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The Dashboard

Below are the main areas of your Social Media Dashboard, for each area we have noted the section of the Walk-
Through Guide and the corresponding page.

Page 4 Page 19
Page 8 Page 11 Page 14 Page 16 Pageb5

I I I I I Switch

between
ENGAGE MONITOR = MEASURE MANAGE~ + SERVICES = users

>

ks nnnnn

1:36 PM

.|
L [
B ENGAGE MONITOR~ MEASURE MANAGE ~ + SERVICES ~ : L] Vs COMPOSE mEE
[ ]
| AR R R RN R RN RN RN ENRRERRENRRRNRRRN] L
.llllll'llllllllllll.
4 D Iil 0 FR SRR Channel filter m Search Q .l

OUTBOX PRIORITY INBOX

19 hours ago
Sent 0O g (0 JAKE TAKAHASHI 452 P11 - # TEQUAISD I
Scheduled @TequalSD: STOP having the North High marching band practice at Holt Parklll | live across the street
e and the noise is deafening!l!l o Tequa ISD
— 14 days ago © TequalSD Elementary
Drafts m| () STEPHEN ANDERSEN 527 Al - 8 TEQUAISD ©) TeauaISD High School
Great looking group! o Tequa ISD Middle School

Calendar

TWITTER SEARCH

© tequa

TWITTER STREAM

Bounced

FOLLOW UP

For me
For others 15 days ago @ tequaisd ventions

Completed 0 @ Q) NELSON BARNES 22 Al - TEQUA ISD @ TequalSDHigh veriions

Why wasn't | asked for permission before this picture of my kid was posted?

0o p () LONELYCINNAROLL 7:48 Al - ® TEQUAISD
@ @tequaisd | know whos been vandalizing north high who do i tell

@TequaCentral: | requested a copy of my transcript last week but it still hasn't been sent. Can you look
into this?

] Q © JAKE TAKAHASHI 10:02 AM - ® TEQUACENTRAL

O 7 (O LONELYCINNAROLL 10:01 Al - % TEQUAIST
@ @tequaisd what should i do if im being bullied

Search q > LEERY]

Search the
entire
platform

V4 COMPOSE

Page 5
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Signing In

T &
\,\ SCHOOILMESSENGER

Y

To sign in to K-12 Social, go to K12 Sociar

k12social.schoolmessenger.com/.

gchalmers@somedomain.com

Add your (1) Username and (2) Password.

(3) Remember me? will auto-populate your REREREARREAN
username and password next .tlmej you visit Fhe
page. Please be aware that this will log you in

automatically on each visit, so be cautious when SIGN IN
using this option on a public or shared computer.

Lost your password?

(4) Lost your Password will enable you to reset
your password via the email linked to your
account.

& TEQUA ISD COMM. DEPT. -

Setup Wizard

Vs COMPOSE
Once logged in you will be able to use the (1)
Setup Wizard, which can also be found on the
top right of your screen.

Let's get started!

Here are a few shortcuts to help you get the most out of your
K12 Social account.

Add Services Add Users Jump into the Inbox

The Setup Wizard will take you through (1) Adding
Services, (2) Adding Users and going straight to your
(3) Priority Inbox. We will show you how to use these
separate areas throughout this Quick Start Guide.

Cancel

SETTINGS

B rOW S er B O O k m ar k I et e PERSONAL PREFERENCES I

The Browser Bookmarklet allows you to post content from any website
you are browsing.

. . K12 SOCIAL
(1) Drag and drop the icon onto your browser toolbar to install. e
Once installed, the corresponding logo will appear on your browser (Drag to your toolbar)

toolbar. From any webpage with sharable content, simply click the .
bookmarklet icon and it will pull the URL and additional content in, along FrMEmorshe- g o e fiie
with a thumbnail, ready to post to your social networks. QUICK IN-PAGE TOUR

SIGN IN AS ANOTHER USER

meeting! Our SIGN OUT
Eoages )
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Facebook Twitter Pinterest LinkedIn
Manage Facebook profiles, Manage Twitter accounts and Post updates to Pinterest Manage LinkedIn profiles,
groups and pages. streams. beards. groups and company pages.

Services — Add your Social Profiles

The Services area allows you to integrate your social media services
with K-12 Social. Social

There are a variety of (1) Social Media Services that you can add,

these have been grouped for convenience. Choose from the most Blogs
popular social media sites as well as additional services and apps

such as Facebook, Twitter and Linkedin, or choose by area i.e. (2)

Social, (3) Blogs, (4) Photo & Video, (5) Bookmarking, (6) Photo & Video
Monitoring, (7) Apps.

These can simply be added and integrated with by clicking the (8) Bookmarking
Add button on the service with which you wish to integrate with. It

will then prompt you for your corresponding login details and for your
permission to authenticate with these social networks. Please see Monitoring
Page 21 for a quick example of how to set up a Facebook Fan Page

Composing Messages

The (1) Compose button will always be on the top
right of your dashboard regardless of where you are on
the K-12 Social Platform.

Once the Compose button is clicked, a pop-up box will
appear where you can start to (2) Compose your
message to be posted on one or multiple social media
sites at once.

rd COMPOSE

Select a Service = % =

(2 )—

Close Save Draft Send For Approval

©2015 Reliance Communications, Inc. [008152015]. All rights reserved. May not be reproduced without expressed written permission. 5
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Compose Message

Select a (1) Social Network or multiple networks you would like to post to.
The (2) character count for that particular social network will appear if relevant.

Compose your message. Any URL will be automatically shortened and a preview will be shown below. If you'd
like to add additional content to your post, you can do so by clicking (3) Attach.

@) Tequa ISD Facebook fan page % || (€} TequalSD Twitter x

() tequaisd Instagram post x

Don't forget! School Picture Day is this coming Thursday. Please plan on having students looking
their best |
e— o
] ol Tt
L h-E
5 N .
ik r'ﬁ‘,}f E 3;,_“
PLCTIGIRELS
Close Save Draft Send For Approval

Attach — Adding images, links, files, etc. to your post

(1) Upload a file to attach, source an (2) image from a URL, choose content from your (3) Media Library,
choose content from the (4) Cloud (Dropbox and Google Drive). K-12 Social also has Canva integration giving
you a full (5) design suite to create a range of design assets such as Facebook covers and Pinterest posts.
Attach a YouTube (6) video or (7) search for an image via Google or Flickr.

ADD MEDIA L

I Upload File I From URL I Media Library Cloud Design Wideo Search

© 00
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Schedule Posts

(1) Clicking the calendar icon will
allow you to schedule your post by S
(2) date, (3) time, (4) set optimal —
time (K-12 Social uses an algorithm
to know when is the most optimum
time to post to your networks), or (5)
repeat your messages.

Add your message to a (6) queue.

(7) Shorten links for tracking
purposes and reduce character
count.

(8) Add additional content such as
RSS Feeds, trending hashtags and

x %

Send For Approval

place holders.

(9) Bulk upload your messages.

Queues — Queue your posts

Create intelligent queues where you can add multiple posts to be
delivered at set times. Setup your queues to recycle posts or just cycle
through once. Select users who can act as contributors to be able to add
posts to this queue.

Settings Queue Name |
Monday Recycle Messages oN OFF

uesd:

Contributors
inesda

hurs
Frid:
Saturday
Sunda

Cance

Additional Content — Add additional content to posts

Enrich your posts with additional content via (1) RSS
feeds. Simply (2) add the Feed Name and Feed URL
and Create Feed.

(3) Add content such as HTML content.

Content Trending Placeholders
i iakives -
7 Options to Consider if You Didn't Receive Enough ... 7:00am by Federal 5t ... ~ District Newsletter
The reality of college costs is that many families find themselves
struggling to pay the entire college bill, despite having ...
Promoting Common-Ground Reforms of Social Service ... 12:24pm by Guest Blog ...
Cross-posted from the White House blog. Today, the Obama
Administration is taking an important step toward common-ground
Be Bold! How a teacher-led summit changed my caree ... 10:32am by Guest Elog ...
Here | stood at the Teach to Lead Summit in Washington, D.C. hosted
by the U. S. Department of Education and the National Board
Study Abroad: Developing Global Competencies 10:22am by Joe Portno ... ~
Ac an infamn in tha Intarnatinnal Affaire Afira 2t EN mu main nrniset nf
Close

RSS, CONTENT AND TRENDS

Trending Placeholders.

Search B Filter by content library

Place holder header View this email in a browser Copyright
Scompany_name, All rights reserved. Enter footer information Unsubscribe

Close

©2015 Reliance Communications, Inc. [008152015]. All rights reserved. May not be reproduced without expressed written permission. 7
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View what's currently (4) Trending and insert

these hashtags into your post.

RSS, CONTENT AND TRENDS

Worl

]
3
O
]
0
O
O
(]
)
O

awide v
#CameronDallasPhotoShoot
#delideli
#LOSCPSG
#HarryPotter
#DragMeDownMusicVideo
Aldon Smith
YagasinTORK Milliyetcilii
CHAMA O SAMU PERINA
Cavani

Gonza ESTAMOS CON VOS

RSS, CONTENT AND TRENDS

Insert (5) placeholders to personalize posts.

A

Contact Tags [0 Scustom_influencers
Influencers
Channel Tags
User Tags
Email Tags
V|
lose

Close

Engage — Interacting on your social platforms

The (1) Engage section is available at the top, left hand side of the Dashboard from every page in K-12 Social.

You will be taken to your Priority Inbox that collates all your social media activity into one convenient stream. Or
(2) choose which real-time stream to view by selecting it from the right sidebar. (3) Filter by channel of use a

(4) manual search.

Interact with contacts directly from the Engage section, notice which social network the activity is on by the
corresponding logo. (5) Use the Retweet, Show Conversation, Repost, Reply, Translate, Archive, Assign and

Reply enabling you to engage on your social media profiles directly from the dashboard.

/]
00 AD
\\,\ ENGAGE MONITOR~  MEASURE MANABEw  + SERVICES ¥ OMPO
)
INBOX B O % ¢  EXPORTTOCSV
OUTBO PRIORITY INBOX
19 hours ago
JAKE TAKAHASHI 4.5 L3
o o FACEBOOK PAGE STREAM
0(0) - @TequalSD: STOP having the North High marching band practice at Holt Parkill | live acroffig
and the noise is deafening!!!
14 days ago
] ) STEPHEN ANDERSEN 527 ®T
Sreat looking group! ool
d J falo TWITTER SEARCH
© teas
oLLO
TWITTER STREAM
[
15 days ago @ tequasa
Q) NELSON BARNES @ @ TequaisDHign

i -

9
"9
- @

Why wasn't | asked for permission before this picture of my kid was posted?

iii falo

() LONELYCINNAROLL °
@tequaisd i know whos been vandalizing north high who do i tell

(©) JAKE TAKAHASHI L]

@TequaCentral: | requested a copy of my transcript last week but it still hasn't been sent. Can you look

nto this?

(©) LONELYCINNAROLL -

@tequaisd what should i do if im being bullied
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Profile Information

Click on the contact's name or username. This will give you
an overview of information of the contact, starting with their

(1) Bio

(2) Klout Score: Measure of influence.

(3) Timeline: Overview of the contact’s activity timeline.
(4) Mentions: Shows their recent mentions.

(5) Favorites: The items they have favorited.

(6) History: Your conversation history with that contact.
(7) Advanced: Integration with Peer Index to show their(8)
Extended Bio, (9) Social Profiles, (10) Topics, Influences,
Influenced By, Location, and more.

(11) Full Profile: See the full profile of the contact, you will
be taken to their social profile.

(12) Save Contact: Opens the options to add a persons
General information, Contact Info, Social Information and
Notes. Click “Create Contact” to save as a contact in K-12
Social.

(13) Follow: Sets you to follow that person on the selected
social network.

(14) Reply: Reply to them on that social network.

(15) DM: Direct message the contact.

NEW CONTACT X
~
General First Name | Paul x| m
e 7vl
Contact Inf :
ontactinio Last Name Thompson “
Other
Sewer MALE  FEMALE  UNDISCLOSED
Social
Birthday yyyy/mm/dd E
Naotes
Company
Occupation
Contact Type
Lead Source Social Media v
Cancel

PAUL THOMPSON @PAUL_THOMPSON_S

Klout

| ]
¥ @TequalSD: | can't believe you hired a convicted felon to worl at

@TequaGardenll! How incompetent are you people?1? L]
| ]

Close  SaveContact  Folow Reply

PAUL THOMPSON @PAUL_THOMPSON_5

> * FAVORITES FOLLOWERS -~© UPDATES | FOLLOWING t

Bio Timeline Mentions Favorites History Advanced

Extended Bio

Chicago Bears and Cubs Fan. Father. Engineer.

Social Profiles

Twitter
paul_thompson_5

(gm | Klout
LK]
‘7‘ paul_thompson_5

Topics

(1wt Ccago Bears | Cars [ chowoie [ Bears

©2015 Reliance Communications, Inc. [008152015]. All rights reserved. May not be reproduced without expressed written permission. 9
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Engage — Your Inbox, Outbox and Follow
ups

On the left of the Engage section you will see the (1) Inbox. You

will also see the (2) Outbox.

(3) Sent: Your posts which have previously been sent.

(4) Scheduled: A list of your scheduled posts.

(5) Queued: A list of your queued posts.

(6) Drafts: Your draft posts.

(8) Calendar: An interactive calendar of your past and
scheduled posts, these can be drag and dropped and
rearranged to best fit your social media strategy. This can be
filtered by Scheduled, Queued, Sent, Team Member or Social
Channel.

(9) Bounced: This is a list of posts that have bounced, if the
connection was lost between the platform and the social media
site.

(10) Follow Up: This area relates to messages that have been
sent for approval or tasks that have been assigned (11) For me
or (12) For others, as well as tasks that have been (13)

completed.

OUTBOX

Sent
Scheduled
Queued

Suggested

Drafis
Calendar

Bounced

FOLLOW UP

For me
For others

Completed

. DECEMBER 2014

DAY MO0 Y TUABDAY WD A

TR PRIDAY A TURDA

R R

©2015 Reliance Communications, Inc. [008152015]. All rights reserved. May not be reproduced without expressed written permission. 10
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Monitor — Keyword and reputation monitoring

The Monitor section allows you to monitor the “Social Web” for mentions for example specific
keywords, your brand, your clients, your competitors. Use the (1) Type Filter to filter results by
specific social media sites, blogs, news websites, videos, comments and review sites. You can also

filter results by positive, neutral or negative sentiment.
(2) Use the Retweet, enaase —
Show Conversation, oo P
Repost, Reply,
Translate, Archive, Feets g n
. Search O CODRUS42 711 Al
Assign and Reply & Fime e

enabling you to engage

STAGAINSTDV 7.11 AM
O SIEODG bl

MANAGE~ + ICES + ” COMPOSE

Q

MENTIONS

& chicago public school

downstairs neighbor, who turned O Emergency Alert
J Houston ISD

O keps

H H B2 RT @paladinservice: Learn about new DV offence & statut O LA Unified
on yOUf SOCIaI medla =T 14 & 29. Includes CPS & police inputs & other #DV experts http
H H WORD CLOUD
profiles directly from . G W MS_COLEJACKSON
@NightTimeReader My CPs came from the Reddit YA Writers sub-forum, SCBWI g chicage E‘_E'_.
the dashboard. TO events, and twitter! i_ = §
create a new term or o CpS ©

series of terms to

monitor, click (3) New Monitor to create a monitor for either Keywords or Review sites.

Description schoal bullying

This s for your own reference.

Has all of these terms bully OR bullying OR school

‘Words or phrases which we will monilor for you
Use OR between each word or phrase e.g. cola OR arange juice OR lemonade

Has any of these words bully, bullying, cyberbullying, school, reporting

(Qetonal
Results must also which contain one or more of the above words or phrases
Separate each word or phrase with a comma e.g. cofiee, hot chacolate, tea
| |
Doesn't have these words o

Excluce entries containing the keywords above. (Separate multiple keywords with a comma)

Google Alerts Feed

Enhance your results by adding Google alerts feed, remember 10 include the: hitp:// or hitps://
Only from this country United States ﬂ
Only show mentions from a spesific country or location (only supported an Twitter)
Select "Any” if you want fo search every monitoring social network and web results
Please nole: Enabling this option will reduce the number of results
Test this using Twitter's advanced search o see the example of results you can expect
Location
United States Locate Place
iﬁ] ILLINOIS e | il
Denver | .
=1 5" United States
Sa OLORADO
= RENSAS MISSOUR|
? KENTUCKY
Nasgville
OKLAHOMA TENNESSEE
Ibuugeruue
ARKANSAS
NEW MEXICO Atiante
\ ! Map data ©2015 Google, INEGI ' Terms of Use Report a map emor
Loyt -95.71289100000001
Latitude 37.09024
Within this distance (miles) ) vl
Send email nc ]

main.com

N R

Email notifications

Daily (new posts) vl

lect whether Of not 10 recerve email NotMNIcatons when New mentions are JISCove rea.

=]

@ée

Keyword Monitors

(4) Description: A name for each
particular keyword setting.

(5) Has all of these terms: Help keep
results relevant by making sure they
have all of the necessary words. Use an
all-caps “OR” between words or terms.
(6) Has any of these words (optional):
Setting to include only results that
contain one or more of keywords.
Separate multiple terms with commas.
(7) Doesn't have these words
(optional): Further help keep your results
relevant by filtering out results that have
words or phrases that you know are not
relevant to your interest.

(8) Google Alerts Feed (optional): To
enhance your results, create or add the
URL to a Google Alerts Feed.

(9) Only from this country: Select a
country, put a pin on the map and set a
distance within which you want the
results for these keywords to draw.

(11) Send email notifications to: Enter
the email addresses to which you would
like these keyword alerts sent.

(10) Email notifications: Choose how
often to send an email about new
keyword alerts.

(12) Save Settings/Changes: Always an
important step, you want to save, right?

©2015 Reliance Communications, Inc. [008152015]. All rights reserved. May not be reproduced without expressed written permission. 11
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New Monitor

‘Add a new monitoring term or review site to your account.
You can always manage them later from the Services tab.

Review Site Monitors

Monitor your feedback on (1) Review Sites.

(2) Description: This is just a name for your own reference.
Add the URL to the Review website you would like to monitor, including:

(3) Yelp Page. ﬂ

(4) Trip Advisor Page.

(5) Glassdoor Company Page. Konwis evee S
(6) City Search Page.

(7) Setup additional review sites: I Daserptan
Yes/No | This i for your own reference
We've partnered with ReviewPush to
allow you to monitor even more review
sites in K-12 Social including Google &
Yahoo! Local. Once you've setup your
ReviewPush account, select Yes to
add your additional review sites to
your Social Media Management

Yelp Page (optional) http://

Trip Advisor Page (optional) http://

Glassdoor Company Page (optional) hitp:/f

City Search Page (optional) http:/t

Setup additional review sites

SOluuon We've partnered with ReviewPush to allow you to monitor even more revieWHes in K12 Social
(8) Email notifications: You can enter spalor i it o R
multiple email addresses which will ond omail rofifcations i

receive notifications when any of the
configured review sites have activity.

(9) Save Settl ng S Unless yOu,re JuSt Separate multiple email addresses with commas.
checking out the options for future Email natifications Never
reference, yOU’” Want tO Save these Select whether or not to receive email notifications when new mentions are discovered

settings before closing.

GCancel

(10) Filter your monitored keywords.
(11) Search for additional keywords.
(12) Choose from mentions you've previously set up.

MONITOR O @ MORE L83

MENTIONS

Ne

Feeds Thursday, 20 August

S 0 W SMPLY MARIAN 550 Al 0 chicagoubc scho
| miss the first day of high school Blogs O Emergency Alert

-
O Houston ISD
NIVEDITAOKS 5:50 AM
O v O keps
RT @Sambo3892: um mom i'm sick i can't go to s v
O LA Unified

O @ W AMYARMER9S 5.28 Al @ School Bullying

I'm at My School Bus Stop in Independence, MO hitps:/it coftsfMfdaZcH
WORD CLOUD

(13) Feeds: This will display the RSS Feeds which you have previously set up.
(14) Choose RSS Feeds to view: Please see Page 8 for further details on how to set up RSS Feeds.

MONITOR ¥ EDUGATION WEEK- BULLYING - EDUCATION WEEK- NEWS AND INFORMATIO.

Kevwords
Search Eﬁ SURVEY: SCHOOL BULLYING LOWEST IN 10 YEARS - EDUCATION WEEK EDUCATION WEEK: BULLYING 2:05 PN

Fewer students say they are being bullied at school. Those who are bullied are more likely to be Common Sense Media
girls than boys and more ... Education Week: News and Information About Issues in Education for

Educators
13

Monday, 26 January

FEEDS

Edutopia

EE MINN. DISTRICT INVESTIGATES SUSPECTED SNAPCHAT BULLYING - EDUCATION WEEK EDUCATION WEEK

BULLYING 2:01 PM

©2015 Reliance Communications, Inc. [008152015]. All rights reserved. May not be reproduced without expressed written permission. 12
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Search — Real time search on Facebook & Twitter

This section enables you to

(1) Search in real-time for mentions of keywords by
(2) typing words or phrases and selecting

(3) Facebook and Twitter.

In the right sidebar you will see your

(4) Recent Searches

(5) Trending hashtags as well as a

(6) Word Cloud of the most popular keywords associated to your search.

Use the (7) Retweet, Show Conversation, Repost, Reply, Translate, Archive, Assign and Reply enabling you to engage,
using your social media profiles, directly from the dashboard.

oMW &4 (@ scHooLMmEs{ ADMIN ~

ENGAGE MONITOR~ MEASURE MANAGE~  + SERVIS COMPOSE

MONITOR {} EXPORT TO CSV FACEBOOK TWITTER @ school bullying Q

Keywords
RECENT SEARCHES

Thursday, 20 August

'y PLANETJEDWARD 10:071 AM school bullying
Be proud of who you arel theres nothing wrong with youl don't let bullying affect your

school work! Tell someone https:/it.co/0KuTeQLS8ip

Feeds

TRENDING

W ANTIBULLYINGPRO N
@planetjedward What's your advice to anyone who is going back to school and is RO
== worried about bullying?#StopBullyingJedward

foea_ il

Friday, 21 August frogdl Y

W SAMARITANS G600 Al #SoyReFelizCuando

English school kids among unhappiest in the world says @guardian ok 8 g

; e
http:/it co/klZ9Viojtg Virgilio+Andrade”
') TEDANDTRACYB 1:58 FM "Danie+Rabinovich”

The bullying has begun and school hasn't even started yetl No worries because | will Baldeti
become the principal's BFF if | have tol #endbullying
Gameiro

W DIANALANDEN 12:59 P MI+MUNDO+VICICON

RT @TDOCnline: Chiles High School cross country coach Scott Gowan faces bullying
complaint, has been put on administrative leave. hitp:/A....

&5 O

W) CLASSCHARTS 1:52 Pl WORD CLOUD

b
P

RT @DigitalSisters: | remember when school holidays meant a break from bullying...

Class i
#cyberbullying #esafety #DAUK hitp://t.co/9P6SeKHx9I atvice
wf CHICANDDOT 150 PIM 375!
These girls give great advice @DigitalSisters ago | remember when school holidays
meant a break from bullying #cyberbullying #esafety #DAUK -
sive SCNOOIZ=
- CET
W FAITHFULNEWS 150 Iy trake= 8 @
English children among the unhappiest in the world at school due to bullying - ["SS = ==
http://t.co/j3hIdARM)N #anglicanmainstream #children
o CLASSCHARTS 149 Pl t I'I-",
_uf'ft . These girls give great advice @DigitalSisters ago | remember when school holidays Sweaishi
meant a break from bullying #cyberbullying #esafety #DAUK
W REPORTCOMMENT 1:47 PM
— Digital Sisters @DigitalSisters | remember when school holidays meant a break from
-

bullying... #cyberbullying #esafety #DAUK Charles

f W RLSKJOME 1:46P

RT @MichaelMarmot: Not all well, then. English children among the un the
world at school due to bullying via @guardian http://t.

% 9 SILANXOXO 1:46 P
3

o

RT @ArianaGrande: A beautiful, 9 year old little girl just approached me & told me
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Measure

The Measure section allows you to create and view
custom-made reports about your social media activities.

o [ [ ] < [
Report Builder

(1) New Report button.

(2) Select Layout from the multiple column style options.
(3) Enter your Report Details: Give the report a
(a)name, a (b)title and a (c)period of days to
display/calculate (which can be edited later).

ENGAGE MONITOR = I MEASURE | MANAGE ~ fSEﬂlCES' Va COMPOSE
EEEEEEEEEEEEEEEERER EEEE o

n
V] AdtMooues Edt Snare | Dekte }IIIIIIIII 7 15 % @0 % ® [ e o ™
S EEEEEEEEEEEEEEEEEER

SchoolMessenger - ADMIN

k12social@schooimessenger com
Edit this line
Edit this line

Md Modu'es

] ’I Monthly Report

‘SehogiMessenger Prist  Emal  Lve X

Hice Header

SchoolMessenger Title Report 25 Jul 2 g 2015

Posting Velume o Clicks o Scorecard o
y Interactons ] & s700n
i
] Audiance 1 ~i00%
i ¢ ¥ L

Merw Fieport - Siep 22

Select a layout for your report Enter your report details

ooEEE | @

One Column Two Colum 1-2 Columns. 1-2+1 Columns. 1-3 Columns

—— S

12 Columns Theee Columns. Twe Columns.

(4) Add Modules: Add all metrics you would like included. Use
the tabs to add more choices from Channels, Monitoring, Links,
Campaigns and Google Analytics. (4a) Click “Close” after
adding metrics to view your new report.

(5) Print Report: Easy to print, paper-ready view.

(6) Email Report: Clicking “Email” allows you to (6a) enter
multiple email addresses, (6b) provide a subject line, (6¢)
message and (6d) schedule a recurring schedule for automatic
delivery of an email copy of your report. (6e) Remember to
“Save Settings” if you want are scheduling or wish to send the
same report to the same recipients again.

(7) Live Report: enabling you to share the report, via a URL.
(8) View Report in Full Screen Mode.

(9) Date Range: Select the time span this report covers.

(10) Select Report: Choose from previously created reports.

(11) Add Modules: Add additional reporting metrics to your e—
existing reports.

(12) Edit Report: Just about every facet can be edited.

(13) Share Report: Let others on your account view the report.
(14) Delete Report. -
(15) Add Logo: Personalize/brand a report with a logo image. bl e '

(16) Add Contact Details ﬁ
6e en low ave Sellings ance!
All reports made in Report Builder are automatically saved. bl

ll:
!aawann?

Email Settings

Email this report

Recipients | Separate multiple email addresses with commas

Subject | Enter a subject for the email

Message
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Quick Reports — Create a quick report

View a (1) quick report and access premade report templates. (2) Choose from a range of the most popular
reporting metrics, view by (3) date or (4) print. You can drag and drop to arrange the reports to your
requirements or (5) Refresh the metrics for new results if require

= @ TEQUAISDCOMM.DEPT. ~| N | &~

2:37 PM

ENGAGE MONITOR~ MEASURE MANAGE = + SERVICES = j COMPOSE

RERORTS Facebook Fan Page

Google Analytics
Quick Reports Google+
Instagram
i Links
Report Builder Wontioring

Twitter
Export YouTupe

Interactions J 0.00%
Audience 4 & +10000%
Influence 4452 §200% . -
—
Clicks 0 "tqou% 12pm Tpm 2pm
| W8 Engagement Probability £ =
Clicks
AllS : o I
a Post Date Interactions
Sure! Here's the link: 27 Aug 12:58 PM 0
hitp:Aoit ly/1JyNQAD
29 009 L0 0% LoD 0 D 6P 2 R e 2P R e (R o
1P7e 7 Pe P e T P T T e e e T e e

Take a stand against bullying 26 Aug 02:36 PM 3
and school viclence. Report

any incident anonymously by

calling 800-555-5555.

- Current Period -4 Previous Period |

o VES op Deap T thic fall i £ Aun 0294 DY

EX pOrt — Export reports for further analysis

(1) Export reports on a number of different (2) metrics including (3) Campaigns, Channels, Monitoring,
Contacts, Users and Other in a number of different (4) formats such as HTML and CSV for further analysis and
interrogation.

N & -

314pM & @ TEQUA ISD COMM. DEPT. - |

ENGAGE MONITOR~ MEASURE MANAGE~ + SERVICES = yé COMPOSE

Campaigns Channels Monitoring Contacts Users Other
REPORTS

Sent Messages

Quick Reports - N . .
Export your sent messages for a given period.

Report Builder

Scheduled Messages

Export your scheduled messages for a given period. HTML  CSV  Export
Drafts

Export your drafts for a given period HTML  C8V  Export
Received

Export your received messages for a given period. HTML  CS8V  Export
Clicks

Export your link statistics for a given period. HTML CSV Export

Message Statistics
Export your message statistics for a given period HTML  CSV  Export

Bounced Messages

Export your bounced messages for a given period HTML 8V Export
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Manage

The Manage section of K-12 Social gives you the power to set up mailing lists of social services as well as
manage users and content. Create lists to group your social services together. This is ideal for saving time as
well as segmenting particular social media sites you would like to post to.

1:54 PM M

ENGAGE MONITOR »

MANAGE

Contacts
Facebook F Google+ Pa

Content

o TequalSD » @ tequaisd

ADMIN Twitter Nordpress

Users
Custom Fields
SETTINGS

Preferences

o Tequa ISD » 9 Tequa ISD * @ tequaisd »

o @ Tequa ISD »

& TEQUA ISD COMM. DEPT ~ |  Administrator | N | &~
MEASURE MANAGEw | +SERVICES v /  COMPOSE
‘E‘ MY LISTS

Linkedin

@ School FBP 0
W School TWP B

Pinterest

‘e ;0o "0 © ©

New Services List — Group your Social Media Services

From the Manage section, select Lists.

Click on (1) New List, to get started creating a new
list to group together a social profile.

(2) List Name
(3) List Color

(4) Consumers: Which team users can post to this
group.

(5) Contributors: Which users can add additional
services to this list.

(6) Create List: Saves the configuration to "My
Lists" and moves to the next step.

(7) Services Box: Once a list is created, you may
select any services you've set up from the drop-
down menu to add them to this list.

(8) My Lists: Your created lists will be available to
select, edit and manage from this section.

All lists will be available to post to from the
Compose section (select a social network).

List Name

List Color

Consumers Select consumers

Contributors
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Contacts — Manage your Social CRM

The Contacts area allows you to view all contacts which you have acquired via the Social CRM. You can also
add individual or bulk import contacts and create mailing lists.

(1) Click on the contact’s name to view or edit their data, or gain further information about the contact as
previously shown on page 9.

712 PM B & TEQUA ISD COMM. DEPT. ~ Administrator | N | o -
ENGAGE MONITOR~ MEASURE MANAGE~ 4+ SERVICES Ve COMPOSE
MANAGE O ]ﬁl L 2 “»
Lists
=2 MANAGE
e
B 0
Content . 015
Mailing Lists
ADMIN BOB MICHELIN [v]
Users O bob@capitalinvestmentscorp.com
Custom Flelds “ COPRIXMEDIA e make learning fun! We help develop new Einstein's and a
O g Tesla's! #ediech #startup #k12
SETTINGS e
Preferences DOWNTOWN HOUSTON  Curating the best mec
o city in hitp:/f.co/81qVUzBUFM, a communit
civic causes and local arts
L oMElvCMMADOY pmwsmowA i | cisnorfoniio ied conle o . m

Content — How to add new content

This allows you to (1) Add Content and view the content you have previously added (see page 7).

@ TEQUAISD COMM.DEPT. ~ | Administrator | N, | @ -
ENGAGE MONITOR = MEASURE MANAGE« + SERVICES = /' COMPOSE
MANAGE O mw < =& 213 Q
Lists
MY LIBRARIES

Contacts ] TESTPREPTIPS

Test Preparation Tips Preparation for your first test should begin on the first day
Content iR é s

_ of class; this includes paying attention during class, taking good notes, studying,

completing homewaork assignments and reviewing study materials on a regular
GRLLL basis. Budget your time, make sure you have sufficient ime to study so that you
T are well prepared for the test. Go to review sessions, pay attention to hints that

the instructor may give about the test. Take notes and ask questions about items
Custom Fields you may be confused about. Ask the instructor to specify the areas that will be

emphasized on the test. Make sure you go to the class right before the test; it's
SETTINGS another prime time for the instructor to give out more hints or the format of the

test. Go over any material from practice tests, HW's, sample problems, review
Preferences material, the textbook, class notes... Eat before a test. Having food in your

stomach will give you energy and help you focus but avoid heavy foods which

can make you groggy. Don't try to pull an all nighter. Get at least 3 hours of sleep

before the test (normally 8 hours of sleep a night is recommended but if you are
hort on time pet at least 3 honrs =n that vol'll he well rested enoninbh to focs
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Admin — Controlling user and admin settings

The Admin area allows you to manage User profiles. This is where you can see if users are active, as well as
view and edit their permissions.

Click (1) Edit and you will see their (2) Credentials, (3) Account Details (If they are a Team Member, Client or
Admin). Their (4) Workflow (If their posts need approval before publishing). Other information can also be
associated with their profile.

You also have the option to make the user (5) Active or Inactive. Don't forget to (6) Update User when your
edits are complete.

743PM M & TEQUAISD COMM. DEPT. ~ Administrator | N | &~
ENGAGE MONITOR~ MEASURE MANAGE = 4+ SERVICES + /' COMPOSE
MANAGE L &S Profile filte
Lists
MANAGE
Contacts Name Active Profile Permissions
. Permissions
Content SchoolMessenger ... Administrator Default
Subscription
= TEQUAISD COM... Team Member Default
ADMIN Export All
Team Member Default
L Team Member Default Edit STATISTICS
CrEnAEE Team Member Default Edit Adtive users: 10/10
Senvices: 7710000
SETTINGS Team Member Default Edit
Team Member Default Edit SRR
Preferences
Team Member Default Edit
Team Member Default Edit
Team Member Default Edit

TEQUA I1SD GOMM. DEPT. INACTIVE
Credentials Profile TEAM MEMBER = CLIENT  ADMIN
Workflow
Maintain user hierarchy YES NO
Other
TEQUA| SD COMM. DEPT.
INACTIVE Has access to TEQUA ISDCOMM.
Profile color [ ]
Credentials Name or Company TEQUA I1SD COMM. DEPT
Reset session every 30 days ﬂ
Account Email TequalSDMaster@tequaisd.org
Workflow
Usemame tequaisdmasterD1
Other Close
Password Set Password
i TEQUA I1SD COMM. DEPT.
Permissions Defaull @

Credentials Needs approval before NO | YES
publishing

Account

Approved by R y B
Workflow SchoolMessenger - ADMIN

Other

Close
4

Close
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Settings — Control your Settings and Preferences

You can also view a high level overview of your account information, (1) Settings and Preferences.

Here you can view and edit your (2) Contact and Location Information. Your preferences can also be

viewed and edited such as your (3) Notifications, (4) Publishing Preferences and (5) System Settings.

ENGAGE

MONITOR~ MEASURE

MANAGE~

+ SERVICES = ra

Contact Information

Name or Company

Email

= Usermnmame

Password

TEQUA ISD COMM. DEPT.

TequalSDMaster@tequaisd.org

Subscribe to feature updates

tequaisdmaster01

Reset Password

Location Information

Preferences

2

COMPOSE

PREFERENCES

Notification Setfings
Publishing Preferen

System Settings

Time Zone Central Daylight Time |
Language English : English
Clock Format 12 - hour

Url Shortening

Notification Settings

Desktop Motifications

System Cache

Security Settings

Reset my session every 30 days
Security Question None
Valid IP Addresses P addresses

Access Keys

Usemame tequaisdmaster01

APl Key Display my API key

Access Token Display my Access Token

Default Url Shortener
bitly Login
bitly Key

bitly Pro Domain
(optional)

Publishing

Twitter Retweet
Behaviour

Rich Text Editor

Pause Scheduled
Messages

Default Filter

Strip Links From Post
Body

bit.ly
This can be found within your bit |
This is a special key that starts wi

T you're using a custom domain, «

You can locate your bit ly details
here under Legacy API Key

RETWEET NATIVELY RETWEET AS YOUR OWN

Automatic
ON OFF

My User
oN OFF
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