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User Management + Settings

Introduce yourself in the 
chat! Which institution 
are you here with?

Explore the options to personalize your experience 
using Message and manage users in your program.

1. Settings Intro
2. Personal Settings
3. Invite + Delete Users
4. Program + Counselor 

Settings
5. Q&A

Agenda
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1. Settings Intro
2. Personal Settings
3. Invite + Delete Users
4. Program + Counselor Settings
5. Q&A
6. Close

Agenda



“Is this being 
recorded??”



“Is this being 
recorded??”

YES!



Who is suited 
to this webinar?



Who is suited 
to this webinar?

Everyone (at the start!) then 
program and account admin.



Personal Settings



10

m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Locate Your Personal Settings
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Personal Settings

1. Name
2. Phone Number
3. Automatically mark 

messages as read
4. Notifications
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Status
Edit your name 

anytime.

Contacts will NOT know 
or receive texts from your 

personal number.

Mobile Phone = 
OPTIONAL!
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Settings
Automatically mark 
conversations as No 

Action Needed when I 
respond

Conversations will move 
to No Action Needed 
any time you respond to 
the conversation
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Message lands in 
your action 
needed folder

You respond…
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üSaves time
üStay organized
üInbox Zero!



16

m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Settings
Automatically mark 
conversations as No 

Action Needed when I 
respond

Conversations will move 
to No Action Needed 
any time you respond to 
the conversation
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Demo how to find and update your settings
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Notifications
1. Desktop
2. Daily Email
3. Daily SMS
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Notifications
1. Desktop
2. Daily Email
3. Daily SMS

ü Real Time
ü Individual
ü Browser Pop-Up



20

m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Notifications
1. Desktop
2. Daily Email
3. Daily SMS

ü Once a day
ü Cumulative
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Enable Desktop Notifications
Can’t click the check box? NO PROBLEM!
1. Select the 
    settings gears
    in the URL bar
2. Toggle on 
    “Notifications”
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Enable Desktop Notifications
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Disable Desktop Notifications
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Demo how to update your desktop notifications



Manage Users
Invite, delete, and update counselors, 
program admin, and  account admin
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3 Roles in Message
Account Admin
• All student access
• Invite users
• Update settings
• Import data

Program Admin
• All assigned program access
• Invite users to their program
• Update settings of their program
• Import data to their program

Counselor
• Access to the students on their caseload
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Locate User Management
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Invite a new user
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Single OR Bulk Invitation
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Invite in Bulk
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Resend or Revoke an Invitation

Resend 
Invitation

View 
Invitation

Delete 
Invitation
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Update a User’s Permissions

Update User 
Permission

Delete User
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Demo

1. Go to user management settings
2. Invite a new account admin
3. Invite new counselors in bulk
4. Resend, revoke, and edit a user



Program Setting
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Program Settings
ØPrograms Tab
ØSettings Tab
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Select the correct 
program!
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Display Name: 
Update How your 

program displays on 
the portal.
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Accept MMS (pictures) 
from contacts.

Move read 
conversations to No 

Action Needed

Show Program AND 
Group in 

conversations



41

m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e



42

m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e



43

m o d e r n c a m p u s . c o mE n g a g i n g  M o d e r n  L e a r n e r s  F o r  L i f e

Accept MMS (pictures) 
from contacts.

Move read 
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Group in 
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Counselors can add 
single contacts.

Cancels can delete 
program messages 

for a contact.

Counselors can view 
PII
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Counselors 
can/cannot activate 

contacts.

Counselors 
can/cannot send 
images (MMS)
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Demo Program Settings, Including Group List



Pop Quiz!
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What do you feel empowered 
to do after this webinar?



Q&A
Please put your questions in the Q&A box. 

I’ll get to as many as possible and follow up via 
email if more research is needed!



Thank You
See you next month!


