
Communication Guide
This guide explores the communication features of First Class Software including bulk messaging,
automation, and more.

Setting up templates

Templates save you time by giving you pre-built email or SMS content.

Within First Class, you have a library of templates you can add to and edit.

Go to Settings > Communication > Email Templates 

How can I add a new template

You can add a new template by clicking the green add template button in the top left corner of
the template page.



How can I add personalised fields to the template?

You will notice within the template section that there are a number of orange buttons with
various names on them. 

This represents the fields you can embed into your email content.

If you click on one of these buttons it will add the appropriate field tag into your email template
in the form of a field code. (This will pull the appropriate user data into the email to personalise it
on sending).



How can I edit a template?

You can edit an existing template by using the pencil button on the right side of a template. This
will pop open the template in an editable format in the template window. 

When your edits are complete ensure you update the template to save your changes.



How can I add a subject line?

The subject line can be found at the top of the template.

Is the email builder in First Class HTML enabled?

Yes, the email builder in First Class is HTML enabled. 

However, you will need to paste in your own HTML code for it to display correctly. 

How can I send a test email?

We recommend using a test student linked to a test email you have access to.

You can also use free services like Mailinator to almost instantly set up a test email.

How do I set up a booking confirmation email for all bookings?

The “class details” data embedded data field is available within your available personalised field
options.

This will include the student's class details including day, level, time, and teacher.

You can use this in a template to create a booking confirmation email.

The booking confirmation email can be turned on by selecting the action email template type and
selecting booking confirmation from the action drop-down.



Can I attach a document to an email template?

Yes, you can attach a document such as a PDF to an email template. See the upload attachments
button at the bottom of the template builder. 

Note: You can only upload documents to a template, you cannot attach documents to normal
bulk emails that you create within the email content creation window within the send email/SMS
section.

Bulk emails/SMS 

How can I send a bulk email or SMS to multiple contacts?

Go to the lists section.

You may want to choose active students, parents, or all students depending on who you are
targeting.

From the list, you can use filters to segment your list.

For example, you may wish to segment your contacts by lesson day, by level, or by teacher. You
can also layer filters to get very specific results. For example, you may wish to filter all the
students with a Wednesday class who are at a dolphin level. You can achieve this by applying
multiple filters at once.

Once you have filtered your list, you can choose between selecting all students in that list (Green
button) or selecting specific students within that list by ticking the small box next to their name.
Once you have selected who you want to include in the communication, the next step is to push
the email/SMS button.



This will pop up the email/SMS content window.

Here your first step is to choose between sending an email or sending an SMS.

You can change this by clicking on the email or SMS mode button.

Once you have selected your mode, you can choose between selecting a pre-existing template
from your library or you can type directly into the window to create a new message.

Once you are happy to proceed, you can click the send communication button to confirm and
send your message.

How many characters are in an SMS?

A standard SMS fits 160 characters. In First Class, there is a counter which tells you how many
characters you have used in your SMS. 

If you go over 160 you will be allowed to continue, it just will mean you will be charged 2 credits
for the message rather than one.

How much does SMS cost in First Class?

The cost of SMS is approximately 9c AUD however this can vary depending on the
territory/country. 

Please speak to your account representative to confirm the exact amount per SMS.



How can I confirm the SMS feature is set up in my First Class account?

You can confirm SMS is set up in your First Class account, by navigating to Settings > Facility >
SMS Config.

If your account is set up, all 3 fields will show metavalue data.

Paying for your Burst SMS credit

To manage your Burst SMS account billing including options for auto-billing.

Step 1 - Log into your burst SMS account - https://firstclasssoftware.transmitsms.com 

Step 2 - Click on the billing tab

Within the billing tab, add a credit card by clicking the add card option.

https://firstclasssoftware.transmitsms.com/
https://firstclasssoftware.transmitsms.com/


Step 3 - Once your card is set up you can then apply the credit to your account.

Step 4 - We highly recommend setting up an auto re-charge option to ensure there are no
disruptions in your SMS service.

This can be done by using the auto credit recharge drop-down.

You may also need to adjust the recharge threshold.

Automated emails

First Class has a range of automation triggers that allow you to automate various emails.

To set up automated emails go to Settings > Communication > Action Rules.

Within action rules, there is an action builder where you can add new action rules.

Below is a list of your current actions/rules.

To create a new action rule, open the builder, name the rule, and then choose the appropriate
action trigger from the drop-down menu.

For example, the most common trigger is a new student.



You can then choose the type of action and the specific details around sending such as how many
days before or after the trigger you want it to send.

This is where you can set up things like welcome emails or an onboarding sequence for new
customers.

Notifications

Another type of communication within First Class is notifications.

Notifications are messages that can go on or inside the customer/parent portal.

The notifications show as a banner-style alert for users when they are interacting with the portal.
To set up or update the notifications in your system go to Settings > Facility - Parent Portal
Notifications.



Email Reporting 

How can I view a report on the emails I’ve sent?

A comprehensive report on emails sent in First Class can be found within your reporting menu
under email report.

How can I view a report on an SMS sent?

To view SMS reporting and activity you will need to log into your Burst SMS back end.

If you have any questions about the communication features of First Class please contact our
support team on support@memberretentionsystems.com.

mailto:support@memberretentionsystems.com

