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How to Send a Direct Message on @
ParentSquare

This guide provides a step-by-step method for sending direct messages on

ParentSquare, ensuring that you can communicate efficiently with students, parents,
and staff.

1 Navigate to https://www.parentsquare.com
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2  Click "Messages"
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3  Click "New Message"
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4 Click "Direct Message" to create a separate conversation for each recipient. Like
BCCs in email, each person sees only messages from you.
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5 Enter your preferred recipients
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6  You can also "Add by Quick Select"
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7 Quick Select allows you to toggle between "People," "Classes," and any "Groups"
you have set up.
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8 Both the "Classes" and "Groups" tabs give more specific recipient selection
options. Select or deselect these options by clicking the checkboxes.

Add Recipients by Quick Select

L People Who do you want to dizcted class?

B Associated Parel idents Staff
£l Classes g / o
Groups Select classes

Search

No classes available for quick select

For a broader search, go to the previous screen and
type to search using the recipients field

Make selections above and add up to 150 recipients Add recipients

9

When you have selected all recipients, click "Add recipients"
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10  Enter your desired message into the "Message" field.
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11  You can also attach pictures or files and record audio messages.
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12  When you have completed your message, click "Send."
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