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Message Center

Message Center (Educator Access Plus>Teacher Access>My Classes>Your Class>Message Center) 
is an easy way to communicate to a group of students or parents without sending home a written 
note. You may also use this as a tool for providing copies of a course syllabus or other documents
 through Student and Family Access. 

Add Message to Multiple Classes

The option to Add Message to Multiple Classes allows you to create a single message and 
attach multiple classes to that message.

Add a New Message
 **Message Summary – Enter a summary for the message; the maximum 

character limit is 60.
 **Priority – Select either Normal or High Priority for the message.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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 **Message Detail – Compose your complete message in the Message Detail.
Posting Options

 Post From/To – This allows you to determine the length of time the message will 
display in Family/Student Access.

 Only Post for Students currently enrolled in selected classes – By selecting 
this option, only currently enrolled students will see the message.

 Post to Family Access – Select this option if the message should display in Family 
Access.

 Allow parents to respond to this message – If you select this option, parents will 
be able to respond to your message via Family Access. You will need to come back to 
the Message Center to check for messages because the response will not come to 
your email.

 Post my email address for parents viewing this message – When selecting this 
option, your name will be a hyperlink in the “Posted By” column of the message.

 Post to Student Access – Select this option if the message should display in 
Student Access.

 Allow students to respond to this message – If you select this option, students 
will be able to respond to your message via Student Access. You will need to come 
back to the Message Center to check for messages because the response will not 
come to your email.

 Post my email address for students viewing this message – When selecting 
this option, your name will be a hyperlink in the “Posted By” column of the message.

 Post to Calendar – Select this option to have the message display on the 
designated date in the Family/Student Access Calendar.

Emailing Options
 Send an Email on – This allows you to send the message as an email to guardians 

and/or students.
 Only Send Emails for Students currently enrolled in selected classes – By 

selecting this option, only currently enrolled students will see the message.
 Email to Students – Select this option if the message should be emailed to the 

students.
 Email Guardians – Select the option if the message should be emailed to the 

guardians. If selecting this option, you can then determine the guardians that should 
receive the email.

 Display Additional Details in the Email Body – This allows you to determine if 
additional class information will display in the email.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Class Selection

 Post to All Classes – If you select this option, all courses at the bottom of the 
screen will be selected and grayed out.

 Select Classes where this message should be saved – Choose the class (es) 
that will see the message in Family/Student Access or receive an email.

Attach

The Attach option allows you to attach a file to the message. The option to add an 
attachment will depend on the configuration of Educator Access Plus.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Add Message for Current Class

The option to Add Message for Current Class allows you to create a message for the class 
selected in the My Classes screen.

Add a New Message
 Message Summary – Enter a summary for the message; the maximum character 

limit is 60.
 Priority – Select either Normal or High Priority for the message.
 Message Detail – Compose your complete message in the Message Detail.

Posting Options
 Post From/To – This allows you to determine the length of time the message will 

display in Family/Student Access.
 Only Post for Students currently enrolled in selected classes – By selecting 

this option, only currently enrolled students will see the message.
 Post to Family Access – Select this option if the message should display in Family 

Access.
 Allow parents to respond to this message – If you select this option, parents will 

be able to respond to your message via Family Access. You will need to come back to 
the Message Center to check for messages because the response will not come to 
your email.

 Post my email address for parents viewing this message – When selecting this 
option, your name will be a hyperlink in the “Posted By” column of the message.

 Post to Student Access – Select this option if the message should display in 
Student Access.

 Allow students to respond to this message – If you select this option, students 
will be able to respond to your message via Student Access. You will need to come 
back to the Message Center to check for messages because the response will not 
come to your email.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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 Post my email address for students viewing this message – When selecting 
this option, your name will be a hyperlink in the “Posted By” column of the message.

 Post to Calendar - Select this option to have the message display on the 
designated date in the Family/Student Access Calendar.

Emailing Options
 Send an Email on – This allows you to send the message as an email to guardians 

and/or students.
 Only Send Emails for Students currently enrolled in selected classes – By 

selecting this option, only currently enrolled students will see the message.
 Email to Students – Select this option if the message should be emailed to the 

students.
 Email Guardians – Select the option if the message should be emailed to the 

guardians. If selecting this option, you can then determine the guardians that should 
receive the email.

 Display Additional Details in the Email Body – This allows you to determine if 
additional class information will display in the email.

Student Selection

 Post to All Student – If you select the option, all students at the bottom of the 
screen will be selected and grayed out.

 Select Students to receive the message – Choose the student(s) that will see the 
message in Family/Student Access or receive an email.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Attach

The Attach option allows you to attach a file to the message. The option to add an 
attachment will depend on the configuration of Educator Access Plus.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Edit 

Edit allows you to make modifications to an existing message. 

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Clone

The Clone option allows you to make a duplicate of the highlighted message. If an 
attachment was added, it will also clone the attachment.

Recall
Recall allows you to remove the message from displaying in Family/Student Access. You will 
highlight the message and click Recall.

After selecting Recall, you will receive the message displaying above. If you do not want 
the message to display in Family/Student Access, you will select Yes.

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.
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Un-Recall
The Un-Recall button will only display if the highlighted message was recalled. You will 
select Un-Recall to have the message return to displaying in Family/Student Access.

Filter Options

 Show Messages – This allows you to determine the messages that will display on 
the Message Center screen.

 Only Show Messages for the Selected Class – Select this option to only display 
messages for the classes selected in My Classes.

 

Functionality described here may vary in availability depending upon your district/entity configuration.
** Denotes Required Field to save screen.


