Sending Email Messages to Families from ChildPlus — CPOnline Instructions

These instructions show you how to send an email message to all the families in your classroom or on your
caseload. These messages (known as LiveMessage) automatically save to the Communication Log. Your email
can include attachments.

Make sure the email address for families is always up to date. The ChildPlus communication system will not
notify you if an email was not received due to an error or out-of-date contact information.

Preparing Your LiveMessage

1. Go to Reports Tab
2. Select Send Email/Letter (or you can search for LM00)
3. Click LM00: Blank Email Message to Parents
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When you select the report, the tab opens so you can select who you want to send your message to.

Program Term: Select one or more Program Terms
Location: Select one or more Sites and/or Classrooms/Caseloads
Enrollment Status: Select Enrolled

Sort By: Select LastName (or other option you want list to sort by)
Click Preview Email
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When the click Preview Email/Text Message, the Send Message box opens. Data enter as follows:
e To: Primary Adult (default for LM00).
e (Cc or Bcee: Optional. A copy of your email can be sent to someone else. For example, copy to the
home visitor or teacher for shared families or copy to your supervisor if that is requested.
Reply To: Optional. If your email needs a reply, enter your email.
Subject: Enter the subject of your email message.
Attachments: Click Add Attachment if you have a document to attach to the email.
Description: Enter the description for Communication Log (your message will automatically save to
the communication log for each family who receives the electronic message).
Agency Worker: Click Select an agency worker. Select your name.
e Message Body: type your message.

After preparing message:
e Click View Recipients before sending to verify who will receive or not receive the email message.
See more information below.
e C(Click Send after viewing recipients.
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When you click View Recipients, a report opens that tells you if any individuals will not receive the message.
For families who will not receive the message, you will need to contact them individually and document
manually in Communication Log.
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