
 Using the Teacher Messenger Feature 

Sending mass messages to parents/students in Infinite Campus 

1. Click InstructionMessengerTeacher Messages 

2. Create or select a message template.  Saved message templates can be selected (highlighted) and then 
loaded by clicking the load button.  The subject and the body of the message will then be listed.  

3. To save the message and continue with the wizard, click the Save & Continue button.  To continue with 
the wizard, click the Continue button. 

 

 

4. Select the recipients of the message - Guardians 
or students.  Teachers can also test the message 
delivery before sending.   

5. Select the persons to add to the message list.  If 
guardians are selected, their names will appear 
below the students' names.  If students are 
selected, only their name will show.  Click on 
their name to move them from the first column 
into the second column. To select all individuals 
listed, click the Select All button.   

6. Verify that the Delivery Device is set to Email.  
7. Review the Message Details for verification 

purposes.  
8. Click the Preview Notices button.  This will 

display the total number of recipients.  

 

9. To review the recipients of the 
message, click the Review 
Recipients button.  To send the 
message, click the Send Message 
button.  The message will be sent 
to the individuals listed 

Be sure to add your name to the 

subject line or the Body of the 

message.  This is the only indicator 

of who the message is from 



 

What do the Students and/or Parents See? 

When using this feature, the students/parents will see a message in their Inbox on the main screen when they log in to 

the portal. 

 

When they click on the message, they are only able to read and then delete what has been sent.  They will not be able to 

reply back to your message.  Any reply can be created by going to the Schedule of the student and responding back to 

the teacher via the e-mail link listed. 

 


