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Presenter
Presentation Notes
This tutorial guides users through accessing Chatter to communicate with vendors. 
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Presentation Notes
On the landing page select Manage IM Reviews.
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Presentation Notes
Use the dropdowns to navigate to the IMR.


() am A ) ¢ 2 e
District Admin

U gedcredible’
Home Evaluation Eval Status Manage Crowdsource Messages
Pinellas County Schools 2020-21 English Language Arts Adoption

Y -

v Questions from Vendors
Request
WEI=ETH

~  Notifications to Vendors
.IIIII.
Chatter

Vendors

Prescreen

o000
;aas

Manage
Evaluations

AV
M1

Evaluation
Results

&2

Export Data

Date

Subject

© 2015 - 2020 Rating Systems, Inc. All rights reserved. Patents Pending.


Presenter
Presentation Notes
To send out a new notification to vendors select the Notification to Vendors dropdown.

Click NEW.


Notification

To:

select one or more vendor

Subject

Message

message...
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Presentation Notes
The user has the option to send to specific publishers or to all publishers that are already working on or have submitted their responses.

Enter a Subject and the Message.

Click SEND.
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Presentation Notes
After clicking SEND, a private message session is automatically created for the message with each vendor that received the message.  Remember that only vendors with a response that is In Progress or Submitted will receive messages.

The count of unread messages is listed on the dropdown and also displayed at the message level.
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Presentation Notes
You can respond directly to questions from Vendors by clicking on the Questions from Vendors dropdown and selecting a message.  You can respond to a message by clicking on the blue message icon.
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