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FACULTY:  SENDING TEXT MESSAGES TO STUDENTS 

 
Faculty can send text messages to students by using the Connect-ED notification system.   
 

STEP 1:  ENSURE THAT STUDENTS HAVE “OPTED-IN” TO RECEIVE TEXT MESSAGES 

 
Connect ED will send text messages to the phone number provided by students.  Students are prompted to enter phone 

number information as they register for classes.  To prevent delivery delays, students must enter their text messages phone 

number at least 48 hours prior to the message being sent by the faculty.  The Updating Emergency Contact Information 

(Student) Help guide describes how students can update their phone number.  Step 10 of the help guide gives students the 

option to ñSelect one of the Phones that you would like to receive text messages on, if any.ò   (See the following screen) 

 
 
Note:  The phone provided by students will be used by Alamo Colleges for critical emergencies; however the same phone 

information can be used by Faculty to send non-critical emergency text notices.   
 

STEP 2:  CREATE YOUR LIST OF STUDENT CONTACTS (.CSV file) 

 
Use the following template to create your student contact list: Connect-ED Importing Student Contacts.  Fill out the 

template as noted in the table below.  In order to import your contacts into your Connect-ED account, your finalized 

data file must be saved in a comma-delimited (.csv) file format. 

 

FIELD NAME  

ReferenceCode Type the Studentôs PALS Username (i.e., ñJSMITH1333ò) 

ContactType Type the word ñStudentò 

LastName Type the Studentôs Last Name (i.e., ñSmithò) 

Status Type the Facultyôs Last Name and First Initial.  (i.e., ñPatterson, K.ò) 

MobilePhone Type the Phone Number that the Student provides for receiving text messges (i.e., ñ(555)555-5566ò) 

SMSPhone Type the same Phone Number included in the MobilePhone field 

Group Type the Class and Section that the student is enrolled in.  (i.e., ENGL1301.090) 

Help Guide 

http://www.accd.edu/it/pdf/helpguides/Students%20-%20Updating%20Emergency%20Contact%20Information.pdf
http://www.accd.edu/it/pdf/helpguides/Students%20-%20Updating%20Emergency%20Contact%20Information.pdf
http://www.accd.edu/it/pdf/helpguides/Students%20-%20Updating%20Emergency%20Contact%20Information.pdf
http://www.accd.edu/it/pdf/helpguides/Connect%20ED%20-%20Importing%20Student%20Contacts.csv
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STEP 3:  LOGIN TO CONNECT-ED 
 
1.  Go to www.alamo.edu/connect.htm which will direct you to the Connec-ED website Or go directly to the Connect-ED 

website:  www.blackboardconnect.com. 

 

2.  Click located at the top right 

 

3.  Your Username is the same as your PALS Username (i.e., kpatterson13) 

 

4.  Your Password is the first two letters of your Last Name (in capital letters), followed by the last six digits of your SSN.   

 
Did you forget your Username and/or Password?  Click the Get Help Here link. Enter your Username or E-Mail Address. Your 

Username and Password will be sent to your E-Mail. 

 

 

Change Your Password (Optional) 

 

1.  Once logged into the Connect-ED system, click the Account Info link, located on the upper right corner of the screen. 

 

2.  Enter a new password in the Password and Re-enter Password fields.  Passwords must contain at least six characters 

(alpha and/or numeric). 

 

3.  Click the Save button located at the bottom of the screen.  The message ñYour Personal Information was successfully 

updatedò will appear toward the top of the screen. 

 

 

STEP 4:  IMPORT YOUR CONTACTS 

 
You can import contact information into your Connect-ED account by using the comma-delimited (.csv) data file. 

 

1.  Once logged in to Connect ïED, click the Contacts tab. 

 

2.  Click the Import Contacts button.  The Contacts Importer page will display. 

 

3.  Click the Browse button.  

 

4.  Select your .csv file for import. 

 

5.  Click Open. 

  

6.  Click on the Contact Type drop-down box and select “Student”. 

 

7.  Click Import at the bottom of the Contacts Importer page and wait while your data is loaded into your Connect-ED 

account.  When the import is complete, the results will display on your screen.  You will be shown the number of contacts 

inserted (new contacts), contacts updated (for existing contacts), contacts rejected (no last name or no phone provided), and 

contacts with errors.  If there are errors on individual records, specific details will be provided.  Feel free to make any 

corrections to your data file and run the import process again.  Also, once imported, you can select a specific contact to edit 

the contact information that displays on the screen.  Please ensure that you SAVE once all changes have been made. 

 

 

 

 

 

http://www.alamo.edu/connect.htm
http://www.blackboardconnect.com/
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STEP 5:  SEND A MESSAGE TO STUDENTS 

 
 

To Create a new message:  

 

 

1.  Click the Home tab 

 

2.  Click the Community Outreach message button 

   

 

3. Type in a Title for your message 

 

 

4.  Check delivery type SMS 

(Please note: SMS messages are limited to 128 

characters.) 
 

 

5.  For SMS, enter a short text message to be sent  

 

to mobile devices. 

 

6.  Click Next   

 

7.  Review your message setup  

 

8.  Click Next to proceed to select contacts  

 

 

 

 

 

 

 

 

To Select Contacts:  

  

1.  Filter ð To text your entire class, click the Group dropï

down menu and select the class name (i.e., ENGL1301.090). 

 

2.  Click the Find Contacts button 

 

3.  Select ðClick the Select All Matching button  

to add all matching contacts to your list. Click the View link to 

select contacts individually.  

 

4.  Verify ðConýrm that the number of contacts selected for 

this list is correct. Add Lists, if needed. You can click the 

Review Selections tab to view and edit all lists.  

 

5.  Click Next to proceed with scheduling delivery. 

 

 

 
 

 

 
 

 

 



 
 

Version 1.0                                                                                Aug. 19, 2009 

 

To Schedule Delivery: 

1.  Schedule ðSelect the Central time zone from the drop-

down menu.  

 

2.  Select either Send my message now or use the drop-down 

menus to schedule delivery by selecting Send my message on 

this day (and time).   

 

3.  Click Next  

 

Note for Faculty:  To prevent delivery delays, students 

must have entered their text messages phone number as 

noted on page one of this help guide, at least 48 hours 

prior to the message being sent by the faculty. 
 

 

4.  Verify ðMake certain that all of your message information 

is correct, or click on the appropriate  button to make a 

change.  

 

5.  Confirm ð Select Delivery Type, indicating the message 

should be sent via SMS. 

   

6.  When ready, click the  button. 
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To View Delivery Status:  

 

On the Log screen, your message status will indicate 

Scheduled or Sending.  Your message will be sent when 

scheduled.   

 

You will also receive an email message containing Message 

Summary Results. 

 

Students will receive the text message and will see the 

message as sent from “ALAMO INFO”. 

 
 

 

 

 

DISCLAIMER: THE BLACKBOARD CONNECT-ED SYSTEM IS ONLY 

AUTHORIZED FOR SMS/TEXT MESSAGES AT THIS TIME.  OTHER 

MESSAGE TYPES (PHONE AND EMAIL) ARE NOT SUPPORTED. PLEASE 

ONLY UTILIZE THE SYSTEM TO SEND SMS/TEXT MESSAGES.    
 

 

Technical Support - Answers to most common questions can be found by clicking  within your Connect-ED account. For technical 

assistance, please contact Support Central at (210) 485-0555 and select Option 4.   

 

 


