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The Attendance Messenger Scheduler tool sets the dates and times for automatic delivery of
attendance messages, according to a template first created in the Attendance Messenger tool.

The Attendance Messenger Scheduler will automatically generate messages based on the data
available at that time. A confirmation email will be sent to the person that created the messenger
schedule telling them that it has run and how many phones/email devices received the message.
The person must have an email address entered on their Demographics tab.

If a child is enrolled in multiple schools, they will receive more than one attendance message.
One message will be sent for each school.
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*Schedule Name Disabled
\CHS Attendance English Schedule |:|
*Calendar Sender
18-19 Toyon Middle School A Annette Danmeier
18-19 Valley Springs Elementar
18-19 West Point Elementary
18-19 West Point Pre-School
19-20 Calaveras High School
*Start Date/Time Recurring Frequency
08/05/2013 [7a[06:00 PM |
*Reply To Email:
Send confirmation email
Attendance Filter Criteria Detail
Grade Status Excuse Minimum Periods
All Grades A:Absent Unknown v 1
Ad Hoc Filter (Further narrows criteria) Limit delivery to contacts that speak
~ | en_US: US English v
Message Delivery Detail
Delivery Devices: Inbox Email
Send Emails at:
4:15 PM
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Schedule an Attendance Message

1. Select a template from the Attendance Messenger Schedules table.

2. Enter the Schedule Name.

3. Select a Calendar. This option defaults to the calendar selected in the toolbar.

4. Enter the Start Date in mmddyy format or click the calendar icon to select a date.

5. Enter the Start Date/Time of the message.
If the time entered on the Scheduler is... Then the message will be

sent...

the same or later than the time entered on the Dial at the time entered on the
Window or Send Email field on the template Scheduler.

earlier than the time entered in the Dial Window or Send at the time set on the template.
Email field on the template

6. Choose how often to send the message by selecting an option from the Recurring
Frequency dropdown list.
7. Enter the Schedule Time Window of the message.

The Schedule Time Window begins after the Start Date/Time entered on the

Scheduler.
Example
If the Start And the Schedule Time Window Then the message is
Date/Time is.... begins as... sent at...
9:00 AM 11:00 AM 11:00 AM
9:00 AM 8:00 AM 9:00 AM

8. Mark the Send Confirmation Email checkbox to receive an email when the message has
been sent. A confirmation email will be sent to the person who set up the schedule.

9. Select the Save icon when finished. The new schedule will appear below its respective
template in the Attendance Messenger Schedules table.

Add more schedules by selecting the newly added schedule in the Attendance Messenger list and
select the Add Scheduled Dial.

If the Attendance Messenger should be disabled, mark the Disabled checkbox. If disabled,
no future messages will be sent for the schedule.
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