Messages Application (Chat)

Overview

The Messages application has been enhanced to include Chat, enabling staff to hold
individual or group conversations with students, parents, and other staff members. Similar to
WhatsApp, Chat keeps all data securely within the school’s control, either hosted in the UK (if
managed by Frog) or on your local Frog server.

The Chat feature offers functionality similar to announcements, including:

How-to

Two-Way Communication - Staff/Admin users can create a chat for individual(s) or a
group, with all replies visible to all recipients.

Embedding the Messages Application — The Messages application can be
embedded on a dashboard or site via the Frog App widget, making it easy for
students, parents, and staff to quickly view their chats.

Multiple Attachments — Users can add multiple files to a chat.

Notification Indicators — New chats are highlighted to users via a notification indicator
displayed on the Inbox (Frog Bar) or the “My Chats” area within the Messages
application when embedded on a dashboard.

Inline Image Display — PNG and JPG image files are displayed inline within chats and
replies for better visibility. If a single image is attached, it will display at full size.
Multi-Line Text Support — Chats support multi-line text for enhanced readability.
Admin Management — Admin users can monitor and manage chats, including
deleting individual replies or entire chat threads if necessary.

School-Wide Automatic Message — A configurable, automatic message can be
displayed to users when they send a reply to an announcement or chat. This feature
helps manage expectations by allowing schools to provide guidance on staff
response times, reducing the burden on staff.

This document focuses on chats within the Messages application.

Given the view / access is different for users when using the chat feature, the release notes
have been divided into the following sections.

Staff — Chats overview

Staff — Create chat

Student / Parent — Viewing and replying to a chat

Staff — View chat replies

Admin — Chat (Admin)

Admin - Frog App and embedding of Messages application
Admin — System Preference — School-Wide Automatic Message
Admin — Groups and Policies — Chat Roles




Staff — Chats overview

Staff and admin users can create chats for individuals or groups. To create or view your
chats, go to the Frog Bar > Quick Launch > Messages.

BNl s

& MySchool & MyResources

Unread

Farewell Morning Tea
23/08/2025 @ 16:03:31 by T Rauch-Adn

We will be having a morning tea Friday 5th September during recess 1o farewell Henry.

When the Messages application opens, it will default to the Announcements view. To access
your chats, select Chats from the Messages header bar.

4 Messages Announcements + New.. ~

><| Announcements ~

My Sent Announcements © Q

O Subject Reply Threads Sent By Sent To Read Time Sent
Sent Announcements

O Year 8 Media Studies 2 Mr | Sparrow 8Y/Me1 513 14:58, 24/08/202

a Biology Resources Re. 0 Mr | Sparrow Biology Department o3 12:12, 24/08/202

Received Sent

Mr T jones

Expression of Interest - National

T




The Chats view displays a list of all chats you are participating in, with those featuring recent
activity listed at the top.

4 Messages Chats + New.. ~

ﬂ! Science Department
Mr T Jones: Hi Everyone , I

Ba:

m°

Chats

Here you can view all chats you are
participating in. Select a chat from the menu
on the left to get started

New chats or chats with unread replies are indicated by a small red badge displaying the
number of unread messages.

4 Messages Chats + New.. ~

ﬂ! Science Department
Mr T Jones: Hi Everyone, I've

m°

Chats

Here you can view all chats you are
participating in. Select a chat from the menu
on the left to get started




Within the My Chats section, you’ll find a search field. Enter a search term to have any
matching results displayed.

In this example, the search term collab has been entered, with only a single chat matching
the criteria is displayed.

NOTE - The search term is applied to the chat name (if applicable), the chat content and
participant name to find matching results.

d Messages ‘ Chats + New.. ~

D(.

'! Sclence Department
Mr T Jones: Hi Everyone , I've...

Chats

Here you can view all chats you are
participating in, Select a chat from the menu
on the left to get started.

Clicking the >< button next to Chat (top left) collapses the chat sidebar, maximizing the My
Chats area.

4 Messages Chats + New.. v

ﬂ Science Department
Mr T Jones: Hi Everyone , I've...

m°

Chats

Here you can view all chats you are
participating in. Select a chat from the menu
on the left to get started.




The view below shows the layout after clicking the >< button.

Chats + New.. ~

K

Chats

Here you can view all chats you are
participating in, Select a chat from the menu
on the left to get started.

Clicking the + button next to Chat (top left) allows staff to create a chat. In the next section
we will show you how new chats are created.

4 Messages ‘ Chats + New.. ~

[><| chat

Science Department
Mr T Jones: Hi Everyone , I

5 M

ek

Chats

Here you can view all chats you are
participating in. Select a chat from the menu
on the left to get started.




In the Messages header bar, you’ll find options for Announcements and Chats. This menu
allows users to easily switch between the two views. In the current view, the Chats menu is

selected.

+ New.. ~

ﬂ! Science Department
Mr T Jones: Hi Everyone , I've

Wel

B° .

Chats

Here you can view all chats you are
participating in. Select a chat from the menu
on the left to get started.

Lastly, on the far right of the Messages header bar is the + New button, which allows staff to
create an announcement or chat. In the next section, we’ll demonstrate how to create new

chats.

The Announcements feature will be covered in a separate document.

+ New.. ~

Create new announcement
Create new chat

ﬂ Science Department
Mr T Jones: Hi Everyone , I've...

o

Chats

Here you can view all chats you are
participating in. Select a chat from the menu
on the left to get started



Staff — Create Chat

Staff and admin users can create chats for individuals or groups. To create a chat, click +
New > Create new chat.

+ New.. ~

Create new announcement
2
Create new chat

Chats

ﬂ! Science Department
Mr T Jones: Hi Everyone , I've...

B

Chats

Here you can view all chats you are
participating in. Select a chat from the menu
on the left to get started.

The New Chat pop up window will display.

New Chat



The first step is to specify the recipients for the chat. This can be either an individual or a
group.

To create a chat with an individual, type a few letters of their first or last name into the search
field. The system will display users matching your search criteria. In this example, we searched
for wil, and a list of matching users is displayed for selection.

New Chat X
Q. wil - |
Individuals

W James Wilson

SW  Miss S Williams
. Monster Wilson

AW  MrAWilson

BW  Mrs B Wilson

WLK Willow-Lee Kedslie

The student Monster Wilson has been selected and added as a recipient for the chat. By
default, the Send to option is set to This User Only. However, additional options are available,
depending on whether an individual user or a group has been selected.

New Chat X

. Student Monster Wilson Send to: This User Only




If you click the arrow next to This User Only, the following options are available for an
individual:

¢ This User Only — The chat will only be sent to the selected individual.

e User and Parent/Carer — The chat will be sent to the selected individual and their
associated parent/carer.

e Parent/Carer Only — The chat will only be sent to the selected individual’s

parent/carer.
New Chat X
Q v
. Student Monster Wilson Send to: This User Only X

This User Only

User and Parent/Carer

Parent/Carer Only

As mentioned earlier, a chat can be sent to individuals or groups. Let’s take a look at how to
add a group to a chat and explore the available Send to options.

In the recipient field, type a few letters of the group name. The system will display any groups

matching your search criteria. In this example, we searched for 8y, and a list of matching
groups is displayed for selection.

New Chat X

Q 8y

Groups

a 8VIFTH
a 8Y/Me1
.




The group Reg 8Y has been selected and added as a recipient for the chat. By default, the
Send to option is set to Group Members Only. However, additional options are available
depending on whether an individual user or a group has been selected.

New Chat X
Q, Reg8Y v
Student Monster Wilson Send to: This User Only + X

a Group Reg 8Y Send to: Group Members Only

If you click the arrow next to Group Members Only, the following options are available for a
group:

e Group Members Only — The chat will only be sent to individuals associated with the
selected group.

¢ Members and Parent/Carer — The chat will be sent to individuals in the group as well
as their associated parents/carers.

e Parent/Carer Only — The chat will only be sent to the parents/carers of individuals in
the selected group.

e Parent/Carer and Staff — The chat will be sent to:
o Staff associated with the selected group.
o0 Parents/carers of individuals in the selected group.

Staff Only — The chat will only be sent to staff associated with the selected group.

New Chat X

Q, Reg8Y v

Group Reg 8Y Send to: Group Members Only

. Student Monster Wilson Send to: This User Only v X

Group Members Only
Members and Parent/Carer
Parent/Carer Only
Parent/Carer and Staff

Staff Only




In this example, we will send the chat to the group Reg 8Y with the Send to option set to
Members and Parent/Carer. To remove a recipient from a chat, click the x icon next to the

individual or group you wish to remove.

New Chat X
Q. Reg8Y v
. Student Monster Wilson Send to: This User Only v
a Group Reg 8Y Send to: Members and Parent/Ca... ~ X

When you’re happy with the recipients for the chat, click the Start button. The chat will then
be initiated for all selected recipients.

New Chat X
Q. Reg8Y v
a Group Reg8Y Send to: Members and Parent/Ca... + X



Your newly created chat will display immediately, ready for you and your recipients to add
content or reply.

NOTE - Although a group with specific Send to options were selected during the creation
stage, the chat will display as individual users once created. Chats are designed to be
distinguished by their recipients. Therefore, if you attempt to create another chat with the
same set of recipients, a new chat will not be created. Instead, you will be directed to the
existing chat.

{ Messages

D_l Chat between: Lucy Green, Anne Hathaway, Daniel Jones, James Bond, Sarah Caswell, Henry Cavill, Oliver Cox, Siobhan Ev...

Mr ] Sparrow created this chat thread on August 25th, 2025

e )
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Lucy Green, Anne Hathaway, Daniel ...

Monday, August 25th
Mr ) Sparrow has created a new C...

Science Department B You - 12:16pm
Mr T Jones: Hi Everyone,, I've... @ Mr]Sparrow has created a new chat group.

Welcome Back 2025 Morning Tea
Mr T Jones: Mr T Jones has created a...

+ Type your message here




We will guide you through the key settings displayed in a newly created chat. Most of these
settings are consistent for all recipients, whether they are staff, students, or parents:

1. My Chats Area - Your newly created chat will be highlighted and displayed in the

left-hand side menu.

Chat Between - Displays the full list of recipients and their names in the chat.

3. Creator — Shows the name of the user who created the chat and the date it was
created.

4. Recipient List — Displays either the recipients’ initials or their profile picture (if one is
associated) for each member in the chat.

5. Actions/Replies — Displays actions or replies within the chat, including who performed
them and the date/time they occurred.

6. Reply Field — Allows you to send a reply to all recipients in the chat.

n

4 Messages

(> < I Chat eD_] Chatbetween: Lucy Green, Anne Hathaway, Daniel Jones, James Bond, Sarah Caswell, Henry Cavill, Oliver Cox, Siobhan Ev...
N

°Mr J Sparrow created this chat thread on August 25th, 2025

@ AH D B sc HC oc SE & ES MS W .'g‘q BW

My Chats

Lucy Green, Anne Hathaway, Daniel ...

Monday, August 25th
Mr J Sparrow has created a new c...

Science Department B You - 1216pm
Mr T jones: Hi Everyone, I've... @ Mr]Sparrow has created a new chat group.

Welcome Back 2025 Morning Tea
Mr T Jones: Mr T Jones has created a..

+ Type your message here




Next, add a message to your newly created chat. Pressing the Enter key on your keyboard
will create a new line within the content area. Additionally, the content area will

automatically expand as you type.

E_'] Chat between: Lucy Green, Anne Hathaway, Daniel Jones, James Bond, Sarah Caswell, Henry Cavill, Oliver Cox, Siobhan Ev...

Mr ] Sparrow created this chat thread on August 25th, 2025
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Lucy Green, Anne Hathaway, Daniel ... Monday, August 25th
Mr ] Sparrow has created a new C...

B You - 1216pm

4

Science Department
@ Mr]Sparrow has created a new chat group.

Mr T Jones: Hi Everyone, I've...

Welcome Back 2025 Morning Tea
Mr T Jor TJones has created a.

ype your message here

Hi Everyone,

Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend,
please ensure your permission slip is completed and returned to the school reception desk.

Any issues then please come and speak to me.

ap Mr ] Sparrow




You may wish to include a resource with your chat reply. Click the + button to choose from
the following options:

Upload file

Attach FrogDrive file
Add URL / Web Link
Add Frog Site link

Similar to announcements, chat allows you to add multiple items to a reply.
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D_] Chatbetween: Lucy Green, Anne Hathaway, Daniel Jones, James Bond, Sarah Caswell, Henry Cavill, Oliver Cox, Siobhan Ev...

Mr ] Sparrow created this chat thread on August 25th, 2025
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Lucy Green, Anne Hathaway, Daniel ... Monday, August 25th
Mr ) Sparrow has created a new C...

Science Department B You - 12:16pm
Mr T Jones: Hi Everyone, I've... @ Mr]Sparrow has created a new chat group.

Welcome Back 2025 Morning Tea
Mr T Jones: Mr T Jones has created a...

ype your message here

Hi Everyone,

out the Edinburgh International Festival taking place in mid-September. To attend,
2 Upload file ission slip is completed and returned to the school reception desk.

@ Attach FrogDrive file & .o 2ng speak to me.

@ Add URL/Web Link

@ Add Frog Site link

The Upload file option launches a File Uploader pop-up window. Drag and drop a file from
your local device to attach it to your chat reply.

File Uploader

Accepted file types: jpeg, jpg, gif, png, mp4, fiv, mpeg, mpg, x-msvideo, webm, m4v, x-m4dv,
mpeg3, x-fiv, 0gg, ogv, 0ga, quicktime, mov, x-shockwave-flash, swf, x-ms-wmv, 0gg, ogv,
©00a. mo3. x-mo3. moea. odl. t0z. x-comoressed-tar. x-comoressed. x-1ar-az. azip. Csv.

&, Drag and drop your files here

Only select files for which you have the licence to use.
Done



When a file is added from your local device, the name of the resource will appear just above
your chat reply.

| Messages

E] Chatbetween: Lucy Green, Anne Hathaway, Daniel Jones, James Bond, Sarah Caswell, Henry Cavill, Oliver Cox, Siobhan Ev...

Mr ] Sparrow created this chat thread on August 25th, 2025
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Lucy Green, Anne Hathaway, Daniel ... Monday, August 25th
Mr J Sparrow has created a new C...

Science Department W You - 1216 pm
Mr T jJones: Hi Everyone, I've... @ Mr]Sparrow has created a new chat group.

Welcome Back 2025 Morning Tea
Mr T jones: Mr T Jones has created a.

db School Trip Policy X

Hi Everyone,

Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend,
please ensure your permission slip is completed and returned to the school reception desk.

Any issues then please come and speak to me.

+ Mr ] Sparrow

The Attach FrogDrive file option launches a pop-up window displaying FrogDrive >
Documents. Choose a resource from your FrogDrive area, or if the file is on your local device,
navigate to New > File to upload the required resource.

Once you’ve selected your resource, click the Use button to link the file to the chat reply.

In this example, we have selected a PDF file to link to the chat reply.

FrogDrive - yeol

R Documents : ey - |

D_J; My Documents

Dy shared with Me h = h ® h S
| _poF | | _poF | | _por |

.D=JJ School Documents

courgette-frit eat-most-act KS3-Enrichm




When a resource is added from FrogDrive, the name of the resource will appear just above
your chat reply.

E] Chatbetween: Lucy Green, Anne Hathaway, Daniel Jones, James Bond, Sarah Caswell, Henry Cavill, Oliver Cox, Siobhan Ev...

Mr ] Sparrow created this chat thread on August 25th, 2025
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Lucy Green, Anne Hathaway, Daniel ... Monday, August 25th
Mr J Sparrow has created a new C...
Science Department W You - 1216 pm
Mr T jJones: Hi Everyone, I've... @ Mr]Sparrow has created a new chat group.

Welcome Back 2025 Morning Tea
Mr T jones: Mr T Jones has created a.

[ &5 School Trip - Permission Form X I

"
Hi Everyone,

Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend,
please ensure your permission slip is completed and returned to the school reception desk.

Any issues then please come and speak to me.

+ Mr ] Sparrow

The Add URL / Web Link option launches a Add URL pop-up window. Enter a name and the
corresponding website URL.

Add URL X



When a URL is added, its name and website URL will appear just above your chat reply.

In the example below, the following details were entered:

e Link Name - Edinburgh Festival
e Link URL - https://www.edinburghfestivalcity.com

2] chatbetween: Lucy Green, Anne Hathaway, Daniel Jones, James Bond, Sarah Caswell, Henry Cavill, Oliver Cox, Siobhan Ev...

Mr ] Sparrow created this chat thread on August 25th, 2025
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Lucy Green, Anne Hathaway, Daniel ...

Monday, August 25th
Mr ) Sparrow has created a new c...

Science Department " You - 12:16 pm
Mr T Jones: Hi Everyone,, I've... (@) Mr ) Sparrow has created a new chat group.

Welcome Back 2025 Morning Tea
Mr T Jones: N Jones has created a..

& Edinburgh Festival (https://www.edinburghfesti... X l

Hi Everyone,
Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend,

please ensure your permission slip is completed and returned to the school reception desk.

Any issues then please come and speak to me.

+ Mr J Sparrow

The Add Frog Site link option opens a pop-up window displaying FrogDrive > Sites. Select
your site, then click the Use button to link the site to the chat reply.

In this example, we have selected the site School Trip - Policy to link to the chat reply.

FrogDrive o=

@ Sites

@ My Sites
@ cumicular o < Health and Physical E...
Information regarding the M Site will cover the
@ Extra-Curricular schools policy regarding objectives for Media
Studies in Year 8 and

trips outside of the

@ Pastoral

@ Untagged Sites



https://www.edinburghfestivalcity.com/

When a site is added, it will appear just above your chat reply.

I:_ll Chatbetween: Lucy Green, Anne Hathaway, Daniel Jones, James Bond, Sarah Caswell, Henry Cavill, Oliver Cox, Siobhan Ev... :

Mr ] Sparrow created this chat thread on August 25th, 2025
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Lucy Green, Anne Hathaway, Daniel ... Monday, August 25th
Mr J Sparrow has created a new c.

Science Department B You - 1216pm
Mr T Jones: Hi Everyone, I've... @ Mr]Sparrow has created a new chat group.

Welcome Back 2025 Morning Tea
Mr T Jones: Mr T Jones has created a..

@ School Trip - Policy X

Hi Everyone,

Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend,
please ensure your permission slip is completed and returned to the school reception desk.

Any issues then please come and speak to me.

+ Mr ] Sparrow




When you’re happy with the content of your reply, click the arrow button. The reply will be
sent to all recipients of the chat.

4 Messages

(> < | Chat E] Chatbetween: Lucy Green, Anne Hathaway, Daniel Jones, James Bond, Sarah Caswell, Henry Cavill, Oliver Cox, Siobhan Ev... :
=

Mr ] Sparrow created this chat thread on August 25th, 2025
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Lucy Green, Anne Hathaway, Daniel ... Monday, August 25th
Mr J Sparrow has created a new C...

Science Department W You - 1216 pm
Mr T jJones: Hi Everyone, I've... @ Mr]Sparrow has created a new chat group.

Welcome Back 2025 Morning Tea
Mr T jones: Mr T Jones has created a.

&5 School Trip - Permission Form X
ype your message here

Hi Everyone,

Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend,
please ensure your permission slip is completed and returned to the school reception desk.

Any issues then please come and speak to me.

+ Mr ] Sparrow .




As part of the chat feature, individuals can delete their own replies. To delete a reply, hover
over it to reveal an ellipsis (three vertical dots). Click the ellipsis to access the Delete Message
option.

4 Messages

D_] Chat between: Lucy Green, Anne Hathaway, Daniel Jones, James Bond, Sarah Caswell, Henry Cavill, Oliver Cox, Siobhan Ev...

Mr ] Sparrow created this chat thread on August 25th, 2025

LG AH D} JB SC HC oOC SE %ES MS W --;‘BW

Lucy Green, Anne Hathaway, Daniel ... Monday, August 25th
Hi Everyone, just a gentle remind..

Science Department A You - 1216 pm
7

Mr T Jones: Hi Everyone,, I've... Mr ] Sparrow has created a new chat group.

Welcome Back 2025 Morning Tea
Mr T jones: Mr T Jones has created a

\1 You - 12:55pm

@ HiEveryone,
Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend, please
ensure your permission slip is completed and returned to the school reception desk. B

Any issues then please come and speak to me.
O Delete Message

Mr | Sparrow

&5 School Trip - Permission Form_1

¢ Type your message here

When the Delete Message option is selected for an individual chat reply, a Confirm Delete
pop-up window will appear.

If you are certain that deleting the chat reply is appropriate, click the Delete Message button
to proceed.

Confirm Delete
This will permanently remove the message, are you sure you

want to continue?

Cancel Delete Message



The action is processed immediately, and the chat reply will be replaced with the message:

A message has been deleted.

This update will be visible to all recipients of the chat thread.

4 Messages

D_] Chat between: Lucy Green, Anne Hathaway, Daniel Jones, James Bond, Sarah Caswell, Henry Cavill, Oliver Cox, Siobhan Ev...
Mr ] Sparrow created this chat thread on August 25th, 2025
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Lucy Green, Anne Hathaway, Daniel ... Monday, August 25th
A message has been deleted by an ...

Science Department } You -« 12:16 pm
Mr T Jones: Hi Everyone,, I've... (@) Mr ) Sparrow has created a new chat group.

k 2025 Morning Tea
T Jones has created a...

@ A message has been deleted.

+ | | Typeyour message here




One final option available to staff is the ability to rename a chat thread. By default, the
thread displays the recipient list, but you can choose to give it a more meaningful name.

To rename a chat thread, navigate to the ellipsis (three vertical dots) and select Rename
chat thread.

4 Messages

D_] Chat between: Lucy Green, Anne Hathaway, Daniel Jones, James Bond, Sarah Caswell, Henry Cavill, Oliver Cox, Siobhan Ev...

/" Rename chat thread

Mr ] Sparrow created this chat thread on August 25th, 2025
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Lucy Green, Anne Hathaway, Daniel ... Monday, August 25th
Hi Everyone, just a gentle remind..

Science Department } You -« 12:16 pm
Mr T Jones: Hi Everyone,, I've... (@) Mr ) Sparrow has created a new chat group.

Welcome Back 2025 Morning Tea
eda..

@ A message has been deleted.

3‘ You - 01:01pm

4 HiEveryone,
Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend, please
ensure your permission slip is completed and returned to the school reception desk.

Any issues then please come and speak to me.

Mr J Sparrow
o School Trip - Permission Form_2

+ | | Typeyour message here

The Rename Participants pop-up window will appear. Enter a new name for your chat
thread to apply it for all recipients.

NOTE - The name you assign to the chat thread will appear any time you initiate a chat with
the same list of recipients.

In this example, the chat thread has been renamed to Edinburgh International Festival

School Trip.

Rename Participants X

Enter name

Edinburgh International Festival School Tripl

@ This label will be applied to the chat thread for all participants.

This name will be used any time you chat with this

combination of participants.
Rename



When you’re happy with the new chat thread name, click the Rename button to apply it for
all chat recipients.

Rename Participants X

Enter name

Edinburgh International Festival School Trip|

@ This label will be applied to the chat thread for all participants.

This name will be used any time you chat with this

The updated chat thread name willimmediately appear in the My Chats area and in the
Chat between field at the top of the chat thread.

combination of participants.

{ Messages

2} chat between: Edinburgh International Festival School Trip

Mr ] Sparrow created this chat thread on August 25th, 2025
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Edinburgh International Festival Sch...

Monday, August 25th
Hi Everyone, just a gentle remind...

Science Department _’;3 You - 12:16pm

Mr T Jones: Hi Everyone, I've... @ Mr]Sparrow has created a new chat group.

Welcome Back 2025 Morning Tea
Mr T Jones: Mr T Jones has created a...

@ A message has been deleted.

\‘ You - 01:01pm

4 HiEveryone,
Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend, please
ensure your permission slip is completed and returned to the school reception desk.

Any issues then please come and speak to me.

Mr ] Sparrow

2o School Trip - Permission Form_2

+ Type your message here

In the next section, we’ll demonstrate how a recipient (student or parent) views a chat sent
to them.



Student / Parent — Viewing and replying to a chat

Now, let’s explore how a student or parent views a chat. When a new chat is received, a red
badge appears on the Inbox icon in the Frog Bar. By default, selecting the Inbox displays
your announcements. However, navigating to the Chats header will display a list of all your
received chats, with a red dot indicating new or unread chats.

In the example below, we are logged in as a student. The Inbox icon shows a red badge
with the number 4. Upon selecting Inbox > Chats, a summary of the chats is displayed,
including the chat thread name, the beginning of the chat details, and the time it was
received.

Inbox

Students and parents can also access the Messages application through Quick Launch,
where they can view their chats.

U Tasmns » B4 0 4 PATEISIV AW CER B SN

EF Mydsy i Myschool & Myresources

When the Messages application opens, it will default to the Announcements view. To access
your chats, select Chats from the Messages header bar.

Mr ] Sparrow
R\ Year 8 Media Studies

Announcements

Here you can view all announcements Select an

announcement from the menu to get s



The Chats view displays a list of all chats you are participating in, with those featuring recent
activity listed at the top.

d Messages Chats

G:

Edinburgh International Fes...
Mr J Sparrow: Hi Everyone, J...

;

Chats

Here you can view all chats you are
participating in, Select a chat from the menu
on the left to get started.

New chats or chats with unread replies are indicated by a small red badge displaying the
number of unread messages.

d Messages Chats

D(.

Ge

Edinburgh International Fes...

Mr J Sparrow: Hi Everyone, J...

]

Chats

Here you can view all chats you are
participating in. Select a chat from the menu
on the left to get started.




Within the My Chats section, you’ll find a search field. Enter a search term to have any
matching results displayed.

In this example, the search term permission has been entered, with only a single chat
matching the criteria displayed.

NOTE - The search term is applied to the chat name (if applicable), the chat content and
participant name to find matching results.

d Messages Chats

|><

'I! Edinburgh International Fes...
Mr ] Sparrow: Hi Everyone, ...

Clicking the >< button next to Chat (top left) collapses the chat sidebar, maximizing the My
Chats area.

Edinburgh International Fes...

Mr ) Sparrow: Hi Everyone, J...

Chats

Here you can view all chats you are
participating in. Select a chat from the menu
on the left to get started.




The view below shows the layout after clicking the >< button.

K

Chats

Here you can view all chats you are
participating in, Select a chat from the menu
on the left to get started

To view a chat you’ve been added to, simply select it from the My Chats area. The details of
the chat will then be displayed on the right-hand side.

In this example, we have selected the chat thread named Edinburgh International Festival
School Trip.

4

Messages

“4

D_] Chat between: Edinburgh International Festival School Trip

Mr ] Sparrow created this chat thread on August 25th, 2025

LG AH D} JB SC HC oOC SE %ES MS W -u;.qsw

Student Committee Monday, August 25th
Mr T Jones: Mr T Jones has created a..

Edinburgh International Festival Sch... 1 Mr ) Sparrow - 12:16 pm
Mr ] Sparrow: Hi Everyone, Just a ge... @ Mr]Sparrow has created a new chat group.

@ Amessage has been deleted.

3 Mr ) Sparrow - 01:01 pm
@ HiEveryone,

Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend, please
ensure your permission slip is completed and returned to the school reception desk.

Any issues then please come and speak to me.

Mr | Sparrow

o School Trip - Permission Form_2

=+ Type your message here




We will guide you through the key settings displayed within a chat.

1. My Chats Area - Your selected chat will be highlighted and displayed in the left-hand
side menu.

2. Chat Between - Displays the full list of recipients and their names in the chat or the
chat thread name if updated by the creator of the initial chat.

3. Creator — Shows the name of the user who created the chat and the date it was
created.

4. Recipient List — Displays either the recipients’ initials or their profile picture (if one is
associated) for each member in the chat.

5. Actions/Replies — Displays actions or replies within the chat, including who performed
them and the date/time they occurred.

6. Reply Field — Allows you to send a reply to all recipients in the chat.

4 Messages

(> <| Chat el:_|| Chat between: Edinburgh International Festival School Trip
_

e Mr ] Sparrow created this chat thread on August 25th, 2025

Olic] (2 ol Pel [sc) e [oc] fsE & ES MS W .-—;‘1 BW

Student Committee Monday, August 25th
Mr T Jones: Mr T Jones has created a...

My Chats

Edinburgh International Festival Sch... 3 Mr ) Sparrow - 12:16 pm
Mr J Sparrow: Hi Everyone, Just a ge... @ Mr]Sparrow has created a new chat group.

@ Amessage has been deleted.

3‘ Mr ] Sparrow - 01:01 pm

@ HiEveryone,
Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend, please
ensure your permission slip is completed and returned to the school reception desk.

Any issues then please come and speak to me.

Mr | Sparrow

£5 School Trip - Permission Form_2

+ Type your message here




Next, let’s explore how to add a message to the chat thread. This process for students and
parents is similar to adding messages to announcements. Pressing the Enter key on your
keyboard creates a new line within the content area, which will automatically expand as

you type.

{ Messages

2y chatbetween: Edinburgh International Festival School Trip

Mr ] Sparrow created this chat thread on August 25th, 2025

) )
LG AH DJ JB SEN [HGY 96 [SE % ES MS W . -f.‘ BW

Student Committee Monday, August 25th
Mr T Jones: Mr T Jones has created a...

Edinburgh International Festival Sch... 1 Mr ) Sparrow - 12:16 pm
Mr J Sparrow: Hi Everyone, Just a ge. Mr J Sparrow has created a new chat group.

@ A message has been deleted.

O] Mr ) Sparrow - 01:01 pm
4 HiEveryone,

Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend, please
ensure your permission slip is completed and returned to the school reception desk.

Any issues then please come and speak to me.

Mr ] Sparrow

&% School Trip - Permission Form_2

ype your message here

Hi Mr Sparrow,

Do we know what time we are likely to be back from the Edinburgh International Festival trip. | have a
school hockey game starting at 7pm and need to know if | should leave my kit at school for this.

I will speak to you in class tomorrow.

+ Tracy




You may wish to include a resource with your chat reply. Click the + button to choose from
the following options:

Upload file

Attach FrogDrive file (NOTE - This option is only available to students)
Add URL / Web Link

Add Frog Site link

Similar to announcements, chat allows you to add multiple items to a reply.

# Messages

l”;\l Chat D_l Chat between: Edinburgh International Festival School Trip

Mr ] Sparrow created this chat thread on August 25th, 2025

— -
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Student Committee Monday, August 25th
Mr T Jones: Mr T Jones has created a...

Edinburgh International Festival Sch... i MrjSparrow - 1216 pm
Mr J Sparrow: Hi Everyone, Just a ge... @ Mr]Sparrow has created a new chat group.

@ A message has been deleted.

1 Mr J Sparrow - 01:01 pm

@ HiEveryone,
Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend, please
ensure your permission slip is completed and returned to the school reception desk.

Any issues then please come and speak to me.

Mr J Sparrow
o School Trip - Permission Form_2

pe your message here

Hi Mr Sparrow,

e are likely to be back from the Edinburgh International Festival trip. | have a
2 Upload file ting at 7pm and need to know if | should leave my kit at school for this.

@ Attach FrogDrive file k tomorrow.

@ Add URL/Web Link

@ Add Frog Site link

The Upload file option launches a File Uploader pop-up window. Drag and drop a file from
your local device to attach it to your chat reply.

File Uploader

Choose Files

Accepted file types: jpeg, jpg, gif, png, mp4, fiv, mpeg, mpg, x-msvideo, webm, m4v, x-mdv,
mpeg3, x-fiv, 0ogg, ogv, oga, quicktime, mov, x-shockwave-flash, swf, x-ms-wmy, 0gg, ogv,

©00a. mo3. x-mo3. moea. odl. 10z. x-comoressed-tar. x-comoressed. X-1ar-0z. 0zip. Csv.

&, Drag and drop your files here

Only select files for which you have the licence to use.
Done



When a file is added from your local device, the name of the resource will appear just above
your chat reply.

4 Messages

(SJ Chat

LG

Student Committee

Mr T Jones: Mr T Jones has created a.. 1)
a1
»

Edinburgh International Festival Sch...
Mr J Sparrow: Hi Everyone, Just a ge...

£

Mr ] Sparrow created this chat thread on August 25th, 2025

=
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Monday, August 25th

Mr ) Sparrow - 12:16 pm
Mr J Sparrow has created a new chat group.

@ Amessage has been deleted.

Mr ) Sparrow - 01:01 pm
Hi Everyone,

Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend, please
ensure your permission slip is completed and returned to the school reception desk.

Any issues then please come and speak to me.

Mr ] Sparrow

25 School Trip - Permission Form_2

2o School Trip - Permission Form_Signed_Wilson X I

e im i aug
Hi Mr Sparrow,

Do we know what time we are likely to be back from the Edinburgh International Festival trip. | have a
school hockey game starting at 7pm and need to know if | should leave my kit at school for this.

I will speak to you in class tomorrow.

Tracy

The Attach FrogDrive file option launches a pop-up window displaying FrogDrive >
Documents. Choose a resource from your FrogDrive area, or if the file is on your local device,
navigate to New > File to upload the required resource.

Once you’ve selected your resource, click the Use button to link the file to the chat reply.

In this example, we have selected a PDF file to link to the chat reply.

FrogDrive
Q_J Documents Hide
D;) My Documents
Dy shared with Me N

Dﬁ School Documents

butterfly-836. cnot023 6

r3 r3
ECH  ECH




When a resource is added from FrogDrive, the name of the resource will appear just above
your chat reply.

Mr ] Sparrow created this chat thread on August 25th, 2025

3}
LG AH D) MS W . ‘; 4 BW
»
Monday, August 25th
Student Committee
Mr T Jones: Mr T Jones has created a. ‘. Mr ) Sparrow - 12:16 pm

@ Mr]Sparrow has created a new chat group.
Edinburgh International Festival Sch...
Mr J Sparrow: Hi Everyone, Just a ge...

@ A message has been deleted.

3] Mr ) Sparrow - 01:01 pm
4 HiEveryone,

Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend, please
ensure your permission slip is completed and returned to the school reception desk.

Any issues then please come and speak to me.

Mr ] Sparrow

25 School Trip - Permission Form_2

| & school - Hockey Game Schedule X |
Sloiaaiol ik ca
Hi Mr Sparrow,

Do we know what time we are likely to be back from the Edinburgh International Festival trip. | have a
school hockey game starting at 7pm and need to know if | should leave my kit at school for this.

I will speak to you in class tomorrow.

G Tracy

The Add URL / Web Link option launches a Add URL pop-up window. Enter a name and the
corresponding website URL.

Add URL X




When a URL is added, its name and website URL will appear just above the reply.

In the example below, the following details were entered:

¢ Link Name - School Hockey Information
e Link URL - https://kes.org.uk/sports_and_activitie/hockey/

§ Messages

f—\l
(>¢) chat
— Mr ] Sparrow created this chat thread on August 25th, 2025

- o
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Monday, August 25th

Student Committee
Mr T Jones: Mr T Jones has created a... '.g} Mr ) Sparrow - 12:16 pm
@ Mr]Sparrow has created a new chat group.
Edinburgh International Festival Sch...
Mr J Sparrow: Hi Everyone, Just a ge...

@ A message has been deleted.

} Mr ) Sparrow - 01:01 pm

4 HiEveryone,
Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend, please
ensure your permission slip is completed and returned to the school reception desk.

Any issues then please come and speak to me.

Mr ] Sparrow

o School Trip - Permission Form_2

[C—D School Hockey Information (https://kes.org.uk/s... X ]
G a

ua
Hi Mr Sparrow,

Do we know what time we are likely to be back from the Edinburgh International Festival trip. | have a
school hockey game starting at 7pm and need to know if | should leave my kit at school for this.

| will speak to you in class tomorrow.

o Tracy

The Add Frog Site link option opens a pop-up window displaying FrogDrive > Sites. Select
your site, then click the Use button to link the site to the chat reply.

In this example, we have selected the site Sport - Hockey to link to the chat reply.

FrogDrive

@ Sins e Sites ~ Extra-Curricular ~ Sports h
@ My Sites 1
@ curicular ENGL Spoits Hockey

Information about hockey
@ Extra-Curricular HOC and the schedule for

school games
@ Pastoral ﬁ

@ Untagged Sites

i
ko)



https://kes.org.uk/sports_and_activitie/hockey/

When a site is added, it will appear just above your chat reply.

Messages

[><] chat
At Mr ] Sparrow created this chat thread on August 25th, 2025

3]
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My Chats LG AH ‘D] [JB sc |HC ‘oc |SE %

Monday, August 25th

Student Committee
Mr T Jones: Mr T jones has Mr J Sparrow - 12:16 pm

Mr | Sparrow has created a new chat group.

Edinburgh International Festival Sch...
Mr J Sparrow: Hi Everyone, Just a ge...

@ A message has been deleted.

1) Mr ) Sparrow - 01:01 pm
@ HiEveryone,

Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend, please
ensure your permission slip is completed and returned to the school reception desk.

Any issues then please come and speak to me.

Mr ] Sparrow

2o School Trip - Permission Form_2

Hi Mr Sparrow,

Do we know what time we are likely to be back from the Edinburgh International Festival trip. | have a
school hockey game starting at 7pm and need to know if | should leave my kit at school for this.

I will speak to you in class tomorrow.

= Tracy




When you’re happy with the content of your reply, click the arrow button. The reply will be
sent to all recipients of the chat.

LG
Student Committee
Mr T Jones: Mr T Jones has created a. \.
»
Edinburgh International Festival Sch...
Mr J Sparrow: Hi Everyone, Just a ge...
/)
»

Mr ] Sparrow created this chat thread on August 25th, 2025

S
Bl kscl| lHEl (e SE%ES MS W .—g.IBW

AH  DJ

Monday, August 25th

Mr ) Sparrow - 12:16 pm
Mr | Sparrow has created a new chat group.

@ A message has been deleted.

Mr ] Sparrow
Hi Everyone,

01:01 pm

Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend, please
ensure your permission slip is completed and returned to the school reception desk.

Any issues then please come and speak to me.

Mr ] Sparrow

25 School Trip - Permission Form_2

do School - Hockey Game Schedule X

your me:

Type y
Hi Mr Sparrow,

Do we know what time we are likely to be back from the Edinburgh International Festival trip. | have a
school hockey game starting at 7pm and need to know if | should leave my kit at school for this.
I will speak to you in class tomorrow.

Tracy




The chat thread will refresh to display your newly added message, along with any attached
resources, and include the date and time the message was sent. This information is visible to
all recipients in the chat thread.

4 Messages nounceme; Chats

@ Chat

Mr J Sparrow created this chat thread on August 25th, 2025

LG AH DJ JB SC HC oOC SE@ES MSJW-

Monday, August 25th

Edinburgh International Festival Sch...
Hi Mr Sparrow, Do we ki > B0 Mr)Sparrow - 12:16pm

@ Mr]Sparrow has created a new chat group.

Student Committee
Mr T Jones: Mr T Jone:

@ Amessage has been deleted,

§0  Mr ) Sparrow - 01:01pm
@ HiEveryone,

Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend, please ensure your permission slip
is completed and returned to the school reception desk.

Any issues then please come and speak to me.

MrJ Sparrow

& School Trip - Permission Form
2 You « 02:30pm
B Hi Mr Sparrow,

Do we know what time we are likely to be back from the Edinburgh International Festival trip. | have a school hockey game starting at
7pm and need to know if | should leave my kit at school for this.

1 will speak to you in class tomorrow.

Tracy

&5 School - Hockey Game Schedule_1

+ | | Typeyourme




As part of the chat feature, individuals, including students and parents, can delete their own
replies. To delete a reply, hover over it to reveal an ellipsis (three vertical dots). Click the
ellipsis to access the Delete Message option.

4 Messages
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Monday, August 25th
’{ Mr ) Sparrow - 12:16 pm
@ Mr]Sparrow has created a new chat group.

Edinburgh International Festival Sch...

Helen can you tell me when the m
@ Amessage has been deleted.

Student Committee

: Mr ) Sparrow - 01:01 pm
@ HiEveryone,
Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend, please ensure your permission slip
is completed and returned to the school reception desk.

Any issues then please come and speak to me.

Mr ] Sparrow

& School Trip - Permission Form_2

2 You - 0230pm
Hi Mr Sparrow,
Do we know what time we are likely to be back from the Edinburgh International Festival trip. | have a school hockey game starting at
7pm and need to know if | should leave my kit at school for this.

| will speak to you in class tomorrow.

Tracy

&, School - Hockey Game Schedule_1

You - 02:32pm
Helen can you tell me when the maths homework is due?

O Delete Message

+ | | Typeyour message here

When the Delete Message option is selected for an individual chat reply, a Confirm Delete
pop-up window will appear.

If you are certain that deleting the chat reply is appropriate, click the Delete Message button
to proceed.

Confirm Delete

This will permanently remove the message, are you sure you
want to continue?

Cancel Delete Message



The action is processed immediately, and the chat reply will be replaced with the message:

A message has been deleted.

This update will be visible to all recipients of the chat thread.

4 Messages

Monday, August 25th
’{ Mr ) Sparrow - 12:16 pm
[ Mr]Sparrow has created a new chat group.

Edinburgh International Festival Sch...

A message has been deleted by an a... @ A message has been deleted.

Student Committee

} Mr ) Sparrow - 01:01 pm
@ HiEveryone,
Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend, please ensure your permission slip
is completed and returned to the school reception desk.

Any issues then please come and speak to me.

Mr ] Sparrow

& School Trip - Permission Form_2

2 You - 0230pm
Hi Mr Sparrow,
Do we know what time we are likely to be back from the Edinburgh International Festival trip. | have a school hockey game starting at
7pm and need to know if | should leave my kit at school for this.

| will speak to you in class tomorrow.

Tracy

&, School - Hockey Game Schedule_1

I @ Amessage has been deleted, I

In the next section, we’ll demonstrate how recipients view chat replies. Since all participants
in a chat can see replies, the behaviour is consistent across staff, students, and parents.



Staff — View chat replies

Now, let’s explore chat replies. As previously mentioned, all participants in a chat can see
replies, and the behaviour is consistent across staff, students, and parents.

For this showcase, we’ll view the chat from the perspective of the staff member who initiated
the chat thread.

When a new announcement, chat, or reply is received, a red badge appears on the Inbox
icon in the Frog Bar.

By default, selecting the Inbox displays your announcements. However, navigating to the
Chats header will display a list of all your received chats, with a red dot indicating new or
unread chats.

In the example below, we are logged in as a teacher. The Inbox icon shows a red badge
with the number 5, which is broken down as follows:

¢ Announcements - 1 new notification
e Chats - 4 new notifications

Upon selecting Inbox > Chats, a summary of the chats is displayed, including the chat thread
name, the start of the chat details, and the time it was received.




If you select a chat from the Inbox, the Messages application will launch automatically,
taking you directly into the selected chat thread, where you will see the details and all replies
for the selected chat thread.

In this example, the chat thread Edinburgh International Festival School Trip was selected.

+ Search

4 Messages

Mr ] Sparrow created this chat thread on August 25th, 2025

- n
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Monday, August 25th

B You - 1216pm
[ Mr]Sparrow has created a new chat group.

@ Amessage has been deleted.

B You - 01:01pm
@ HiEveryone,

Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend, please ensure your permission slip is completed and returned to the
school reception desk.

Any issues then please come and speak to me.

Mr ] Sparrow
&, School Trip - Permission Form_2

f2) Tracy Rauch - 02:30pm
Hi Mr Sparrow,
Do we know what time we are likely to be back from the Edinburgh International Festival trip. | have a school hockey game starting at 7pm and need to know if | should leave my kit at
school for this.

1 will speak to you in class tomorrow.

Tracy

o School - Hockey Game Schedule_1

@ Amessage has been deleted.

+ | | Typeyour message here




If the staff user wishes to reply to the chat thread, the process is straightforward. Simply type
your message, attach any resources if needed, and click the arrow button to send the reply

to all recipients of the chat thread.

+* Search

4 Messages

N ": You - 12:16pm
>< \ Chat (& Mr]Sparrow has created a new chat group.
@ Amessage has been deleted.

Edinburgh International Festival Sch... } You « 01:01 pm

A message has been deleted by an a... @ HiEveryone,
Science Department Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend, please ensure your
Mr T Jones: Hi Everyone , I've permission slip is completed and returned to the school reception desk.
el o o = Any issues then please come and speak to me.
Velcome Back 2 orning Tea
MrT rT : Mr ] Sparrow

&5 School Trip - Permission Form_2

Tracy Rauch - 02:30 pm
Hi Mr Sparrow,

Do we know what time we are likely to be back from the Edinburgh International Festival trip. | have a school hockey game starting at 7pm and
need to know if | should leave my kit at school for this.

I will speak to you in class tomorrow.

Tracy

&5 School - Hockey Game Schedule_1

@ Amessage has been deleted.

| don't envisage we will be back from the Edinburgh International Festival until 7:30pm. So it will be your choice if you wan to
come on this trip or prefer to play the school hockey game.

o I have attached a picture of what every is to expect as part of the festival visit. a




Any chat reply containing a single PNG or JPG image will display the image in full size within

the reply.

+* Search

Edinburgh International Festival Sch...
A message has been deleted by an a...

Science Department
Mr T Jones: Hi Everyone, I've...

£

Just a gentle reminder about the Edinburgh International Festival taking place in mid-September. To attend, please ensure your
permission slip is completed and returned to the school reception desk.

Any issues then please come and speak to me.

Mr Sparrow

&, School Trip - Permission Form_2

Tracy Rauch - 02:30 pm
Hi Mr Sparrow,

Do we know what time we are likely to be back from the Edinburgh International Festival trip. | have a school hockey game starting at 7pm and
need to know if | should leave my kit at school for this.

I will speak to you in class tomorrow.

Tracy

& School - Hockey Game Schedule

@ Amessage has been deleted.

7

You « 02:58 pm
I don't envisage we will be back from the Edinburgh International Festival until 7:30pm. So it will be your choice if you wan to come on
this trip or prefer to play the school hockey game.

| have attached a picture of what every is to expect as part of the festival visit.

+

Type your message here




Admin - Chat (Admin)

Now, let’s explore the Messages application from an admin perspective, focusing on Chats
and the additional features available, including:

Monitoring and viewing all chat threads.
Deleting individual chat replies.

Deleting all messages within a chat thread.
Exporting chat threads to a CSV file.

To get started, navigate to the Messages application via Quick Launch. By default, the
application opens in the Announcements view. To access chats, select Chats from the
Messages header bar.

4 Messages Announcements 4+ New. ~

( \
|><| Announcements ~ My Sent Announcements  All Sent Announcements

My Sent Announcements © Q
Sent Announcements

O Subject Reply Threads Sent By Sent To Read Time Sent L
O Expression of Interes. 0 Mr T jones Student, Staff 1731 16:22, 24/08/202
O Monthly Assembly 0 Mr T jones Student, Staff U 15:58, 24/08/202
0 School Ski Trip 3 Mr T jones Reg 8Y ana 14:56, 24/08/202
a August Staff Social 0 Mr T jones Staff 110 12:16, 24/08/202
O Staff Review 0 Mr T jones Staff 1710 12:13, 24/08/202

4 Messages

1
[> <]} Chat -

Chat
2

Chat (Admin)



The All System Chats view provides a comprehensive summary of all chat threads initiated
within your school. The following details are included:

e Participants — Displays the name of the chat thread or, if unnamed, the participant
list. Hovering over a thread name will display a list of participants.

No. Participants — Displays the total number of recipients in the chat thread.

No. Messages — Displays the number of messages sent in the chat thread.

No. Attachments — Displays the number of resources attached in the chat thread.
Last Active — The date the chat thread was last active.

Export Chat to CSV - Exports a CSV containing summary information for the selected
chat thread. The exported details mirror those displayed in the All System Chats view.

Al System Chats 2

Participants No. Participants No. Messages No. Attachments Last Active Export to GV View Chat

To view detailed information about a chat thread, either click anywhere on the chat (it will
be highlighted in grey, and a hand icon will appear) or select the arrow in the View Chat
column on the far right.

All System Chats Q

Participants Ne Particpants Neo Messages No. Attachments Last Active Export to G5V View Chat

Student Committee

[rf’, Edinburgh International Festival School Trip & 15 6 4 25/08/2025 s B I

ence Department




When the chat thread Edinburgh International Festival School Trip is selected, the admin can
view all replies and resources added to the thread, along with the date and time each was
contributed, just like the participants of the chat.

M Sparrow cresced this chat thread oo Agust 25k, 3035

G AH D 1B SC HC OC SE g S M w . ﬁ BwW

Manday, August 23h

@

When viewing a chat thread as an admin, a message at the top of the page reads Viewing
as Admin. To return to the All System Chats summary table, you can either click on All Chats
in the left-hand side menu or select the back arrow next to Viewing as Admin.

d Messages

<] Chat(Admin) * minf2Y < Edinburgh International Festival School Trip
Mr | Sparrow created this chat thread on August 25th, 2025
LG AH DJ B SC HC OC SE W ES M5 W - ';;Q BW
B Alchats
Monday, August 25th
Mr ) Sparrow

Mr | Sparrow has crested a new chat group.

Mr | Sparrow
Hi Everyone

Just
tod

minder about the Edinburgh International Festival taking place In mid-September, To attend, please ensure your permission siip Is completed and returned

<ception desk

Any Issues then please come and speak to me.

Mr } Sparrow

&b School Trip - Permission Form 2

¥ Tracy Rauch
HI MY SParfow.

DO we know whot time we ace Kkely 10 be back from the Edinburgh International Festival trip. | have a school hockey game st ting at 7pm and need 10 know If | shoulkd
leave iy kit ot school for this.

1 will Speak 10 You in Class 1omonow,

Tracy

&5 School - Hockey Game Schedule_1




Next, we will look at how an admin can delete an individual chat reply. For this example, the
chat thread Student Committee has been selected.

To delete an individual chat reply, hover over the reply, and an ellipsis (three vertical dots)
will appear. Click on the ellipsis to reveal the Delete Message option.

d Messages Chats + New. ~

e Student Committee

o

><| Chat(Admin) *

Mr T Jones created this chat thread on August 25th, 2025

HG AH Dj WLK B SC HC SC ocC SE M DM AM DM & ES MS BS w . T
B Allchats

Monday, August 25th

You
Mr T Jones has created a new chat group.

You p
Nominations for your student committee will open at the end of September. Have 3 chat between yourselves a5 to who would be suitable for the roles

James Wilson
Mr Sparrow - The detention seems a littie unfaiet

When the Delete Message option is selected for an individual chat reply, a Confirm Delete
pop-up window will appear.

If you are certain that deleting the chat reply is appropriate, click the Delete Message button
to proceed.

Confirm Delete

This will permanently remove the message for all users, are
you sure you want to continue?

Cancel Delete Message



The action is processed immediately, and the chat reply will be replaced with the message:

A message has been deleted by an administrator.

This update will be visible to all recipients of the chat thread.

Chats + New. ~

' Student Committee

o

Mr T Jones created this chat thread on August 25th, 2025

HG AH D} WLK B SC HC SC OC SE CM DM AM DM & ES MS BS W . Uj
All Chats

Monday, August 25th

You
Mr T janes has created a new chat group

You
Nominations for your student commilttee will open at the end of September. Have a chat between yourseives a5 10 who would be suitable for the roles

Within a chat thread, if the admin navigates to the ellipsis (three vertical dots) located at the
top of the chat, the following options are available:

¢ Rename chat thread
¢ Download chat thread as CSV
o Delete all messages

d Messages Chats + New. ~

' Student Committee

o

><| Chat(Admin) ~
#  Rename chat thread

Mr T Jones created this chat thread on August 25th, 2025 B b e ik ahread 52 €SV

HG AH D} WLK B SC HC SC OC SE CM DM AM DM & ES MY O Deleteall messages

B Allchats
Monday, August 25th
You

Mr T jones has created a new chat group

You P
Nominations for your student committee will open at the end of September. Have 3 chat between yourseives a5 to who would be suitable for the roles.




The first option under the ellipsis is Rename chat thread. By default, the thread displays the
recipient list, but you can rename it to something more meaningful by selecting this option.

d Messages Chats + New. ~

i

><| Chat(Admin) ~ 1 Student Committee

/  Rename chat thread

25eh 202
Mr T Jones created this chat thread on August 25th, 2025 e —

HG AH Dj WLK B SC HC SC oC SE M DM AM DM & ES MS O Deleteall messages
@ Alchats

Monday, August 25th

You
Mr T jones has created a new chat group.

You P
Nominations for your student committee will open at the end of September. Have 3 chat between yourseives a5 to who would be suitable for the roles.

The second option under the ellipsis is Download chat thread as CSV. Selecting this option
generates a CSV file containing a detailed overview of the chat thread, including:

< UUID of the individual chat reply.

< Date and time the individual chat reply was sent.

< Name of the user who sent the chat reply.

< Content of the chat reply.

< Name of the resource that was attached to the chat reply.
< Name of the user that deleted the chat reply if applicable.

< Date and time that the chat reply was deleted if applicable.

d Messages Chats + New. ~

e

><| Chat(Admin) ~ . Student Committee

#  Rename chat thread

oeeh 20
Mr T Jones created this chat thread on August 25th, 2025 8 Domriond chit Ohrobd 5 SV

HG AH D WLK B SC HC SC OC SE CM DM AM DM & ES MS O Deleteall messages
B Alchats

Monday, August 25th

You

Mr T jones has created 3 new chat group

You

Nominations for your student committee will open at the end of September. Have 3 chat between yourseives a5 to who would be sultable for the roles.




Lastly, admins have the ability to delete all messages within a chat thread by selecting the
Delete all messages option.

NOTE — Admins should carefully consider using the Delete all messages function, as the
action is permanent. Once deleted, all messages within the chat thread will no longer be
visible on your Frog platform.

d Messages Chats + New. «

' Student Committee

D

><| Chat(Admin) ~
#  Rename chat thread

260 202"
Mr T Jones created this chat thread on August 25th, 2025 3 Downlosd chat thread as CSV

HG AH D} WLK B SC HC SC OC SE CM DM AM DM & ES M

@  Alchats

Monday, August 25th

You
Mr T jones has created a new chat group.

You P
Nominations for your student committee will open at the end of September. Have 3 chat between yourseives as to who would be suitable for the roles.

When the Delete all messages option is selected within a chat thread, a Confirm Delete pop-
up window will appear.

If you are certain that deleting all messages within the chat thread is appropriate, click the
Delete All Messages button to proceed.

Confirm Delete

This will permanently remove all messages in this chat
thread, for all users.

Are you sure you want to continue?

Cancel Delete All Messages



The action is processed immediately, and each chat reply will be replaced with the
message:

A message has been deleted by an administrator.

This update will be visible to all recipients of the chat thread.

4 Messages Chats + New. ~

e

><| Chat(Admin) ~ « Student Committee

Mr T Jones created this chat thread on August 25th, 2025

LG HG AH D] WLK B SC HC SC OC SE CM DM AM DM ﬁ ES MS BS W . T
B AlcChats

Monday, August 25th




Admin - Frog App and embedding of Messages application

As part of the enhancements, the Messages application can now be embedded on a
dashboard or site using the Frog App widget, allowing students, parents, and staff to quickly
view their announcements and chats

The Messages application is responsive and will adjust its view based on the selected page
layout and the placement of the Frog App widget.

Messages application within a full width box layout — Chats View

* Gowch S

Staff Dashboard
Everything you need, all in one place
AN AV T 0y Car= -

. 3 MyDy My School & My Resources

T AW -

;

Chats

Here you can view all chais you are
participating In, Select a ¢ m the menu
on the left 1o get started,




Messages application within a 1/2 width box layout — Chats View

Staff Dashboard

Everything you need, all in one place

W VOGP oy

£ MyDay & MySchool & MyResources

- Lo P N

Staff Dashboard

Everything you need, all in one place
B AV .y AT NN ST

3 MyDay W My School & My Resources

N P ) 3

s ¢ B L

3o




Admin - System Preference — School-Wide Automatic Message

As part of this release, Frog has introduced the ability for admins to configure an automatic
message for announcements and chats. The purpose of this automatic message is to help
schools manage expectations for students and parents regarding staff response times.

By default, the automatic message is turned off.

To setup the automatic message, admins need to navigate to the Profile Menu > System
Preferences > Messages.

System Preferences

Custom Ta
o Set Automatic Message
Dashboards
File Types. Set a message for users to see when they use the Messages app
FrogMobile App Preferences Enable:
FrogProgress sett:
oo o Display Automatic Message for Users: m
Google Apps
Message Text:
1AM Cloud
When messaging staff please allow up to 72 hours for a response.
Journals

Login Background
MIS Importer
Maintenance

Markbook

I Messages ]

OKTA

Office 365 . VA

Z

To enable the automatic message for announcements and chats, toggle Display Automatic
Message for Users to ON.

System Preferences

Custom Ta :
o Set Automatic Message
Dashboards
File Types Set a message for users to see when they use the Messages app
FrogMobde App Preferences Ensble:
FrogProdress sitage Display Automatic Message for Users: m
Google Apps
Message Text:
1AM Cioud
When messaging staff please allow up to 72 hours for a response.
Journals

Login Background
MIS Importer
Maintenance
Markbook
Messages

OKTA

e
Office 365 " 4

4



Next, in the Message Text field, you can customise the message you want displayed to users
in announcements and chats. A default message is provided:

When messaging staff, please allow up to 72 hours for a response.

System Preferences

Set Automatic Message

Set a message for users 1o see when they use the Messages app.

Enable:

Display Automatic Message for Users: m

Text:

When messaging staff please aliow up to 72 hours for a response

E—
V

In this example, we have customised the message with the following text:

As per school policy, please allow up to 72 hours for a response when messaging staff.

System Preferences
Custom Tags Show
Dashboards
File Types
FrogMobile App Preferences
FrogProgress settings Show
Google Apps Show
1AM Cloud

Office 365 Show

Set Automatic Message

Set a message for users 10 see when they use the Messages app.

Enable:

Display Automatic Message for Users: m

Message Text:

As per school policy, please allow up to 72 hours for a response when messaging staff

4

When happy with the details, click the Save button to apply the changes.

System Preferences
Custom Tags Show
Dashboards
File Types.

FrogMobile App Preferences
FrogProgress settings Show
Google Apps Show

1AM Cioud

Set Automatic Message

Set a message for users 10 see when they use the Messages app.
Enable:

Display Automatic Message for Users: m

Message Text:
As per school policy, please allow up to 72 hours for a response when messaging staff.



The newly applied automatic message will display at the top of a chat thread.

In the example below, the student Tracy Rauch is a recipient of the chat thread Edinburgh
International Festival School Trip. The automatic message is displayed prominently at the top
of the chat thread.

t Chats

A As per school policy, piease allow up 1o 72 hours for a response when messaging staff. *

D

o Edinburgh International Festival School Trip

Mr ] Sparrow created this chat thread on August 25th, 2025

D )
LG AH D JB SC HC oOC ss%ss MS W .ﬁew

Committee

een del

rgh international Festival Sc
row; | don W Monday, August 25th

W Mr)sSparrow - 1216 prr
[ Mr)Sparrow has created a new chat group.

been deleted,

B2 Mr)sparrow - 0101 pr
4 HiEveryone,

s

Just a gentle reminder about the Edinburgh Intérnational Festival taking place in mid-September. To attend, please ensure your
permission slip s compieted and returned to the school reception desk

Any issues then please come and speak to me.

Mr | Sparrow

ol Trip - Permission Form_2
R You - 0230pm
Hi Mr Sparrow,

D0 we know what time we are likely to be back from the Edinburgh International Festival trip. | have a school hockey game
starung at 7pm and need 1o know If | should leave my kit at school for this,

¥ Latest message

1 will speak to you in class tomorrow.




Admin — Groups and Policies — Chat Roles

Staff and admin accounts can create chat messages with any user on their Frog platform.
However, additional roles have been introduced to enhance the experience for students
and parents:

o Messages > Create Chat threads with Staff users
¢ Messages > Create Chat threads with their family members

These roles are disabled by default for student and parent profiles, leaving it up to the school
to decide when to enable them. It is recommended that schools establish a clear policy
outlining expectations for students and parents regarding staff response times. This can be
reinforced by configuring the School-Wide Automatic Message (accessible via System
Preferences > Messages) mentioned earlier in this document.

In this example, the Create Chat threads with their family members role has been enabled for
the Student profile.

Groups and Policies Manage Troubleshoot
Select  Prioritise  [CRRC T £ - users 3] Polcy Edit
student b 4 Type v mIs f pel
Trusted Student 0 q System Admin This group's policy has the following roles
Restricted Student o 4 System Admin - Messages 4
Access Inbox m 0
student £ Student
Access Messages m o
Add Resources to Announcement reply thread m 0
Add Resources to Chat thread m o
Create Chat threads with their family members m o
Delete own Chat Messages m 0
s s oo

Send Messages to Chat threads m o



If we log in as a student, Tracy Rauch, and navigate to Chats, the + button will now be
visible. Selecting it will display the New Chat pop-up window. However, the student will only
be able to search for family members.

NOTE — Family members are automatically linked through the MIS and can be viewed in the
Users application under the Relationships tab.

In this example, entering wil in the search field returns two users:

e Mrs B Wilson — Parent account for Tracy Rauch
¢ James Wilson - Sibling of Tracy Rauch linked through Mrs B Wilson

New Chat

Q wil

Individuals

BW  Mrs B Wilson

JW  James Wilson

After selecting the family members to initiate a chat with, select the Start button.

New Chat X
Q v
BW  Parent Mrs B Wilson Send to: This User Only o
w Student James Wilson Send to: This User Only G



Your newly created chat will display immediately, ready for you and your family member
recipients to add content or reply.

Chats + New. =

E] Chat between: Tracy Rauch, James Wilson, Mrs B Wilson

Tracy Rauch created this chat thread on August 25th, 2025

D
@ v o
Monday, August 25th

B You « 0427pm
Tracy Rauch has created a new chat group.

In this example, the Create Chat threads with staff users role has been enabled for the Parent
profile.

Groups and Policies Manage Troubleshoot
Select Prioritise 0 N Users a Policy Edy
parent X Type v MIS r yel
Parent a G Parent This group’s policy has the following roles

B wessages :
Access Inbox (on [7)
Access Messages m o

Add Resources to Announcement reply thread m 0
Add Resources to Chat thread m 0
Create Chat threads with staff users m 0

Delete own Chat Messages m o
Send Messages m o
Send Messages to Chat threads m o



If we log in as a parent, B Wilson, and navigate to Chats, the + button will now be visible.
Selecting it displays the New Chat pop-up window. However, the parent will only be able to
search for staff members (teachers).

In this example, entering ja in the search field returns three staff members matching the
result.

New Chat

Q ja

Individuals

ﬂ Mr | Sparrow

P)  MrPjagger

JB Mrs)Bogg

After selecting the staff member to initiate a chat with, select the Start button.

New Chat X

Q. Mr) Sparrow v

ﬂ Staff Mr ] Sparrow Send to: This User Only + X



Your newly created chat will display immediately, ready for you and the staff recipient to
add content or reply.

Chats + New. =

2] 0t between: Mr J Sparrow, Mrs B Wilson

Mrs B Wilson created this chat thread on August 25th, 2025

B o

Mr | Sparrow Monday, August 25th

Mrs

Tracy Rauch, James Wilson You « 0437 pm
cy J BW

Tracy Rauch: Tracy Rauch ha, Mrs 8 Wilson has created a new char group.

AR Edinburgh International Fes...
Mr J Sparrow: | don't envisag.




