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For Li fe



Message 101 - Admin
This account admin webinars will go into additional detail on 
program settings, data file imports, and program messages. 

Geared toward Account and Program Admin. Counselor level 
users will learn about messaging and personal settings.

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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Post-Webinar Survey

• 2 minutes!

• We love knowing what you like or 

would like improved!

• Really helps me (Kelsey) out when 

presenting to my bosses ☺ 

• I’ll provide a link at the end or you 

will get an email tomorrow!!!
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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”



8

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

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



Message Maintenance
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Message Inbox
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Message Type Filters

•Active Conversations: There’s 
been no automated response.

•Unread: Active and not yet read.

• Starred: Star a conversation to draw 
further attention.

•No Action Needed: Automation has 
responded on your behalf.

• Sent: All previously sent messages.
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Inbox management

• Focus on Active Conversations

• Messages that (likely) require 
your attention

•Be proactive with your inbox 
management!



13

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

Message Actions / Organization
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Contacts Tab



Texting 101
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Messages Tab Contacts Tab
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One to one messaging

•Select a contact

•Use the right panel 
to chat

• Include links, emojis, 
images

•Use Messages OR 
Contacts tab



Bulk Messaging
Sending texts to more than one contact

1.Advanced Search

2.Copy and Paste

3.Program Messages 
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Messages Tab Contacts Tab



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

Contacts Tab

Messages Tab
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Program or Group Wide

•Hit “New Message”

•Specify program and 
contacts

•Personalize Message

•Send now or schedule for 
the future
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Advanced Search

•Narrow down 
contacts

•Use niche criteria
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• You already have a list of phone 
numbers or IDs

• You want to send a one-time 
message

• You don’t need to save any 
response data

Copy and Paste a List
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Comma Separated List
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Copy and Paste!
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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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Automated Response

- Creates a conversation

- Collect data

Yeah…

Hey Isobel! Are you still interested in applying 

to Cricket University? Reply yes or no. 

Great! Here are some resources to get started! 

www.cu.edu/apply 

http://www.cu.edu/apply
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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

• 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
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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
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Personal Settings

• Click the gear icon

• Click “settings”

• Manage 
notification 

preferences 

• Manage users



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!



Survey Time!
2 minutes! Thank you so much!



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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