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How to send an Intouch Notification 

1. Click on NEW NOTIFICATION 

 
 

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

  
3. Name your Notification, Example; LHHS TECH TEAM, Do NOT leave the system generated 

“General” title. Example; General – 11-23-2020 0900  

 
 

4. Select Your Group(s) 
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5. Next, add additional recipients, click continue 

 
 

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

 
 

7. Click on New Message  
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8. Select the message type you would like to use. USE BOTH EMAIL AND TEXT. 

 
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.  

 
10. Type your email message, when complete, click on the Text Message tab.  
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11.  Text Message; enter your SCHOOL first, enter message, click save message  

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

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

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

 
15.  Select the report you would like to view.  

 

 

• The Emergency selection is for after school hour use and will do a single blast.  
• Emergent Notifications are to be sent out by the Superintendent or Site 

Principal only. 
• Take your time when setting up a notification, a second set of eyes is always 

helpful catching errors before hitting the send button.  

 

 


