Revised Method for Selecting Contacts for a Connect-ED Message

The method for selecting your contacts while you are using the Connect-ED call wizard has been
updated. The first step for creating your message remains the same, so follow the normal

process to create your new message. When you move to Step 2, Select Contacts, follow the
steps below:

Your new Select Contacts screen will have the same filters, but they are arranged
somewhat differently. If you want to select everyone in your contact list, you can use
the Quick Select All button at the top of the screen, which shows you the total number
of contacts available. The wizard will move directly to the next step, Schedule Delivery,
for you to choose the delivery date and time for your message.

[ Home I Contacts I Messages I Log ]' Reporting ]

Q) Select or Create Message | © Sselect Contacts | © Schedule Delivery &) Confirm

You have 1,144 contact(s) available. m
Select Contacts | Select Groups IAdvam:ed Options vl Review Selections

To select all contacts in your account and advance to Schedule Delivery, click the Quick Sefect All button.

Usze the dropdown filters to identify a subset of contacts and click Find Contacts. Use the 5 All Matching button to add all
matching contacts to your list, or click the View link to add or remove contacts individually.

Click the Add List tab to include or exclude additional lists. Click the Review ns tab to view and edit all lists.

A. Filter RESET FILTERS| |B. Select C. Verify

Type: | All
Language: | All Matching Contacts Found: Matching Contacts Selected:

Grade:  All
rade 1,144 view 0
Gender: | All

B Select All Matching Clear Selected
Group: All

Search for a IName v| I

I - . .
View Filter Selections Review All Lists? Click Here
€V Back [ Cancel

To select specific contacts, use the filters under the List 1 tab. For example, to choose
only the student population, click the drop-
down arrow beside the Type filter, choose ®
Students by clicking the checkbox, and then
click the orange X to close the filter. The | Filter ‘BESET FILTERS )
filter will then show Single (1) to show that Type: Single (1) O
you have only chosen one criterion in your Language: [~ Al

filter. You can also use additional filters, Grade: g Student

such as Grade or Language, and you can also Gender:| ::::,:y

make multiple selections under each filter. CrOUPt [ staff

After setting your filters, click the Find Searchfora I other

Contacts button. —.
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If you want to create an additional set of filters to add to your selection or to exclude
contacts from your selection, click the Add List tab. When you rest your mouse on the
Add List tab, you can either choose to Add Contacts or Exclude Contacts. If, for
example, you wanted to exclude speakers of French and send them a separate message,

you would choose Exclude Contacts O - M
. . 15 List 2 X
(notice that your background will

turn red when you choose to A. Filter
exclude), filter for Language, choose
French, and click the orange X to Language: | Single (1)
close the filter menu. Click the Find crade: IEB
Contacts button. Gender: | All

Group: | All

Type: | All

Search for a |Name =l |

After setting each list and clicking the Find Contacts button, you will see section B.
Select populate to show the number of contacts that match your chosen filters. To view
the matching contacts, click the View link, and the contact list will appear below the
filter screen. You can uncheck any contacts that you do not want to receive the call. To
see a list of the filters you selected, you can click on the View Filter Selections link. If
you want to choose all of the matching contacts, click the Select All Matching button.

:

A. Filter RESET FILTERS]  B. | Select

Type: Single (1)

Language: All Matching Contacts Found:
Grade: Single (1) 363 view

Gender:  All
=+ Select All Matching
Group:  All

Search for a IName ;l I
View Filter Selections
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The number of selected contacts will appear under the C. Verify tab. If you want to

clear all of the contacts, click on the Clear Selected link. To review your filters, click the
Click Here link beside Review All Lists.

-]

A. | Filter B. Select C. | Verify

Type: | Single (1)

Language: | All Matching Contacts Found: Matching Contacts Selected:
Grade: | Single (1)

363 view
Gender: | All

P Select All Matching Clear Selected
Group: | All -

Search for a |Name LI |

View Filter Selections

Review All Lists? Click Here

To view all of your selected contacts or to make changes to them, click the Review
Selections tab at the top of the wizard screen. You can use the View, Edit, or Remove

link beside the number of included contacts or you can click the View All link to see
contacts or to make changes.

(D You have 1,144 contact(s) available. Quick Select All ! }i )
Select Contacts Select Groups IAdvanced Options 'l

Review Selections

To quickly zelect all contacts in your account and advance to Schedule Delivery, click Quick Sslect All.

To modify any of your lists, click on the Visw, Edit, or Remove links. To review the selected contacts from all lists, click the Wiew
All linke.

Click the Add List tab to include or exclude additional lists. Click the Review Sslections tab to view and edit all lists.

List 1 [ List2 1] Add List v

Search for a | Name | |

You selected:

1. Type: Student

e a— Included
2. Language: French Excluded

357 available contacts are selected for this message

QWL & Cancel
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After verifying that your selected contacts are correct, click the Next button which will
take you to the Schedule Delivery screen which has not changed. Set the date and time
for your call and continue the wizard to complete the call.

Schedule Delivery

Select your time zone and when you want your message to be sent.
When you are finished, click Next.

Select your time zone: h

Send my message now

Send my message on this day:
IMay =lf/fa =] /]2009 =]

At this time:

[6 =l :foo =] [pm -]

At any point in the call wizard process, you can click on the Show Me How button to
watch a video demonstrating the new steps of the selecting contacts process.
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