process Document
Create New Communication

# ViaineStreet
lome Add to Favorites

Nev Window | pele | B

Create New Communication

Con ion 1D 0000000000 Import Template
[Communicstionpetan ]

Start Date [i [ ication Status Active -

End Date [07/31/2005 |5 i Function |Student Records ¥

Added Date

Self-Service Description
[Notice from Office of Student Records.

This communication was sent to students placed on Academic Suspansion 6/09.

| Communication Type

IS

Communication Item ID 1

Item Type | Generic Email v

m the Offica of Student
ract Student Sarvice Centar,
elact the "details” link to open
+ htte: d

You have an important m

wﬂuﬁ—‘- 2du

Email Subject

\Jr\-\k

Selection Hethod
B save | [ Notify [E Add

+/ Trusted sites H00%

Step Action

22, In theEmail Subjectfield, enter the text you wish to appear in the sags
Subijectline.

Page 18 Last changed on: 7/28/2011 12:13 PM



/) Process Document
MaineStreet Create New Communication

Hew Window | Help | B

Create New Communication

Institution University of Maine

Communication ID 0000000000 Import Template

Communication Detail
Start Date [ [ ication Status | Active ~
End Date 07/31/2005 [5] Communication Function | Student Records -

Added Date

Added Oprid # of Communications Sent 0

Self-Service Description
[Notice from Office of Student Records

<
This communication was s2nt to students placed on Academic Suspansion €/09.

€

'Communication Type

iof1

Last

Find | View All___ First

Communication Item ID 1

Item Type | Generic Email ~|

Message Text
Dear Student.

https://mainsstrast.maine.edu¥ou hava an important messags from the Office of Student
Records regarding your academic status. Plesse go to your MaineStrest Student Service Center,
locate the "Message Center” in the upper right hand side and select the "details" link to open
the Message Center. Here is the link to the Portal: http: d

From Email Address  [umrecord@maine.edu

Email Subject

[Your Academic Standing at UMaine

Selection Method
& save | [=] Notity ErAdd

o Trusted sites # 100% -

Step Action

23. To add an additionicCommunication Type click theAdd a new row button
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Communication Item ID 2 L=l
*Communication Ttem Type INEG—G——GEGGGG— - |
Selection Mathod

B save | [=] Notify Bk Add

 Trusted sites H100% v

Steg Action

24, Click on the dro-down arrow in th«€Communication Item Type field.

25, In this example, we want to setup the communicatian will be sent to th
Message Center so click tessage Center Communicationo select it.
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Step

Action

26.

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

Note: After saving the communication, if you need tit ¢ae text of the Message
Center communication, you can do so view\iewv Communicationspage (see
View Communicationsprocess document).
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Steg

Action

27.

The next step is to identify the students will receive the communication.
the Selection Methodield, you have the option to select either a fisvor query
that target the students and lists data you wishstrt into the Message Center
Communication.

IMPORTANT : If you use a file to select the students who vétieive the
communication, it is very important to make certiare is only one entry of ea
emplid in the file. If there are multiple instanadsan emplid, an error will occur
when you save the communication.

For this example, we'll click on the drop-down arrand selecUse File
Attachment.
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Step Action

28. TheFile Attachment Detailsection displays

Click theAdd Attachment button adjacent to th&ttached Filefield.
L]
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Step Action

29. Click theL_____ Tputton to search for the file on your computer.
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Step

Action

30.

After you locate and select the file, click {he_l button.
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Step

Action

31

Next, click theProcess Attached fili link.
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Step

Action

32,

After processing the file, the following links wilppear at the bottom of t
Create New Communicationpage:

Show Students who will receive this Communicatitists students who will
receive the communications

Show Student's Communication Item Informati@hows message text as it will
display in theMessage Center

Note: Be very careful to make certain the correct stuglant data display in you
file.

Show Student's Variable Informatiemisplays file data
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Steg Action
33. If you wish to select a different file for this cominication or if you decided
modify the file and upload the revised versiorglctheDelete Attachmenbutton
and follow the same steps to upload the file.
L]
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Step Action

34, If you prefer to use a query to select the students andatatiae communicatior
click the Selection Methoddrop-down arrow.

35. Click theUse a Quen option
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Step

Action

36.

In theQuery Detai section, enter the name of the previously createyqyou
will use to select students who will receive thenaaunication.

IMPORTANT : The query used to pull students and data foctimemunication
should be created and tested in CSRPT and thenchioteeCSPRD after being
fully tested to ensure it pulls the correct datae fuery MUST be set to populat

Variable 1 with the student’'s emplid. That’s theldithat links the student’'s emadi

address to the generic email communication.

= (@

37.

Click thel:l button.
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Step Action

38. A link to the query will appeiin theQuery section. Click the linl
If a prompts page opens, enter the required profoptbe selected query.

After running the query, the following links wilpaear at the bottom of the
Create New Communicationpage:

Show Students who will receive this Communicatitists students who will
receive the communications

Show Student's Communication Item Informati@hows message text as it will
display in theMessage Center

Note: Be very careful to make certain the correct stuglant! data are returned
your query results.

Last changed on: 7/28/2011 12:13 PM Page 31



Process Document
Create New Communication

Step Action

39. If %ou wish to select a different query for the gqommication, click the
button.
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Step Action

40. When you are satisfied that all is set for the camication, click the
I: button.

41, End of Procedure.
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