
Late Bus Notice w/ ParentSquare 

1. In ParentSquare, go to: Alerts & Notices > Manage Alerts > New Smart Alert 
2. In the New Smart Alert Window, enter a title and select these options: 

a. Choose “Custom Segment” 
b. Click in Recipients to Notify and select your school name 
c. In “Select users who match the following conditions:” choose “outbus” for PM buses or 

“inbus” for AM buses 
d. Click in the textbox and choose the correct bus route 

(Choosing the bus route will automatically limit the Alert to the parents of the students on 
the route chosen.)  

 
 

3. Type a message in “Short Message”.  Example: 
“Attention: [Add Bus Number] has been delayed by approximately [time value].  Thank you for your 
patience!” 

4. If you want to also send an email, type a message in “Long Message” or click “Copy from short 
message” 

5. Press Next to Preview the send, then press “Notify” to send the Alert. 
 
 
 
After you create the first alert, you can Replicate the message for any future alerts: 

 


