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Message 101
Learn about the platform and what you can do!

Kelsey Seale

Introduce yourself in the chat! 
What is your institution and 
where in the world are you?

I’m in Philly, but originally from 
Birmingham, AL!



Message 101
Learn about the platform and what you can do!

Kelsey Seale 
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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

1. What is Message

2. Maintenance

3. Messaging 101

4. Program Management

5. Resources

6. Q&A

7. Close

Agenda
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Message 101
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Web App

Mobile App

Search “Modern Campus Message”
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Your Role 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



Platform Structure
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Message Inbox
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Action Needed vs. No Action Needed

• Focus on Action Needed

•Messages that (might) require 
your attention

•Be proactive with your inbox 
management!



11

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

Contacts Tab



Message Types
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One-On-
One

Quick Bulk

Advanced 
Search

Bulk (copy 
and paste 

a list)

Event 
Triggered

Multipart

Save 
response 
to data 

field

Automated 
Keyword 
Response

Virtual 
Advisor

Auto-
responder

In Platform Messaging Programmed Template Auto



One-on-one Messaging
Counselors, Program Admin, Account Admin
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Texting One-on-one
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One-on-on Messages

•Method 1

• Select contact from the Messages inbox

• Text from the bottom right corner

•Method 2

• Select the Contacts tab

• Search for your Contact

• Select their name

• Text from the bottom right corner
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Schedule One-on-on Messages

•Write your message

•Select Future Date

•Click Send

•Check your scheduled message 
on the new tab that appears in 
your conversation!
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When to use One-on-one Messages

1. Info relevant to only person

2. Info that’s sensitive

3. Personal question

4. Message response



“New Message” 
Quick Group
Counselors, Program Admin, Account Admin
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Quick Bulk

•Select New Message

•Select program

•Optional, narrow 
down by group(s)
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Extra Quick Quick Bulk

•Narrow down program 
and group on the left 
menu

•Select he Arrow next to 
New Message

•Write and send/schedule 
your message!
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When to use Quick Bulk

1. One-time announcements

2. Question for a specific audience

3. Reminder about an event

4. Reminder about a form

Make use of…

• Program and group segmentation

• Personalization fields (first_name, 
location, credential etc.)



Advanced Search
Counselors, Program Admin, Account Admin
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Advanced Search

•Hyper-segment 
your contacts 
using data

•And/or search 
functions
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New Scholarship Alert!

•We have a new scholarship opportunity available to 
both in and out-of-state students!

• The criteria are different depending on where you’re 
from

• In state – 3.0 and above

• Out of state – 3.5 and above
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When to use Advanced Search

1. You want to use data to target contacts

2. You don’t want to send to ALL members 
of a program or group

3. You want to send at a specific time / 
date

4. Examples

1. Text all contacts in Philadelphia

2. Text all Chemistry & Biology majors with a 
3.0 or higher



Bulk Copy+Paste
Counselors, Program Admin, Account Admin
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•Copy a comma separated 
list of phone numbers or ID 
numbers directly into 
”Send to:”

Copy and Paste a List
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Comma Separated List
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Quickly create a comma separated list
A screenshot of a computer

Description automatically generatedhttps://message-

support.moderncampus.com/hc/

en-

us/articles/20685925434637-

How-do-I-message-a-list-of-

contacts-from-a-csv-file

https://message-support.moderncampus.com/hc/en-us/articles/20685925434637-How-do-I-message-a-list-of-contacts-from-a-csv-file
https://message-support.moderncampus.com/hc/en-us/articles/20685925434637-How-do-I-message-a-list-of-contacts-from-a-csv-file
https://message-support.moderncampus.com/hc/en-us/articles/20685925434637-How-do-I-message-a-list-of-contacts-from-a-csv-file
https://message-support.moderncampus.com/hc/en-us/articles/20685925434637-How-do-I-message-a-list-of-contacts-from-a-csv-file
https://message-support.moderncampus.com/hc/en-us/articles/20685925434637-How-do-I-message-a-list-of-contacts-from-a-csv-file
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Copy and Paste!
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When to use Bulk Copy+Paste

•You have a list of phone numbers or ID numbers

•You don’t need to save the group or other data

• Examples

• Follow up after an event

• Pulled a report of student leaders



Program Messages
Account and Program Admin
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Program Messages

- Schedule and send targeted texts

- Use data you have in Message

- Automate messages based on 
triggers

- Save time! → ”Set it and forget it!”
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How do I set up programmed messages?
The template!
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Can I personalize/customize programmed 
messages?

• Yes! Anything you can use in 
the platform is available for 
the template!

• Emojis

• Images (less than 500kb, gif, 
jpg, png)

• Links

• “Mail Merge” personalization 

Hi [first_name], I see you started your 

application , don’t forget to fill 

out your FAFSA by July 28th!



Event Triggered Messages



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

Event-triggered Message

• Texts that are scheduled in relation 
to DATA rather a specific DATE

• Triggers

• Date field 

• Personal Events / Appointment

• Enrollment status

• Etc.

• “Waiting in the wings.”
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Congrats on declaring your major!A contact declares 

their major!

Thanks for coming, let us know if I 

can help with anything else!

A contact met with 

their advisor.

I see you started your application, 

don’t forget to fill out FAFS!

A contact started their 

application.
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When to use Event Triggered Messages

• The text will send at variable times 

• Text is sent based on an event

• Examples

• Text sent once student is marked as admitted

• Text sent 7 days after student starts application

• Text sent on birthday 



Multi-Part Messages
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Multi-Part Messages
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When to use Multi-Part Messages

•You have a large text you want to break up

• Examples

• Part 1: Remember to check your class registration!

• Part 2: Something not right? Take these steps to 
troubleshoot. www.cu.edu/registration 

http://www.cu.edu/registration


Automated Keyword 
Response
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Automated Keyword Response

•Branching text messages based on contact response!

•Send a text → contact responds → contact gets a 
customized response
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Automated Keyword Response Example

“Hey [first_name]! Have you submitted your application? 
Text back yes, no, or help!”

• Response to yes: Great! Check your email for updates on 
the decision process!

• Response to no: There’s still time! The deadline is 4/15 and 
regular decision is 5/15. Do you need help with you 
application?

• Response to yes: Call 555-555-5555 and we can figure it out!

• Response to no: Okay – let me know if any questions come up!
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When to use Automated Keyword 
Response
• Checking in with students about their graduation date

• Asking students about the first day of class

• Checking in about the first day of class

• Taking a poll about a campus event



Save Response
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Save Response

Save data to a custom data field

Works in tandem with automated keyword responses!
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Save Response
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When to use Save Response

•You want to update student data

• Examples

• “Are you still interested in applying? Text back yes, no, or 
maybe!”

• Save response to interest_check

• “Have you declared your major? Replay yes, no, or help.”

• Save response to major_declared_1



56

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

Advanced Search

• Send now or send on X date

• Segment contacts using AND and 

OR functions

• Program in app

• Event triggered

• Relative data

• Branching messages

• Save responses

• Program using the message 
template

Programmed
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Setting Up Your Program Message

• Think through your message

• Fill out the template

• Work with customer support



Poll #2
What type of messages do you plan on sending?

How are you feeling so far about Message?



Programs Tab
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Message Calendar

• Shows messages scheduled for 
2+ contacts

• You can edit / delete messages

• DO NOT edit Program 

Messages (anything you set up 
with customer support)
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Program Settings

• Only account and program 
admin can see this

• Select the right program!

• MMS access

• Group view

• Counselor Access
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Add a Single Contact

• Required fields

• Name

• Phone Number

• Group(s)
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Manually Uploading Contacts
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.CSV for Manual Bulk Upload

• Must have fields…

• customer_id 

• first_name

• last_name

• group_list

• phone
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Manually Uploading Contacts

• CSV file

• Import New / Update 

Existing

• Choose your updating fields

• Handle errors

• Only account and program 
admin can upload a data 
file
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Export Contacts

• Exports a .csv file

• Sent to your 

email

• Limited to every 

2 hours

• Could take a few 

minutes!
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Other Program Tabs



Personal Settings
Inbox preference and notification settings
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Navigate to Personal Settings



72

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

Automatically mark Conversations as “No Action 
Needed”



Enable Desktop Notifications
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Notification Options

1.Desktop 

1. Real time notification of each new text received through Message

2. Pop-up visible regardless of the tab you are currently using

3. Recommended form of notification for quick response

2.Email / Text Message: 

1. Once a day summary of ALL texts, new and historical, received through 
Message

2. Choose the notification time and change your preference at any time
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Enable Desktop Notifications .gif
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1. Click the gear icon at the top right of your 
screen and choose Settings.



77

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

2. Under the My Preferences tab scroll to 
Notifications.
3. Check the box next to Receive desktop 
notifications.
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3. If that box is greyed out, click the symbol to the left 
of your URL. This could look like two circles and two 
lines or a lock symbol.
4. Toggle on to allow notifications.
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5. Click out of the menu and hit Save at the 
bottom right of your screen.



Knowledge Base and 
Community Forum
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Knowledge Base
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Submit a Help Ticket!



What will you put into 
practice after this webinar?

Answer in the poll!



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!
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