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Introduction

The Newsletters feature was integrated into our Message Builder to make it easier for you to create beautiful
emails quickly and easily. This feature does not replace the Stationery feature but works as its own separate
feature.

This guide will provide you with the instructions on how to enable the feature for user and walk you through how
the feature works.

Note: This is a feature that needs to be enabled for your district by SchoolMessenger Support.

Enabling Newsletters

To use Newsletters, you will need to enable the feature for any user that will be creating, publishing or sending
broadcasts using Newsletters.

As a system administrator, click the Admin tab and then the Profiles tab.
Find a profile you wish to assign permissions for and click the Edit button.

To allow users with your chosen profile to create newsletters, scroll down to the Messaging Options section and
click the box Can Create Newsletter.

SITLENITOTTRT _"’

Can Create &
Newsletter

To allow users with your chosen profile to publish newsletters, scroll down to the Publish/Subscribe Options
section and under the Publish section, click the box for Messages/Newsletters.

To allow users with your chosen profile to use the newsletters as a template for their messages, scroll down to the
Publish/Subscribe Options section and under the Subscribe section, click the box for Messages/Newsletters.

PUBLISH/SUBSCRIBE OFPTIONS

Publish & Allow publishing these types:

Messages/Newsletters
[ Lists

Subscribe © Allow subscribing to these types:

Messages/Stationery/Mewsletters
U Lists

Click the Save button to save your changes and return to the Access Profiles page. Any users that are using the
selected profile type will now be able to perform the action you gave them permission for.

©2023 SchoolMessenger. [06012023]. All rights reserved. May not be reproduced without express written permission. 3
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Note: If a user has Restrict to Stationery enabled, they will not be able to see any created newsletters when
they send a broadcast.

If they select the Email channel when creating a broadcast and no Stationery is available, they will receive a
warning informing them that there is no stationery available and to contact their Organization’s System
administrator. They will not be able to continue and create an email.

Creating a Newsletter

To create a newsletter, click the Broadcasts tab and then the Messages sub-tab. Click Add New Newsletter
and you'll be taken to the Newsletter Editor page.

Dashboard Broadcasts Reports System Admin

Lists lMessages Broadcasts Templates Posts Classroom Responses Tips SDD

Message Builder

My Messages @ Add New Message @ Add New Stationary =] Adew MNewslatter .0 Subscribe to Msg/Stationery/Newsletter

Note: If you do not see the Add New Newsletter option, your account does not have permission to create
newsletters.

Select a Newsletter Name and a Description that reflects the content of the newsletter and will also help you
easily distinguish this newsletter from a list.

Select a Layout from the drop-down menu. You will see a preview appear in the layout preview section.

Click the Next button to continue to the Editing page.

Dashboard Broadcasts Reminders Reports System Admin

Lists Posts Classroom Surveys Forms Responses Tips SDD

Newsletter Editor

Newsletter Layouts

Newsletter Name & Welcome Back to School! O cude

Description @ | Back to School Newsletter

Layout @ Topic Overview

Email Layout Preview:

Scho )l Name
Ne: .. ‘e ter

Once you land on the Newsletter editing page, you can customize the template by moving, adding and editing the

content components.

©2023 SchoolMessenger. [06012023]. All rights reserved. May not be reproduced without express written permission.
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Name @ Welcome Back to School!
Description @ Back to School Newsletter

Newsletter oo I = =
B8 conTent B rows EF semine

| John Adams Elementary

ROW PROPERTIES B o v
Newsletter

w background color .ur?rw

No content here. Drag new from ‘Content’ panel
transparent

@©

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer feugiat ut nibh at rutrum. Vivamus at
massa aliquet, fringilla magna id, commodo ante. Duis dignissim a quam et convallis. Mauris iaculis
volutpat elementum. Suspendisse luctus, enim sit amet luctus consequat, orci felis venenatis sem,
sed aliquet urna nisi feugiat ex

COLUMN PROPERTIES
Sed ac facilisis orci. Suspendisse potenti. Aliquam bibendum tellus sit amet risus dapibus, quis

maximus quam pulvinar. Quisque nec velit mattis eros posuere auctor nec id metus. Duis quis Column 1

tristique arcu. Donec molestie maximus ligula, sit amet semper est venenatis.I'm a new Text block
ready for your content.

transparent

Calendar Enroliment Student Services SAeis st

Topic #1 Topic #2 Topic #3

Lorem ipsum dolor sit amet, Lorem ipsum dolor sit amet, Lorem ipsum dolor sit amet,
consectetur adipiscing elit. consectetur adipiscing elit consectetur adipiscing elit.

Integer feugiat ut nibh at Integer feugiat ut nibh at Integer feugiat ut nibh at
L \ : " A . L \ +

¥ Preview

To edit the existing content blocks in the template: Click within the content area. Depending on the content
type, different options appear under the Content tab to the right of the editing pane.

To add arow section to the newsletter: Click the Rows tab and select which row type you'd like to add. Drag
and drop the row selection to wherever you like in the newsletter.

To add a new content block to the newsletter: Click the Content tab and select which type of content block
you’d like to add. Drag and drop that content block to wherever you like in your newsletter.

To delete or duplicate a row or content block in the newsletter: Click within the content area and click the
trash icon to delete or the paper icon to duplicate.

To edit the general settings of your newsletter: Click the Settings tab to adjust the width of the content area,
the background color, content area background color, the default font face, and link colors.

The Content Tab

The Content tab is where you will go to add various content blocks throughout your newsletter. Here, you will
also see the different customization options for every content block you activate.

Text Content

When a text content block is activated, options for font size and color, text spacing and line height appear under
the Content tab to the right of the editing pane. Many font editing options also will appear in a mini-editing bar
above the selected text so you can further customize your content.

©2023 SchoolMessenger. [06012023]. All rights reserved. May not be reproduced without express written permission. 5
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Name @ Back to School 2021
Description

Newsletter oo =
B8 conTent = rows £ sermines

CONTENT PROPERTIES jm§ v
Text color i #555555
Link color B #o07089
Line heigh =
- . i)

Quicklinks Title 1
Letter spacing -l e

- School Supplies Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer

 Homework Help feugiat ut nioh 2t rutrum. Vivamus at massa aliquet, Tingila magna [ ——

id, commodo ante. Duis dignissim a quam et convallis. Mauris iaculis

- Lunch Menu volutpat elementum. Suspendisse Iuctus, enim sit amet luctus

Padding More options

consequat, orci felis venenatis sem, sed aliquet uma nisi feugiat ex
- Calendar

Sed ac facilisis orci. Suspendisse potenti. Aliquam bibendum tellus i
- sit amet risus dapibus, quis maximus quam pulvinar. Quisque nec Allsdes
: velit mattis eros posuere auctor nec id metus. Duis quis tristique o |+
E arcu. Donec molestie maximus ligula, sit amet semper est venenatis.

The following options are available under the Content tab to the right of the screen:

Text Color: Select a color from a palette by clicking the color square or enter the specific hex color code in the
field next to the color square.

Link Color: For any links with the content block, select a color from a palette by clicking the color square or enter
the specific hex color code in the field next to the color square.

Line Height: Select how far apart the text is aligned.
Padding: Adjust the space between the text and the borders of the content block.

Hide On: Select if you would like this particular content block to be hidden when viewed on either a desktop or
mobile device.

Image Content
When an image content block is clicked without an image inserted, no options appear under the Content tab
editing pane.

To add an image to an image content block, click the Browse button located within the image content block.
You'll be taken to the File Manager page. Once an image is inserted into an image content block, options to edit
the image will appear under the Content tab.

O CONTENT = rows =l semnes
School Name
NEWSLETTER f v @©in
Issue #1 | September 2019 T E =\
IMAGE BUTTON

Title 1

DIVIDER SOCIAL HTML

i
@

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer feugiat ut nibh at rutrum. Vivamus at
massa aliquet, fringilla magna id, commodo ante. Duis dignissim a quam et convallis. Mauris iaculis
volutpat elementum. Suspendisse luctus, enim sit amet luctus consequat, orci felis venenatis sem,
sed aliquet urna nisi feugiat ex.

VIDEO ICONS

©2023 SchoolMessenger. [06012023]. All rights reserved. May not be reproduced without express written permission.
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The following options are available for adding an image:

® Upload: Upload a saved image straight from your desktop.
® |mport: Insert a link from an image hosted online.

Select the image you would like for that content block by clicking Insert.

— ] ] °

# t a B

— A Screen Shot 2020-07-20
pAKE RS
\LE
& ov TN

+ DATE

s+ Note: In order to store specific images in the folder, you'll need to create the folder first and upload the images
directly into the folder. You don’t have the option to drag already uploaded images into a newly created folder.

Once an image is inserted, the following options are available under the Content tab to the right of the screen:

Auto Width: If enabled, automatically sets the width of the image. If disabled, you can quickly adjust the width of
the image by sliding the dial on the scale.

Align: If the image width is smaller than the content block width, you can align the image to the right, middle or
left of the content block.

Dynamic Image: When this is enabled, URL becomes the location of a sample image shown in the editor.
Dynamic URL will be used in the HTML code. The size of the dynamic image will be set based on the sample
one, so use a sample image of the same size.

Change Image: Click to switch the image to another image.

Apply Effects & More: Click to edit the image by applying a filter, resizing or cropping, and many other options.

Alternate Text: Enter an alternate text description for the image.

Action: Insert a link that will either open a web page, send an email, make a call, or send a SMS when clicked.
You will need to insert the link file in the field provided.

©2023 SchoolMessenger. [06012023]. All rights reserved. May not be reproduced without express written permission. 7



Newsletters User Guide

>

SchoolMessender®

Padding: Adjust the space between the text and the borders of the content block.

Hide On: Select if you would like this particular content block to be hidden when viewed on either a desktop or

mobile device.

School Name

NEWSLETTER

Issue #1 | September 2019

Title 1

sed aliquet urna nisi feugiat ex.

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer feugiat ut nibh at rutrum. Viva '@' g
massa aliquet, fringilla magna id, commodo ante. Duis dignissim a quam et convallis. Mauris iaculis
volutpat elementum. Suspendisse luctus, enim sit amet luctus consequat, orci felis venenatis sem,

©2023 SchoolMessenger. [06012023]. All rights reserved. May not be reproduced without express written permission.

oo =
B8 content = rows & semnines

CONTENT PROPERTIES v

Auto width a@

20% 100%
81%
Full width on mobile
Align =
Dynamic image
m AR allecir 8 oy
Url | https:/asp-devsa.testschoolmessenger.com/midlandhigh/vie

Image name: viewimagefile.php?id=4&cid=5 1595
bee=d0f23d9fe 1b5e03045368cd628fedd53ee56eafdabdb796572
7b05d042de7ee6

Alternate text Alternate text

ACTION

Image link Open web page W

url

Link file
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Button Content

Buttons can be used to insert an action into your newsletters.
Once activated, the following options are available under the Content tab to the right of the screen:

Action: Insert a link that will either open a web page, send an email, make a call, or send a SMS when clicked.
You will need to insert the link file in the field provided.

Auto Width: If enabled, automatically sets the width of the button. If disabled, you can quickly adjust the width of
the button by sliding the dial on the scale.

B8 conrent = row B sermnes

CONTENT PROPERTIES Tar v
Title 1 Lk type B
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer feugiat ut nibh at rutrum. Vivamus at url

massa aliquet, fringilla magna id, commodo ante. Duis dignissim a quam et convallis. Mauris iaculis
volutpat elementum. Suspendisse luctus, enim sit amet luctus consequat, orci felis venenatis sem,
sed aliquet urna nisi feugiat ex.

BUTTON OPTIONS
Sed ac facilisis orci. Suspendisse potenti. Aliquam bibendum tellus sit amet risus dapibus, quis
maximus quam pulvinar. Quisque nec velit mattis eros posuere auctor nec id metus. Duis quis
tristique arcu. Donec molestie maximus ligula, sit amet semper est venenatis.I'm a new Text block
ready for your content.

o
Topic #1 D Topic #2 Topic #3 ¢ ind . #39396C

Lorem ipsum dolor sit amet, Lorem ipsum dolor sit amet, Lorem ipsum dolor sit amet,
consectetur adipiscing elit. consectetur adipiscing elit. consectetur adipiscing elit.
Integer feugiat ut nibh at Integer feugiat ut nibh at Integer feugiat ut nibh at
rutrum. Vivamus at massa rutrum. Vivamus at massa rutrum. Vivamus at massa
aliquet, fringilla magna id, aliquet, fringilla magna id, aliquet, fringilla magna id,
commodo ante. Duis dignissim  commodo ante. Duis dignissim  commodo ante. Duis dignissim
a quam et convallis. Mauris a quam et convallis. Mauris a quam et convallis. Mauris
iaculis volutpat elementum iaculis volutpat elementum iaculis volutpat elementum.

HEffefE

Background Color: Select a color from a palette by clicking the color square or enter the specific hex color code
in the field next to the color square.

Text Color: Select a color from a palette by clicking the color square or enter the specific hex color code in the
field next to the color square.

Align: Align the button to the right, middle or left of the content block.

Line Height: Select how far apart the text is aligned.

Border Radius: Select how rounded you would like the edges of the button to be.
Content Padding: Adjust the space between the text and the borders of the button.
Border Padding: Adjust the width size of the borders of the button.

Hide On: Select if you would like this particular content block to be hidden when viewed on either a desktop or
mobile device.

©2023 SchoolMessenger. [06012023]. All rights reserved. May not be reproduced without express written permission. 9
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Divider Content

Insert a divider wherever you need a line in your newsletter to divide content.

B3 CcoNTENT = rows & sermnes
CONTENT PROPERTIES jmj v
Tra
Title 1 Sold 2
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer feugiat ut nibh at rutrum. Vivamus at Line
massa aliquet, fringilla magna id, commodo ante. Duis dignissim a quam et convallis. Mauris iaculis . 5 + #BBBBBB

volutpat elementum. Suspendisse luctus, enim sit amet luctus consequat, orci felis venenatis sem,
sed aliquet urna nisi feugiat ex.

Sed ac facilisis orci. Suspendisse potenti. Aliquam bibendum tellus sit amet risus dapibus, quis
maximus quam pulvinar. Quisque nec velit mattis eros posuere auctor nec id metus. Duis quis
tristique arcu. Donec molestie maximus ligula, sit amet semper est venenatis.I'm a new Text block
ready for your content. Align —

BLOCK OPTIONS

Enrollment Student Servicéim =
Padd 3 Mc option:

Topic #1 Topic #2 Topic #3

Lorem ipsum dolor sit amet, Lorem ipsum dolor sit amet, Lorem ipsum dolor sit amet,
consectetur adipiscing elit consectetur adipiscing elit. consectetur adipiscing elit.
Integer feugiat ut nibh at Integer feugiat ut nibh at Integer feugiat ut nibh at
rutrum. Vivamus at massa rutrum. Vivamus at massa rutrum. Vivamus at massa
aliquet, fringilla magna id, aliquet, fringilla magna id, aliquet, fringilla magna id,
commodo ante. Duis dignissim  commodo ante. Duis dignissim commodo ante. Duis dignissim
a quam et convallis. Mauris a quam et convallis. Mauris a quam et convallis. Mauris Hide on Desktop Mobile
iaculis volutpat elementum. iaculis volutpat elementum. iaculis volutpat elementum.

Once activated, the following options are available under the Content tab to the right of the screen:

Transparent: If disabled, your line is visible. If enabled, the divider becomes invisible and you can adjust the
height of your divider.

Line: Select if you would like your divider solid, dotted or dashed. You can also select the height of your divider
and the color by either clicking the color square or entering the specific hex code in the field provided.

Width: Adjust how wide you’d like your divider here.

Align: If the width of the content block is wider than the divider, align the divider to the right, middle or left of the
content block.

Padding: Adjust the space between the text and the borders of the content block.

Hide On: Select if you would like this particular content block to be hidden when viewed on either a desktop or
mobile device.

©2023 SchoolMessenger. [06012023]. All rights reserved. May not be reproduced without express written permission. 10
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Social Content

You can easily add links to your social media wherever you like on your newsletter.

maximus quam pulvinar. Quisque nec velit mattis eros posuere auctor nec id metus. Duis quis ao =
’ 5 CONTENT =1 ROWS & serrines
tristique arcu. Donec molestie maximus ligula, sit amet semper est venenatis.I'm a new Text block oo =
ready for your content.
CONTENT PROPERTIES T v
Enroliment Student Services Select icon collection o o@@
Topic #1 Topic #2 Topic #3 I noEm
Lorem ipsum dolor sit amet, Lorem ipsum dolor sit amet, Lorem ipsum dolor sit amet, o o @
consectetur adipiscing elit. consectetur adipiscing elit. consectetur adipiscing elit. o Facebaok ‘.)
Integer feugiat ut nibh at Integer feugiat ut nibh at Integer feugiat ut nibh at o o & @
rutrum. Vivamus at massa rutrum. Vivamus at massa rutrum. Vivamus at massa url https://www.facebook.com/
aliquet, fringilla magna id, aliquet, fringilla magna id, aliquet, fringilla magna id, o o . @
commodo ante. Duis dignissim  commodo ante. Duis dignissim  commodo ante. Duis dignissim
a quam et convallis. Mauris a quam et convallis. Mauris a quam et convallis. Mauris
iaculis volutpat elementum. iaculis volutpat elementum. iaculis volutpat elementum. n D n@ m
O Twitter
Ul | https:/twitter.com/
(@ W]

Once activated, the following options are available under the Content tab to the right of the screen:

More Options: Clicking this switch enables you to add text when you hover over the social media icon (the Title
field) and add Alternate Text.

Configure icon collection

o Facebook More options ()

Title Facebook
Alternate text Facebook

url https://www.facebook.com/

Delete

Select Icon Collection: Select from a list of icon sets.

Configure Icon Collection: Enter each link to your social media in the fields provided. If you don’t have a link to
certain social media, click the delete link to remove it.

Add New Icon: If you would like to link to a social media platform not included in the premade set, click this
button to add the icon.

Align: If the width of the content block is wider than the icon set, align the social media icons to the right, middle
or left of the content block.

Icon Spacing: Adjust how far apart you'd like your social media icons from one another.
Padding: Adjust the space between the text and the borders of the content block.

Hide On: Select if you would like this particular content block to be hidden when viewed on either a desktop or
mobile device.

©2023 SchoolMessenger. [06012023]. All rights reserved. May not be reproduced without express written permission. 11
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HTML Content

You can insert HTML content into your newsletter.

oo =3 ne e
B8 content = row & serrine
CONTENT PROPERTIES i v
1 <div class="our-class"> I'm a new HTML block. </div>

Title 1

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer feugiat ut nibh at rutrum. Vivamus at massa
aliquet, fringilla magna id, commodo ante. Duis dignissim a quam et convallis. Mauris iaculis volutpat
elementum. Suspendisse luctus, enim sit amet luctus consequat, orci felis venenatis sem, sed aliquet urna nisi
feugiat ex.

Sed ac facilisis orci. Suspendisse potenti. Aliquam bibendum tellus sit amet risus dapibus, quis maximus quam
pulvinar. Quisque nec velit mattis eros posuere auctor nec id metus. Duis quis tristique arcu. Donec molestie
maximus ligula, sit amet semper est venenatis.I'm a new Text block ready for your content.

I

Topic #1

Lorem ipsum dolor sit amet,
consectetur adipiscing elit. Integer
feugiat ut nibh at rutrum. Vivamus
at massa aliquet, fringilla magna
id, commodo ante. Duis dignissim
a quam et convallis. Mauris iaculis
volutpat elementum.

Enrollment

Topic #2

Lorem ipsum dolor sit amet,
consectetur adipiscing elit. Integer
feugiat ut nibh at rutrum. Vivamus
at massa aliquet, fringilla magna
id, commodo ante. Duis dignissim
a quam et convallis. Mauris iaculis
volutpat elementum

Student Services

Topic #3 use cortect and responsive HTMI

HTML experts only

Lorem ipsum dolor sit amet,
consectetur adipiscing elit. Integer
feugiat ut nibh at rutrum. Vivamus
at massa aliquet, fringilla magna
id, commodo ante. Duis dignissim
a quam et convallis. Mauris iaculis
volutpat elementum.

BLOCK OPTIONS

Desktop

Mobile

Once activated, the following options are available under the Content tab to the right of the screen:
A field where you can input HTML code.

Hide on: Select if you would like this particular content block to be hidden when viewed on either a desktop or
mobile device.

Note: This content block type is recommended for experts only as inputting code may affect how the message is
rendered. If entering your own code, make sure to use correct and responsive HTML.

©2023 SchoolMessenger. [06012023]. All rights reserved. May not be reproduced without express written permission. 12
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Video Content

Use this content type to insert Youtube or Vimeo videos into your newsletter.

>

Once activated, the following options are available under the Content tab to the right of the screen:

Video URL: Enter the URL of the video here.

Play Icon Type, Color, Size: Configure the play icon’s appearance here.

Hide On: Select if you would like this particular content block to be hidden when viewed on either a desktop or

mobile device.

SchoolMessender®

©2023 SchoolMessenger. [06012023]. All rights reserved. May not be reproduced without express written permission.

oo [—] A 1
CONTENT — ROWS SETTINGS
Calendar Enroliment Student Services L] — B
Topic #1 Topic #2 Topic #3 CONTENT PROPERTIES o v
Lorem ipsum dolor sit amet, Lorem ipsum dolor sit amet, Lorem ipsum dolor sit amet,
consectetur adipiscing elit. Integer  consectetur adipiscing elit. Integer  consectetur adipiscing elit. Integer https://www.youtube.com/watch?v=52wofFakilc
feugiat ut nibh at rutrum. Vivamus feugiat ut nibh at rutrum. Vivamus feugiat ut nibh at rutrum. Vivamus
at massa aliquet, fringilla magna at massa aliquet, fringilla magna at massa aliquet, fringilla magna 5 H ol i
id, commodo ante. Duis dignissim id, commodo ante. Duis dignissim id, commodo ante. Duis dignissim
a quam et convallis. Mauris iaculis a quam et convallis. Mauris iaculis  a quam et convallis. Mauris iaculis
volutpat elementum. volutpat elementum. volutpat elementum. Play i
F =
Play i
L $ ’
Play i
BLOCK OPTIONS
g M
0 +
Desktop Mobile
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Icons Content

Icons are simple images that you can use to add decorative flair to your newsletters. Like images, you have the
option to make icons clickable and act as links to other webpages. To insert an icon, drag and drop the icon
content block to your newsletter. Once an icon content block is inserted, options to add and edit the icon will
appear under the Content tab when the content block is activated.

BB conTENT = rows E sermines
School Name

NEWSLETTER

Issue #1 | September 2019

CONTENT PROPERTIES i v

Configure icon collection

Title 1 0 Add new icon

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer feugiat ut nibh at rutrum. Vivamus at

massa aliquet, fringilla magna id, commodo ante. Duis dignissim a quam et convallis. Mauris iaculis

volutpat elementum. Suspendisse luctus, enim sit amet luctus consequat, orci felis venenatis sem, Align
sed aliquet urna nisi feugiat ex.

Il

Sed ac facilisis orci. Suspendisse potenti. Aliquam bibendum tellus sit amet risus dapibus, quis Fontfamily Global font v
maximus quam pulvinar. Quisque nec velit mattis eros posuere auctor nec id metus. Duis quis
tristique arcu. Donec molestie maximus ligula, sit amet semper est venenatis.
Font size ~ 14 +
Text color @ #000000
Icon size 32px v
Important Dates Quick Links
5 Icon spacing 0 v
September 23 - School Supplies
Parent teacher conferences
- Homework Help
October 31 Icon padding More options
Halloween Party - Lunch Menu
November 4 - Calendar All sides

Fall Break
- 5 +

Dinry noTinaic

The default icon is a star. This can be changed once you drag and drop the icon into the content block and
activate it by clicking on it.

OO CONTENT = ROW> =] SEITING> |
School Name

NEWSLETTER f ¥ O in

Issue #1 | September 2019

CONTENT PROPERTIES Tar v

Configure icon collection
= % Wi Giee
Change A ffects &
- S
image more

= o More options
Change Apply effects & B
image more

0 Add new icon

Title 1

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer feugiat ut nibh at rutrum. Vivamus at
massa aliquet, fringilla magna id, commodo ante. Duis dignissim a quam et convallis. Mauris iaculis
volutpat elementum. Suspendisse luctus, enim sit amet luctus consequat, orci felis venenatis sem,
sed aliquet urna nisi feugiat ex.

Sed ac facilisis orci. Suspendisse potenti. Aliquam bibendum tellus sit amet risus dapibus, quis

maximus quam pulvinar. Quisque nec velit mattis eros posuere auctor nec id metus. Duis quis
tristique arcu. Donec molestie maximus ligula, sit amet semper est venenatis.

&0
B0
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Configure Icon Collection
The following options are available for adding/configuring an icon:

Configure icon collection
% O More options
Al effects &
image more

0 Add new icon

Change Image: Upload a saved image straight from your desktop or use an already uploaded icon to replace the
current icon.

Apply Effects & More: Click to edit the image by applying a filter, resizing or cropping, and many other options.
Delete: Remove the icon completely.
Add New Icon: If you need multiple icons on your newsletter, add more using this button.

More Options: Clicking this switch enables the ability to insert a link with your icon and add alternate text. Enter
text for your icon in the Icon text field. What you write here will be displayed next to your icon. You can select the
position of the text using the Text position option. The Link type option lets you select what the link will do:
open webpage, send email, make call, and send SMS. The URL field will be the actual link embedded into your
icon. If the link opens a file, you can upload a file by clicking the Link file button below the URL field.

Issue #1 | September 2019 oo =
B8 conTenT = rows E sermines

Title 1

CONTENT PROPERTIES i} v

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer feugiat ut nibh at rutrum. Vivamus at
massa aliquet, fringilla magna id, commodo ante. Duis dignissim a quam et convallis. Mauris iaculis
volutpat elementum. Suspendisse luctus, enim sit amet luctus consequat, orci felis venenatis sem,
sed aliquet urna nisi feugiat ex.

Configure icon collection

% Click for some rec... More options Q

m Apply effects & more Delete

Image url | https:/asp-devsa.testschoolmessenger.com/mid

Sed ac facilisis orci. Suspendisse potenti. Aliquam bibendum tellus sit amet risus dapibus, quis
maximus quam pulvinar. Quisque nec velit mattis eros posuere auctor nec id metus. Duis quis
tristique arcu. Donec molestie maximus ligula, sit amet semper est venenatis.

Alternate text Default
% Click for some recipes!
Icon text | Click for some recipes!
Read more. m | '
Text position Right v
Important Dates Quick Links Link type Open web page v
September 23 - School Supplies
Parent teacher conferences
- Homework Help Lin

October 31
Halloween Party - Lunch Menu Title
November 4 - Calendar Targe! A

rget New page v
Fall Break Ry
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The Title field is the text that appears when you hover a cursor over the link.

-‘-T%-; Click here for recipes

urd www.bakesalerecipes.com

Link file

Bake Sale Recipes
Q“lvl\ el ITVWD
Title Bake Sale Recipes

Click the Change Image button to change the selected icon to a different one. You'll be taken to the File Manager
page, which also is where your uploaded photos are stored.

Select from all previously uploaded icons, click the Upload button to upload a new icon from your desktop, or
click the Import button to insert a link to the icon if its hosted on another website.

Once you select your icon, click the Insert button to insert the icon into the content block.

Name @ Bake Sale This Friday

Description

Newsletter -

®

s + DATE

7/17/2020
muffin.png
30.1KB | png

Further Icon Options...

Align: if the image width is smaller than the content block width, you can align the image to the right, middle or left
of the content block.

Icon Size: Determines the how big the icon is.
Icon Spacing: Determines how far apart your icons are if there are more than 1.
Padding: Adjust the space between the text and the borders of the content block.

Hide On: Select if you would like this particular content block to be hidden when viewed on either a desktop or
mobile device.
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Publish Your Newsletter

If you publish a newsletter, then users will be able to subscribe to the newsletter to use as a template for future
broadcasts. To publish your newsletter template, go to the Broadcasts tab and click Messages.

Find a newsletter you wish to share and click Publish.

Message Builder

My Messages (@ Add New Message (@ Add New Stationery (@ Add New Newsletter 77 Subscribe to Msg/Stationery/Newsletter

Views: Showing 1- 1 of 1 records on 1 pages
School Announcement &7 Edit Prilish | 3 Delete

= _ &

O 5 Aug 31, 2021 1:00 pm | @'

B’ Messages

= | Stationery

7 Newsletter Showing 1- 1 of 1 records on 1 pages
Sort By:

Note: If you do not see the Publish option, your account does not have permission to publish newsletters.

Note: If you have a lot of messages, you can click Newsletter under the Views header to see only the
newsletters you have created.

Choose which of your users you want to give access to use the newsletter template. You can choose Anyone,
Top Level Users, or One or more school.

Publish Target

Progress Subscription & ® Anyone
Permissions O Top Level Users

[> Publish Target
O One or more School

@ Confirm

@ Finish X Cancel = Next

Click Next.

Progress Summary You are about to publish the stationery called School Announcement.
) Permitted subscribers: All Users
w? Publish Target

[» Confirm
Confirm &

@ Finish

“= Previous X Cancel = Next

Click Confirm and click Next again.

Click Finish. Your newsletter will now be available to anyone that has the permission to subscribe to newsletters.
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Subscribe to a Newsletter

To subscribe to a newsletter so you can use it as a template when sending a broadcast, go to the Broadcasts tab
and click Messages.

Click Subscribe to Msg/Stationery/Newsletter.

Lists Messages Broadcasts Templates Posts Classroom Forms Responses sSDD

Message Builder

My Messages (@ Add New Message (@ Add New Stationery @ Add New Newsletter w Suhscribu Msg/Stationery/Newsletter

Views: Showing 1 - 5 of 5 records on 1 pages

Find a newsletter you wish to use and click Subscribe.

Manage Message Subscriptions

Published Messages

¥D Showing 1-7 of 7 records on 1 pages.
ons

Name Description Modified ‘Owner Action

Monthly District Newsletter A Published Newsletter Jul 27, 2021 10:34 am newscreate

Poview| 4g Sub?f\be

& Note: You already have access to any newsletters that you created without needing to subscribe to them. You will
only see other newsletters that have been created that you have permission to access listed.

Send a Newsletter

To send your newsletter, click the New Broadcast button on your SchoolMessenger dashboard. Click the Email
Channel Type.

If you have created or subscribed to any newsletters, you’ll see a Newsletter button next to the Stationery
button.

Click the Newsletter... button. A window for Email Newsletter Preview appears.

New Broadcast

Subject & Recipients o Message Content 3 Review & Send

Add one or more of the following message types to your broadcast

(\‘ ’ m ‘\I "‘J

From Name Tost Admin

4
From Emall @ testauto+testadmin_devsa@relli ~
Reply To Emall -

o

Subject

Body 3
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Scroll until you see your newsletter. Click to select and then click Use Selected Newsletter to return to the Email

editor screen.

Email Newsletter Preview

Select the desired newsletter template below for use in your email.

B WARNING: Selecting a different newsletter after you've already entered text result in lost work if not saved first. If you
want to save your work, please copy your text before changing newsletters.

Empty Newsletter Bake Sale This Friday Bake Sale This Friday

Bake Sale on Friday

« Use Selected Newsletter Cancel

From here, you’ll be able to edit and adjust the newsletter however way you like.

B8 conTENT
Eagle Sharp District News

Sharp Points i

Issue #5 | November 2021

Text color

@ SelectField Insert

Link color
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer feugiat ut nibh at rutrum. Vivamus at

massa aliquet, fringilla magna id, commodo ante. Duis dignissim a quam et convallis. Mauris iaculis

volutpat elementum. Suspendisse luctus, enim sit amet luctus consequat, orci felis venenatis sem, sed Line heighf
aliquet uma nisi feugiat ex.

Sed ac facilisis orc. Suspendisse potenti. Aliquam bibendum tellus sit amet risus dapibus, quis maximus Y
quam pulvinar. Quisque nec velit mattis eros posuere auctor nec id metus. Duis quis tristique arcu. Donec

molestie maximus liguia, sit amet semper est venenatis.
BLOCK OPTIONS

Padding

Important Dates Quick Links
Alsides
November 23 - School Supplies "
Parent teacher cenferences
- Homework Help
December 1
PTA Tea - Lunch Menu
December 22 - Galendar
Hide on

Winter Break

[ Transiate €3 ® Preview

=
= rows & sermines

o m v

W #5555
i #o07089

More options

ii Delete

Click Save once you have prepared your message.

Click Continue when you are ready to the Review and Send step of sending your broadcast.
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