
Text and Voice Messaging in School Data Analyser  

The messaging feature allows schools to send text or voice messages to parents & carers. 
It can also handle replies to messages sent. 
 
The feature can be used by authorised staff to inform selected parents if their child: 

 has an after-school detention or is in internal exclusion 

 is marked absent (where absence has not been explained) 

 will return late from an out of school visit due to traffic delays 
 
It is also useful for other purposes such as emergencies e.g. school closed due to severe weather 
 
Staff with permission to use all messaging features will see the following items in the Text/Voice Messages 
section of the Main Menu screen: 
 

  
  
 NOTE:  

a) Depending on individual permissions, some staff will not be able to see or use all these items. 
b) Message managers will have access to additional items not shown above 
 
 

1. Send Absence Messages 
This can be used by authorised staff to send text or voice messages to the first named contact of all 
students with unexplained absences for the current school day. 
 

 



 
When the form is opened, it shows a list of all students with unexplained absences for the current 
morning session. The date & session can be changed and the list filtered by year and tutor group. 
 
If the form is opened before marks have been imported from SIMS, this message appears: 
 

 
 
The right side of the form is used to send messages. 
By default, the message includes the school name followed by the message shown below. 
 

 
 
{Name} is automatically replaced by the student forename when the message is sent.  
For example: 
‘Message from Mendip Heights School. Chloe was absent from Tues 7 Feb registration. Please contact 
school to explain absence (include student name)‘ 
 
Select Send Text Message or Select Voice Message to start sending messages for the listed students. 
 
After a few seconds, the message status will be shown: 
 

 
 
Click View Message Log to view a summary of the messages sent. 
If any messages could not be sent, the Success checkbox will NOT be ticked: 
 

 
 
NOTE: All phone numbers have been obscured throughout this document for reasons of privacy 



The reasons for any message failures can be seen by clicking View Error Details on the main form. 
Due to space reasons, not all the message text may be visible. 
Click any entry in the Message column to see the full message.  
For example: 

 
 
The student list can also be changed to display other types of mark: 

 Authorised / unauthorised absence / Approved Educational Activity 

 Present / No mark / All marks 
 

However, messages are NOT sent for other absences where reasons are already known (authorised 
or unauthorised). The form is therefore updated, hiding the messaging controls as shown below: 
 

 
 
Click the Pupil ID field in the student list to view a student’s attendance record.  
For example: 

 



2. Send Detention Messages 
 

This can be used by authorised staff to send text or voice messages to the first named contact of all 
students with an after-school detention or internal exclusion on the selected date.  
This can be done up to 1 week in advance of the detention. 
 
Messages are NOT sent for other detentions during the school day 
 

 
 
The right side of the form is used to send messages. 
By default, the message includes the school name followed by information about the detention. 
 

 
 
{Name} is automatically replaced by the student forename when the message is sent 
Similarly, the fields {Detention}, {Start}, {End} & {Room} are matched to the student detention. 
 
For example: 
‘Message from Mendip Heights School. Charlie will be in the Year 9 Detention from 15:10 to 16:10 on 
Thursday 2 February in room L11’  
 
NOTE: If you alter the standard message, ensure you use the {  } brackets for the Detention field etc. 
 
Select Send Text Message or Select Voice Message to start sending messages for the listed students. 
 
After a few seconds, the message status will be shown: 
 

 



Click View Message Log to view a summary of the messages sent: 
 

 
 
Click any entry in the Message column to see the full message. For example: 
 

 
 
 

3. Send Other Messages 
 

This can be used by authorised staff to send text or voice messages to the first named contact of a 
selected group of students.  
 
Choose from: 

 All students in a year / tutor / house or teaching group / subject / activity 

 Individual student or a group of students 
 

For example:  
 

 
 
NOTE: 
1. Messages are limited to 160 characters 
2. Messages can be saved for future use where convenient  

These are also available to other staff 
3. Use {Name} if you want to include student forenames in the message 

The { } brackets are REQUIRED for this to work 
If so, leave several ‘spare’ characters to allow for long forenames 
 

 



Select Send Text Message or Select Voice Message to start sending messages for the listed students. 
This may take a while to complete if many students are selected. 
 
A progress bar is displayed whilst the process takes place. 
Typically, each message takes less than a second to send 

 

 
 

When the process has completed, click View Message Log to view a summary of the messages sent: 
 

 
 
In the screenshot below, the log has been filtered to only show messages which could not be sent. 
 

 
 
Click any entry in the Message column to see the full message. For example: 

 

 
 

NOTE: 
When more than 30 students are selected, users are warned about the likely cost before sending the 
message. 
 
Occasionally, it may be necessary to contact the parents/carer contact for all students.  
For example, to inform them of an emergency closure due to severe weather conditions. 
To do so, select a group of students then click Select All.  
 
For a large school, it will take several minutes to complete sending these messages. 
It will also be costly, so this feature should only be used where essential! 
 
 
 

 



4. Text & Voice Messaging Guide 
 
Opens this guide 

 

5. Students with no Contact Number 
 

The messaging feature depends on the school knowing the main contact number for each student. 
This opens a form listing any students for whom no contact number is currently available: 
 

 
 
Click the Pupil ID column to open the Student Info form 
Click the Info button to understand how the contact numbers used in messaging are determined. 
 
It is strongly recommended that schools ask parents/carers to update their contact details at least 
once a year. 
 

6. View Message Log 
 

You can use the message log to view a summary of all messages sent or received. 
As in the previous examples, the list can also be filtered as required. 
 

 
 
To view all records, click Clear All Filters. 
  
When all filters are removed, the list will automatically be updated every 5 minutes with details of 
any new messages received. Normally, these will be replies to messages sent that day. 
 
Alternatively, click Check for New Messages to update the received message list. 
 
NOTE: The school should advise parents/carers to include the student forename in all messages 
 
Using the phone number of the sender and the supplied student forename, SDA will ALWAYS be able 
to match each message to the correct student. This will only take a few seconds to complete. 
 
However, where a contact number is linked to several students, it is ONLY possible to guarantee this 
is done correctly PROVIDING the student name is included in the received message. 



If the student’s name cannot be definitively identified, it will be left blank.  
 

 
 
In such cases, click the contact number to view a list of students linked to the number:  
 

 
 

 Click the Save button to the right of a student to assign that student to the message log: 

   

7. Message Log Analysis 
 

This allows you to view total messages sent & received in chart format. 
This can be useful for understanding usage patterns for the messaging feature. 
 
Select the type of chart & the date range required.  
In each case, the total number of text & voice messages (sent & received) for the selected dates are 
listed, together with the total cost. For example: 
 
a) By month (for the current academic year) 

 

 
 

  



b) By staff (from 01/01/2017 to the current date) 
 

 
 
 NOTE: ‘###’ is used to indicate the Staff ID for received messages 
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