[ CSU Fresno Messaging System (Cheat Sheet) ]

1. Log into MyFresnoState and Navigate to Fresno Messaging > Communications

FRESNGSTATE

Favorites = Main Menu > Fresno Messaging »  Communications

Comm - System Communication

Enter any information you have and click Search, Leave fields blank for a list of all values

Find an Existing ".-'4:-Iu

Search Criteria

Commaunication |:Jl begins with

Category| begins with - | Q,

So*n{-r[:tgmswnm v: Q
DE‘BCIIFEDHIW

5oL D[ begins with | a

Cinciude Histery [ Correct Mistery [ Case Sensitive

Sz-arc%E Clear | Basic Search 5 g Save Search Criteria
Search ults

View All

Communication ID Category Sender Deacriphion
W
2. You can put in any of the data that you know and [Search] for an existing

Communication OR create a new one by clicking the [Add a New Value] tab.

Fresno Messaging System - Communications

o 00144
“Mame: Communication from OMce of Student Improvement
Description: This communication will be used to send emaills 10 students from the Offce of
Shudent Improvermeant
*Category: |5F T, student Records
Sender Office of Student Improvement Q. oOffice of Student Improvement

\,W‘M,W’Wm
3. Enter the needed information
e Enter: Name and Description of the type of emails you are going to send

e Enter Category (use magnifying glass to pick a Category)
e Enter: sender (use magnifying glass to pick a Sender)
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[ CSU Fresno Messaging System (Cheat Sheet) ]

SQL Definition

*SQLID: SR_ALL_ENROLLED_STUDENTS_BY_TERM_AND_SESSION Q
Description: Ensolled Students for the Prompted Term and Session

Aliow Duplicate Email Addresses: [ View SQL and Sample Retum

e Enter the sQL ID for the correct population that you need to send the message to
(use magnifying glass to pick SQL_ID, look at the description to verify)

e If you need to send the email multiple times to the same person then check the
Allow Duplicate Email Addresses checkbox (example: you are sending a message
that has bind variables to send different information to the same person).

Message Text Find | View All First ‘&' 10of1 ‘&' Last
‘EMective Date: | 10VA12018 [[if | Active ] Send Test Email —Qf\l
DN A I
Message Subject: You loo can Improve UN, Use the [+] button to
MessageText | make a new message
N
. [
FRESNGSTATE { voucamot e e
. ————————  __ _--=-=]| If not in edit mode
Discovery. Diversity. Distinction hiniadiaieliy | R e .
Cear 2, ’/ """""" T T TN
1
[¥ou too can improve! The ONice of StUdent MMprowement is hene for you. : U‘S:e Correct :
, History to change a |
- ! message that has not ;
1 been sent yet. 1
~ - ~ ' _____ ——— l
by: Last Update Date/Time: 11/01/18 4:01:24PM \\\ 1
I
N
1
o Save || (oM Return to Search 1] Prevous inList | o] Nex 1 =] Moty % Add 24 Cum?[:HLmq-

o If you do not see the Message Text “editor header” click the [+] button to get a new row
and to edit the email.
or

e If you need to edit a message that has not been sent to the needed population yet, (and
have security), click the [Correct History] button

Message Text Find | View All First ‘4’ daf1 ‘&' Last

Fl=
*Effective Date: LR Send Test Emall H=

*Message Subject: You loo ean inmprove

*MessageTexil: (Mole: anly use image links, do not uplead images)
B Source || @ @ «» Q% =M = \g
Nermal - || Font ~||siee - |B I U & 0
=2 3= 2z o A-D- B 3 .

g T T i
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[ CSU Fresno Mes

saging System (Cheat Sheet) ]

e Enter the Message Subject
e Enter the Message Text

e Use the Message Text “editor header” to make your email more readable and

professional looking.

e The majority of the editor buttons are pretty self-explanatory (print, cut, copy,

paste, undo, redo, search replace, horizontal line, table, link, unlink, predefined
fonts, fonts, sizes, bold, italics, underline, strikeout, special characters,
left/center/right/full justify, number, bullet, increase/decrease indent, text and
highlight colors). However these 3 may need a little more explanation:

[ Source

will toggle between what the recipients will see in the email and

the HTML source code (only change HTML if you know what you are doing).

- will allow the link of an image into the email (due to firewall
requirements, we cannot upload images to our servers that will be seen in
emails, but we can link images into emails that will be visible).

Image Properties p 4
- : = s —— 1
Image Info [7-Lfmk=|F Oiptoad 3 -_mam:ed;’ #1 click the Image Info tab
N e e e e e e e = ——
22 oo RL o ke ik
- il !
http:IMww.fresnnstate.eduhNebrESgLLrQE.-_SQrE&Q:EsJIrEETL\ L f/'?e_ /17_ o _0_ in_hi _e_/?_ ]
Alternative Text e — =
Fresno State Logo| ~=~=======z------' #3 fype in Accommodation TE}xt :
: Preview
Width 300
FRESNC STATE
Border scovery. Diversity. Distinction.
HSpace
YWSpace
Alignment S p
. =nol |~ | #4 click OK |
B N - 4
< \\ A >
—
\\‘\
\
Cancel
B o
(http://www.fresnostate.edu/webresources/images/fresnostate/fresnostatelogo.
png used for the this example)
A . . .
= ™ will toggle the editor between full screen and in the page mode
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[ CSU Fresno Messaging System (Cheat Sheet) ]

e You may use %BIND(:#) field values within the text with # as the column
number from the SQL_ID. The first two fields are Emplid, and Email address, so
start %BIND(:1) as the third column.

= Use View SOL and Sample Return link to calculate the bind field numbers.

SQLR It (it N —— ;
S e _BINDCY) | { o6BIND(2) |

_________ ~3QLID: SR_ALL_ENROLLED_STUDENTS EY’TERM AMD SESSI}GN

| %BIND(: 3 ! 7

L ISELECT&EMPLID C.EMAIL_ADDR, M. FIHET NAME, N.LAST_ NAME, R S
AE,EEB\CAHEEH AACAD_PRQG_PRIMARY, A TR = - 1 %BMND(: 5) )
FROM sysadm.PS_STOMT_CAR TEF?H‘&\ fTmTTmmmmmms \ b Sl

_sysadm PS_EMAIL_ADDRESSES C K %BIND(:4) :
_PRE_AME VW N

Example:

Dear %BIND(:1) %BIND(:2),

Emails as this:

(NN B Sory, DRty SN DN

Dear Juanita Darlingues,

4. Send the Message to yourself as a test message by using the | S&n TestEMall | 410

(Reminder: Bind variables will not be substituted in the test email message)

5. Sent the Email Message to the correct students;

Navigate to: Fresno Messaging > Create Messages
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[ CSU Fresno Messaging System (Cheat Sheet) ]

Enter the Communication ID for the message you want to send

VIY FRESNGSTATE

Favorites Main Menu > Fresno hlessaqmq »  Create Messages

Fresno Messaging System - Create Messages

Run Control ID:  1-Example Report Manager Process Monitor Run
*Communication 1D; 00144 Q  communication trom Office of Student Improvement
View SQOL and Test Results
Personalize | Find | &Y | EX First ‘&' 1.30f3 & Last
Parameter Name Parameter Value
Term 2193
Session (ALL=3ll sessions) ALL
il Save |[Gh Return to Search ] Notify s Aad

Enter any prompt fields if needed. (Example: Enter Term code, Session or Type.)

Use the View SOL and Test Results link to make sure that you have everything
setup correctly (this can take several seconds or more)

v = ¥

AND B.EMPLID = A EMFLID
AND B.E_ADDR_TYPE='"CAMF'

The first 10 of 25788 rows of data are returned. cTTToTTTTTTTTTTT A
#Emplid  Emal O« Do these bind !
] NN
: ) values look correct?
A 1
\\ \\\ ——————————————— 7
A N
— A - ———

look correct?

Retun | }

1 AY
. Does that number |
| ]
| ]

W~ N W M

If all looks correct click the [Return] button, then click the [Run] button

Process Scheduler Request

UseriD 17386 Run Controf I 1-Example
Server Hame ~ Run Date 11052018 i)
Recurrence ~] Run Time §:0153PM Resel to Current Date/Time
Time Zone Lo}
Process List
Select Description Process Name Process Type *Type *Format Distribution
F  FR_COMM_SEND FR_COMM_SEND  Application Engine [Web | [TKT | Distribution
oK Cancel

Click the [OK] button
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[ CSU Fresno Messaging System (Cheat Sheet) ]

e Use the Process Monitor link to monitor the process. (It can take much longer to

send the emails than it took to run the query.)

e If you get a run status of No Success, then call the Help

e You can check the Logfile. TXT file to see an overview of what was sent:

Process Instance: 4382511
Operator Id: 11122

Run Control Id: 1-Example
Communication Id: @@l44
Emails Sent: 25788
Errors In Log: &

** Finished Processing **

Desk.

6. When the Messages have been sent, you may use the Fresno Messaging > Comm Inquiry

link and enter the Communication 1D that was sent;

Fresno Messaging System - Communications

10: 00144

Name: Communication from Office of Student inprovement

Category: SR Student Records

Sender: Dffice of Student Improvement Ofice of Student Improvement
Send Email?

SQL Definition

SQLID: TEST

Allow Duplicate Email Addresses: View SQU
Personalize | Find | View All | £ | &S First & fof1 & Last ‘/—
-
-
Run Date/Time Process Operator id Count Show Recipients 1 2=
Instance =4
=
1 1101718 1201 16AM 4379¢ 2833 Show Recipiits
niSave | |[G" Retunto Search 1 | Previous in List Nes f ] Notdy

- ———

FR_COMM_INQ_DETAIL- Communication Receipient List

Download results in:  Excel SpreadSheet CSVTextFile XML File (2062 kb)

Message ID Instance 0 Name
1 00143
2 00143
3 00143
B 00143

First 1-100 0

Email Address

1283

N

Last
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[ CSU Fresno Messaging System (Cheat Sheet) ]

7. View sent messages, by clicking Fresno Messaging > Message Search link;

e Enter the user ID and/or Communication ID Of the sent message
(Note: if you just enter the Communication ID, it could take a while to try to list the
thousands of messages sent.)

IComm - Message Search

[Enter any information you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value

Search Criteria

User ID| begins with - |1

Communication ID| begins with - 00144 Q,

Process Instance | = -

Sequence Number| = o
EMAIL_TO[ begins with - |
Senderlml

Status| = vl -

Ocase sensitive

e
Search Clear Basic Search = Save Search Criterla

Search Results

Vigw Al First ‘&' 12er2 " Last
User ID Communication ID Process Instance Sequence Bumber EMAIL_TO Sender Status Run Date/Time Send Email?
00144 4382512 1 | flice of Student Improvement Emailed 11052018 6.27-39PM Y
00144 4382513 1 | Mice of Student Improvement Emailed 110572018 633:40PW Y

e Click on an individual communication to see the actual message sent

Date/Time: 110518 6:33:40PM Status: Emailed
To:

Email Addr: sufresno.ecu

From: Office of Student improvement

Subject: You too can imporove

Message:

FRESNGSTATE

Discovery. Diversity. Distinction.

Dear

You too can Improve. The Office of Student improvement is here for you!

" Return to Search | Previous in List
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