Using attendance templates in Blackboard Connect

Get your report from Cognos by navigating to Team Content > Eschool Application Reports >
Connect Ed Reports folder.
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1. Log in to Blackboard Connect at https://everettsd.parentlink.net.

2. Click Create a Message.

Create a Message

3. Expand Saved Messages folder.

& Type subject...

& Recipients

Type to search for recipients

@ Start Time Now

Click to expand
4 Saved Messages > Saved Messages
W Languages >

¥ Advanced Options

A Emergency ]


https://everettsd.parentlink.net/

4. Select either elementary or MS/HS attendance template (choose for remote learning)

i Recipients

Type to search for recipients

® Start Time Now
(3 saved Messages w
[ Drafts
[0 Miscellaneous
= Attendance

= [N

||||||||||||||t...

5. This will bring up the content for phone, email and text message already recorded.

6. Select your contacts by clicking on Choose.

(£ Elementary attendance

Type to search for recipients

@ Start Time Now



7. Using the drop down list, select contacts From a File with IDs and then click Upload.

Select Recipients x
Select one or more recipients I From a filewithIDs ¥ I Selected recipients (click to remove)

Help, how do | upload recipients @

Upload

Clear List Create Group Done

8. Browse to find your Text (tab delimited .txt) file.
9. Double click your text file to upload.

10. Confirm what is in each column — the first column header should be Student ID and the
second column should say Custom for middle and high school. Elementary schools can select
ignhore column.

Select Recipients

Select one or more recipients | From a file with IDs ~

Upload Help, how do | upload recipients @

Are these fields set up correctly?

StudentID ¥ Custom

198062 "1, 2"
335436 "1, 2"

Looks Good



11. Click Looks Good.

12. Select Students for message delivery (it will also go to parents by default).

Select Recipients

Select one or more recipients | From a file with IDs ~ * |

Upload

Who are you sending to?

& Students

Farents (using student D)

GO

Help, how do | upload recipients @

13. Click Go and selected recipients should move to the right side of the screen.

14. Click Done.

Elementary attendance calls, skip to STEP 20.

15. FOR MS/HS TEMPLATE ONLY - Click on copy at the bottom of the page.

¢ Attendance MS/HS Remote Learnin

& Recipients "hoose

Type to search for recipients

@ Start Time Now

3 Ssaved Messages v

[ Miscellaneous
= Attendance

i MS/HS attendance notice
& Test 2 M5/HS attendance notice

Survey
Transportation

||||||||||||||'.

Q, Phone -English
¥ Audio Send Test Call O 14

Hello,

This is [SCHOOL_NAME] calling about [STUDENT_NAME], who was marked absent
yesterday from periods [CUSTOM]. We hope [STUDENT_FNAME] is safe and
healthy and want to help them engage in learning. Attendance is essential for
student learning. When students are not present, they cannot engage in learning.
We understand that remote learning may cause some challenges and want to
make sure you know attendance is taken daily and is based upon daily
interactions with the teacher (which includes messages, emails, phone calls and
zoom lessons) and daily logins to Canvas Classroom.

Attendance can also be verified by participation or completion in a learning task

or assignment. Your student's teacher indicates none of those occurred

for [STUDENT_FNAME] yesterday. Please email the attendance office at your
student’s school within 30 days to report the reason for your student's absence

from periods [CUSTOM] yesterday. Please let your student’s teacher or main -
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16. Click on the orange phone bubble. @ o @

17. Click on “Start Time” on the left side to bring up Advanced Options and check the box next
to “Use merge tags with recorded audio.”

Advanced Options
Sending Organization

[Everett Public Schools

Start Time

[sep 11, 2020 |[11:51 am

e

O send messages during blackout timas {02:30 PM - 06:30 AM)
[ Deliver to ALL recipient delivery addresses

Deliver to parents of students

Do not play header/focter prompts during outbound calling

O allow other users to also send this message (public)

Use merge tags with recorded audic @

O Use custom reply-to email address and name for email delivery

Message Category
O attendance

Save

18. Replace the one [CUSTOM] in both the phone message and email by erasing what is there
and then inserting the merge tag [Custom] from the menu (see series of screen shots below).

Erase [CUSTOM]

(2 Attendance MS/HS Remote Learnin

& Recipients “hoose

Type to search for recipients

Individuals (362)

@ start Time Now
3 saved Messages v
E= Drafts -~

Attendance MS/HS Remote Learn
& 2-Hour Late Start - on snow rou
& 2-Hour Late Start January 16 - 0
& Apr 02, 2020

&, Phone -engish x
& Audio Send Test Call O Delete

Hello,

This is [SCHOOL_NAME] calling about [STUDENT_NAME], who was marked absent
yesterday from pericds . We hope [STUDENT_ENAME] is safe and
healthy and want to help them engage in learning. Attendance is essential for
student learning. When students are not present, they cannot engage in learning.
We understand that remote learning may cause some challenges and want to
make sure you know attendance is taken daily and is based upon daily
interactions with the teacher (which includes messages, emails, phone calls and
zoom lessons) and daily logins to Canvas Classroom.

Attendance can also be verified by participation or completion in a learning task
or assignment. Your student's teacher indicates none of those occurred
for [STUDENT_ENAME] yesterday. Please email the attendance office at your




With curser in the same spot in the message, click on “Merge Tags”

@ &, Phone -engish x
& Recipients & Audio O Delets

Type to search for recipients .

Hello,
Individuals {362)

This is [SCHOOL_NAME] calling about [STUDENT_NAME], who was marked absent
yesterday from periods . We hope [STUDENT_ENAME] is safe and healthy and

@ Start Time Now want to help them engage in learning. Attendance is essential for student
learning. When students are not present. they cannot engage in learning. We
understand that remote learning may cause some challenges and want to make

(3 saved Messages . sure you know attendance is taken daily and is based upon daily interactions
with the teacher (which includes messages, emails, phone calls and zoom

& Drafts - lessons) and daily logins to Canvas Classrocm.

Attendance MS/HS Remote Learn

& 2-Hour Late Start - on snow rou Attendance can also be verified by participation or completion in a learning task

& 2-Hour Late Start January 16 - o or assignment. Your student's teacher indicates none of those occurred

& Apr 02, 2020 for [STUDENT FNAME] yesterday. Please email the attendance office at your -
& Ap 2020 W Merge Tags il
& Apr 03, 2020

& artsho

& Attendance MS/HS Remote Leal Ve - - .

& Attendance MS/HS Remote Leal @ o @ (9 u & ! / send

& Aug 02,2019 -
& Bond 2020 information commu
t for your studer

t for wnnir stide

& Attend nin
Merge Tags
& Redpigpts Merge Tag Description Example O Delete
[Customn] Custom merge tag 0 |
d [ADDRESS] The address the letter will be sent to 998 Main Street, My City, XX 54321 -

me at 000-555-1234 or
potter@parley.k12.us.edu

Friday, September 11, 2020

[CONTACT_INFC] The sender's contact information

Individuals (36}

tked absent

[DATE] The date the message was sent

© StartTime [ORGANIZATION_MNAME] The organization name Parley Middle School rst?;}(lior
[RECIPIENT_EMAIL] The recipients email address email.address@parentlink.net in learning.
[RECIPIENT_NAME] The recipients full name Bob Smith want to
3 Saved Me: [RECIPIENT_PHONE] The recipients phone number 801-555-1111 '
[REPLY_EMAIL] Reply to email of the sender/school potter@parley.k12.us.edu s calls and
Arendanca (RPN [MmESnhefe gonsssss
& 2-Hour | [SCHOOL_NAME] Name of the school Parley Middle School rning task
& Z-Hour | [SENDER_LNAME] Last name of the sender Poteer d
& APro2,1  [SENDER_NAME] Title and last name of the sender Ms. Patter _'t your -
" | -
.

& art show

& Attendance MS/HS Remote Leal

& Atte

ndance MS/HS Remote Leal

& Aug 02,2019

& Rond 2070 infarmatinn cammin
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Close



That will insert the tag in the message.

@ Atten earnin & Phone - english x
# Recipients & audio Send Test Call © Delets

Type to search for recipients
Hello,

,
This is [SCHOOL_NAE] calling abOM{STUDENT_NAME], who was marked absent
yesterday from pefiods [Custom]l We pope [STUDENT_FNAME] is safe and

@ Start Time Now healthy and want th\gelp them eng in learning. Attendance is essential for
student learning. When =S are not present, they cannot engage in learning.
We understand that remote learning may cause some challenges and want to

O3 saved Messages " make sure you know attendance is taken daily and is based upon daily
interactions with the teacher (which includes messages, emails, phone calls and
&= Drafts - zoom lessons) and daily logins to Canvas Classroom.
Attendance MS/HS Remote Learn
& 2-Hour Late Start - on snow rou Attendance can also be verified by participation or completion in a learning task
& 2-Hour Late Start January 16 - 0 or assignment. Your student's teacher indicates none of those occurred
& Apr 02, 2020 for [STUDENT_ENAME] yesterday. Please email the attendance office at your o

& Apr 03,2020 B ezeToms &
& Apr 03, 2020

& art show

& Attendance MS/HS Remote Leal N S
& Attendance M5/HS Remote Leal @ i o @ | ﬁ I\

& Aug 02, 2019
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19. Then, you must click on the email bubble to do the same thing in the email. Follow the
screen shots below for were to find the merge tag menu.

Click on <<More at the top of the message to bring up the email tool bar.

@ Attend

E‘l Email - English

& Recipients Choose...

Type to search for recipients

This is [SCHOOL_NAME] calling about [STUDENT_NAME], who was marked absent
yesterday from periods [CUSTOM]. We hope [STUDENT_FNAME] is safe and
healthy and want to help them engage in learning. Attendance is essential for
student learning. When students are not present, they cannot engage in learning. We
@ Start Time Now understand that remote learning may cause some challenges and want to make sure
you know attendance is taken daily and is based upon daily interactions with the
teacher (which includes messages, emails, phone calls and zoom lessons) and daily

[ Saved Messages " logins to Canvas Classroom
= Drafts N Altendance can also be verified by participation or completion in a learning task or
Attendance MS/HS Remote Learn assignment. Your student's teacher indicates none of those occurred

for [STUDENT_FMNAME] yesterday. Please email the attendance office at your
student's school within 30 days to report the reason for your student’s absence from
perieds [CUSTOM)] yesterday. Please let your student's teacher or main office know it

& 2-Hour Late Start - on snow rou
& 2-Hour Late Start January 16 -0
& Apr 02, 2020

your family needs extra support during remote learning. Staff at [SCHOOL NAME] -
& Apr 03, 2020 Q .
& Apr 03,2020 -
& art show

& Attendance MS/HS Remote Leal N SN N .
& Attendance M5/HS Remote Leal @ ' o @ (®) Lu )\ ¥ (@
& Aug 02,2019 - - - -
& Bond 2020 information commu



Erase the [CUSTOM] and replace with the [Custom] in the insert merge tag menu like you did

with the phone message.

(& Attendance MS/HS Remote Learnin

& Recipients

Type to search for recipients

Individuals {362)

® Start Time Mow

[ saved Messages

E Drafts
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Hello,

This is [SCHOOL_NAME] calling about [STUDENT_NAME]. who was marked absent
yesterday from periods [CUSTOM]. We hope [STUDENT_FNAME] is safe and
healthy and want to help them engage in learning. Attendance is essential for
student learning. When students are not present, they cannot engage in leaming. We
understand that remote learning may cause some challenges and want to make sure
you know attendance is taken daily and is based upon daily interactions with the
teacher (which includes messages, emails, phone calls and zoom lessons) and daily
logins to Canvas Classroom.

Attendance can also be verified by participation or completion in a learning task or
assignment. Your student's teacher indicates none of those occurred

for [ETUDENT_FMNAME] yesterday. Please emall the attendance office at your

%dant‘s school within 30 days to report the reason for your student’s absence from ¢4

vyl

20. Schedule your message under the Start Time tab.

[# Elementary attendance

i Recipients

Type to search for recipients

MNow

21. Select date (if not today) and time. Use the + button to add multiple dates/times for

repeating messages.

Advanced Options

Sending Organization

| verett public schools v

8:38 AM I}

Start Time
Sep 5, 2017

I Send messages during blackout times (08:30 PM - 06:30 AM)

) Deliver to ALL recipient delivery addresses

¢ Deliver to parents of students

¥l Do not play header/footer prompts during outbound calling

) Allow message recipients to respond to this message via voice recording

Message Category
[0 Attendance



22. Click Send and confirm message details.

& Atten
& Recipients & audio Send Test Call 0O Delete
Type to search for recipients "
Hello,
:
This is [SCHOOL_NAME] calling about [STUDENT_NAME], who was marked absent
yesterday from periods [Custom]. We hope [STUDENT_FNAME] is safe and
© Start Time Now healthy and want to help them engage in learning. Attendance is essential for
student learning. When students are not present, they cannot engage in learning.
‘We understand that remote learning may cause seme challenges and want to
& saved Messages . make sure you know attendance is taken daily and is based upon daily
interactions with the teacher (which includes messages, emails, phone calls and
E= Drafts - zoom lessons) and daily logins to Canvas Classroom.
Attendance MS/HS Remote Learn
& 2-Hour Late Start - on snow rou Attendance can also be verified by participation or completion in a learning task
& 2-Hour Late Start January 16 - 0 or assignment. Your student's teacher indicates none of those occurred
& Apr 02, 2020 for [STUDENT_ENAME] yesterday. Please email the attendance office at your -

& Apr 03, 2020

]

L5} Merge Tags

& Apr 03, 2020

& art show

& Attendance MS/HS Remote Leal
dance MS/HS Remote Leal

23. Message will go to your Outbox until it is time to send.



