
Infinite Campus: Using the Teacher Messenger Functions   

Step 1: 
Log in to Infinite Campus and select the Messenger folder from the 

menu on the left. 

Step 2: Choosing the Message Type

Failing Grades: Allows you to send a form letter to the 

parents/guardians of any student who currently has a failing grade. 

Missing Assignments: Allows you to send a form letter to the 

parents/guardians of any student who is missing a specific 

assignment. 

Teacher Message: Allows you to create and send a message to 

parents/guardians and/or students to remind them of important 

information or upcoming events. 

Where do the messages go? 

Messages are delivered to each accounts Infinite Campus Inbox, as well as to any associated e-

mail accounts. 

Click on the type of message you want to get started. 



Failing Grades Messenger

Step 1: 

Preview the message template. The 

program will insert the correct 

personalized information into the areas 

in [   ]. 

Step 2: 

Add any additional comments to the 

teacher comment box. Remember these 

comments will go to everyone who 

receives a message, so DO NOT include 

information regarding specific students. 

Then  scroll down. 

Step 3: 

A. Inbox is the default delivery device. 

Check the box for E-mail also. 

B. Allow repeated messages if you 

would like the student to receive 

multiple warnings if you re-run the 

message a week later. 

C. Select to use the grades from 

Gradebook. 

D. Check the box for each failing grade. 

You must do this each time.

Then scroll down. 

Step 4: 

A. Select Toggle Students on the left to 

apply the filter to all the students in the 

class. 

B. Select the current grading period from the list on the right. Never list Progress report. 

C. Select the button to Preview Notices at the bottom of the screen



Step 5: 

Review the message, checking any additional teacher comments for spelling and grammar. You 

may also click the button to review recipients below. The total number of people receiving the 

message will appear under recipient count. When you are done, select Send Message. 



Missing Assignments Messenger 

Step 1: 

Preview the message template. The program 

will insert the correct personalized information 

into the areas in [   ]. 

Step 2: 

Add any additional comments to the teacher 

comment box. Remember these comments will 

go to everyone who receives a message, so DO 

NOT include information regarding specific 

students. 

Then  scroll down. 

Step 3: 

A. Inbox is the default delivery device. Check 

the box for E-mail also. 

B. Allow repeated messages if you would like 

the student to receive multiple warnings if you 

re-run the message a week later. 

Then scroll down. 

Step 4: 

A. Select Toggle Students on the left to apply 

the filter to all the students in the class. 

B. Select the correct assignments you would like to notify students if they are missing from the 

column on the right.

C. Select the button to preview notices.  

Step 5: 

Review the message, checking any additional 

teacher comments for spelling and grammar. 

You may also click the button to review 

recipients below. The total number of people 

receiving the message will appear under 

recipient count. When you are done, select 

Send Message. 



Teacher Messenger 

Step 1: 

Type a subject line for your message

Step 2: 

Type the body of your message. Make 

sure to double check for spelling and 

grammatical errors. You can type the 

message in NeoOffice and copy and 

paste it into Messenger if you would 

like. Note: It is a good idea to add your 

email address to your closing since the 

recipient cannot use the reply email 

feature. 

Step 3:

If you would like to save the text of this message again, you can save it as a template by selecting 

save and continue. If you are sure you will only send it once, you can just select continue. 

Step 4: 

A. To add Guardians: Select the button for 

Guardians at the top. Click on the names 

linked in blue in the left column. The name 

will then appear in the right column. 

B. To Add students: Select the button for 

Students at the top. Click on the names 

linked in blue in the left column. The names 

will then appear in the right column. 

C. The default delivery device is the Infinite 

Campus Inbox. Select e-mail also. 

D. Select Preview Notices.

Step 5: 

Review the message, checking any 

additional teacher comments for spelling and 

grammar. You may also click the button to review recipients below. The total number of people 

receiving the message will appear under recipient count. When you are done, select Send Message. 


