Clark County School District
Employee Business Training

Sending Parentlink Messages Using an External File

‘ Exporting Ad Hoc Files from Campus

Ad hoc reports created in Campus may be used for sending messages in ParentLink. A student list containing the required fields i.e.
home phone number, mobile phone number, and email address will be needed, depending on what delivery method(s) you plan to
use.

Sample Ad Hoc Filters found in Campus

. You wij
DEMO - Parent Email Address f,-,ters‘zg’fgeed t0.€0py any of thege
e you can

DEMO - Parent Link Information

Review the long description section to

find tips on running the selected filter.
DEMO - Incoming Students and Phone Number Field operators may need to be set

DEMO - Parent Link Information Incoming Students

The filter should be exported using the Data Export tool in Campus. before an accurate report can be run.

1. Select DATA EXPORT. CCSD Datalab saved Filter DEMO-Parent Link Information
%@ student DEMO-Enroliment code E2 o
2 . Se I ect t h e fl Ite r. Soentiormaton @ student DEMO-Enroliment History for 5th Grader: Elementary schoole go to the Parameters page and enter: caltrack = (track number) or caltrack IN (track
» Census @ student DEMO-Enroliment Start Date number) for muttiple tracks. Soerted by student name and guardian relationship,
3. Click on DELIMITED VALUES ot [, student DEWDE5 Lunch Ist
it 2 7 student DEMO-First Enroliment in Current School Pick an Export Format
(CSV) . @ student DEMO-Foster Care Flagged Students O
» Attendance @ student DEMO-Fun Run Fundraiser o M Estreoorn
4. Uncheck Include column » Scheduling {2, student DEMO-Homeroom Placement Lett L
® Deiimited values (CSV)
. L aas @ student DEMO-Incoming Students and Ph C
dlsp/ay header. {3 student DEMO-Wedia Release Info O ror renot
i ref
. B:Gradg & Stndoedy {2l student DEMO-Migrstory Status Date £
5. Click ExpPORT. » Program Admin {3l student DEMO-Multi-Racial with races selgs Delimiter
. . + Ad Hoc Reporting {3, student DEMO-No Honor Code or Ed Ag Include colurm display header [
6. Save the file name with (5, studentDeo.paen s s
Filter Designer ] Double quote data [ Only when it contains the delimiter . |
. & student DEMO-Parent Link Information
n L Include subtotals
'tXt eXte nsion. Data Viewer @ student DEMO-Parent Link Information Inceming ¢ | .| |
g Data source: | Data Warehouse 09/09/2059 09:08:00 -0700 .-
Letter Designer @ student DEMO-Photo Info Data-Elementar
7. Save as type as Tab , G} =

Letter Builder
del’m Ite d. @ Data Export Search Edit Copy Delete:
Data Analysis Create a new Folder

e File name: | Parentlink excel.bdt
° Save as type: | Text (Tabk delimited) (* bt}
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Clark County School District
Employee Business Training

Creating and Sending Your Custom Message

Create the message

Log in to ParentLink at ccsd.parentlink.net using your ParentLink School Administrator Account.

1. Click on CREATE A MIESSAGE.

2. Type title of message. Create a Message

3. Type your message. (It is recommended that sound recordings have text entered in
order to have a script displayed for reference).

4. Choose your delivery method(s).

5. Click on the phone icon to enable phone delivery.

6. Click “Call me to record” or select the Audio drop-down and select “Call in to record” to record your message. After recording
your message, press #1 to save it. Wait until the automated operator says goodbye to disconnect!

7. Click the envelope or bubble icons to enable email or SMS text. (Make sure your file has the contact information for each

delivery mode selected).
8. Select CHOOSE to add recipients.

@\3 | El Template
& Recipients Choose... Type text...

| l

Sending ParentLink Messages Using an External File

© Start Time 5:00 PM
3 saved Messages >®

- ) Callin to record B e .

e script. i
yp p Upload audio file
Text to speech % Advanced Options
Template

A Emergency 0

Via e-mail

Via phone
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Clark County School District
Employee Business Training

Uploading Phone Numbers and Email Addresses

ParentLink will accept any Tab delimited text files. Ensure the filename ends with .txt before continuing.

All school administrators and Building Communicators have access to send ParentLink messages using information imported from
Infinite Campus and the HCM System.

On occasion it may be necessary to manually upload contact information into the system from a spreadsheet or list.
This may be for various reasons including:

< Staff communication-such as cell phone and personal email addresses

< Contacting incoming students/parents prior to new year roll

< Departments that may need to contact students/parents for a specific program or service

< Contacting with external recipients such as prospective students who are not enrolled or community members

The steps to upload a worksheet are written for Microsoft Excel. If you are starting with a GoogleSheet:
e Under File > Download, select Microsoft Excel (.xIsx).
e Once you have a Microsoft Excel (.xlsx) file, Open the file and do File > Save As, selecting .txt (tab delimited) from the
dropdown.
e You may close your Excel worksheet at this point.

The format of the spreadsheet and the resulting .txt file is as follows:

Uploaded Recipients Formatting x

Create a list of addresses in a text file. Use one address per line.

Seperate fields with <TAB> (tab delimited).

The first row can define the fields found in the file.

After uploading, you can assign header rows. If you have custom merge tags, the first row in the column can be
selected as the header row name and custom merge tag name (custom merge tag headers may contain only
alphanumeric characters and underscores: A-Z, a-z, 0-9, _).

Phone, SMS or Email is required.
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Example:

Phone Number SMS Number Email Address First Name Last Name Language
8015554611 8015554611 dons@bogus.domain.com  Don Stover S

8015558412 8015558414 brucej@bogus.domain.com Bruce Jenkins E

8015552468 8015558176 johns@bogus.domain.com John Strowistski E
8015554133 8015551597 hector@bogus.domain.com Hector Scout E
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Clark County School District
Employee Business Training

Selecting Recipients

You may want to send a test message to one person to ensure you have done everything correctly.

To upload the file exported from your spreadsheet with staff phone numbers/emails (not in the system):

MR Baciskenix d 1. Click SEND A MESSAGE
o o 2. Click RECIPIENTS > CHOOSE...
Select one or more recipients | From a list v Selected recipients (click to remaove)
S AT i 3. Click "From A List" and select "FrRom A FILE WITH ADDRESSES".
DELA;K 0! :::::m::mssﬂ b
From a map

Advanced search

4. Click UpLoaD to browse for the file. Select the desired .txt (tab delimited) file. Upton T L m——
5. Use the dropdown(s) above each column to select appropriate field column header. — o
re these fiel rrectly?
Select IcnoORE FIELD for any fields in your spreadsheet that are not needed. :@ LastName [ql [FirstName ~]
(Make sure your file has the contact information for each delivery mode selected). oo . Egeaia
817044 Custom Merge Tag hany
817044 studentlasthame hany
. . " " . . 267376 System Fields e
6. When it looks good, click "Looks Goop" and the addresses will move to the right pane. 267376 -y .
"202586 SMS ley
Looks Good Email
. 3

First Name

Language ID

7. ClICk DoONE. Clear List  Create Group Done L
Ignore field

If you wish to save it as a Group to reuse in the future, click CREATE GROUP.

After your message has been delivered, visit Reports > Message Tracking to view delivery statistics(Page 6).
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Clark County School District
Employee Business Training

Delivery Options

1. After selecting the desired recipients, click Advanced 5 Stort of Schodl Reaminders sning orpznion
. . LA L DISTRICT ~
Options. For most messages, only Start Time and Date . oz v
ecipients 1C0SE tart Time
should be changed (if applicable). | | por 72017 [soor o
. . . [ send messages during blackout times (09:00 PM - 06:00 AM)
©  Set your preferred delivery time (Messages will not e
. © Start Time 5:00 FM Deliver to parents of students
dellver before 6 AM and after 9 PM). EDnnolplayheaderffon[erpromptsdur\ngoulbmfnd(alhng
Allow other users to also send this message (public)
O Uncheck; if desired, “Do not play header/footer D) Saved Messages : ot
. . . . M [«
prompts during outbound calling”. This provides the S , s
recipient with the name and contact information of e —— @ m
the school/department that sent the message. = =
mergency

©  Select a category type for your message.
2. Click Save to save your delivery options.
3. Ensure the correct delivery time is displayed.
4. Click the Senp button when you are ready to send your message.
& Startof School Reminders

Bundle delivery of your messages so parents
-‘\ 3 only receive 1 call!
Set your message delivery times to ‘

10:30 a.m. or 5:30 p.m.
@ StartTime @ 2:30 PM
Q 000

& Recipients Choose...
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Clark County School District
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Track Sent Messages

. IMPORTANT:
i Be sure to check the status of your message delivery.

Click on REPORTS, MESSAGE TRACKING, the date range that your message was delivered, and GENERATE REPORT to view your
message status.

HOME MESSAGES REPORTS SETTINGS HELP Q, Account Search .

Message Tracking

School Message Categ Date Range

[ CLARK COUNTY SCHOOL DISTRICT B Survey Today -
L. Transportation

Priodity Bullying Notification

Al - Long Term Substitute [
Delivery Status Report
@ a1 @ rphone @ email @ suset | [Feurrent P ruture [ expired | | SortBY  Display

Start Tme - 50 v results

. Generate Report

Displaying 1-1 of 1 messages.

1] Message L= e Sender Start Time Status Delivered
672  Startof School Reminders . = $ EBT Trainer (CLARK COUNTY SCHOOL DISTRICT) 25 Jan 02:30 PM Current NN (N/A/1)
SelectAll  Cancel Export  Print

If you wish to cancel messages, please do so at least 5 minutes in advance of the scheduled start time to ensure messages are not queued for delivery.
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Need Help?

If you have any questions or issues you may:

» Submit a ParentLink Questions (TISS) form.
= CTRL + Cuick the link above or
= Open abrowser and go to https://support.ccsd.net
= Select Forms
» Enter “ParentLink Questions (TISS)” in the search (It should be the only result after the 4t letter is typed in.)
= Click on the resuli, fill in the fields, then click SEnD.
You will receive a notification from Service Desk within a few minutes.
If you do not see the notification, check your spam and email filters.

or

» Mail 0068-sdm-parentlinktiss@nv.ccsd.net

or

» Call the User Support Help Desk at 702-799-3300.
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https://support.ccsd.net/ufaqs/parentlink-questions-tiss/
https://support.ccsd.net/
mailto:0068-sdm-parentlinktiss@nv.ccsd.net
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