School Admin Checklist | Customize Your Account & School

CUSTOMIZE YOUR ACCOUNT | Estimated Time: 20 min

Register your ParentSquare account at parentsquare.com/signin using your staff email address or click on the

FALSE e L .
link in your invitation email.

FALSE Check out this 8-min video for an overview of navigating ParentSquare and this 3-min video on getting help with
ParentSquare.

FALSE Add a photo to your ParentSquare profile and your bio to "Edit Account > About You" to introduce yourself to
families.

FALSE Set your preferences for receiving Posts and Alert notifications and your Office Hours for direct messages.

FALSE Install the ParentSquare app (iOS or Android) on your own device (optional but recommended).

FALSE Set up your Virtual Phone. (If it's available in your school/district).

CUSTOMIZE YOUR SCHOOL ACCCOUNT | Estimated Time: 60 min

FALSE Add your school's logo and color theme to ParentSquare.

FALSE Add your school calendar to ParentSquare.

Add quick links, files or photos to ParentSquare (think parent handouts, lunch menu, LMS and Parent Portal

FALSE

links, etc.)
FALSE View your School Directory and add applicable departments. This will allow Admins to "post as" departments.
FALSE Check your school’s data in ParentSquare and add any users onto the non-syncing list, if needed.
FALSE Check user permissions and assign roles.

Review your Settings and Add-ons in the Add-ons tab (Social/Web Share, Language Translation, Directory,
FALSE User Accounts, etc). (Please note: your District Admins who implemented ParentSquare have selected the
default settings. We recommend reaching out to your District Admins before adjusting defaults. )

Next Steps: Launch PSQ To Your School



http://parentsquare.com/signin
https://vimeo.com/930626971/725477b018
https://parentsquare.zendesk.com/hc/en-us/articles/115000057266
https://parentsquare.zendesk.com/hc/en-us/articles/360040910132-Manage-Your-Notification-Settings-#h_01F9A14YZX897T811M5JV6WE2H
https://drive.google.com/file/d/1H9m5DT2w1pBkE6pwqRWEkPDAbtbdUIGj/view
https://parentsquare.zendesk.com/hc/en-us/articles/360026230532-Edit-School-information-Logo-Color-Theme-Principal
https://parentsquare.zendesk.com/hc/en-us/articles/360039019712
https://parentsquare.zendesk.com/hc/en-us/articles/360018587692
https://parentsquare.zendesk.com/hc/en-us/articles/203412149-View-School-Directory
https://parentsquare.zendesk.com/hc/en-us/articles/214226283-After-Data-Load-School-Data-Check
https://parentsquare.zendesk.com/hc/en-us/articles/17598442953485-Working-With-Role-Based-User-Permissions#h_01HF86JY40MY8MXMVQM01C30A9
https://parentsquare.zendesk.com/hc/en-us/articles/360000119866-Enable-Social-and-Web-Sharing
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LAUNCHING PSQ TO YOUR SCHOOL | Estimated Time: 60 min

FALSE

FALSE

FALSE

FALSE

FALSE

FALSE

FALSE

FALSE

FALSE

School Admin Checklist | Launch ParentSquare To Your School (Coordinate w

Visit the ParentSquare launch kit for resources to help you streamline launch activities, including templates for
different announcements as well handouts for downloading the app and onboarding your community.

Send an Introduction Letter to Teachers and Staff.

Invite Teachers and Staff to register their ParentSquare accounts.

Reserve time for teachers to complete ParentSquare teacher training. Use either our live virtual or on-demand
trainings available on the ParentSquare Training Hub, or our train the trainer materials here. (/f using the on-
demand training module, we recommend also holding a live PD session for Q&A. ) Here's a school training log to
track progress.

Post a Welcome Message in ParentSquare for Families. (Hint: Schedule this post as "do not notify" if you want
the first notification your parents receive to be the official invitation, as shown in the next step. Then, this welcome
message will already be in their post feed when parents log in for the first time. )

Invite Parents to register their ParentSquare accounts.

Encourage parents to download the app. (Hint: do this with a ParentSquare post!)

Provide additional resources to parents. (Hint: send these communications out as ParentSquare posts & view
your post's delivery stats to see who is receiving your communication along with who is viewing the message!)

Suggestion : Create a ParentSquare page on your district/school website with info introducing ParentSquare, how
users can register their account & download the app, and other helpful FAQs. See the launch kit for resources for
updating your website, including sample text and graphics.

Next Steps: Diving Deeper into PSQ


https://www.parentsquare.com/launch/
https://docs.google.com/document/d/1GnynXPq_Si0Jn76UfCLRfavyAcdhvZdwpFSDv9_-emo/copy
https://parentsquare.zendesk.com/hc/en-us/articles/204105465-Admins-Activation-Emails-for-Parents-Teachers-Staff-How-to-join-ParentSquare
https://www.parentsquare.com/get-training/
https://docs.google.com/document/d/1XjxpUDckNMYOJj8GIDsDRNmnEnKmFNOPb4nE3MOjUlE/copy
https://parentsquare.zendesk.com/hc/en-us/articles/204105465
https://parentsquare.zendesk.com/hc/en-us/articles/218351703-Download-the-mobile-app
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School Admin Checklist | Diving Deeper into ParentSquare

EXPAND YOUR PSQ SCHOOL ADMIN KNOWLEDGE | Estimated Time: 2 hours

FALSE Attend a live Skill Up webinar (or watch the recording).

FALSE Attend a live Advanced for Admin webinar (or watch the recording).
FALSE Familiarize yourself with these help articles for School Admin (see left side - Table of Contents).
FALSE Familarize yourself with the ParentSquare Features (hint: print the chart out for easy reference).

CONFIGURE ADDITIONAL SCHOOL ADMIN SETTINGS | Estimated Time: 15 min

FALSE Enable the School Contact Form.
FALSE Set up Sync Failure Reports.
FALSE Set up Contact Verification Reports & learn how to Reach 100% Contactability.

Next Steps: Enhance Your School's Family Engagement


https://parentsquare.zendesk.com/hc/en-us/articles/15612340632973-Training-for-Admin-Staff-Teachers-Live-Webinars#h_01HA5Y23G6ZDAC4N71ZF22BC0F
https://parentsquare.zendesk.com/hc/en-us/articles/15612340632973-Training-for-Admin-Staff-Teachers-Live-Webinars#h_01HA5Y23G6HY5C7KTVN1ABX7Y9
https://parentsquare.zendesk.com/hc/en-us/articles/115005546486-Admin-Dashboard-for-Schools
https://parentsquare.zendesk.com/hc/en-us/articles/4407886588301-ParentSquare-Communication-Tools
https://parentsquare.zendesk.com/hc/en-us/articles/360038622572-Enable-the-Contact-School-Form
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School Admin Checklist | Enhance Your School's Family Engagement
TAKE FAMILY ENGAGEMENT TO THE NEXT LEVEL | Estimated Time: 2 hours
Attend a live Create & Connect webinar to learn best practices for creating a repository of ParentSquare
FALSE p
templates (or watch the recording.)
Create a library of Smart Alerts and watch this 3-min video on how to send an alert from your phone's
FALSE ; -
ParentSquare app, so that you're ready for anything!
FALSE Create Auto Notice, Forms/Permissions, Newsletter/Post and Secure Document Delivery templates, as needed
FALSE Set up a PTA group in ParentSquare and invite members.
FALSE Check out ParentSquare's Blog - this is a great one to start with: Best Practice for Reaching 100% of Your Fam
FALSE Check out ParentSquare webinars, monthly What's New Review webinars, and Special Topic webinars.
FALSE Join the ParentSquare Educator User Group on Facebook for more tips and tricks!
MONITOR SUCCESS FOR YOUR COMMUNITY | Estimated Time: 15 min
FALSE Gather feedback on effective training, rollout, and overall perception of ParentSquare by staff and teachers.
FALSE Schedule a recurring monthly calendar event with your school leadership team to review the ParentSquare data
dashboard.
Check out how your school is using ParentSquare! See: Admin Dashboard, Notifications Activity Dashboard,
FALSE .
and Weekly School Admin Report
FALSE Have a great success story? The ParentSquare team would love to hear it! You can share your experience at
support@parentsquare.com.

Looking for more inspiration? Join us at a PSQ Summit for more opportunities to learn and network!



https://parentsquare.zendesk.com/hc/en-us/articles/15612340632973-Training-for-Admin-Staff-Teachers-Live-Webinars#h_01HA5Y23G64WYJK3CKAECN1GQ0
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School Admin Checklist | Virtual Phone Set Up

Estimated Time: 15 min

FALSE What is Virtual Phone? Learn more in this 2-page overview & help article.

FALSE Ensure you have verified your cell phone number in ParentSquare. You'll receive a virtual number to mask your
caller ID.

FALSE Set your Office Hours. Calls to your virtual phone number that are placed outside of your office hours will go to
voicemail.

FALSE Set up your voicemail message.

FALSE Learn how to make a call with virtual phone from the web or mobile app.

FALSE Block any phone numbers, if needed. (Since the virtual phone number is a live number, spam calls may occur.)

FALSE View Call Logs and Reports for Virtual Phone

Any other questions? Check out our Virtual Phone FAQ page!


https://8072603.fs1.hubspotusercontent-na1.net/hubfs/8072603/VirtualPhone.pdf
https://parentsquare.zendesk.com/hc/en-us/articles/360057380791-How-to-Verify-Contact-Information
https://parentsquare.zendesk.com/hc/en-us/articles/360059205671-How-to-Set-Office-Hours-for-Messages
https://parentsquare.zendesk.com/hc/en-us/articles/18641312864269-Use-Voicemail-With-Virtual-Phone
https://parentsquare.zendesk.com/hc/en-us/articles/14627091644557-Make-a-Call-Using-Virtual-Phone
https://parentsquare.zendesk.com/hc/en-us/articles/29785726247437-Block-a-Phone-Number-in-Virtual-Phone
https://parentsquare.zendesk.com/hc/en-us/articles/14627105199757-View-Call-Logs-and-Reports-for-Virtual-Phone
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