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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, reliaidecast-effective way of communicating with
students is necessary. To avoid sending confidenf@mation via email, there needs to be
method to post detailed and, when necessary, antfad communications to students in
MaineStreet's secure environment and to notify tlvé@remail that a communication has been
posted to their account.

The MaineStreet Message Center component can debyssampus administrative offices to
send either personalized or generic messagesrumig gf students or a particular subset of
students. The Message Center is located on thegewe of the Student Center within Student
Self-Service. The following features are built itihe Message Center:

« Ability to use a query to select students whd wéteive the communication and pull
information specific to the student and the redsoithe communication.

Ability to communicate with all or a portion of ttstudents, therefore have the ability to use PS
Query to isolate certain populations.

* Ability to generate personalized messages ingidanessage center

* Ability to add an alert within the student centieat would indicate to student a new message
has been added to the Message Center.

« Ability to batch email a group of students tHatyt have an important message in the Student
Center that needs attention. « Message Centeredffes link off student center and from student
self service menu

* Ability to determine students has read the messag

* Provide students the ability to remove specifiessages from their view

» Messages have a date range that would automwtigdire so that Message Center does not
get cluttered.

« Staff can view messages for individual students

This topic covers how to create a new communicaiing the Message Center Component.
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Navigation

Step Action

1. Click theUniversity of Maine Systemdink.
[ University of Maine Systems|

2. Click theCampus Community link.
[ Campus Communit]

3. Click theMessage Centetink.

4, Click theCreate New Messagéink.

[Create Mew Messagd]
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Procedure

# MaineStreet

1B

New Communication

Add a New Value

Mew Window | Help | [E,

Add

‘Communication ID: |000000000C
Academic Institution:|UMS05 | QY

+ Trusted sites H1a0% T

Step

Action

On theNew Communicationpage, th&€Communication IDwill default to0s. Do

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

Enter or lookup and select the appropriatademic Institution

Click theAdd button.
Add
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‘# MaineStreet

New Window | telo | /B

Universi ity of Maine

Import Template

0000000000

End Date

Added Date
Added Oprid

Self-Service Description

Communication Type Find | view Al First (1 10f 1 [ Last

Communication Ttem ID 1 =
ion Item Type | C]
Seloction Mothad
@ save | [=] Notify [Es Add

o Trusted sites 00w v

Step Action

6. On theCreate New Communicationpage, thdnstitution you selected will
appear at the top of the page.

In theCommunication Detailsection, lookup and select the appropriatizrt
Date for the communication. The Start Date is a regliifeld and determines
when the communication will be delivered and vieledb students and staff.
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# ViameStreet .
Add to Faverites

Nev Windou | Help | B,

Create New Communication

Institution Univarsi ity of Maine
Communication ID 0000000000 Import Template
Communication Detail
Start Date 08/20/2005 [ ion Status ~
End Date & ion Function v
Addei

Added Oprid # of Communications Sent o

Find | view Al First 4 1 of 1 [F] Last

=

0
B save | =] Notity M
<+ Trusted sites # 100% -~
Step Action
7. Next, lookup and select &nd Datefor the communication. The End Date refers

to when the communication will be automatically cv@d from view.

8. Click theCommunication Statusdrop-down arrow.
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'# MaineStreet

-
Hev Window | Hels | B

Create New Communication

Institution Universi ity of Maine

Communication ID 0000000000 Import Template

Communication Detail

Start Date 06/30/2005 ]  Communication Status
End Date 07/31/2009 [H) Communication Function

Added Date

Added Oprid # of Communications Sent o

Self-Service Description

<

Communication Type Find | view Al First [1] 1of 1 [*] 1ast
Communication Item ID 1 El
1tem Type| |
Selection Method
& save | [=] Notify Er Add

o Trusted sites 00~

Step Action

9. TheCommunication Statuss a required field. Selegtctive when creating a ney
communication. If this was a previously created gamication, you can select
Cancelledto stop a scheduled communication or already exjstlessage Cente
communication. When you selegancelled the communication will be pulled
from the Student Message Center.
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# MaineStreet
ome Add to Favorites

New Window | Helo | /B,

Create New Communication

Institution Universi ity of Maine

Communication 1D 0000000000 Import Template
Communication Detail

Start Date 06/30/2009 |+ Communication Statu
End Date 07/31/2009 |5

Added Date

Added oprid # of Communications Sent 0
Self-Service D

+ Trusted sites 00w -

Step Action

10. In theCommunication Functionfield, click on the drop-down arrow to select th
Administrative office sending the communication.

e
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-
New Window | Helz | /B

Universi ity of Maine

0000000000 Import Template
Communication Detail

Start Date 06/30/2005 |[5) ication Status _‘.,

End Date 0773172008 |5 ication Function | ]
Added Date

Added Oprid # of Communications Sent 0

Self-Service Description

ion D.

Communication Type Find | view All __ First (1] 10f 1 [*] Last
Communication Item ID 1 El
ion Ttem Type |
Selection Hethod
& save | [ Notify [Er Add

& Trusted sites o0~

Step Action

11. The next few steps will explain how to import &484age Center Template if yol
previously created one. If you have not, advanctdp 17

At this point, if you had previously created a téa@ for this communication you
can import it by clicking thémport Templatdink.

I

I

| Import Template |
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B

Add/Maintain Templates
Enter any information you have

‘Academic Institution:

Administrative Function:

‘# MaineStreet

Find an Existing Value | Add a New Valie

Communications Template key:| begins with ||

Search Clear | Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

New Window | Help |

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

begins with +|[UNS05 Q

= ~ |

o/ Trusted sites # 100% -

Step

Action

12.

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

MaineStree!

‘# MaineStreet

=

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

Find an Existing Value | Add 3 New Value

Academic Institution: begins with v [UlS05 Q
Administrative Function: = ~ -
Financial Aid

C lications Template key:| begins with
Recruiting and Admissions

Search Clear | pasicSearch Bl savdStudentFinancials

Student Records

Find an Existing Value | Add a New Valug

Add to Favortes

Sign out

New Window | Help |

Dane

" Trusted sites

F100% -

Step Action

13. In this example, we'll use a template create@toylent Records, so click the

Student Recordslist item.
[student Records |
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A MaincStreet = T
=0
New Window | Help |

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

Find an Existing Value | Adda New Value
Academic Institution: begins with |+ |[UMS05 @
Administrative Function: = 2Bl Student Recoras
Communications Template key:| begins with +

Search | Clear | BasicSearch [E) Save Search Criteria
Find an Existing Value | Add a New Value

Done / Trusted sites H100% -

Step Action
14.

In theCommunications Template Kefield, if you know it, enter the
Communications Template Key for the template. Cearch
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Message Center Template

Academic Institution UMS05 University of Maine
Template Key ACADSUSP
Administrative Function Student Records

Click the OK button to 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 button!

Self Service Description

Academic Standing - Spring 2009
Communication Description
Academic Standing - Spring 2009 - All Pragrams

|Communication type

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 Senice 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 MaineStreet Portal: http:dimainestreet maine edu

From Email Address umrecord@maine edu

Email Subject
Your Academic Standing at UMaine

ok | cancel | appy | b Remesn |

New Window | Help | Customize Page | &,

Done

o Trusted sites 00 v

Step Action

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

new window | iz | B

Create New Communication

Institution Universi ity of Maine

Communication ID 0000000000 Import Templats

Communication Detail

Start Date 06/30/2009 |5

End Date 07/31/2009 |[{]  Communication Function | VRN

Added Date

# of Communications Sent 0

Communication Type Find | View Al First [1] 10f 1 [ Last
Communication Ttem 1D 1 =

fon Ttam Type | >l

Selection Hethad

& save | [=] Notify s Add

Done 7 Trusted sites o0k -

Step Action

16. If you had not imported a template for this conmmation, in theSelf-Service
Descriptionfield, enter the description you would like to appin the Student
Message Centefor the communication.
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#

MaineStree!

# MaineStreet

Create New Communication

Institution Universi ity of Maine
Communication ID 0000000000
Communication Detail

Imoort Temolste

Self-Service Description

Start Date 0s/30/2008 5] ication Status Active ~

End Date 07/31/2009 Eﬂ ication Function Student Records v
Added Date

Added Oprid # of Communications Sent o

Notics from Offica of Studant Records|

iption

Communication Item ID 1

fon Ttem Type| &

[cCommunication Type Find | view all__ First [ 1 0f 1 [ Last

HE

Selection Method
& save | [=] Notify

B Add

new window | selo | B,

Done

<« Trusted sites 00 -

Step Action

17. Enter text in th&€ommunication Descriptiorfield that can serve as a reminder
staff about the purpose of the communication. Qidyf will see this
description...not students.

to

Page 14

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



Process Document
MaineStrest Campus Community: Create New Communication

# MaineStreet
Add to Favorites

new window | Helo | ML

Institution Universi ity of Maine

0000000000 Import Template

Start Date 06/30/2009 |[5) ication Status Active v~
End Date o7/z1/2008 3] ication Function | Student Records v

Added Date

Added Oprid # of Communications Sent o

Self-Service Description
[Notice from Office of Student Records
c icatic ption
This communication vas sent to students placed on Academic Suspansion 6/09.
Communication Type Find | view All_ First [1] 1081 ("] Last
Communication Ttem ID 1 FHE
Ttem Type| ~
Selection Method
@ save | [=] Notify EsAdd
Done /' Trusted sites H100% -

Step Action

18. In theCommunication Typesection, click on the drop-down arrow in the
Communication ItemTypefield to select the appropriate type of commundcat

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 argic email message and
Message Center Communication. The generic emaibearsed to alert students
they have a new Message Center Communication.

19. Click onGeneric Email to select it.

[Generic Email |
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# MaineStreet
Add to Favorites

Hew Window | Help |

Create New Communication

Institution Universi ity of Maine
Communica tion ID  000000000D 1mport Template
Communication Detail

Start Date [oe/30/2008 |5 ication Status Active ~
End Date [07/3172005 |5 ication Function | Student Records -
Added Date

Added Oprid # of Communications Sent o
Self-Service Description

Notice from Office of Student Records

< icatie ption
ves sent to students placed on Academic Suspension 6/05.

This communication

€

‘Communication Type Find | View All

First [1] 1081 [ Last

==

Communication Ttem ID 1

*Communication Ttem Typa | EEREHEERE

Message Text

From Email Address

Email Subject

Selection Methad
B save | =] wotiry B Add

Done " Trusted sites F100% -

Step Action

20. In theMessage Textield for the generic email, enter text you wanafmpear in
the generic email message to inform selected staddout a Message Center
communication. Please be aware that student spétifirmation or information
about the nature of the Message Center communicatiould NOT be included
in the generic email message.

Note: Later in the process you will use a query todeddudents to receive the
communication.
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new window | Hels | B,
Create New Communication
Institution Universi ity of Maine
Communication ID 0000000000 Import Template
Communication Detail
Start Date 0e/30/2008 | ication Status Active ~
End Date 07/31/2009 |[5] ication Function | Student Records v
# of Communications Sent o
<
| This communication was sent to students placed on Academic Suspension 6/09.
Communication Type Find | view Al First [4] 1 0F 1 [ 1ast
Communication Ttem ID 1 =
jon Ttem Type | G=neric Email v
Message Text
Dear Student,
.2du¥ou have an important message from the Office of Student
ineStreet Student Service Center,
elect the "details” link to open
http://mainastret.maine.2du
Selection Method
& save | [ Notify EsAdd
o/ Trusted sites H100%

Step Action

21. In theFrom Email Addresdield, enter the address you want to appear in the
messagé&rom field.
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New Window | Hels |

Create New Communication

Institution Universi ity of Maine

on 1D 0000000000 Import Template

Communication Detail

Start Date os/30/2008  [3] ication Status Active -
End Date 07/31/2008 |5 ication Function | Student Records v

Added Date

Added Oprid # of Communications Sent o

Self-Service De:

notica tudent Records

ption
This communication wes sent to students placed on Acsdemic Suspension 6/05.

€

[Communication Type Find | View All___Fir

HE

Communication Item ID 1

ion Item Type | Generic Email v
Message Text
Dear Student,
https://mainestreet. maine.eduYou have an important message from the Office of Student

Records regarding your mic status. Please go to your MaineStrest Student Service Center,
locate the "Mess=ge C: in the upper right hand side and select the "details” link to open
the Message Canter. Here is the link to the MaineStreet Portal: http://mainastrest.maine.edu

From Email

Email Subject

\L-\‘\—\

Selection Method
B save | [=] notify [Er Add

& Trusted sites H100% -

Step Action

22. In theEmail Subjectfield, enter the text you wish to appear in the sage
Subijectline.
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New Window | Hels | B,

Create New Communication

Institution University of Maine

Communication 1D 0000000000 Import Templste

Communication Detail
Start Date os/30/2009 |[5 ication Status Active -
End Date 07/31/2008 |[H ication Function | Student Records [

Added Date

Added oprid # of Communications Sent o

Self-Service Description
[Notice from Office of Studsnt Records

< iication Description

This communication wes sent to students placed on Academic Suspension 6/05.

€

[Communication Type:

Find | View All __ First [] 5 0f 1

| Last

Communication Item ID 1

e ication Ttem Type | Generic Email v

Message Text
Dear Student,

https://mainastreet. maine.2duYou have an important message from the Offics of Studant
Records regarding your academic status. Please go to your MainaStrest Student Service Canter,
locate the "Messsge Center’ in the upper right hand side and select the "details" link to open
the Message Canter. Here is the link to the Portals http://| .maine.edu

From Email Address  |umrecord@maine.edu

Email Subject

[Your Academic Standing at UMaine

Selection Method
12 Save | [=] Notify EAdd

 Trusted sites H 0%

Step Action

23. To add an addition&ommunication Typeglick theAdd a new row button.
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# MaineStreet
Add to Favorites

Hew Window | Help |

Create New Communication

Institution Universi ity of Maine
Communication ID 0000000000 Import Templste
Start Date [ [ ication Status Active v
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 vas sent to students placed on Academic Suspension 6/03.

Communication Type Find | view All__ First Kl 20f2 [F] 1ast
Communication Item 1D 2 =
Communication Item Type

Selection Method
& save | =] notiy [Es Ada

< Trusted sites o0 -

Step Action

24, Click on the drop-down arrow in tli@ommunication Item Type field.

25. In this example, we want to setup the commurocatihat will be sent to the
Message Center so click dessage Center Communicatiorto select it.
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'# MaineStreet
Add to Favorites

tew window | Help |

Create New Communication

Institution Universit ity of Maine

Communication ID 0000000000 Import Template

Communication Detail

Start Date [06/30/2009 [ ¢ ication Status Active -

End Date [o7/31/z008 B ¢ ication Function | Studant Records -
Added Date

Added Oprid # of Communications Sent o

Self-Service Description
[motice from Office of Student Records

ion was sent to students placed on Academic Suspension 6/03.

Find | View Al Firct Kl 20f2 [F] Lact

cation tem ID 2 =

*Communication Item Type |LESSE]

Message Text

Selectian Method
B save | [=] notity [Er Add

« Trusted sites F100%

Dane

Step Action

26. In theMessage Textield for the Message Center Communication, ereet 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 duke text of the Message
Center communication, you can do so view\Wemv Communicationspage (see
View Communicationsprocess document).
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Step Action

27. The next step is to identify the students whauthoeceive the communication. |
the Selection Methodield, you have the option to select either a fidsvor query

that target the students and lists data you wishstert into the Message Center
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 thittached Filefield.
L]
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Step Action

29. Click theBrowsebutton to search for the file on your computer.

[ 1]
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Step Action

30. After you locate and select the file, click tipload button.

[ ]
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Step Action

31. Next, click theProcess Attached fildink.
1]
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Step

Action

32.

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

Show Students who will receive this Communicatidists 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 stuslant data display in you
file.

Show Student's Variable Informatiemisplays file data
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Step Action

33. If you wish to select a different file for thismmunication or if you decided to
modify the file and upload the revised versiorglclheDelete Attachmenbutton
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 sttgland data for the communicatior
click the Selection Methoddrop-down arrow.

35. Click theUse a Queryoption.
[ |
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Step

Action

36.

In theQuery Detailsection, enter the name of the previously cregtesty you
will use to select students who will receive thenoaunication.

IMPORTANT : The query used to pull students and data focttmemunication
should be created and tested in CSRPT and thendnoieeCSPRD after being

fully tested to ensure it pulls the correct datiae Guery MUST be set to populat
Variable 1 with the student’s emplid. That's theldithat links the student’s emali

address to the generic email communication.

=

37.

Click theSearchbutton.
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Step

Action

38.

A link to the query will appear in tH@uery section. Click the link.
If a prompts page opens, enter the required profopthe selected query.

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

Show Students who will receive this Communicatidists 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 stusland data are returned
your query results.
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Step

Action

39.

If you wish to select a different query for th@namunication, click th&elect New
Querybutton.
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Step Action
40. When you are satisfied that all is set for thegwnication, click th&avebutton.
41. End of Procedure.
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