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SAN MATEO COUNTY
COMMUNITY COLLEGE DISTRICT

User Guide
GWAMAIL 2.0

Documentation Version 1.0

gwamail

SMCCD Email & SMS
Dear Staff and Faculty,

This is the user guide and documentation for GWAMAIL. For more
information regarding SMCCD’s web applications, please visit
http://smccd.edu/accounts/smccd/departments/ITS

Warm regards,

Christopher Smith

Web Programmer / Analyst

San Mateo County Community College District
3401 CSM Drive, San Mateo, CA 94402

(650) 358-6739 | smithchr@smccd.edu
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1 Introduction

GWAMAIL 2.0 is a web based application used to send non-emergency and non-confidential
communications to students attending one of the colleges in the district. It replaces an
older version that was created in Banner internally by L.T.S. a number of years ago. This
version aims to improve upon several aspects of the old system as well as implement new
features necessary to better communicate with students.

Features of GWAMAIL 2.0 include:

¢ Send Email and SMS to SMCCD students.

¢ (lean and fast user interface design.

e Upload documents and images.

e Receive notifications and report of sent messages.

Important: Remember NOT to use GWAMALIL for confidential or emergency messaging.
Please contact your Public Information Office if you need to send emergency or confidential
messages to students.

1.1 Style Conventions

The boxes below are used throughout this documentation to provide additional context,
clarification and information about GWAMAIL, as well as to highlight very important
information.

Notes provide additional context, clarification and information.

Warnings are very important messages.
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2 Accessing GWAMAIL

GWAMAIL 2.0 is completely browser-based and accessible via the World Wide Web. To log
in and send messages, your user must be provided access by a representative at L.T.S.

2.1 Account setup

If you need access to send GWAMAIL, please contact your Public Information Office. They
can forward your request to L.T.S. and let you know once you have been granted access.

Note: It is often necessary to have your Dean or manager request access for you to use
GWAMAIL.

2.2 Location

You can locate GWAMAIL by opening your web browser and typing in one of the following
addresses:

e Training: http://smcdevsmart.smccd.edu/trng/gwamail
e Production: https://gwamail.smccd.edu

Note: The training environment is only available on campus and will not send emails to
recipients. If you need to test a feature or train someone, use the training URL.

2.3 Logging in

Once your request for access has been granted, you can use your district email address and
password to log in.
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3 Composing Message

Once you are logged in, you should see the following options:

1. Create Email (3.1)
2. Create SMS (3.2)

After clicking on one of the above options, you'll arrive at the Compose Message page. The
interface for GWAMAIL is step based, beginning with the composition of your message and
ending with sending to recipients. Many of the interface elements are the same regardless
of whether you are creating an email or an SMS.

3.1 Composing Email

This step allows you to specify who the email is coming from, the subject of the message
and the content of the email.

The From Email is the address that the recipients will reply to when they text back. It will
often not be your address.

Warning: You can enter any email address in the “from box”, so please make sure you have
permission from whoever owns that email address before you use it.

The Subject should be just like a regular email subject. You are limited to 100 characters so
you will want to make the subject short and to the point so that students know immediately
why they should read the contents of the message.

Whatever you put in the message field will be the content of your email. GWAMAIL 2

provides a rich-text editor that allows you to enhance your message content using Word-
like tools.

Note: Because the editor is web-based, you may experience different behavior depending
on which browser/version you are using.
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3.1.1 Uploading an image

1. Click the Insert Image icon within the text editor

Insert Image

When the window pops up, click the Upload button located in the upper right corner
Click Choose Files

Choose one or more files (gif, jog or png) from your computer and click Open

Click Upload to server

ok wnN

Click on the arrow next to image you would like to add and then click Insert

=

Click here

7. Toedit the image, select it and click the image icon, then click on the browse icon

=

Edit Image Browse Images

Click on the arrow as shown in step 6, then click edit.
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3.1.2 Uploading a file

1. Click the Insert File icon within the text editor

=

Insert File

2. When the window pops up, click the Upload button located in the upper right corner

3. Click Choose Files

4. Choose one or more files (gif, jog, htm, html, pdf, zip, txt, php, png, swf, dcr, mov, qt, ram, rm,
avi, mpg, mpeg, asf, flv) from your computer and click Open

5. Click Upload to server

6. Click on the file name to load the preview, then click Insert.

1. Click on file
W et 1';,»I1..,,l|l'

2. Loads preview
it l".'.,.lumn-lmnh h ll. i ||

Al ]
fifhalle n’r:.lllsg‘lil.nu! "ﬂl,ﬂllnlli

Edit Link
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3.2 Composing SMS Message

The From Email is the address that the recipients will reply to when they text back. It will
often not be your address.

Warning: You can enter any email address in the “from box”, so please make sure you have
permission from whoever owns that email address before you use it.

Note: Right now, text message replies are routed to webmaster@smccd.edu, but the From
email still appears in the text message content.

The message box is limited to 100 characters. You are prevented from using special
characters such as fi because they way different phones are inconsistent in the way they
display them.

Whenever you are finished composing your message, click |t
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4 Preview / Test

When you arrive on Step 2. Test, you will be presented with a preview of the message and a
form to send a test message to your email address or cell phone.

Note: If the preview or test doesn’t represent what you want to send, you can click on Step
1. Compose Message to refine it.

Important: You will not be able to proceed to the next step until you have sent a test.

4.1 Email Testing

Your email address should already be populated in the Test Delivery box. If you would like
to test a different email address/client such as your Yahoo or Gmail, simply replace your
smccd email address. When you are ready to send a test, click Send Test.

4.2 SMS Testing

To send a test message to your cell phone, choose your provider from the select box and
type in your cell number including area code. When you are ready to send a test, click Send
Test.

Whenever you are finished testing, click [EREEECE
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5 Adding Recipients

GWAMAIL 2.0 provides several methods for adding recipients, including a comma
separated list of addresses (email only), OneUp number and a student filter.

5.1 Adding a custom list of email addresses

To import a custom list of email addresses:

1. Compile a comma separated list (e.g. smithchr@smccd.edu, gwamail@smccd.edu,

webmaster@smccd.edu)
2.

5.2 Adding OneUp numbers

OneUp numbers reference a list of contacts in Banner. When the filter doesn’t have enough
complexity to generate the list you want, you may request a OneUp number from a Banner
Administrator. To load recinients from an OneUp number, enter the number into the
OneUp field and click [ atEisitl t

5.3 Using the filter

The filter is a method to extract a list of students directly from Banner by their enrollment
and registration status. The only difference between the filter for email and SMS is that the
SMS filter pulls a subsection of the whole list containing only the students who have
entered their cell phone number and provider as part of their registration information. You
can use both the SMS and email filter in the same way.

Term, College and Status are required fields for the filter. At least one college should be
selected and Status should be either Wait List or Registered.

Warning: All colleges are selectable. However, there are few circumstances where you will
need to select more than one college. To select multiple colleges, hold select on your
keyboard while clicking on the colleges you want to filter by.
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Below are some instructions if you need to filter by specific courses:

1. Click Select Courses
2. Type a CRN, course code and/or course number in the search box. Click Search.

Search Courses

actg 100

Course Search Results

Course Name

80003 - ACTG 100

80005 - ACTG 100

80006 - ACTG 100

80828 - ACTG 100

93304 - ACTG 100

84844 - ACTG 100

91004 - ACTG 100

92118 - ACTG 100

O 00O ooooo|d

81626 - ACTG 100

3. Click on the courses you would like to add to the filter. To select all, click the check
box nearest the top.

4. Click Add selected courses

Search for more courses, or click Finished adding courses

6. Click Add Filter to search for recipients.

U

Note: Whatever term you are currently filtering by is used to search the list of
courses.

At this point, a list of recipients will be loaded from Banner.

Recipient List (147)
147Tecords < 10f15 »

O Address 6 Number Name
= aaguil30@my.smccd.edu G00007105 Ana Aguilar
[ abatoon@my.smecdedu 600880464 Alexander Batoon
[ alara32@my.smecd edu 600847117 Adelina Lara
[ aleebt@my.smeed.edu 600968221 Anna Leed
[l alope243@my.smced.edu 00950839 Angelina Lopez.
] alugue1@my.smeed edu 500889843 Aileen Lugue
[]  amandgonsalv@my.smccd.edu 600653432 Amanda Gonsalves
[ anolasco@my.smecd.edu 600645148 Alejandra Nolasco
[ aperctiz@my.smecd.edu 600734340 Andrew Perott
[[]  aphyo1@my.smecdedu G00885216 Arkar Phyo

«Previous 112|314(5|6|7(8|9Nex»
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5.4 Searching for recipients within the current list

Using the previous image as an example, say you need to delete a specific student. You can
use any of their data (address, g number or name) to locate them in the list. After entering
your search term, click Search.

Recipient List (147)

Recipient List Prepared
G00889843

Cancel search

1records 10f1

[ Address G Number Name

= alugue1@my.smeccd.edu 00839843 Aileen Lugue

= Previous Next =

Delete All elete Recipients Next Step =

Note: To return back to the full list without taking an action, either refresh your browser
page or click Cancel Search.

5.5 Deleting recipients from your list

Click on the select box(es) for the recipients you would like to delete, and click Delete
Recipients, and then click OK to confirm.

Note: To clear all recipients from your list, click Delete All, and then click OK to confirm.

When you are ready to send your message, click [t e
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6 Sending the Message

To send the message, click Send Now.

Note: You will receive a copy of the email in addition to a report letting you know how
many messages were sent, how long it took, and what messages (if any) failed.

7 Troubleshooting

This section of the guide should highlight common issues you may encounter and offer
simple solutions.

7.1 Cannot log in

If you are having trouble logging in, please check with your Public Information Office that
your account is authorized to use GWAMAIL.

7.2 Page stuck while loading recipient list

If your page gets stuck loading recipients for more than 5 minutes, please refresh your
browser window and if it failed to add them, re-do your filter.

7.3 File or image won’t upload

If a file or image won'’t upload, please check to see if it is a valid file type. It might also be
too big in size. Please convert the image or reduce the file size and try uploading again.

7.4 GWAMAIL is down

Important: [f GWAMAIL is down, please contact Christopher Smith directly at
smithchr@smccd.edu or (650) 358-6739.
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8 Resources

Here are some links additional guides and resources intended to help staff use SMCCD
technology:

1. Jaz’s Web Tips - http://smccd.edu/accounts/portal/index.php/
2. ITS Request Form/Helpcenter - http://smccd.edu/accounts/portal/itsrequest2/

If you have a question, please contact your Public Information Office.
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