
							How to Send Bus Communications

From the first page of PowerSchool choose the students/parents you want to communicate with.

[bookmark: _GoBack]Searches for bus:

These two searches will show if there is anything in the field, so all students that are assigned to a bus either AM or PM

Am_home#

Pm_home#


For individual searches, use the equal sign and then the number:

AM_home=33

PM_home=33

Once you have your students picked….

-Click Message Sender (Under Functions on the left-hand side, right above Reports)
-Enter the subject line
-Choose General for most, emergency is only for TRUE emergencies.
-It’s a good idea to click Add Me under Recipients so that you see exactly what you are sending.
-Click Continue
-Click Email
-Complete the information at the top of the email.  If you do not want the emails returned to you, you may use powerschool@bsd7.org as a return email.
-Enter the email you want to send into the box, or copy and paste.  You can also attach information by clicking the attach link, or enter websites by clicking on the website link.
-Click Save
-Click Preview at the bottom to make sure the email looks like you want it to look.
-Click Save again
-Click Continue
-Click Email me report of this job upon completion
-Skip duplicate email/phone/SMS recipients if you only want one email per family
-Click Send Now or click Schedule to Send Later if you want to send later







