(«ﬂ

NOTuFY

MYSCHOOL.COM

Q)

’A

(X

User Manual
Table of Content

2 Student Management
Search student
Download CVS file
Viewing students
Add new student

3-4 Add new student

5 Send Message

6 Default Messages

7-8 Schedule a Reminder

9 Edit Student Information

10 Scheduled Messages

11 Sent Messages

12-13 Create Groups

14-16 Voice Recording

17 Edit Your Info

18-19 Things to Remember



Student Management

Once you have logged into NotifyMySchool.com, the first screen you will see is the
“Student Management” screen. On this page you will be able to:

» Search Student by simply clicking on the first letter of the last name of the
student you are searching.
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To schedule a reminder, use the search function to find an existing student, OR click the button to create a new student.

< ADD NEW STUDENT | | & UPLOAD STUDENTS

SEARCH STUDENTS (BY LAST NAME)

ABCDEFGHI._Jl}KLMNOPQRSTUVWXYZQ‘.VIEW

Download CSY file containing all students

» Download CVS file containing all students and contact information by clicking
on that link at the bottom of the screen.
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To schedule a reminder, use the search function to find an existing student, OR click the button to create a new student.

| 4 ADD NEW STUDENT | | & UPLOAD STUDENTS

SEARCH STUDENTS (BY LAST NAME)

VIEW ALL
ABCDEFGHIJKLMNOPQRSTUVWXYZ
Listings per page

= Evans. Kyle 25

o Teresa Jones
o Mike Jones

= Jones. Britney (Faculty)

o Teresa Jones
@ Mike Jones

e Jones. Mark

@ Mark Jones

» View all students by clicking on “View All”. Choose how many students you
would like to view on one screen by looking under “Listing per page”. You can
view All, 25, 50, or 100 students on one screen.

You will also notice that in the image above the individual contacts for each student are
displayed. If you wanted to send a single student’s contacts a message at this time, you
would just click on that students name. (This will be addressed on How to Send a
Message.)
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ADD NEW STUDENT

» Add New Student by clicking ADD NEW STUDENT. You will then be directed
to the page below. Notice you have a place for the student’s first and last name
and a place to enter contact information for up to three contacts for each student.
You may also place the student in a certain group or groups. (These are groups
that you may have previously set up. Those instructions will be covered later.)

For example, if they play Varsity Football, you can click on that option under
groups. You can add the student to as many groups as warranted. If you do not
know which groups this student belongs to, you can wait and add students to their
groups later.
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Student Information

First Mame
Last Mame
Student ID (optional)

Choose Groups

I:‘ FootBall %&ritw Foothall I:l faculty

D jr. warsitychesrlzaders 1=t Grade/Mrs. Jonss D 1st Grade/Mrs. Smith
D Znd Grade/Mrs, Westhersby D2r-: Grade/Mr. Shaw
Primary Contact

Contact Name

FPhone Mumber to call - - X
Email

Mobile Phone Number to text - -

Additional Contact

Contact Name

Fhone Mumber to call - 5 X
Email

Mobile Phone Mumber to text = -

Additional Contact

Contact Mame

Don’t forget to click on the SUBMIT button at the bottom of the page (not shown on
this image).
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Once you click the SUBMIT button, you are directed to this page. Notice “Student
information saved” in red. You can see that the student Linda Tolbert has been added.
At this point, if you need to add another student with the same contact information as
Linda Tolbert (maybe a sibling), then click “Add Student With Same Contact Info”” and
all you would have to do in the next screen, is input that students name and all the
contacts information would already be there. Or if you need to add a new student, click
on “ADD NEW STUDENT” and input their information.
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Student information saved. Student Linda Tolbert added.
| e M SRR dd Student With Same Contact Info
Student Information %
First Mame Linda
Last Mams Tigilert

Student |D (optional)

Choose Groups
I:l SoonEa I:l-:r iy Frosodin I:l‘a:r,,
D_r A Sy e I:l 157 Cragehirs. Jomes I:l 157 Gragelis. SmiEn
I:l.:'\-c Gradeiis. Waatnarsy I:l.:'\-c Gragedir. Shaw

Primary Contact

Contact Name Fiandy Haynes

Phone Mumber to call 801 - 508 - 7 X
Ernail tajones ¥ Fyahon.com

Mobile Phone Number to am - 508 - I

text

Additional Contact

Contact Mame Teerri Talbert
Phone Mumber to call 801 - 48 - GaE2 x 123
Enmnail t=remaBramindmycusiome



Send Message

Click on “Send Message” to send a message. From this screen you can send a
message to a group, one, some, or all of your students. You just have to click on who
you would like to send a message to. If you want to send a message to all of your
students, then click Select All. If you click on Select All and have more than 50
students, everyone in your data base will be sent the message, even if they are not
viewed or listed.

Sant MssEapes Bt Youwr Info Etudsnt Mansgsmant Echaduls 3 Remindsr EIoUps Schadulsd M o Sand M =
Volca Recordings Zat DeTawlt Massaps Lo Ouwt Masd HalpT k.

This page may take a while to load if wou hawe a large number of students.

Choo=se Groups to send to

D 15t Grage’Mirs. Jones I:I 181 Grage/Mrs. Smin EI 2nd GradeMr. Snaw

I:I 2nd GradehMrs. Weathersioy I:I &N GrageMr. Cahoun EI Beta Chud

I:I TacuRy I:I FootsSall I:I Homars Sockety

I:I Jf UB[’S'T_.‘:'EE[EIE:’S I:I M chun I:I '-\.-'arl.—._.- Foomall
SELECT ALL™ will select all students in the data base ewven if they are not listed below.

Choose Students to send to

«f SELECT ALL ABCDEFGHIJKLMNOPQRSTIUWVWXY Z(All) Previous 50 Next 50 Show All
Evans, Brimey El Evars, Kyle E Jomes, WAan
Jones, Tucker E Jonesz, MikeZ Toloert, Linda
Methods [ phone [#] Email ] Text
Send At 1271212009 = Default messages
7 - 45 - PM - Select a default
Subject message to use as the
ucs message body
Mes=sage Absence

Exam =schedule for next week. ParentTeacher
Mon—1=tsfth, Tue=—2ndzSth, Wed-2zds&th Conference
Half days. Will dismiss at 11:-30.

153 Character(s) Used - 1 Text Message(s) Meeded (Estimated)
Mote: ¥our schools name and phone number is automaticaly added to the end of each phone message, text message and
email. This allows your customers to know who sent them. There is no need to type it in the "Message”™ box above.

(Long text messages are divided into multiple mes=ages by mobile carriers. Please keep messages short and to the point.}

[ sEND MESSAGE |

Check the method in which to send the message (Phone, Email, Text). You can choose
to send one, two or all three methods.
Choose the date you would like to send the message by clicking on the calendar and
picking today’s date or a date in the future.
Choose the time in which you would like to send the message. Make sure to pay
attention to whether you want to send it out in AM or PM.
Subject- you can type in a subject or leave blank
Type in message. Notice under the message box, it will tell you how many characters
used and how many text messages needed. This way you can limit your wording.
Click, SEND MESSAGE

You can also send messages that have already been preset as default messages, seen
on the left side of this screen. You can only send default messages from the SEND
MESSAGE page.

Most Schools choose to send Phone Calls only in emergency situations, but it is up to each
individual school. When a “Phone Call” is sent from this screen, the text will be read by a
computerized/automated voice. To send a recorded voice message, you must use the “Voice
Recording” link. Phone calls are $.10 for each call placed to each contact.
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Default Messages

On this screen, you can change the default message, add new message and view messages
already created.
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Zant Massapas Bt ¥owr info Stwdant

]
WVoice Recordings M_EESR%E Loy Out Mesd Halp?

Default Message
This message is the message that is sautomatically placed into the messages box when you are sending & new message

Default Message Frogress reports wWill be =ens homs on
2,/20/0%. Flease resurn by Friday.

SAVE
These messages are messages that can be wsed o populate the message box when sending & message. You will be able
to click a link and have the text of the message awtomatically placed into the message box

Add new message

Absence
“our child i= on our ab=sentee list today.

To use the Default Message option, click on Send Message link to get to this page.
Choose the default message you would like to send (The message will automatically be
entered into the subject and message body.) and click SEND MESSAGE at the bottom of
the screen. The advantage to using “Default messages” is to save time and typing.

Sand o

Zant MesEapes Bt Yo info Stwssnt a ps o
Volos Recordings Bat DeTauwlt Massaps Lowg Ot Masd Halp 7

Thizs page may take a while to load if you hawe a large number of students.

Choose Groups to send to

I:I 15t Grade’Mrs. Jones I:I 15t Grade/Mirs. Smin I:I 2nd GrageMr. Shaw
I:I 2nd Grage’MIrs. Weathersoy I:I & GrageMar. Cahoun I:I Beta Chud

= TRcuRy [ =oce=an [ ss0mars Sockety
=1 JruErsRyChesTEE0STS [ nzem vm =1 Warky Footmall

SELECT ALL™ will select all students in the data base ewven if they are not listed below.

Choose Students to send to

=~ SELECT ALL ABCDEFGHIJKLMNOPORSTUW WX ™ Z(ALLY Previous S50 MNext SO Shows Al
|:| Evars, BriEney |:| Svans, Kyl |:| Jomes, Wan
|:| Jomes, Tucker |:| Jomesz, hAkeZ |:| Toloer, Linda
Methods [ phone [F] Email [¥ Text
Send At 12/12/2009 E= Defaulk messages
8 - 30 - AM - Select a default
Subject message to use as the
A noe message body
Message Absence
¥our child i=s on cur absentees Lli=ss Pa rent.-'TeJ ;i er
waday.- Conference

93 Character(s) Used - 1 Text Message(s) Needed

Mote: *our schools name and phone number is automaticall added to the end of each phone message, text message and
email. This allows your customers to know who sent them. There is no need to type it in the "Message™ box abowe.

(Long text messages are divided into multiple messages by mobile carriers. Please keep messages short and to the point. )

SEND MESSAGE




Schedule a Reminder
There are also other ways to send messages. What is the difference in Send a Message
and Schedule a Message? The main difference is on Schedule a Message you can send
messages on a reoccurring basis. With the Reoccurring option you can send a message
once, daily, weekly, biweekly, semimonthly, monthly, quarterly, yearly. On the Send
Message link you can only send out a message once. Also, the default option discussed
earlier can only be utilized in the Send a Message page.

Once you click on Schedule a Reminder, it takes you to this Screen. You can also get to
this screen by clicking Student Management.

NOTuFY
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Zant Massapss Editt ¥our Info Studant Mansgamant Schaduls & Indar Groups Schadubad M ' Sand '
Volcs Recordings Sat Datault Messaps Lo Ourt Head Help?

To schedule a reminder, use the search function to find an existing student, OR click the button to create a new
student.

| 4 ADD NEW STUDENT | | & UPLOAD STUDENTS

SEARCH STUDENTS (BY LAST NAME)
AEI-CDEFGHIJKLMHDPQRSTUVWKYIa‘“mm

Download CSYW file containing all students

Then you can search student by last name, as shown below or View All. Let’s send a
message to Tucker Jones.
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To =chedule a reminder, use the =earch function to find an existing student, OR click the button to create a new
student.

[ 4 ADD NEW STUDENT | # UPLOAD STUDENTS

SEARCH STUDENTS (BY LAST NAME)

AELCI:IEFGHI11':SJ{L!-"INC.'l-I:'C.‘tFt.‘E'»TU‘L.I"l.u'l.l')'{"l”i"_'C'."IIE“t

Listings per page
A -

= Jones, Britnev (Faculw)

<« Teresa Jones
< Mike Jones

= Jlones. Mark
< Mark Jones
= Jlones, Tucker
o Teresa Jones
< fadam holland
< Coach Bain
= JlonesZ KMikeZ
< Dad



Click on Tucker Jones and you are now on Managing Tucker Jones. From this screen
you can send him a message once or on a reoccurring basis, edit his information, and
view messages sent to customer.

NOTwFY
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sent Messspss Exit Youwr Info Studsnt a Ssnd
Wolcs Recordings sat Dafault Messags Log Cut Mesd Hip?
Managing Tucker Jones
Edit Student Info
Wiew Messages Sent o Customer
Scheduled Messages
Mext

Hame Subject| Message Start Freguency|Until| Message Action Methods
Tucker Parent'StudentTeacher 121 452009 Once _ 1251452009 Delete Tl
Jones conference today at 3:30pm in o715 AM 07:15 AM Edit

Mrs. Lawrence’s Room 213,
Teresa Parent'StudentTeacher 12/1 452009 Once — 121452009 Celete [TE]
Jones conference today at 2:30pm in o715 AM o07:15 AM Edit

Mrs. Lawrence’s Room 213,
Mike Parent'StudentTeacher 12/1 452009 Once — 121452009 Delete [TE]
Jones conference today at 2:30pm in 0715 .AM 07:15 AM Edit

Mr=s. Lawrence's Room 213.

Schedule New Message

Methods I phene [ Email ] Text

Send At 1201 2/2009 =
12 -~ 15 -~ PM -

Freguency

Subject

Message

By clicking on “View Messages Sent to Customer”, it will show you the messages that
have been sent to Tucker Jones. You will be able to view up to 3 months of Previously
Sent Messages. If you need to review messages sent further back, please contact our

technical support.
I\I l I I,I,I
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Previously Sent Messages

Listings Per Page 25 -

Viewing Messages for Tucker Jones

Show All Messages

Time Student |Contact |[Method Subject |Message Status

12M 272009 Tucker Tucker Text “arsity Football game canceled due to Sent 11:30:09 AM

11:30 AM Jones Jones Message wweather. Will notify when (Reqguired 1 text
rescheduled. message)

12M 242009 Tucker Teresa Text Mike “Warsity Football game canceled due to Sent 11:30:14 AM

11:30 AM Jones Jones KMes=sage [Jones weeather. Will notify when (Reguired 1 text
rescheduled. message)

12M 242009 Tucker Teresa Email Mike “Warsity Football game canceled due to Sent

11:30 AM Jones Jones Jones weeather. Will notify when
rescheduled.

12M 2520059 Tucker Kike Text Kike “arsity Football game canceled due to Sent 11:30:14 AM

11:30 AM Jones Jones Mes=sage [Jones weeather. Will notify when (Reguired 1 text
rescheduled. message)

12M 22009 Tucker Mike Email Mike “arsity Football game canceled due to Sent

11:30 AM Jones Jones Jones wweather. Will notify when
rescheduled.
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Edit Student Info

Click on “Edit Student Info” to get to this screen.

Student Information

First Name
Last Name
Student ID (optional)

Choose Groups

I:l Foomall

D JrvErsRychesrieaders
I:l Inid Erade/hirs. Weshersly

I:l & GradeMr. Calhoun

Primary Contact

Contact Name

Phone Number to call

Email

Mobile Phone Number to text

Additional Contact

Contact Name
Phone Mumber to call

Email
Makile Phone Mumber to text

Additional Contact

Contact Mame
Phone Mumber to call
Email

Mobile Phone Mumber to text

| SUBMIT |
Delete Student

information.

Tucker

Jones

"arsy Foomall

I:l 181 Grade/Mirs. Jomes
I:l 2nd Grade'r. Smaw

I:l Homars Sockty

Tucker Jones

#0171 - 540 - T4 x

601 |- 306 - 6630

Teresa Jones

601 - 506 - 2725 =x

tajones26&@yahoo.or

61 - 506 - 2725

Mike Jones

601 - 720 - 6630 x

mike& remindmycust:

601 |- 720 - 6630

You can add or remove him from groups that apply to him or change any of his contact

O taculy
[ 151 crasenrs. smim
Beta Chin

Remember once you change any information, click submit to ensure the changes have
been saved. (Once you hit Submit, it will show a page that will say “Student information
saved” at the top of the page.

You can also Delete Student at the bottom of the page.
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Scheduled Messages

On this screen you can see what messages have been scheduled in the future. The days
that have messages scheduled to go out are highlighted in blue. In December you can see
that there are messages scheduled to go out on the 12™ and 14"

MYy S OCHDODOL .o

sant Massapas Edit Youwr InTo stwsent Croups Send
WOAES RSCOT IS Sat DTt Meursaape Loy Oust [ —

Scheduled Messages

December 2009
Su ndayl Monday| Tuesday|Wedne sday| Thursday| Friday Saturday
1 =z =] 4 =]
(=3 rd S = ] 10 11 12
13 14 15 16 17 18 19
20 21 2 23 =4 Z5 25
27 28 29 30 31

When you click on a highlighted day, it will take you to this screen.

NOTiFY
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Messages for December, 14 2009 Fo
Customer |[Contact |Time |Frequency|Until Subject| Message Loz Methods | Delete
Tucker Tucker o715 ([Once - Parent'StudentTeacher [T] Delete
Jones Jones AN conference today at 3:30pm in Drelete all with
Mr=. Lawrence's Room 213, =ame
message
Tucker Teresa 0715 |Once - Parent/StudentTeacher [TE] Delete
Jones Jones AN conference today at 3:30pm in Drelete all with
Mr=. Lawrence's Room 213, =ame
message
Tucker Mike 0715 |Once - Parent/StudentTeacher [TE] Delete
Jones Jones AN conference today at 3:30pm in Drelete all with
Mr=. Lawrence's Room 213, =ame
message
Britnew Teresa 07:45 |Weekhr SS252011 Math tutoring today at 4 in Math [TE] Delete
Evans Ewvans A lab. Drelete all with
same
message
Britnew Mike 07:45 |Weekhr SS252011 Math tutoring today at 4 in Math [TE] Delete
Evans Ewvans A lab. Delete all with
same
message

This shows you all of the messages that are scheduled to go out for that day. From this
screen you can see who will be sent a message, the time the message will be sent, the
frequency, when the message is scheduled until, the message itself, the method, and the
ability to delete one message or all the messages with the same message.

Notice on the Frequency column, Tucker Jones’s message is scheduled to go out once,
but the message for Britney Jones is scheduled to go out on a weekly basis. Also, under
Until, her message is schedule to go out until May 2, 2011. This is because she has math
tutoring every week on Monday until that date. (This is a reoccurring message.)

Under Methods, T=text, E=email and P=phone.
10



Sent Messages

This is the screen where you can view the messages for everyone that has already been
sent. You can also view messages that have already been sent for each individual student
by clicking on their name.

MYSCHOOL.COM
Sant Maseapss [Exit Yoour Info Studant Managsmant Scheduls 2 Rsmindsr GIOUpS Schadulad Massagss Eand Massags
Violos Recordings St Defzult Message  LogOut  Mesd Help?
Previously Sent Messages
Listings Per Page 5 -
Time Student Contact |Method Subject |Message Status
121212009 Tucker Jones Tucker Text “arsity Football game canceled Sent 11:30:09 AN
11:30 AN Jones Mes=age due to weather. Wil notify when (Required 1 text
rescheduled. message)
12M 22009 Tucker Jones Mike Text Wike ‘Varsity Football game canceled Sent 11:30:14 AM
11:30 AN Jones Message Jones due to weather. Wil notify when (Required 1 text
rescheduled. message)
121212009 Tucker Jones Mike Email Kike “arsity Football game canceled Sent
11:30 AN Jones Jones due to weather. Wil notify when
rescheduled.
12M 212009 Tucker Jones Teresa Text Wike ‘farsity Football game canceled Sent 11:30:14 AM
11:30 AN Jones Message Jones due to weather. Wil notify when (Required 1 text
rescheduled. message)
121212009 Tucker Jones Teresa Email Kike “arsity Football game canceled Sent
11:30 AN Jones Jones due to weather. Wil notify when
rescheduled.
12102009 Mark Jenes  Mark Text test testing Sent 06:36:05 PM
06:35 PM Jones Message (Required 1 text
message)
093052009 Britnew Wike Text Varsity Come support your warriors Friday | Sent 10:04:31 AM
10:04 AN (Facultyy Evans Message Football night at Porters Chapel. (Required 1 text
Jones message)
053072009 Britney Mike Email Varsity Come support your warriors Friday | Sent
10:04 AN (Faculty}y Evans Football night at Porters Chapel.
Jones
093042009 Britney Teresa Text Varsity Come support your warriors Friday | Sent 10:04:30 AM
10:04 AM (Faculty} Evans Message Football night at Porters Chapel. (Required 1 text
Jones message)
09/30/2009 Britney Tereza Email Varsity Come support your warriors Friday [ Sent
10:04 AN (Facuty}y Evans Football night at Porters Chapel.
Jones
0a/302009 Britnew Teresa Text RCA Jr. Varsity football game cancelled |Sent 05:47:15 AM
09:47 AN (Faculty} Ewvans Message tonight! will notify when (Required 1 text
Jones rescheduled. message)
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Create Groups
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Groups

1=t Grade/Mrs. Jones

dst Grade/Mrs. Smith

2nd Grade/Wr. Shaw

2nd Grade/Nre. Weathersboy
g2th Grade/Mr. Calhoun

Beta Club

faculty

FootBall

Honers Society

jr. varsitvcheerleaders
Waritty Football

Create a New Group

Group Name Math Club

CREATE GROUP

This screen will show you the groups that you have already set up and allow you to create
new groups.

To create a new group, simply type in the name of the group and click “Create Group”. It
will take you to the following screen.

Group: Math club
Rename Group

There are no students in this group.

Add students to this group:

|3

[#: Evans, Britney b

|:| Evans, Kyle
Jones, Mark

Lj'gJunes. Tucker m

] Jones2, Mikez

m

| ADD STUDENTS

Delete this group

Students are listed in alphabetical order. You just check on the students that belong to
this group and click ADD STUDENTS.

You can also rename this group or delete this group from the screen as well by clicking
on the appropriate link.

12



Once you add students to a group, you can double check to make sure you have everyone

added or if you added a student by mistake you can delete that one student. You can also

add students on this screen. A group can be deleted as a whole by clicking at the bottom
on “Delete this group”.

i -
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Volcs Recordings Sat DeTault Massaps Lowg Ot HMesd Halp?

Group: Math club
Bename Group
= Ewans, Britney [Delete

= Jones, Mark [Delete’ [,\\g-
= Jones, Tucker [Delsts

Add students to this group:

I:I Evans, Kyle

[ Jonesz, Mikez

[ Tombert, Linda

| ADD STUDENTS |

Delete this groupm

A group can be renamed by clicking on “Rename Group”. It goes to this screen and all
you do is delete Math club from the box and type in the correct group name and click on
RENAME.

Group Mame Math cub

Le

RENAME

One of the advantages of using the RENAME option, is next year you could change
“First Grade” to “Second Grade”, if you are small school.

13



Voice Recording

Click on Voice Recording and it will take you to this page. To create a new message,
you would first type in the Recording ID and the Number to Call. (Note: When entering
the phone number, the curser will automatically move to the next field.) The computer
will call the number indicated, give you some instructions, and then you record your
message. Once you have finished speaking, it will play the message back to you. It will
instruct you to press 1 to accept or 2 to re-record. It is similar to recording a message on
your voice message or answering machine.

NOTuFY
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Zant Massagas Edit Your info Studant Managamant Scheduls 3 Remindsr GIOUpPS Schadulad Massages Sand Maseaps
oilca Racordings Bt Default Massags Log Out Mead Help?

Available Recnrdings Add a new Voice Recording

Pleaze TEST wour Voice Recording before sending to multiple contacts. Recording ID

Recording Scheool Closing due to Weather
ID Play Test|Send|Deletel . pertocal  601- 506 - 0000
e i ) al

test o > Test [Send |Delete | CALLH"DI\BECOHD |

Note: After recording your message you
can press # or just stop speaking, you will
then hear your message played back to you
and be promted to press 1 to accept or 2 to
re-record.

Refresh List to zee new recordings.

When you press the CALL AND RECORD button, you will directed to the screen below
as you receive your phone call and record your message. Once you record and accept
your message, click on the “Return to your Recordings and Templates”.

NOTuFY

MYSCHOOL.COM
Zant Massapgas Edit Yoowr Infio Studant Manap t scheduls 8 Reming Groups Schadulad M Sand M
oilca Racordings Bot Default Massags Loy Out Nead Halp?

“‘ou will now receive a phone call to record vour message. When vou are done, Return to vour Recordings and Templates.

14



You will notice that the message you just recorded is now under Recording ID.

NOTuFY
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Zant Massages Edit Your info Student Manag t

Viokos Recordings Zst Default Maseags

Schadul Schedulsd Massagss
Masd Halp?

Groups
Log Out

Sand Messags

Available Recordings Add a new Voice Recording

Please TEST your Voice Recording before sending to multiple contacts. Recording I

Recording

(] Play Test|5end|Delete Number To Call B _

schqul o > Test (Send Delete x

closing

school o > est |Send Delete Eitoteal AL BRI

closing due Note: After recording your message you

to weather can press # or just stop speaking, you will

test o > Test |Send |Delete then hear your message played back to you
and be promted to press 1 to accept or 2 to

Refresh List to see new recordings. re-record.

We recommend sending a test message to yourself or one person, to make sure it is
acceptable. You do this by clicking on ‘Test” on the message you want to send. This
screen will appear. You can see below that the voice recording you wanted to send is

“school closing”. Click SEND MESSAGE.

- NOTaFY
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Bt Youer Info Studant t a

WVOIcE RSCOrdings Sat Detauwt Massags

Sant Massapss

pE
Ly Ourt Masd Halp?

Flease test this voice recording by sending it to one person.

Choose Students to send to
4 SELECT ALL

|:| Evars, BrEney

|:| Jomes, Tucker

|:| Evars, Kyl

|:|,.o-as2 Rk

Methods Phone Email Text
Send At 2/12/2009

8 -~ 00 - PM
Subject
Mes=age

15

Previcus S0 Mext 50 Show All

D Jiomes, WAark

|:| Tolbert, Linda



Now you are ready to send out your Voice Recording. Choose the voice recording that
you would like to send out and click on “Send”.
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Wolce Recordings sat DeTault Messags Lo Ouwt Hesd Help?

Available Re cnrdings Add a new Woice Recording

Please TEST your Woice Recording before sending to multiple contacts. Recording ID_

Recording

0] Play Test|Send | Delete Number To Call _ _

schc_lcll o » Test |Send |Delete =

closing

school ] » Test |Send |Delete Eiee 2 BIEC S L

closing due Mote: After recording your message you

to weather can press # or just stop speaking, you will

test ] > Test |Send |Delete then hear your message played back to you
and be promted to press 1 to accept or 2 to

Refresh List to see new recordings. re-record.

Then you would click on who you would like to send the message to. In this case, I
choose Select All to send out a message to all of my students and their contacts. I chose
the time and date in which the message would be sent. Click SEND MESSAGE.

NLI 1Y

MYSCHDODOL.COM

Zant Messapss |Edit ¥ouwr Infio Etwdsnt t a (] Band
odos Rscordings Sat Defautt Messaps Loowmy Oourt Mssd Halp?

This page may take a while to load if you hawe a large number of students.

Choose Groups to =end to

(] P—— = wariy Footall = TRy

I:I JrowarsRpchesrieaders I:I 15t Grade'Mrs. Jones I:I 1st Grade’Mirs. Smih
I:I 2nd GradeMirs. Weatersoy I:I 2nd GraceSMir. Shaw I:I Beta Chud

I:I S Graceir. Cainoun I:I Honors Sockty I:I Mz Clhu

SELECT ALL™ will select all students in the data base ewen if they are not listed below .

Choose Students to send to

~* SELECT ALL Previous 50 Mext 50 Show All

Evars, Brmey % Evans, Kyl \_o'\es hAzrk
Jomes, Tucker Jonesz, Mkel Toloert, Linda
Methods Phone Email Text
Send At 12/12/2008 i=:2]
a8 -« 30 = FM -
Subject
Message

~~school closing-

Mote: ¥ our schools name and phone number is automatically added to the end of each phone message, text message and
email. This allows your customers to know who sent them. There is no need to type it in the "Message™ box abowve.

(Long text messages are divided into multiple mes=ages by mobile carriers. Pleaze keep messages =hort and to the point.)

SEND MESSAGE
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Edit Your Info

On the Edit Your Info page, you will be able to change your password, update your
information, chose your schools sign up code, and choose your automated voice. You
can test each voice by clicking on the play button beside each name. This would be the
voice that reads the message if you chose to send a “Phone call” from the Send Message
page. If sending a message out by Phone, we recommend using the Voice Recording
option, it is clearer and more personal.

INLJ 1 NI 1

MYySCOHOOL.CO M

Zant Massspas Exit voosr indo Stwasnt it = GIOLEpE SChaduisd MeEESRSE Zand MaEERRS
Wokos Recordings ot DeTault Messaps Lo Out M= Halp?
Change Password [:§'

School Information

* School Mame Mike Jones

* Short Hame Mike.J

* SMS Name Mikes Deamo

Address 6158 HWY 25

Citw Brandon

State/Province Mississippa -
Zip/Postal Code 35047

Country United States -

Time Zone Cenoal -

* Phone 828 - 736 - 3586 x
Contact First Name Mike

Contact Last Mame Jones

Email Address mike S remindmycustc

* Email Address for replies mikeSE remindmycustc

Sign Up Code for parents MIKE

* Contact Us to hawve this changed.

Phone Call Options

“Woice Dhiane G
Listen to voice samples:

= Diane - L=

« Dawid ™ >

= William - >

« Emity ™ >

= Callie - E

= Lawrence - >
= Millie - L

Sign up Code for parents:

This is a code that your parents can use to sign up under your school to receive messages.
For a parent to sign up, they would go to www.NotifyMySchool.com and click on the
“Click here to sign up under your school” link on our home page and follow the
directions.
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Things to Remember

Does NotifyMySchool.com require any special software or hardware?

No. You just need access to the Internet. So you can use our system from anywhere you
can access the internet.

Can Students/Parents respond to messages?
Yes. Students/Parents can respond to phone calls, text messages or emails.

Phone Calls
If your student/parent answers the phone, he or she can press “0” while the
message is playing to be routed directly to your office (remember, they will be
directed to the number that is listed as your contact number on your school’s
account). This function does not work if your student/parent accesses your
message from his or her voice mail.

Text Messages and Emails

Students/Parents respond to text messages and emails just as they would reply to
any other text message or email. Their response is then forwarded to your email address
provided in the “Edit Your Info” page.

Will my school’s name show up on Caller ID, Emails, and Text Messages?

Yes. With phone calls, your school’s name appears on the recipient’s Caller ID. Emails
are slightly different. When you sign up for our service, you chose a short name for your
school (10 characters or less) for the “from” address, for example:
“BHS @NotifyMySchool.com”. Your school name and phone number always appears
at the end of all emails and text messages.

What if a Phone Call is not answered?

If a call is not answered, then the message can be recorded on an answering machine or
voice message. If there is no answering machine or voice message available, then the
call will “retry” everyone 5 minutes up to 20 minutes (which means up to 4 times), if not
answered.

When you look under Sent Messages in the “Status” column, it will tell you whether the

call was answered by a human, answered by a machine, not answered, answered by
unknown (This usually means disconnected number).
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What does “Queued’ mean when it is in the “Status” column?

It means that the sending process for that message has been initiated and is waiting to be
sent. It is like it is waiting its turn to be sent. Do not resend the message, just wait and it
will go out.

Why is it when a text message is received by a contact, it will be in the format of 1/2
or 2/2?

It just means that it took 2 text messages to send the message you have typed to go out.
Most single text messages are allowed up to 160 characters. Characters are letters,
spaces, symbols or punctuation etc. When you are typing your message, you will notice a
counter at the bottom of that box. It will approximate how many text messages it will
take to send you message. When sending a text message you want to keep it short and to
the point.

It is ok that a message takes more than one text message to send out; this is just the way it
is formatted. If you were send a text message from your phone, it may be more than one
text message that is being sent depending on the length, it just doesn’t show that when the
person you sent it to receives it.

How do I change my password?

To change your schools password, go to “Edit my Info” link and click on the
“Change my Password” that is at the top of the page highlighted in blue.

Remember to keep your password secure.
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