
Sending Messages in Infinite Campus
In the Instruction Application, select Message Center from the left-side menu.

Choose “New”.
What type of message are you sending? Click on the link to jump to those instructions.
Class Message - You create the body of the message (notices, permission slips, etc.)
Grades Message - Pre-existing message notifying recipients of a grade in a class
Missing Assignment Message - Pre-existing message notifying recipients of missing
assignments in a class
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Class Message

Enter the Subject and Body of your message.

Click the Next button.
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Select the recipients of the message. Click the Next button.

Review the delivery information and your message.

Click the Review Recipients button for a complete listing of who will receive the
message. You can also remove recipients here.

Click the Send button when you are ready.
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Grades Message
Select New.

Select Next.
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Select the grading criteria.

Select Next.

Review the Recipients
Review the delivery summary and the message recipients. Here, you are able to
remove any duplicates or messages that you don’t want to send.

Select Send.

Original 11/20/20
Updated 3/10/22



Missing Assignments Message
Select New.

Select Next.
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Select the Criteria
Make sure that you have selected the current quarter when you scroll the “Section”.

Under “Recipient Criteria”, choose “select all” if you would like all assignments to be
considered for the messaging. Please note that putting an M in the grade book does
not tag an assignment as missing.

Select Next.

Review the Recipients.
Review the delivery summary and the message recipients. Here, you are able to
remove any duplicates or messages that you don’t want to send.

Select Send.

To review your Sent Messages Log, go to the Campus Tools Application

Select Messenger > Sent Messages Log
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