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Our school is using ParentSquare!
ParentSquare is a parent engagement tool that helps teachers and staff easily communicate 
and collaborate with parents. Already set up for your classrooms, you can start using 
ParentSquare right away to send messages to your families, share pictures and request 
participation.

Accessing ParentSquare
Check your inbox for an email from ParentSquare and click the link in the email to activate your 
account. You can use ParentSquare on any device. You can download the free mobile app for 
iOS or Android and you can also use it from a computer at parentsquare.com
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Add Teacher, Room Parent or Teacher Assistant to a 
Class

Do you have a co-teacher, room parent, or teacher assistant that you want to add to your class? Adding 
class staff will allow them to post to your class and receive notifications of class posts. Follow the step-
by-step directions below to add a room parent or teacher assistant.
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How to Manage Class Staff
From Admin, select Classes under Data 
Assistant.
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How to Manage Class Staff
Click action menu (three 
dots) next to the class and 
choose Edit 
Class or Manage Class 
Staff.

Edit Class gives you the 
option to edit the 
class Name and then Save.
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How to Manage Class Staff
Manage Class Staff allows 
you to add other Teachers, 
Room Parents, or Assistants. 
Click Add Row, fill out details 
and click Save.

Note: The member must already 
be in the school directory.

Note: Class staff will only 
receive class posts that are 
sent to their user role. If you 
add a staff user as a co-
teacher, don't forget to send 
all of your class posts to Staff 
and Parents so that both 
your co-teacher and families 
receive it.
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Send a Welcome Post 
From Home, 
click New Post.
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Send a Welcome Post 
Click the To field.

A drop-down list will appear with your 
class name at the top. If you don't see 
your class name, try entering the first 
few letters into the "To" field. Select 
your class name.
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Send a Welcome Post 
1. In Subject, enter "Welcome to ParentSquare" or any other 
appropriate title.

2. In Description, enter your welcome message.

Feel free copy and paste our sample language below as a 
starting place:

Welcome to our class page on ParentSquare. Using 
ParentSquare, you can volunteer for classroom events, look 
through and download class photo albums, and message me 
directly with the ParentSquare messaging feature. To find 
out more about ParentSquare, go to 
parentsquare.zendesk.com (sign in to ParentSquare 
required) and read through the getting started guide for 
parents.

Your finished post should look something like this
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Send a Welcome Post 
Adjust Notification Options if 
needed.

Before sending your post, be sure 
to look over the Notification 
Options in upper right. 

If you want to notify parents 
immediately, click Send 
instantly (overrides digest setting -
use only if necessary).

Otherwise, leave the default option 
selected: Send at user preferred 
time (instant or digest).

Click Post Now.
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Adding Forms
Once you have created your 
post, you will see the post 
Add-Ons in the left sidebar.

Select Forms/Permissions.
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Adding Forms

Fill out the date you need the 
completed form by, then 
choose Select an existing 
form or Create a new form.

Note: The set date will act as a "cut 
off" time for form completion -
parents will not be able to fill the 
form out after this date! For example, 
if the date selected is December 31, 
the form will be cut off after 11:59PM 
local time on December 31 and 
parents will no longer be able to 
complete the form.
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Send a Direct Message
For teachers, direct messages are a quick and easy way to communicate with a 
parent/guardian or a small group of parents. 

Read below to send your first direct message today!
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How to Send a Direct Message
From Home, select
Messages in left sidebar.
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How to Send a Direct Message
Select New Message.
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How to Send a Direct Message
Use Quick Select Recipients OR 
type in the name(s) of your 
recipient(s) in Recipients.

Sending a Direct Message                  17



How to Send a Direct Message
If you have two or more people in a direct 
message you will have the choice to send 
a Private Message or a Group Message.

1. Private Message (one-to-one): a 
separate conversation will be created for 
each participant, like BCC. Each 
participant will only see messages from 
you.

2. Group Message: there will be one 
conversation for all participants. Each 
participant will see messages from 
everybody else.

Complete the Message field.
(Optional) Add photos or files to your message. 
Click the paperclip icon in lower left.

When done, click Send.
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Translations
Type your message in the language 
you have set for ParentSquare. 
ParentSquare will automatically 
translate your message into the 
preferred languages of your 
recipients. When a recipient replies 
in their preferred language, it will 
translate into the language you've 
set.

Example of a direct message sent in English:

Example of a direct message received in Spanish:
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Add Events to Your Class Calendar
From Calendar

From Home, click on the filter in the top right under your name. From the 
drop-down menu, click on your class.
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Add Events to Your Class Calendar
In the left sidebar, click Calendar in the Explore section.
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Add Events to Your Class Calendar

You will see a monthly calendar page for 
your class. To see upcoming months, 
click the > (arrow) button above the 
calendar.

To add events to the calendar, click on a desired 
day or click and drag your cursor across multiple 
days.

Then, in the pop-up window, enter a title 
in Event Title field. In the field, Event For, enter 
the name of your class.

Click Submit.
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Add Events to Your Class Calendar
From Posts

Unlike the above method, creating an event with 
posts WILL send out a notification. The event will 
also appear on the Posts page for your class.

From Home, click on the filter in the top right under 
your name. From the drop-down menu, click on your 
class.
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Add Events to Your Class Calendar
In the left sidebar, click Calendar in the 
Explore section.

You will be taken to a monthly calendar 
page for your class.

Click New Event in upper right.

Add a Calendar Event                              24



Add Events to Your Class Calendar
A "New Post" page will open with the "To" field 
filled out for your class and "Calendar Entry" 
included.

•Subject: Enter the name of your event.
•Date: Select a start date for the event. If the 
event will take place over several days, 
click Add end time below the first date.

Click Post Now.
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Upload Files
Upload Files without Notifications

Files will be shared under the "Files" tab. NO Post will 
be created on the Posts page and NO notification will 
be sent. To turn these handouts into a post, follow the 
tutorial below.

1.From Home, select Photos & Files on the left 
navigation bar in the Explore section.
2.Select the Files tab.
3.There are two ways to add files:

• Click + Add Files: to create a new folder and 
add files in it.

• Click options (gear) icon: to add a file(s) to 
an existing folder. Select Edit/Add Files and 
follow the prompts.
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Enter a Folder name for files: enter 
appropriate folder name.
Select who to Share with: enter the name 
of your school or group.
Provide a Description (optional): enter 
description of folder. 

Click Upload Files and follow the prompts.

Click Share.
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Upload Files
Send Notifications for Uploaded 
Files

Send a post with files. Choose from 
notifications options to notify or not 
to notify. 

From Home, select Photos & 
Files in left sidebar. Click Files tab 
near the top of page.
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Upload Files
Click options (gear) icon to the 
right of your uploaded files. From 
the drop-down menu, select Post 
and Notify.

A new post page will be generated 
with the files attached.

Click Post and Notify Options on the 
right side of page.
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Access Your Class Directory
Directories list the staff members, 
students, and their parents/guardians. 
Directories may be hidden from 
parents/guardians, depending on your 
school settings. Admin will always be 
able to view directories. Teachers will 
always be able to view their classroom 
directories.

1.From Home, click the drop-down 
menu (filter) in the box in the upper right. 
From the drop-down menu, select your 
class. Note: Default view shows "My 
School, Classes and Groups".

1.In the left sidebar, select Directory in 
Explore section.
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How to Create a Volunteer Sign Up Post
Create a Volunteer Sign Up Post

Volunteer Sign Ups makes it easy to recruit 
help for your class or school.
This page will take you through the steps to 
create a volunteer sign up post. See left 
sidebar for more information on volunteer 
and wish list sign ups.

1.From Home, click New Post. Fill 
out To and Subject fields 
and Description (optional).

2.On the left, you will see Post Add-ons.

3.Click Request Volunteers.
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How to Create a Volunteer Sign Up Post
•In the Volunteer section, fill in:
Date to volunteer (optional)
•Description of task (e.g., chaperone)
•Task Time (optional) - start and end times
• Needed (the number of volunteers needed)
•To add additional tasks, click Add Task and fill 
in the newly created fields.

If the event lasts multiple days, click Add 
Another Day. If the event is recurring (e.g., 
weekly), click Repeat.

When ready, click Post Now
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How to Create Wish List Sign Up Post
Wish List Sign Ups makes it easy to 
ask for items needed for your class 
or school.
This page will take you through the 
steps to create a wish list sign up 
post. See left sidebar for more 
information on volunteer and wish 
list sign ups.

1.From Home, click New Post. Fill 
out To and Subject fields 
and Description (optional).

1.On the left, you will see Post Add-
ons.

1.Click Ask for items.
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How to Create Wish List Sign Up Post
•In the Ask for Items section, fill in:
date the items are needed (optional).
•description of what to bring (e.g., paper 
plates).
•quantity needed (number of sign up 
slots).
•To request additional items, click Add 
Item and fill in the newly created fields.

To request items for an additional date, click 
on Add Another Day.

When ready, click Post Now
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View Report for Sign Ups/Wish List
How to Access Report
There are two ways to access the sign up 
report.
From your ParentSquare Feed on 
Home:

1.Click the Options menu (gear) in upper 
right of a post and select Items & Sign 
Ups > View Report.
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Date Select the first date. If appointments will be held on 
multiple days, click Add Another Day under the Date box.

Start time and End 
time

Enter the earliest start time for the first appointment and 
latest end time for the last. Time slots can be removed on 
the next page as needed to fit your schedule.

Recess Select box if you will hold two sets of appointments in one 
day.

Appointment 
Duration

Enter the duration of each appointment in minutes.

Break between 
Appointments

Enter the amount of time (in minutes) between 
appointments. Enter "0" if you do not want breaks in 
between.

Hide names of 
parents who sign up

Select box to hide the names from other parents/guardians.

Limit to 1 
appointment per 
user across all time 
slots

Select box to prevent parents/guardians from signing up for 
more than one time slot.
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