Text an Individual Staff Member
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Follow these steps to send a text message to a staff member:

1. Gotothe Staff (menu) > Active Staff and select which staff member you would like to text.

2. Confirm the staff member has opted in to receive texts.

Staff: Carol Barnhardt
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First Name | Carg| Middle Initial Last Name | Barnhardt

Status| active v |Staff ID| 454328 [Z] salaried v
Instructor | Yes % | Type | Full-Time v

Public Nickname | Carol Barnhardt |

Motes (0) Resourt

Position | Instructor v [Pos2 | v |Pos3 | v
Home Phone | (704) 111-1111 & work Phone @ | cell Phone | (704) 555-5555 @ @ Text Opt-In (consent required) [7)
Birth Date| mmddiyyy
Address 1| 9820 Northcross Center Caurt |Addn=552 | ‘
City | Huntersville [state[rortl|zip[28072 |
Email| chgjackrabbittech.com |E
Emergency Contact
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3. Clickthe Text button.
4. Inthe Send Text Messages box, type the text and click Send.



