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Overview

This business process guide demonstrates how faculty members can send messages to a class via the SJSU
Messaging functionality. The Messaging system sends a customized message to one or more students on their
MySJSU account and sends an email notification overnight, letting them know they have a new message waiting.
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The MySJSU Homepage » SISU HOME » SU »NEWS »EVENTS »DIRECTORY SEARCH _ .
displays.

San Jose State University

1. Goto MySJSU MySJSU
(http://my.sjsu.edu/).

Home About Us Applications Technical Forms Students Employees Job Applicants

2. Click the Login to
MySJSU button.

515U Home : MyS1SU

MySJSuU \

MyS1SU is for current and former students and applicants for admission,
as well as all SISU employees. In the near future, the site will also be Loginto MySJSU
used by applicants for SJSU employment. Find important information

about your academic or work career, system downtime, procedural
updates, documentation, training and support.

%print Eamail

Quick Links

MySISU on Facebookr
Campus News
Alert-SISU FAQs

Last Update: June 30, 2008 - 7:51 a.m. Eiitire Shident Accotink
Activation

Online Application for Campus Jobs Now Live! L—ow ) )
Sign up for Alert-5I1sU! Open University Registrationr
PDF Class Schedules
System /Technical Updates Class Search/Browse Catalogr
Campus Resources
Last Update: July 1, 2008 - 9:19 a.m Whom Do I Contact About...?

System Downtime Information

The Login page displays.

3. Enter your User ID and

Password. ;
San José State
4. Click the Sign In button. ot b RS

Note: If you have difficulty
logging in, please contact the
CMS Help Desk via email
(cmshelp@sjsu.edu) with
your full name, department

and SJSU ID. - _
—P useri:| |
————> Passwore |
Faorgot your password?
«—
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The SJSU Messaging page
displays.

5. From the Main Menu,
click the Send Messages
link.

6. Click the Add a New
Value tab.

The Message Detail page
displays.

7. Select the Class Roster
radio button and complete
all appropriate fields.
(Descriptions are listed
below.)

Field Descriptions:

Subject
Message Text

It.

PR —
SO A

A

Menu =]

Search: .
®

[> My Favorites

[» Campus Info

[» Self Service

[ Manager Self Service

[> 8JSU Campus Solutions

[> 8JSU Human Resources

[> Workforce Administration

[ Organizational Development

[ Campus Community

[> Student Admissions

[> Set Up SACR

[* Reporting Tools

[ PeopleTools

— Faculty Center

— Class Search/Browse
e

- Send Messages

T —— —
- CSUID Search
— Change My Password
— My Personalizations

- My Sysiem Profile

SJSU Messaging

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

g —
Find an Existing Value (_ Adda New Valug ) -
— ™

Datetime Created: =

Subject:

Message Status: |
[Jcase Sensitive

Search Clear | Basic Search B Save Search Criteria

Find an Existing Value | Add a New Value

prm G

Hew Window | Help | Customize Page | &

®
[ My Favorites SJSU Messaging
[» Campus Info =
[ Salf Sendce Message Detail
[ Manager Self Senice
[» 85U Campus Solutions Date/Time:
[ 8J8U Human Resources P
» Warkiorce Administration Lo
[* Organizational Development Type: O List
[ Campus Community
I Student Admissions *Subject:
[ SetUp SACR .
* Reporting Tools Wesxega Tax:
[ PeopleTools
— Eacully Center
- Class SearchiBrowse

Term: 2072 O, Class
bz

\ Send I
D

Due to instructor iliness, today's class has been cancelled. Class assignments can be
found at the address included balow

1200472006 3:29:55.000000PM
A PROFESSOR

[Class Cancelied

Ihttp:ifassignments comResearchProjf
121212006 [

Populate | Selectall | Deselecian

From: This defaults to the sender’s name.

URL #1, #2: These are optional, and will appear as web address links in the student’'s message.
Expiration Date: This field is mandatory. After the message expires, the student will no longer be able to read

e Term: Enter or select the term for which you wish to retrieve a roster. This is a four-digit number — if you do not

know the number for the term, click the magnifying glass to look up the number.

e Class Nbr: Enter or select the term for which you wish to retrieve a roster. This is a four-digit number — if you

do not know the number for the term, click the magnifying glass to look up the number.
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The Look Up Class Nbr
page displays.

8. Click the Look Up button
and select the class you
wish to use by clicking
the appropriate hyperlink.

The Message Detail page
displays.

Note: Student information has
been hidden by the white
area.

9. Click the Populate button
to populate the roster.

10. Click the Select All
button to select all
students on the roster.

Note: You can check
individual boxes to select only
a few students.

11. Click the Deselect All
button to remove all
checks.

Note: You must have at least
one student checked in order
for the message to be sent.

12. Once all fields have been
completed, click the Send
button to send the
message.

Note: Use the navigation bar
to see the full roster:

Look Up Class Nbr

EmpliD:
Term:

Class Nbr:| = Ivl

) Clear | Cancel |ElasicLookug

000020541
2072

Search Results

First (4| 1-20f2 [)| Last
Class Nbr|Subject Area|Catalog Nbr|Class Section Descntl
25648 ENGL 22 02 Fantasy Science Fic
35060 ENGL 193 02 Lit & Self-Reflect

SJSU Messaging

Message Detail

e

Date/Time: 12/04/2006 3:29:55.000000PM

“From: A PROFESSOR

Type: O List @ ClassRoster O By Instructor

*Subject: Class Cancelled

*Message Text: Due to instructor illness, loday's class has been cancelled. Class assignments can be

found at the address included below

hitp.Fassignments com/ResearchProy/
1201272006 (%

URL #1: URL #2:

*Expiration Date:
Class Roster

I Deseled All

Term: 2072 QU Class 35060 Q gnGL 193 02

Nbr:

First [ 1-100of 141 O Las
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The Send Confirmation
page displays.

13. Click the Return to SJ
Messaging link to return
to the message.

The Message Detail page
displays.

Notes: This is a summary of
the message you just sent.

If you review this information
and decide that you no longer
wish to send the message,
you may click the Unsend
button. You can unsend a
message at any time, but
please note students may
have read the message
already, and will probably
have received a natification to
their email accounts that they
have a message waiting on
MySJSU. These notifications
are sent automatically every
evening.

14. Click Return to Search
to go back to the Find an
Existing Value page.

il
£ Sam bone state
o = gqte Lo

Search:

| -~
! ®
[ My Favorites

[+ CBU SA Baseline

[ Campus Info

[+ Self Senice

U Manager Se Sendce

[ 815U Campus Solutions

[ 845U Human Resources

[ Workforce Administration

[+ Benefits

[ Time and Labor

[ Payroll for Nodth America

[+ Global Payroll & Absence

Mgmt

SJSU Messaging

SJ Messaging

Send Confirmation

¥ me message was sent succasshully.

Refim 1o 5 Messa0ing ‘

Hew Window | Help | Customize Page | 5

New Window | Help | Customize Page | »5

Message Detail

Date/Time:
From:

Subject:
Message Text:

Expiration Date:

£\ Return to Search .
e ————

12/04/2006 3:55.54.000000PM

A PROFESSOR
Testmessage

testtest

hitp:fassignments com/ResearchPrail
12/04/2006

<+
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