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Managing Sent Communications - Staff

Concept

Most students prefer receiving and accessing irdition 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 tléaremail 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 thegege of the Student Center within Student
Self-Service. The following features are built ithe Message Center:

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

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

* Ability to generate personalized messages inidanessage center

* Ability to add an alert within the student centieit 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 Centerdffzs 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 communicaiging the Message Center Component.
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Navigation
Step Action
1. From theCampus Solutionsmenu, click thaJniversity of Maine Systems
|Universi‘q,f of Maine Systems |
2. Click theCampus Community link.
[ Campus Community]
3. Click theView Communicationslink to open thé/iew Communication page.
Procedure
ew window | Help | /5
View CommunicationLg
Enter any information you have and click Search. Leave fields blank for a list of all values.
Communication ID: begins with ||
Academic Institution: | begins with | [UMS05 Q
Description: begins with ||
Communication Status: | = v v
::ar:rl\):::nuemnmow = : = v
[Jcase sensitive
Search ‘ Clear | pasic Search Save Search Criteria
Do L8+ Trusted sites W 100% T
Step Action
4,

On theView Communicationspage, youinstitution will enter by default. You
can use th€ommunication 1D, Description, Communication Status,
Administrative Function andStart Date fields for your search criteria when
looking up a communication.
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Add to Favorites

ev window | peln | customize page | (B &

View Communication

Institution Universi ity of Maine s

Communication [D 0000000002
Communication Status

Start Date pe/oz/z005 |5 ication Status | Active v
End Date 0&/20/2008 | ication Function | Financial Aid ~
Added Date 06/02/2009

Added Oprid JWHITE
Updated Date
Last Updated by

Query Used TEST123

Self-Service Description
IMctice of Academic Action

iption
Message sent te students placed on academic suspension spring 08.

Communication Type Find | View Al First Kl 2.0 2 [F] Last

unication Item ID 2.

jon Ttem Type | Message Center Communication

Selected Query Name TEST789

Search

TEST785 |test4Ss Bublic

3 records retrieved.

Show Students who vill recsive this C
Show Student's Col nication Item

| =

) JR—— > GRAD == Frrs Studert Haine

Step Action

5. On theView Communication page, you can view all information about the
communication including who created it, if and wihighbeen updated, what
query/file was used, how many communications werg, siow many have been
opened, and how many students have hidden the coioation. You can click
the Show Query VariableBsed link to view query results.

In theMessage Center Communication section, ifno students have read the
communication, you can edit the text that dispiaythe Message Center

communication. After you save the change, the edits will immegliadisplay for
the student.
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> My Favorites
= University of Maine Systems
I Student Groups
= Gampus Community
1> Batch Processing
I North American Indian
Program
= Message Center
Create New Il

— Student Message
Center

- Student Message
Center - Staff

Update/View Communication
Institution Univaraity of Maine
Com

n10  DoooooooDZ

startData | W cate  [Amve 9]

End Date I ] Function [Franceiid 9]
AddedDate  os/0212003

Added Oprid TWHITE K
Updated Date o
Last Updated by # of Communications Hidden o
QueryUsed  resTazs Show Query variables used

Sel

[Hetics of Acadsmic Action

— VA Benefit Certification

[ Student Recruiting

> Student Admissions

[ Student Financials

= Financial Aid

> Records and Enrollment

© Security

= Utilities

b Set Up UNS

— Distance | eaming Class
Search

- RMS Term

— RMSFEES Mapping

— Touchnet Reports

-3c Setup
— Rerah e D Message sent to students placsd on acsdemic suspansion spring 08.
List

o mmication Type rind fwiew Al test Kl rars Pliace
+
Communication Item 1D 2 ==
~c Item Type | Mes==ge Canter Communicatian %
Message Text
mar s,

— Duplicate Emplid Tracking
- Image Now Home

I Self Service

> Workforce

I regrat to Inform you that 2s 3 resuft of your academic performance you are suspanded from
lthe 3435 Acadarmic Bragram at tha Uniuarsity of Maine far 3 minimum of ane camestar. Ay
|course registratans, finzngal aid and housing for fall 2008 will be canceled.

s the usual actipn vhen 3 swoent falls 1 make normal progress tavard
Sl s g i

[£3

w

Cuery Detail

[> Global Payroll & Absence

1> Campus Community

1> Student Recruiting

> Student Admissions

1> Records and Enrollment
1> Curriculum Management
I> Financial Aid

1> Student Financials

1> Academic Advising

I> Contributor Relations

1> Athletic Tracking

1> Set Up HRMS

1> Set Up SACR

1> Enterprise Components
1> QuickAddress Pro Web Int.
I> Tree Manager

I> Reporting Tools

1> PeopleTools

- Return to Portal

- Student Self Senice

- Wy Personalizations

| Wy Dictionary

v TESTTBY

Search

SelectNew Query|

3 racords ratrisvad.

Sheu Studants vh vill rsesive this Cammunicstion
2 Item i

[E3

0w -

Step

Action

To view communications for a specific studeripfrtheMessage Centemenu,
click theStudent Message Center - Staffnk.

Student Message
Center - Staff
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Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

1D: begins with

Campus ID:| begins with |+
National ID: | begins with

Last Name: | begins with »

First Name: | begins with

Search Clear ‘ Basic Search [El Save Search Criteria

o Trusted sites # 100% -

Step Action
7.

On theStudent Message Center — Stafbok up page, enter information to look
up the communications sent to the student. Youamly be able to view
communications that your security settings allow yo view.

8. Click theSearchbutton.
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Add to Favorites

IE)»

Help

Message Center Communications

Your active Message Center communications are listed below. To view a communication just click the
Communication ID hyperlink. You may delete a communication by clicking the yellow Delete button.

List of Communications Find | View All First [ 1-5 of 5 (¥ Last

Sent Date | End Date |Viewed

1 Univarsity of Maine 0000000010 05/26/2009 09/30/2009 ¥ 0s/26/2009 N
2 Universi ty of Maine Wotice of UM Academic 5950000011 05/26/2008 09/30/2008 ¥ 05/26/2008 N
3 University of Maine 0000000014 06/01/2003 06/15/2005 N N
4 Univarsi ty of Maine 0000000018 05/27/2009 06/30/2009 ¥ 0s/27/2009 ¥
5 University of Maine 0000000026 05/27/2009 03/30/2005 ¥ 05/27/200% N

RETURN To SEarRcH SEND NOTIFICATION

o Trusted sites & 100% -

Step Action

9. On theMessage Center Communicatiomage for the student, you can view all
communications for the student, th8iart andEnd dates, if the student has
viewed them, when they viewed them and if theyahidessage.

You can click on a message link to view the indidtlcommunication.
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Message Center Communications

Your active Message Center communications are listed below. To view a communication just click the
Communication ID hyperlink. You may delete a communication by clicking the yellow Delete button.

List of Communications

1-50f5 M Lase

Descr

1 University of Maine TefEs af feadenis

i 0000000010 05/26/2009 09/20/2009 ¥ 05/26/2008 N
AUty = Mime Notice of UM Academic 55005000011 05/26/2009 09/30/2005 ¥ 05/26/2009 N
3 University of Maine sap 0000000014 06/01/2005 06/15/2009 N N
4 University of Maine Nores HEiETE 5/27/200% 06/30/2008 ¥ 05/27/2009 ¥
5 University of Maine Notice of fwademic 9000000026 03/27/2008 09/30/2009 Y 05/27/2009 N

Close this Communication

iption
Notice sent to students about academic suspension.

Individual message items are below.

Use the navigation links at the top right to view each message item, or you
«can dlick View All to see all items.

Communication Item ID i Communication Ttem Type  Generic Email

Message Text

Dear %65,

There is an important notice for you in your MaineStreet Message Center.

Email Address  umrecord@maine.edu
Email Subject

Important notice from UM Office of student records

Communication Item ID 2 Communication Ttem Type  Massage Center Communication

Message Text
Dear Robert,

|

I regret to inform you that as a result of your academic performance you are suspended from the EDES
Academic Program at the University of Maine for = minimum of one semester. Any course registrations,
financial aid and housing for fall 2008 vill be canceled.

< Trusted sites #100% v

Step Action

10. After viewing the communication, click tli&ose this Communicationlink to
close the communication.

ICIDEE this Communication,
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A
Message Center Communications
Your active Massage Center communications are listed below. To view a communication just click the
Communication 1D hyperlink. You may delete a communication by dlicking the yellow Delete button.
List of Communications Find | View All 1505
Institution Description "ed® | sent pate | End Date |viewed| P3YC, |Deleted
Notice of Academic
1 University of Maine peties 0000000010 05/26/2009 05/30/2009 Y 05/26/2009 N
2 University of Maine fotice of UM Academic 5000000011 05/26/2009 09/30/2009 ¥ 05/26/2008 N
= University of Maine sap 0000000014 06/01/2009 06/15/2003 N u
4 University of Maine loticejacedamic BE0506G018 05/27/2008 06/30/2009 ¥ 05/27/2009 ¥
S University of Maine Notice of Academic 0000000026 05/27/2003 05/30/2003 Y 05/27/2009 N
Close this Communication
Notice s=nt to students sbout academic suspension.
Individual message items are below. Use the navigation links at the top right to view sach message item, or you
can dlick View Al to see all items.
nd of3 [H Last
Communication Ttem ID L Communication Ttem Type  Genaric Emil
Message Text
Dear %%,
Thars is an important notics for you in your MainsStrast Massags Canter.
Email Address  umrecord@maine.edu
Important notice from UM Offica of student racords.
Communication Item ID 2 Communication Item Type  Message Center Communication
Message Text
Desr Robert,
I regret to inform you that as a result of your academic performance you are suspended from the EDES
Acsdemic Brogram st the University of Msine for 3 minimum of one semester. Any course registrations,
financizl sid and housing for fall 2008 vill be canceled. v
o Trusted sites oo v

Step Action

11. End of Procedure.
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