Infinite Campus Messenger with Voice
Steps for Scheduling a Parent Call using Text-to-Speech

Step 1: Use Contact Preference Batch to initiate calls despite contact preferences that may have been
changed by the end user in the portal.

e Make sure that you have your school selected at the top in the drop-down box. (Note that if you
do not have your school selected, you can make selections from the drop-down list, but the
Apply Changes button is greyed out.)

e Path: Index tab > System Administration > Messenger > Contact Preferences Batch
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e Select Student Messenger Contacts. Change the contact reason for the home phone ON for high
priority, attendance, and general. Click the Apply Changes button.

Mode: & Student Mezsenger Contacts

" Studentz
" Cenzusistaff

Ad Hoc Student Fitter LI

Grace m

Contact Reazon High Priority  Attendance Behavior General Teacher

Hame Phone: I.:.,-, ll IO,-, ll IN':' Change ;I Io,-, LI Mot Enzbled
Liher Phone: | Mo Change v | Mo Change w| |NoChange v | | Mo Change | Mot Enabled
Whiork Phone: IN::: Change LI IN-:: Change j IN::: Change j IN::- Change LI Mot Enabled

Cell Phone: INn:n Change ¥ | IN-:n Change | INn:n Change ¥ | IN::- Change | Mot Enabled
Ermiil IN::: Change ¥ | IN-:: Change ¥ | IN::: Change ¥ | IND Change ¥ | IN::: Change ¥ |

Apply Changes |

Step 2: Design your message using Message Designer.

e Path: Index tab > Messenger > Message Designer

e Will you use text-to-speech (let the computer speak for you), or will you record your own voice?
If you choose text-to-speech, make sure that you type the message just as it would be read by a
computer. (For example, if you are listing a date range, do not use a hyphen. Use the word it

represents instead.) More information regarding the

Message Designer starts on page 68 of
the Messenger PDF manual.




e Click the New Template button.
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e Type your message. Every call coming from the district will start with this prompt: “Please listen
carefully to a message from Hopkins County Schools.” If you are using text-to-speech, type an
introduction to explain who the call is “on behalf of”. Click the Save Format button.

Message Designer Wizard

This wizard will walk you through the crestion of a new messenger template.
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This message is on behalf of Stuart Fitch, principal at South Hopkins Middle
School. The fall festival will be held on October Sth from 5:00 P until
midnight. Flease bring your entire family and enjoy corn dogs and games. We
look forward to sesing you then.
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Step 3: Build and schedule your message using Message Builder. More information regarding the

e Path: Index tab > Messenger > Message Builder Message Builder starts on page 63 of
the Messenger PDF manual.




Select the message you just typed under the Saved Templates section.

Message Builder
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= Type a Message Subject.
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The dial window is set through Messenger preferences for the district. You can leave this as is. Calls
are set to attempt a redial two times after the first attempt in 60 minute intervals. If the interval
falls outside the 9PM window, the attempt is aborted.




