Information Technology Services

Help Guide

FACULTY: SENDING TEXT MESSAGES TO STUDENTS

Faculty can send text messages to students by using the Connect-ED notification system.
STEP1l: ENSURETHAT STUDENTS HAVE” “ ODPT R BEXITMEEAGES

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 textmessages phone
numberat 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
optiontoA Sel ect one of t he Phontexanetstsaatg eyso uSeeythe dolfod/irglstigdn)d t o

10. Update the form with the appropriate information, and then select “Submit”.

Home Phone Number 2104158452 | Enteran"*" to Remove this Phone Number

Cell Phone Number 2104158452 |  Enter an"*" to Remove this Phone Number

Work Phone Number 2104850555 |  Enter an"™" to Remove this Phone Number
AlternatePhoneNumber1| | Enteran"* to Remove this Phone Number

Alternate Phone Number2 | | Enter an"*" to Remove this Phone Number
Please select the Phone Number that you would like as the Primary ) Home ® Cell O Work
Contact __Bhone Ehone Ehoge
Select one of the Phones that you would like to receive text messages on () Home ® Cell O Work
ifany  Phone Phons Phone
Personal E-Mail Address wan
(Not the userid@mail accd.edu) Po°"e2541@nac.com | Enteran™""toRer

I Submit I Reset

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 Studentds PALS Username (i.e., AJ
ContactType Type the word AStudent o

LastName Type the Studentds Last Name (i .e., ASmith
Status Type the Facultydéds Last Name and First | ni
MobilePhone Type the Phone Number that the St udenthD5psrég
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)
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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

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 EEIEEES [ocated 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 | ocated at t hmatiorowastsuccessfullyo f t h
updatedo wil |l 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 i ED, 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* St utd’e. n

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.
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http://www.alamo.edu/connect.htm
http://www.blackboardconnect.com/

STEP 5: SEND A MESSAGE TO STUDENTS

Connect | |/ I et 1t | ot

To Create a new message:

1 Send a Message

““4 Ready to send a message?
<o Select below:

= Community Outreach

A Emergency Communication

0 Interactive Survey

1. Click the Hometab

2. Click the Community Outreach message button

3. Type in a Title for your message

4. Check delivery type SMS s et s, vt  onvege sl h ms) vo mvid i
(Please note: SMS messages are limited to 128 o 380 O eune

Language:  Englesh vl

characters.) sy Vo

Phone [F] () InMy voke ) Text-To-Speech O Blend-1t 2
?

TIV davices

en to the message.

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

SHS [B] S35 taxt massages wit be delivared 1o seiected call phonws and FOAs
to mobile devices.
6. Click Next
R - t Message Setup _ Create Phone  Create g-mail -~ Create SMS Review -
7. Review your message setup e
8. Click Next to proceed to select contacts
Available Scripts: = =
sms v/ v/ Phone Script A
SMS Script Max 130 characters; Currert count: 129
Msy hwl:dnlr af Allmu:nm at (NAME OF SCHOOL). You Cany
o hartsiadn Open oo Soturt Geod ster m‘m-mmmmm Drectr o
expressed interest in learning more about (NM‘I! or
SCNDOI.) This Sduﬂ'!lY (D-l"!) we ‘v‘lll‘l:’el wﬂ n
{CLEAR ] [ Save thie script for future use uulm o”(:mnhy for m and y:ur parants to learn
dents and enjoy @ tour of the
mmmmllweu-vmunnul
k3 cancel ] [ sueit Chock ] D et

(@ Back ) You have 1,211 contact(s) available. [ Noxt
Select Groups | Advanced Options v Review Selections

To select all contacts in your account and advance to Schedule Delivery, click the Quick Select All button.

To Select Contacts:

Use the dropdown filters to identify a subset of contacts and click Find Contacts. Use the Select All Matching button to add all

1. Filter & To text your entire class, click the Group dropi atching cantacs o your st or &k the view Ik t 398 0f remove Gontacs indidoaly.
. Click the Add List tab to include or exclude additional lists. Click the Review Selections tab to view and edit all lists.
down menu and select the class name (i.e., ENGL1301.090).

. Filter RESET FILTERS . Select . Verify
2. Click the Find Contacts button Type:| single (1) :
Language: All v Matching Contacts Found: Matching Contacts Selected:
Status: Multiple (2) v 506 view 36

3. Select & Click the Select All Matching button e a1 -
. . . . i : Clear Selected
to add all matching contacts to your list. Click the View link to " :

Search fora Name v|

select contacts individually. View Fiter Seections | Review Al Lists? Clck Here
Select or deselect individual contacts using the checkboxes below. % = Prospact & = Student 2 = Faculty © = Staff & = Othar
Viewing 1-45 of 506 records Go to page: >) Page: 10f 12 @
4, Veriyd Conyr m t hat the number Type Hames Select  Type tames Select  Type tame.s Select
this list is correct. Add Lists, if needed. You can click the N ol e 3 T M
. . . . . 2 ACOSTA, DANIELLE 2 ANDERSON, NICOLE X  BEUTEL, DEREK
Review Selections tab to view and edit all lists. S e P T oo
2 ADAMS, EMILIO 2 ANDREAS, JESSICA 2 BLACKHAM, BRIAN
- - - - 2 ADAMS, FRANK 2 ANDREAS, TERRA 2 BLIEFERT, CAROLYN
5. Click Next to proceed with scheduling delivery. N R i) i
X ADVINCULA, JOSE L BAKER, JAMES % BREWSTER, TERI
2 10SE 72 ®  BANKS. DARCIE ¥ * BAIGGS. ALYSSA |
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To Schedule Delivery:

1. Schedule & Select the Central time zonefrom the drop-
down menu.

2. Select either Send my message naw 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 textmessages phone numlasr
noted on page one of this help guide, at least 48 hours
prior to the message being sent by the faculty.

4. Verify @ Make certain that all of your message information
is correct, or click on the appropriate button to make a
change.

5. Co n fi & rBelect Delivery Typeindicating the message
should be sent via SMS.

6. When ready, click the button.
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Schedule Delivery

Select your time zone and when you want your message to be sent.
When you are finished, click Next.

Select your time zone: rPaclﬂc v}

() Send my message now

(+) Send my message on this day:

[Nov v| /|11 v|/ 2008 v|
At this time:
(12 v :[30 v| [pM |

Confirm Your Message

Review the information below for accuracy and click Confirm.

Message: test & test
Delivery Type(s): Phone E—r_ﬂail SMS
=) o) S

Contacts Selected: 9

Unique Dellverie;_;)." 5 Phone Deliveries
= 2 E-mail Deliveries
4 SMS Deliveries

Delivery Date & Time: 11/11/2008 at 12:30 PM (PT) {EDIT'}

Delivery Options: Send message via telephone :?) Advanced Options
Send message via e-mail ?.)
Send message via SMS \?)

#) Confirm J
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To View Delivery Status:

On the Log screen, your message status will indicate
Scheduledr 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 “ ALAMI

From: higheredsupport@blackboardconnected.com Sent:  Fri7/17,/2009 5:08 PM
To: PATTERSON, KENNY
Ce
Subject: Connect-ED Results: Test - 7/17,/2009 at 5:08 PM (CT}
TF you are having trouble viewing the e-mail below, plzase glick here. =
BI kb d Kenny Patterson
ac oar Alamo Faculty
) Alamo Colleges

San Antonio, TX

‘4 Community Outreach

Below is a summary of the Test sent on 7/17/2009 at 5:08 PM (CT).

Message Delivery Statistics

Total Contacts Selected = 1
Total SMS Selected = 1

For support, please call (866) 435-7684 or e-mail
higheredsupport@blackboardconnected.com

Because Communication Matters!

Copyright @ 2008 The NTI Group, Inc. Al Rights Reserved Worldwide.

4

DISCLAIMER: THE BLACKBOARD CONNECT-ED SYSTEM IS ONLY
AUTHORIZED FOR SMS/TEXT MESSAGES AT THIS TIME. OTHER
MESSAGE TYPES (PHONE AND EMAIL) ARE NOT SUPPORTEIRLEASE
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.
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