Sending Messages to Families from ChildPlus — ChildPlus Instructions

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

Make sure the contact information for families is always up to date. The ChildPlus communication system will
not notify you if an email or text message was not received due to an error or out of date contact information.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/Text/Letter
3. Click LM0O0: Blank Email or Text Message to Parents

Services To-Do List Entry Express Management Dashboard | Reports

Select a Report

Administration LiveMessage - Send Email/Text/Letter
Assessment
Attachments )
Category Filter | <ALL> -
Attendance
Number « MName
S LMIOO Blank Email or Text Message to Parents
Community Resources LM21 Closure Motice due to Staff Shortage
R Lm22 Closure Matice due to Staff Shortage-Spanish
Disability gep
DRDP Assessment
FICBIICIIIL_"' alid e
Profess) celopment

Send Email/ Text/Letter

Tm————
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When you select the report, the tab opens so you can select who you want to send your message to.
1. Select Program/Term
2. Select Site (use Advanced Setup to select multiple sites)
Optional: Select Classroom if your site is AM/PM and you are sending the message to only the PM
families, for example.
Select Enrolled
Click Box to Suppress Duplicate Records
5. Once you have made your selection, click Preview Email/Text Message.

W

Services To-Do List Entry Express Management Dashboard | Reports Setup [EUEEEEkthg

S ERELLRE LMOD - Blank Email or Text Message to Parents %

J General || Custom Filters (0) || Individuals | - Exporf™ [0 Preview Email/Text Message
H i ‘-..___________’
Program/Term  Head Start 2021 - 2022 - e
Program Cption | <ALL> v
a T
Group < All Groups > M When you select the report, this tab opens so you can select who you want
to send your message to.
Group By Agency ~ 1. Select Program/Term
- 2. Select Site (use Advanced Setup to select multiple sites)
A ] -
gency Olympic ESD 114 3 Select Enrolled
Site Bud Hawk/Jackson Park Head Start ~ 4. Click Box to Suppress Duplicate Records
Classroom < All Classrooms > - Optional: Select Classroom if your site is AM/PM and you are sending the

message to only the PM families, for example.
Advanced Setup Use Advanced Setup

Once you have made your selection, click Preview Email/Text Message.

Status LAl Group Show Participants - »
E New ® None (® whose enrollment date is between
Accepted S -
0O WEitl?sted () Site (_) that were enrolled at least one day between
¥ Enrolled () Classroom
["] Dropped Begin Date
[ | Drop/Wait Sort Participants By:
L Drop/Accept  Abandoned Date - End Date
[[] completed

[ Abandoned
Additional Criteria (optional)

Status v s -
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When the click Preview Email/Text Message, the Send Message box opens. Data enter as follows:

e Send Via: select what type of message you want to send.

e To: Primary Adult.

e Optional — Cc or Bcc: 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.

e Optional — Reply To: if you are sending an email that needs a reply, enter your email. Parents cannot
reply to text messages.

e Subject: enter the subject of your message.

e Description: enter the description for Communication Log (your message will automatically save to
the communication log for each family who receives the electronic message).

e Message Body: type your message.
Important: Before sending your message, click View Individuals to verify who will receive or not
receive the message. See more information below.

e Optional: send a test message. See more information below.

Send Message
Select what type of message
Email and text you want to send.

send Via:  Email and text Email only (allows Attachments) -
Text message only

Ta: Primary Adult - 11 Individuals < Yiew Individuals >

e Click View Individuals to verify whao will

fec: receive or not receive your message.
e %For email messages, you can enter }‘

your email if you want to parent to reply. | The Reply-To setting only applies to emails. _
Replies from text messages are not supported by ChildPlus.

Reply-To*

Subject:
}e the subject of your message. |

This message will be logged in Family Services under the Communication Log event using the information below.

Description
Agency Worker  Use each family's case worker - | Egﬁ%ﬁg{;igﬁsg for the |
Total Time 0 Haurs | Use each family's case worker

Message Body

Select an agency worker Choose Select an Agency Waorker to select your
name as the agency worker identified in the
Communication Log.
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Type your message here.

Type your message. ’

f' ™

Click Send Message to send the
message to the families who will
receive it electronically.

For families who will not receive the
electronic message, you need to
share the information a different way
and document in Communication Log.

You have the option to send
a test message before you
send the message.

o

Messages regarding emergengi d not be sent via LiveMessage's texting feature. O ones that have been opted in will receive text mess:

Send Message C
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When you click View Individuals, 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.

Message Recipients
11 Individuals

1 individuals will not receive this message electronically

Copy these 1 individuals to clipboard

Print paper letters for these 1 individuals
Participant Mame Adult Name

Adult Type Cell Phone

Email Address
- Individuals who will not receive this message electronically (1):

Reason

A Primary Acult
+ Individuals who will receive this message electronically (10):

MNo email address, no cell phone opted in

This parent will not receive your LivelMessage. You must provide the

information some other way and document manually in
Communication Log.

When you click Send a Test Message, the following box opens for you to send a preview email or a preview
text message.

Send a Test Message

This allows you to send a preview message to yourself so you can verify the format and content of the message before sending.

Email Address ksandenD@Desd114.Drg| Cell Phone Mumber

Send Preview Email Send Preview Text Message
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Example of Preparing an Email with an Attachment and Sending Preview Email

send via: | Email only (Allows Attachments) -

To: Primary Adult | 16 Individuals View Individuals

Cc

Beo

Reply-To:* * The Reply-To setting only applies to emails.

Replies from text messages are not supported by ChildPlus.
Subject: | Parent Workshops This Week

attachments:™ | 2022 Parent Workshop Flyer.pdf (1MB) Add Attachment

Remove * 10MB limit

Click Add Attachment to
select the file to attach to

This message will be logged in Family Services under the Communication Log event using the information below. your email

Description Parent Workshop Reminder
Agency Worker | Select an agency worker ~  Sandeno, Karen A
Total Time 0 Hours 0 Minutes

Message Body

Calibri -1 - B I UAN A= =|s|l=== =
Parent Workshops This Week!! Please join us via zoom. The attached flyer has the dates, times and
zoom link.
Regards,
Karen

Messages regarding emergencies should not be sent via LiveMessage's texting feature. Only cell phones that have been opted in will receive text messages.

Send a Test Message Cancel

&Repl}r r[;C}l_RepI)rAII E*,Farward
Mon 1/31/2022 2:02 PM
School Message <SchoolMessage@childplus.net>
Parent Workshops This Week

To  Sandeno, Karen

0 If there are problems with how this message is displayed, click here to view it in a web browser,

2022 Parent Workshop Flyer.pdf
A p Flyer.pdr
(L ETEN A

Parent Workshops This Week!! Please join us via zoom. The attached flyer has the dates, times and
zoom link.

Regards,
Karen
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