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:
e has an after-school detention or is in internal exclusion
e is marked absent (where absence has not been explained)
e 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:

. School Data Analyser

Mendip Heights Grades Send Absence Messages
End of Year Reports
Community School Print Opions Send Detention Messages
Mentoring
Pastoral Send Other Messages

Behaviour for Learning
SEN Text & Voice Messaging Guide
Gifted & Talented

LOCAL Data Staff & Timetable Students With No Contact Number

Students
Exams View Message Log
Logged On: JAA Student Leavers
School Documents & Bookings Message Log Analysis

Program Help Files
Attendance Registers
View Home Page
Parent Payments

Help and Support i Text / Voice Messages

Suggest Feature / Report Problem
What's News Exit

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.

Unexplained absence for Tuesday 7 Feb 2017 AM e

Select Date & Session : Filter Records :
2
Dote | 07/02/2017 [v]| AM || Tuesda Mark type [un v
S, MECHYRS. school day
By Year \, By T.Gp (%
Messages are NOT sent for other absences where reasons are already known
Pupil ID Surname Forename | Year | 1G | Mark Description (authorised or unauthorised)
BEE  sannes Matthew 11 BN N Noreasonyetprovided for absence .
e i i 0l Fod] i NOTE: This feature is ONLY available to selected staff
16%0  IES Jess n PN
12561 KIRKUP Jordan noeN N
13036 MANVILE 7 Ms TRy .
nclude default message start te |
1219 MOONEY Leon n o N A e
11608 PiTT Daniel 1 ES N Nores ce
11607 PLESTED FERRIS Elliott 11 8 N Noressonyetprovided for absence
11932 TAKYAR Chioe 10 BN N Noressonyetprovided for absence
Send Text Message
Send Voice Message
Messages are fimited to 160 ¢
Typed: 149 Remaining: 11
No absence messages have been sent for AM registration on 07/02/2017
View Message Log
Record W (1019 b W Search
Total 3 Click the Pupil ID column to view @ student's attendance record




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:

Student attendance marks are not yet available for
morning registration on Tue 7 Feb 2017.

Please try again later

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.

Include default message start text?

Message from Mendip Heights School.

Characters : 35

Send a message to the selected students' contacts:

Message from Mendip Heights School. {Name}
was absent from Tue 7 Feb AM registration.
Please contact school to explain absence
(include student name)

Send Text Message

Send Voice Message

Messages are limited to 160 characters

Typed: 149 Remaining: 11

NOTE:
1. {Name} is replaced by the student forename when the message is sent.
2. The 'spare’ characters are to allow for long forenames.

{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:

11 absence messages have already been successfully sent for AM
registration on 03/02/2017

Click 'View Message Log' for details View Message Log

View Error Details

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:

SMS / Voice Message Log Check for New Messages - View Chants - print - Close .I

Filter records: Choose a date range  Between: [ 07/02/2017 |=8|  and: | 07/02/2017 | = Today This Year All Dates Clear All Filters

Phone Number Pupil ID Staff 1D Message Type Message Group Message Text contains ... Message Direction: || Success ?

‘ v [ % ~] % o [% ‘ - (% ‘A:sence v [ % | % | | [send | | & v| &
I0 | Date | Time |FromNumber| ToNumber |StaffiD| ContactName | Pupilin Student Type Group Message Direction Success Time  Cost
B o7/02/2017 07:19:33 €R  Linda Bungay 12857  lessica WILLIAMS 11E5 Text A Message from MendipHely Send H  oo0n:01 £0.0310
8886 07/02/2017 07:19:32 CR  Emma Chapman 12882 Jake SHOBBROOK 10MN Text A Message from Mendip Heif  Send B4 oo:00:01 £0.0310
8885 07/02/2017 07:19:31 CR  Leanne Burke 12889 Georgia SHERWIN 1005 Text A Messagefrom MendipHel  send B 00:00:01 £0.0210
8884 07/02/2017 07:19:30 @ 11607  ENiottPLESTED FERRISLIBS  Text A B oso0:01 £0.0310
8883 07/02/2017 07:19:29 R 13189 Emily PEARCE HERZBERG 1005 Text A B 00:00:01 £0.0310
8882 07/02/2017 07:19:28 @ 12158 Leon MOONEY11EN Tet & el B osoo0 monn
8381 07/02/2017 07:19:28 CR  Hazel Aston 13207 Chioe MEDLAND 8PN Text A Message from MendipHei; Send B 00:00:01 £0.0310
8880 07/02/2017 07:19:27 R sallyoyer 12550 Chioe GRANT LION Text A MessagefromMendipHey send B omonol enoalo
8879 07/02/2017 07:19:26 CR TonyBehton-feed 12772 Charlie GRANT 88N Text A Messagefrom MendipHely Send [ 00:00:01 £0.0310
8878 07/02/2017 07:19:25 CR Gillian Harris 11761 Jolyon CROSS 11ES Text A Messagefrom MendipHep  Send [ 00:00:01 £0.0310
8877 07/02/2017 07:19:25 CR  TabithaBidwell 13185  Ryan COUMSELL 78S Text A Messoge fromMendipHely Send [ 00:00:01 £0.0310

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:
Message text for record ID : 8887

Message from Mendip Heights School. Jessica was absent from
AM registration on Friday 3 February. No reason for absence has
been received

Number of characters: 137

The student list can also be changed to display other types of mark:
e Authorised / unauthorised absence / Approved Educational Activity
e 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:

Authorised absence for Tuesday 7 Feb 2017 AM EN

The messaging feature Is used to send text or volce messages to the first
n tact of all students with unaxplained absances for th nt

.

Messages are NOT sent for ather absences where reasons are already known

Pupil ID 5 {autharised or unautharised)
AuEN

13182 ALLSWORTH NOTE INLY available to selected staff

12161 BAVIN The messoging feoture is ONLY avoilable for unexplained obsence

12505 CARDWELL
12199 CARPENTER
1501 CHADBURN
11764 COUNSELL
1207 DANDO
12475 DIXON
13117 DORL

12460 FAIRHURST
11740 FARNDON
1343 FOWLER
14723 GEORGE
1301 GILES

12065  GREANEY
12059 HANNY
13082 HARRIS
12753 HEALEY
12747 HOLT-WATTS
12040 HUGHES
13737 JOHNSTONE
11680 JOMES

174 KiBsiE
11645 MALEHAM
13035 MARSH

11646 MARSHAL

Click the Pupil ID field in the student list to view a student’s attendance record.
For example:
Attendance Record: Jolyon CROSS 11ES

is available 2 22017

Attendance Sumomary NOTE: $5.dttendance = 94Present + 95 Approved Educationai Activigy
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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

Exclusion Room / After school detentions for Thursday 2 Feb 2017

Date

Select Date

/02/2017 |

Thursday

Filter Records

Detention

V| %

By Year « BTGP 7%
pupiliD|  Sumame Forensme | Year| TG Detention Start | End | Room
cHesTER Melissa 10 QS Mathematics Department Detention 1510 1610 (11

12785 FISHER Daniel 8 BN Mathematics Department Detention 15:10 1610 L1
1240 HOLMES Charlle s ps on 1510 1610 M23
1510 16:20 W23

1239 HUDSON Sophie L)

12385 KIBBLE 1510 16:30 M23

Send Text Message

Send Yoice Message

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.

Include default message start text?

Message from Mendip Heights School.
Characters: 35

Send a message to the selected students' contacts:
Message from Mendip Heights School. {Name}

will be in the {Detention} from {Start} to {End}

on Thursday 2 February in room {Room}

Send Text Message

Send Voice Message

Messages are limited to 160 characters
Typed: 129 Remaining: 31

NOTE: when the message is sent :

{Name} is replaced by the student forename

{Detention}, {Start}, {End} & {Room} are matched to the student detention.

The ‘spare’ characters are to allow for differences in names & detentions

No detention messages have been sent for 02/02/2017

{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:

4 detention messages have already been successfully sent for 02/02/2017
1 other detention messages could not be sent

Click "View Message Log' for details View Message Log




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

SMS / Voice Message Log Check for New Messages - View Charts . print - Close .

Filtar racords: Choose adate range  Between: | m and: - Today This Year All Dates Clear All Filtars

Phone Number Pupil 1D Staff ID Message Type Message Group Message Text contains ... Message Direction: || Success ?

‘ Tl O] (% | ST | o [% ‘Deiznﬂun ~ [ ||| [Thursday 2 February & | [send Tl % T (&
0 [ Date | Time |FromNumber| ToNumber SWifiD  ContactName | PupillD Student Type [Group Messoge Direction | Success| Time | Cost
B 31/01/2017 07:53:14 ST iaone ety R Debbie Sento 12385 Laura KIBBLESMS Text D MessagefromMendipHelj Send [ 00:00:01 £0.0310
£502 31/01/2017 07:53:13 CR  Rachel Radford 12398 Sophie HUDSON SMS Text D Message from Mendip Helj  Send & 00:00:01 £0.0310
8901 21/01/2017 07:53:12 R kelly Howell 12904 Charlie HOLMES 3PS Text 0 MessagefromMendipHeii Send |  00:0RO1 ED.0310
£500 31/01/2017 07:53:11 CR  Karen Palmer 12785  Daniel FISHER 88N Text D Message from Mendip Heij  Send £ 00:00:01 £0.0310
8E99 31/01/2007 07:53:10 R Donna Houlson 12124 Melissa CHESTER 1005 Text D MessagefromMendipMely Ssend [ 0K:OROD £0.0000

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

Message text for record ID : 8899

Message from Mendip Heights School. Melissa will be in the
Mathematics Department Detention from 15:10 to 16:10 on
Thursday 2 February in room L11

Number of characters: 146

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:
e All students in a year / tutor / house or teaching group / subject / activity
e Individual student or a group of students

For example:

Send a Text / Voice Message

Create o message
Use this form to send a text of voice message to the main

lcontact number for a group of students Include default message starttext?  E1
Message from Mendip Heights School.
INOTE: This feature is only avallable to authorised users s .

Characters: 35
You can personalise the message text by using {Name} in the

e T S e e T sl o Send a message to the contacts for the selected students

e Message from Mendip Heights School. || Use Saved Message
The Geography trip for {Name} has
been delayed due to traffic issues on Delete Message
the M4. Return time Is expectad to be
at 5.00pm Save Message

Send Text Message
Messages are limited to 160 characters

: 15 ining: Send Voice Message

iy s Selects totor groum: Typed: 155 Remaining: 5 L
L Type (Name) f you want ta use studeats' names in the message.

This will e repiaced by the student forename when the message iz sent.

NOTE: the { ] brackets ave REQUIRED for this 10 work

If 50, alwoys leave several ‘spore’ choracters 10 allow for long forenames.

All students in a Year group
Al students in a Tutor group
All students in a House
A group of students
An individual student

All students in a teaching group

All students in a subject

All students in an activity

Use this screen to send a text or voice message to the main contact number for a group of students.

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

Send a message to the contacts for the selected students
Message from Mendip Heights Schoal. Use Saved Message
The Geography trip for {Name} has

been delayed due to traffic issues on Delete Message
the M4. Return time is expected to be
at 5.00pm Save Message

Send Text Message
Messages are limited to 160 characters ‘- J
Typed: 155 Remaining: 5 Send Voice Message

Type {Name} if you want to use students’ names in the message.

This will be replaced by the student forename when the message is sent.
NOTE: the { } brackets are REQUIRED for this to work.

If s0, always leave several 'spare’ characters to allow for long forenames.

Sending messages for 30 students . . .
13% |

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

Process completed
Time taken = 14 seconds

View Message Log

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

SMS / Voice Message Log Check for iew Messages - View Charts . Bt - Cose

Filter records: Choose adaterange  Between: [ 07/02/2007 [ and: [ 07/02/2007 | Today This Year All Dates Clear All Filters

Phane Number Pupil ID staff ID Message Type Message Group Message Text contains ... Message Direction: || Success ?

[ ] (& (% ‘ =i ‘ o (& ‘Gher <] (] ||[me % || [sena T x| W (%
ID | Date | Time |FromNumber| ToNumber StaffiD ContactName | PupillD Student Type Group| Message Direction | Success| Time | Cast
EEER o7/02/2m17 09:37:45 CR  lomaineWedmore 12601  ledd THOMAS BN Text © Message from MendipHel; Send O  0o-00:00 £0.0000
8921 07/02/2017 08:37:42 €R  Helen Moore 12651  Jordan RICHES-SANHA 88N Text O Message from MendipHeiy Send 0O  00:00:00 £0.0000
919 07/02/2017 08:37:41 CR  SusanWheadon 12681  Louise PALMEREBN Text O MessagefromMendipHeiy Send ]  00:00:00 £0.0000

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

Message text for record ID : 8521

Message from Mendip Heights School. The Geography trip for
Jordan has been delayed due to traffic issues on the M4. Return
time is expected to be at 5.00pm

Number of characters: 155

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!



Text & Voice Messaging Guide

Opens this guide

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:

Students With No Message Contact Number Info I Brint I Tlose I

Click the Pupil ID celumn to open the Student Info ferm

Pupll ID Surnama Foraname Year T.Gp. Contact Name Contact Number
12341 NORTON Alice 9 MN  Mrs Liz Wheeler
11621  NUTT Christopher 11 QMW  Mrs Liz Richardson

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.

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.

SMS / Voice Message Log Check for New Messages - View Chants - print - Close .

Choose a date range  Between: 24/01/2017 || and ‘u /2017 |3 Today This Year All Dates Clear All Filters

Pupil ID Staff 1D

- «| |[ v & &) ||[fex f’:,

Message Text contains Message Dicection: | Success ?

[ & [ 7l &l e = [

10 Date | Time |FromNumber| ToNumber |StaffID| ContactName | PupiliD student Type [Group Mossage Direction Success| Time | Cost '
Message from Mendip Hely  Send
Message from Mendip Hely  Send

BR 07/02/2017 07:29:331 CR  Unda Bungay 12897  Jessica WILLIAMS 1165 Text A
8886 07/02/2017 07:19:32, CR  €mma Chapman 12882 Text A
[ 1931 =y urke Text A
=] Tet A
A
A
A
A

00:00:01 £0.0310
00:00:01 £0.0310
B 00001 £0.0310
00:00:01 £0.0310

95 Text A
Text
Text

@
R
R
@®
R
(2]
R R
@

A

Tet A

R A
R sally A

] 00:00:00 £0.0316
1 00:00:00 £0.0316

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.

SMS / Voice Message Log
Filter records: Choose a dsterange  Between: | 18/02/2017 | and: | 18/02/2007 |9 Today This Year All Dates. Clear All Filters
Phane Number Pupil ID Staff ID Message Type Message Group Message Text contains ... Message Direction: || Success ?
| ~] )| = = ~] | <] ]| [ % |[Receve ] (%] M~ (%
D | Date | Time FromNumber ToNumber |Staff D] ContactName | PupiliD Studant Type | Group Massoge Direction | Success| Time | Cost
EBR 18/02/2017 16:32:35 e, #:*  Mis Uiz Aichardson Text R lamunabletoattendthen Receve [7]  00:00:00 £0.0050

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

Students linked to EEEEEEEIE.

Click the Save button to assign the student listed to the selected message

Contact Number Contact Name Pupil ID  Surname Forename Year T.Gp.
Mrs Liz Richardson 13151 BUNGAY Jasmine 7 BN =]
Mrs Liz Richardson 11621  NUTT Christopher 11 aN | |4

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

SMS / Voice Message Log Check for Hiew Messages -mmhm - print - Close

Choose a date range  Between: 18/02/2007 | and: [ 180272017 [ Taday This Year All Dates Clear All Filters

Pupil ID Staff ID Message Type Message Group Message Text contains _ Su ?
I & 7 & =[] =I=H| == « e T [
D | Date | Time |FromMNumber| ToNumber [StffID|  ContactMame | PupiliD Student Type Group Message Direction | Success| Time | Cost
S 18/02/2017 16:32:35 7 em  MrsUzRichardson 13151  Jasmine BUNGAY 78N Test R lamunabletosttendthen Recsive ] DO:00:00 £0.0060

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)

Message Log Analysis - By Month ViewLog . print . Close l

Cheose a chart .. Choase your date range

Today
Day Week Month Term Academic Year Staff Beween: [ 01/03/2016 =) This Year |
and: [ o220 |7 AN Datas

Message Count By Month

BText
2500 ¢ W Voice|

Total
g

Dacamber 2016 sanuary 2017 February 2017

Month

Total messages: Text: 3415 Volce: 54 Total cost: Text: £107.59 Volce : £0.85




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

Message Log Analysis - By Staff ViewLog . Print . Close I

E—— Choase your date range =
Day Waek Month Term | Academic Year Seat Between: o007 Hs) This Vear
and: [ oe022017 | m P
Message Count By Staff
1500
1400
1200
B Text
1000 B Voice |
g
w00
K
w00
a0
200
P I | mm = /=
- @ o wa " o s ™
Staff Initials
Total messages: Text: 3400 Volce : 54 Total cost: Text: £107.10 Voice : £0.85

NOTE:

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

Mendip Data Systems

21/02/2017
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