
Message 101 for Counselors
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!
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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. Personal Settings

2. Platform Structure

3. 1-1 Messaging

4. Quick group messaging

5. Advanced Search

6. Copy / Paste from a list

7. Edit contact info

8. Support Options

9. Q&A

10.Close

Agenda
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Message for Counselors 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
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Counselors CAN Counselors CANNOT

View and message YOUR caseload
View and message all program 

contacts

Update personal settings Update program-wide settings

Send messages to custom segments 

of your contact group
Upload contacts in bulk

Send links, emojis

Export Contacts into a spreadsheet

View analytics

Send individual and group messages

View personal message calendar
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Program by Program Basis

• Send images

• Update contact data

• Add a single contact

• Delete program messages

• Activate contacts



Personal Settings
Inbox preference and notification settings
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Navigate to Personal Settings
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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



14

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

Enable Desktop Notifications .gif
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1. Click the gear icon at the top right of your 
screen and choose Settings.
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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.



Platform Structure
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Message Inbox



One-on-one Messaging
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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
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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
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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
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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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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



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

How are you feeling so far about Message?
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Contacts Tab



Programs Tab
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Message Calendar

• Shows messages scheduled for 
2+ contacts

• Shows scheduled messages for 
YOUR caseload

• You can edit / delete messages

• DO NOT edit Program 

Messages (anything you set up 
with customer support)
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Add a Single Contact

• Required fields

• Name

• Phone Number

• Group(s)
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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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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!


	Titles
	Slide 1: Message 101 for Counselors
	Slide 2: Message 101 for Counselors

	Content
	Slide 3
	Slide 4: Message for Counselors 101
	Slide 5
	Slide 6: Your Role in Message
	Slide 7
	Slide 8
	Slide 9: Personal Settings
	Slide 10: Navigate to Personal Settings
	Slide 11: Automatically mark Conversations as “No Action Needed”
	Slide 12: Enable Desktop Notifications
	Slide 13: Notification Options
	Slide 14: Enable Desktop Notifications .gif
	Slide 15: 1. Click the gear icon at the top right of your screen and choose Settings.
	Slide 16: 2. Under the My Preferences tab scroll to Notifications. 3. Check the box next to Receive desktop notifications.
	Slide 17: 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.
	Slide 18: 5. Click out of the menu and hit Save at the bottom right of your screen.
	Slide 19: Platform Structure
	Slide 20: Message Inbox
	Slide 21: One-on-one Messaging
	Slide 22: Texting One-on-one
	Slide 23: One-on-on Messages
	Slide 24: Schedule One-on-on Messages
	Slide 25: When to use One-on-one Messages
	Slide 26: “New Message”  Quick Group
	Slide 27: Quick Bulk
	Slide 28: Extra Quick Quick Bulk
	Slide 29: When to use Quick Bulk
	Slide 30: Advanced Search
	Slide 31: Advanced Search
	Slide 32: New Scholarship Alert!
	Slide 33
	Slide 34: When to use Advanced Search
	Slide 35: Bulk Copy+Paste
	Slide 36: Copy and Paste a List
	Slide 37: Comma Separated List
	Slide 38
	Slide 39
	Slide 40: Copy and Paste!
	Slide 41: When to use Bulk Copy+Paste
	Slide 42: Poll #2
	Slide 43: Contacts Tab
	Slide 44: Programs Tab
	Slide 45: Message Calendar
	Slide 46: Add a Single Contact
	Slide 47: Export Contacts
	Slide 48
	Slide 49
	Slide 50: Knowledge Base and Community Forum
	Slide 51: Knowledge Base
	Slide 52: Submit a Help Ticket!
	Slide 53: What will you put into practice after this webinar?
	Slide 54: Q&A
	Slide 55: Thank You


