: ROCHESTER
Create An Auto-Update Group in g
ParentSquare
This guide offers a straightforward, step-by-step approach to creating an
Auto-Update Group in ParentSquare. An Auto-Update Group automatically updates

with new members who meet conditions, and removes members who do not. You will
build your group based on specific fields (grade level, language, zip code).

1 Navigate to https://www.parentsquare.com and login
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2 Hover over the "Participate" section to reveal "Groups" option
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4  Click "New Group"

& New/Group

5  Click "New Auto-Update Group"
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6 Click the "Display Name" field to name your group

@ ParentSquare Home Admin Add-ons

Create a Group

Display Name

Description

7 Click the "Description” field to explain the purpose of your group

Display Name

Description

Category

School
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8  Select the category of your group from the dropdown menu (the default is school).
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Create a Group

Display Name

Description

Category

School 5
(] Confidential Hides the display nome of the group in feed posts and notifications when other reciplents are included. Members will not know they are a part of this group.

Advanced Options

Owners

Group Owners have full access to group sei an post to the group, and can add/remove group members.
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Add Owner

9 Decide if your group will be "Confidential" and if so, select that option
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Advanced Options
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Group Owners have full access to group settings, can post to the group, and can ado/remove group members.
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10 Click "Add Owner" to add any additional people you want to have owner rights
and permissions in your group

Owners

Group Owners have full access to group settings, can post to the group, and ¢
m

Add Owner

Managers

Group Managers have limited access to group settings, can post to the group,

11 Click "Add Manager" to add any additional people you want to have manager
rights and permissions in your group

Managers

Group Managers have limited access to group settings, can post to the group,

Add Manager

User Role is



12  Select any applicable User Role(s) for your group members

Group Managers have limited access to group settings, can post to the group, and remove group members.

Add Manager

User Role is
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(J staff(includes teachers)
() Parent
OJ student
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13 Enter Conditions using the menu options. This will allow you to select
students/staff in specific grades, classes, etc.
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(J Parent
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14  Once you have added your preferred conditions, click "Save"
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{ Language V‘ is one of x English

© Add Condition



