Selecting Contacts
In MCPS Connect-ED

After creating your message, you will need to select your contacts.

Contacts are labeled with an icon.
School contacts will consist of: Contacts
-+ Group
e Grade
2! = Group A% = Grade L2 = Language dh = site
° Language 2 = Student = Admin & = Faculty = Staff & = Other
e Student
e Faculty (which will contain all staff members)
e Other (added to the contact list)

Notice at the top of the page that there are two tabs, Contacts List and Selected
Contacts. You will be in the Contacts List tab to select contacts that you want to call.

The Selected Contacts tab will become important -
as you continue and finish selecting your contacts to {@ _Selected Contacts

be called.

Using Filters to Find Specific Contacts:

Connect-ED contains filters that allow you to find certain contacts or groups of contacts.
Applying filters allows you to narrow your search for specific contacts. Let’s review the
different types of filters and their functions.

ilters: Use this area to narraw down your list of cantacts, RESET FILTERS |
Type: [ALL -] Gender: [ALL = Site: |ALL =]
Language: iALL "i Grade: IALL ’I Group: |ALL _v_]
';JﬂHﬂﬂﬂﬂﬂﬂﬂﬂEﬂgﬂﬂﬂﬂﬂﬂﬂﬂﬁﬂ%ﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ search: | (7]
5 Sooci )
When you use the drop down arrow beside the Type Type: [aLL -

ALL

filter, it allows you to filter by the types of contacts that Language:

are present in the legend. These include the = Admis
following. SR

Other

All: Selects all contacts available to the user Viewing 1-18¢0ups

Students: Filters only for student contacts Type hrader .o

Admin: Filters for central office staff

Faculty: Filters for all school staff members

Staff: Usually not applicable

Other: Filters for added contacts labeled as Other. Labeling a new contact as
Other prevents their data from being overwritten by the MCPS download.

Groups: Filters for pre-created MCPS groups (such as Asst Principals or
Secretaries) as well as groups created by the user (Crisis Team)

Grades: Filters for students in particular grades

Languages: Filters for students who have been coded for Language Spoken at Home
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LANGUAGE FILTER: Type: |ALL |
When you use the drop down arrow beside the Language: |ALL
Language filter, it allows you to filter for students who : A

ALL
have been coded for Language Spoken at Home. 1]o]1] 2| z[[Chinese
(This information is not available for MCPS E:gr'l';:'
employees.) F Select All Korean

o Spanish
Viewing 1-43yjetnamese

GENDER FILTER:
When you use the drop down Gender:
arrow beside the Gender filter, it =
allows you to filter for students by
gender. (This information is not
available for MCPS employees.)

Grade: |ALL i
GRADE FILTER:

When you use the drop down arrow beside the Grade
filter, it allows you to filter for students by grade. (This
information is not available for MCPS employees.)

Fl&H| o

SITE FILTER:
ONLY CENTRAL SERVICE ADMINISTRATORS WILL SEE THE SITE FILTER.
When you use the drop down arrow beside the Site filter, it allows you to filter by

school site.
Site: |ALL -
- ASHBURTON ELEMENTARY SCHOOL =
Foup: | . BANNOCKBURN ELEMENTARY SCHOOL

 BETHESDA ELEMEMTARY SCHOOL
rju| v - BETHESDA-CHEYY CHASE HIGH

* BRADLEY HILLS ELEMENTARY SCH

* BROOKHAYEM ELEMENTARY SCHOOL

- BURNING TREE ELEMENMTARY SCHOOL
 CARDEROCK SPRINGS ELEM SCHOOL

- CHE¥Y CHASE ELEMEMTARY SCHOOL

- FARMLAND ELEMENTARY SCHOOL

Cop gl - GARRETT PARK FLEMENTARY SCHOOL =

Group: | ALL -
GROUP FILTER: ash_sth
When you use the drop down arrow  |s| 1| u| v||Asst Principals-Non Teaching
beside the Group filter, it allows you gonanne Sth
. ericalfSecretarial Staff

to filter by MCPS pre-created groups Daisey-5th

Duckett-5th
or by groups created by th? L.Jser' fmary Ph Elementary Classroom Teachers
School Connect-ED administrators Guidance
should continually update these Librarians/Audio Yisual Staff

roups and delete old groups prathys

g p g ps. Other Classroom Teachers
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ALPHABETICAL AND GRADE FILTER:
To quickly find contacts by first letter of their last name, use the
Alphabetical/Grade filter. For example, to find all students and staff whose
names begin with B, click the B filter. To find all students in the 6™ grade, click
on the 6. Click All to reset this filter, or click the Reset Filters

button. RESET FILTERS
&IﬁﬂﬂﬂﬂﬂﬂﬂﬂHHH@MHHHHMHQHQHEHHMM&HQ Search: | ©
Viewing 1-5 of 5 records "t Go to page: I— (3] Page: 1 of 1
Type Name Primary Phone

£  Baliles, Barbara =05 DELETE

SEARCH FILTER:
To quickly find a specific person, use the Search filter. In the Search filter,
simply type in the last name of the person you want to include in your contacts-to

be-called list. Click the Go button.
Search:l Elliott ( D>|

MOVING THROUGH CONTACTS:
When you have a large number of contacts to view, you can move through them
in several ways. On the left, under the alphabetical/grade filter is a Viewing
guide that tells you how many records you are seeing on the screen as well as
the total number you have available.

Zio]1]2|z]4]s|s] 7] 5] 2] Al el <] o ebTG|H] 1] | KL M| Ml o] Pl 2l R S| TU]v]w] 2] ¥|2]  Search:| (5]
Viewing 1-15 of 168,491 records ) G0 to page:; I (7] Page: 1 of 11,233 ©

On the right is a Go to page tool that allows you to a) type in a page number to
move to a different page, or b) use the Go button to move sequentially through
the pages. The page counter on the right will tell you what page you are on as
well as the total number of pages available.

TIP:

If your filters do not seem to be working correctly, click the Reset Filters tab. RESET FILTERS |

Selecting Contacts: ¥
After you have filtered and found the contacts you want to call, you -
need to select them. To select them all, simply click the Select All L=issng -4

button.
Click the Deselect All button if you do not want them all selected.
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T¥pe ' Select

To select only certain contacts, click the check 2 Zdes; brihang
box next to the names. The names will then be

highlighted in blue. To deselect a contact, click Alinarite G an

2l @

the checkbox again and the checkmark will L  Anderson, Deshawn
disappear. &  anderson, Manzelle
&  Andrews, James

To monitor that you are selecting the correct number of contacts, at the top of the page
Connect-ED shows you how many contacts, groups, etc. are being selected. As you
continue to select contacts, the numbers under Selected increase.

Contacts List \Selec:ted Contacts 3

Select the recipients for this message by clicking on the check boxes beside each contact or group.

Use the Sedect AN or Deselect A buttons to quickly add or remove the itemns displaved by your filtered

choices, F

Click the Selected Contacts tab for a consolidated view of selected recipients, Contacts: 34

F. . . .. . Groups: 0
CARCLRNERL LR << To load a prepared list of recipients, use our Call List Importer P

Grades: 0

228 = Group 222 = Grade 228 = Language Languages: 0
& = Student £ = Admin & = Faculty = Staff & = Other

If you have a large number of contacts selected on

different pages, you can use the Selected Contacts Contacts List

Corsaco
tab at the top of the page to view all of your selected

contacts in one place. To add more contacts to your selected group, click on the
Contacts List and continue to add contacts. Again, to see the entire list of all selected
contacts, click back on the Selected Contacts list.

To continue the call process after selecting your contacts, click the Next >
button at the top of the page.
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