
ParentSquare Admin - Create Groups for Conferences 

ParentSquare school admin can create static groups for teachers. Teachers then 
add parents or other members to the group. 

Create a New Static Group 

●​ From Home, click Groups in the left sidebar in the Participate section. ​
​

​
 

●​ Click New Group in upper right, then select New Static Group.​
​

​
 

●​ Enter the group's information. 
●​ Name. Enter the group name: Suggested: Teacher last name - Spring Conferences 
●​ Description. You can describe the group (optional). 
●​ Mark as Private. 

●​ Click Advanced Options.  
●​ Do NOT allow group members to post to this group.  
●​ Hide directory. Click to limit access to only group owners. 
●​ Do NOT Make comments public. 
●​ Owners. Type out the first 3 letters of the owner's (teacher’s) name and select them. 

Include job-share or co-teachers. 
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●​ Click Save at the bottom of the page to save all the selections made. Teachers can now see 
their group in their ParentSquare dashboard and add family names.​
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