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Login to 
School Messenger



Using 

Button

1. How to select recipients

2. How to create a new 
email message

3. How to use newsletter 
stationery

4. How to schedule a 
message

Life School Personalized Video



Using
 

 Button

1. How to create new lists

2. How to create a new 
email message

School Messenger 
Resource Central Videos



Campus Newsletters
How to Draft and Send



Login to 
School Messenger



Drafting Your Newsletter
Steps 1-8



Drafting Your Newsletter

Step 1. 
Click the “Broadcasts” tab

Step 2.
Click the “Messages” tab

Step 3.
Click “Add New Message”



Drafting Your Newsletter

Step 4.
Name your message 
Pro-tip -Use a standard naming 
convention for all Newsletters (i.e. 
Newsletter and date).  This will make 
it easy to find your newsletter when 
ready to send.

Step 5.
Click “Next”



Drafting Your Newsletter

Step 6. 
Under HTML Email, 
select the “New from 
stationery” option



Drafting Your Newsletter

Step 7. 
Edit the email template directly.  Photos 
will stay, but you can add others using 
the web editor.
*For any sections you do not need, just 
delete all content already there.

Step 8. 
Use the Preview button to view your 
final product.
*Using these steps allow you to save 
your work before sending the final 
product.



Sending Your Newsletter
Steps 1-12



Sending Your Newsletter

Step 1. 
Click the “Dashboard tab

Step 2.
Click the “New Broadcast” 
button in the top, right corner



Sending Your Newsletter

Step 3. 
Enter the Subject Line

Step 4. 
Select Type “General”



Sending Your Newsletter

Step 5. 
Add Message Recipients

Step 6. 
Select “Saved Recipients List”

Step 7. 
Select “Culture Leadership” and 
Parents List

Step 8. 
Click Add Recipients



Sending Your Newsletter

Step 9. 
Select “Add Me”

Step 10.
Click Continue



Sending Your Newsletter

Step 11. 
Click “Load Saved Message”

Step 12. 
Select previously named message

Step 13. 
Click “Load Selected Message” 



Sending Your Newsletter

Step 14. 
To preview or edit message, 
click on the “Email” button

Step 15.
Save any changes

Step 16.
Click Continue



Sending Your Newsletter

Step 17. 
Double check information such as 
recipient count

Step 18.
Select “Send Now” or “Schedule to 
Send Later” and select preferred day 
and time
If latter option, click “Submit 
Schedule Message as final step.



Publishing Your Newsletter

Step 1. 
Culture will publish your newsletter to a PDF and upload to a designated 
folder

Step 2.
Publish to your own campus newsletter page via these instructions

Step 3.
Post it to your social media with a link back to your campus newsletter 
webpage



Adding Links to Pictures for Galaxy 
Digital Opportunities

Steps 1-3



Linking to Galaxy Digital Opportunities

Step 1. 
Add picture to newsletter

Step 2.
Once picture is added, double click on 
image to open Image Properties box

Step 3. 
Under “Link” tab, add link to opportunity 
from Galaxy Digital



Questions?
haley.graham@lifeschools.net


