How to send an Intouch Notification

1. Click on NEW NOTIFICATION

>

: intouch Lake Havasu Unified School

K. 7\
+ New Notification Notification List n ‘ Reports

Notification Name User Date Time State  Recipier

[Home Recipients~ User~ Admin® My Account Help

wursday, August 20,2020 Helanie Torgers

2. A dropdown will appear, select your message type, typically GENERAL
|

+ ‘ New MNotification E—

| General =
[ Emergency F:% ]
Advanced [ ]

User

Single Message Shelle

Melani

Kelly C

Kellv C

3. Name your Notification, Example; LHHS TECH TEAM, Do NOT leave the system generated
“General” title. Example; General — 11-23-2020 0900

New General Notification

This wizard will guide you through the creation of your notification in only a few steps. Use this method to reach your recipients for emergencies and other ger

1. Recipients » 2. Scheduling » 3. Messages

Notification Title: [LHHS TECH TEAM <~

Recipients

4. Select Your Group(s)

[ &l Students [

e | WELE B Enter keywords + Check all 2 Uncheck all

My Groups -

| B3 Al Students |

[ Havasupai Meal Benefits Expired
[ MEAL BENEFITS EXPIRING
i« In| [JMeals for Distance Learners (text)

[ Meals for Distant Learners Group 7

[ m

— - - . - - —
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5. Next, add additional recipients, click continue

Recipients

All Students B

| Addmgﬁ\\ipiems
a4
Phone |

Email |gailLkulp@lhusd.org. paulinewhiteside@lhusd.org
SMS 2287339561 |

[ Canca™] "Contnie>>")

6. Schedule your notification or select Run Once, Click Continue

Notification Title: |Te5t 123

Scheduling the ion

The Run Once opfion allows the nofification to run at any future date
and fime.

Run Once

Run Now . - .
Start Time and Date: | Ryn Dail\,f ﬂ 8/20/2020 v E[l:ttlelrC Lr;ii I:1amng and ending times and dates for this

Ends: 8:00 PM :|

7. Click on New Message

Motification Title: |LHHS TECH TEAM

Messages

No messages cumrently defined.
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8. Select the message type you would like to use. USE BOTH EMAIL AND TEXT.

Messages

Primary Message: When checked this message will be delivered to all recipients unless
a message is otherwise specified for their language.

[ e I b=lEmail Message I B Text Message

Subject: [LHHS TECH TEAM UPDATE |

Body:
Arial $ Default T+ B I U S = 99 «» = == A

® =2 &)

FACEBOOK BLOCKED

O Preview

If you select Text-to-Speech as well, you MUST start with the school name.

If you select Voice Recording messages, you must include the school name at the
beginning. Anything over 30-45 seconds is too long.

9. Enter Subject Topic for the EMAILS, START with your school and then topic.

Messages

Primary Message: When checked this message will be delivered to all recipients unless
a message iz otherwise specified for their language.

(= voice Message | [-1Email Message [ Text Message Translation:

Subject: | LHHS TECH TEAM UPDATE |

Body: e
Arial $ Defaut * B I U &5 = 99 & = = A K
*E®
 Preview FACEBOOK BLOCKED
10. Type your email message, when complete, click on the Text Message tab.
Messages
Primary Message: ¥Wwhen checked this message will be delivered to all recipients unless

a message is otherwisze specified for their language.

I U8 voice Message I b=l Email Message I [ Text Message

Subject: [ LHHS TECH TEAM UPDATE |

Body:
Arial

® @= @)

FACEBCOOK BLOCKED

Default : B I U S5 = 99 « = = A &

O Preview
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11. Text Message; enter your SCHOOL first, enter message, click save message

Messages
Primary Message: (hen checked this message will be delivered to all recipients unless
essage is otherwise specified for their language.

(2] Voicfessage [>~] Email Message @ Text Message m

Me » |LHHS, TECH TEAM ANNOUNCEMENT

10 Preview

© Only SMS characters are allowed {more info)
© Your message has room for 278 more characters.

12. This is where you can go back and edit or click Continue.

MNotification Title: |LHHS TECH TEAM

Messages
Language Message T@
Englizsh (Primary) L"‘JE] Edit | Remove | Translate

New Message

13. Double check recipients, is that number correct? If so, click Save Notification

1. Recipients » 2. Scheduling » 3. Messages » Review Nofification

Notification Title: |LHHS TECH TEAM

_ Recipients: 1

Runz: Once
Starts:  11/24/2020 5:00 PM
Ends: 11/24/2020 8:00 PM

Messages: Language Message Types

English (Primary) =]

Your message will now go out as scheduled.
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14. To follow up with your sent Notification, go to Reports:

+ New Notification Notification List n ‘ Reports

15. Select the report you would like to view.

m ‘ Reports

Verification

I Analysis —
Individual Call History
Responses

Teacher Message History

e The Emergency selection is for after school hour use and will do a single blast.

e Emergent Notifications are to be sent out by the Superintendent or Site
Principal only.

e Take your time when setting up a notification, a second set of eyes is always
helpful catching errors before hitting the send button.
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