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ParentSquare Teacher FAQ 
 

 
ParentSquare Staff FAQ 

 
 

How do I log in? 
​

I am in multiple schools, how do I change schools? 
​

What is the difference between a POST and a MESSAGE? 
​

How do I send a Post to only the Parents in my group/class?  
​

I have a post I want the parents to see right away, can I change if a parent/recipient gets 
the message instantly instead of later on with their digest notification? 

 
What additional features are available when creating a post?​

​
How do I create appointment sign-ups for parents/students? 

 
What are the notification options for receiving information from ParentSquare? 

 
Is there a way to send a message with a BCC recipient? 

 
I run a club, how can I create a group for my students?​

​
How do I remove students/members from my group? 

 
How can I save/resend an older post? 

 
I need more help!  

 
How do I log in? 
Navigate to ParentSquare.com/signin (or log in through PowerSchool > Applications) 
Click on Sign in with Microsoft  (6-12 students must choose Sign In with Google to log in) 

http://parentsquare.com/signin
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I am in multiple schools, how do I change schools? 
In the top left corner, click on Schools to see the dropdown list and change your building. 
*If you have a child in another district using ParentSquare you select that school using this menu as well. 
 

 
 

 
What is the difference between a POST and a MESSAGE? 
Posts are the most often used method of communication within ParentSquare.  It allows 
notifications to be created for the whole school, an entire grade, or an individual group or class, 
or any combination.​
Messages are used for one-to-one or small group communications, a few people at most. For 
instance, you want to communicate with your students or their guardians directly or vice versa. 
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How do I send a Post to only the Parents in my group/class?  
When creating a post, after choosing a group to post to, click on the dropdown box ‘Who should 
see this?’ Choose the desired group of people you want your post directed to.  
(If you want to check who is that that group, you can go to Explore > Directory) 

 
 

 
I have a post I want the parents to see right away, can I change if a parent/recipient gets 
the message instantly instead of later on with their digest notification? 
On the right side, under Notification Options, you can choose to ‘Send the message using the 
users preferred time’ or you can ‘Send Instantly’ which would override their digest setting. 
 

 
 

 
What additional features are available when creating a post? 

Options available are  
●​ Calendar Entry/RSVP 
●​ Attaching Photos or Files 
●​ Forms/Permissions 
●​ Ask for Items 
●​ Requesting Volunteers 

 
 

 

https://parentsquare.zendesk.com/hc/en-us/articles/217533186-Post-Add-on-Calendar-Entry-RSVP
https://parentsquare.zendesk.com/hc/en-us/articles/115000000106-Post-Add-on-Attach-Photos-or-Files
https://parentsquare.zendesk.com/hc/en-us/articles/115005064146-How-to-Create-a-One-Time-Form
https://parentsquare.zendesk.com/hc/en-us/articles/115000027223-Post-Add-On-Ask-for-Items
https://parentsquare.zendesk.com/hc/en-us/articles/115000029826-Post-Add-On-Request-Volunteers
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How do I create appointment sign-ups for parents/students? 
 
For parent-teacher conferences, the appointment sign-ups feature really helps to 
streamline the scheduling process. Families can access all the details they need 
through the ParentSquare app, and signing up for a time slot takes less than five 
minutes. 
 

 
https://www.parentsquare.com/blog/parent-teacher-conferences-made-easy-with-appointment-si
gn-ups/ 
 
*Be sure to check the additional options when creating an appointment sign up.  For example: 
Hiding the names of those who sign up for a time slot or limiting the number of people who can 
sign up per appointment 

 
 

What are the notification options for receiving information from ParentSquare? 
You can change your notification settings by clicking on your name on the top right and then 
selecting My Account.  Once in your account settings, navigate to Notification Settings.  
Instant - you will receive post notifications as soon as they are posted.   
Digest - you will receive all post notifications combined in one email (around 6pm) 
You can change these settings on a building level and district level.  
*Direct messages will prompt an notification instantly   
 

https://www.parentsquare.com/blog/parent-teacher-conferences-made-easy-with-appointment-sign-ups/
https://www.parentsquare.com/blog/parent-teacher-conferences-made-easy-with-appointment-sign-ups/
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Is there a way to send a message with a BCC recipient? 
When sending a message to more than one recipient, you are given the option for a Private 
message or a Group Message.   
Private messages act as a BCC message.  A separate message will be created for each 
recipient.  Recipients will only see messages from the sender and will not be able to see who 
else the message was sent to.   
Whereas a Group Message will act like a CC, all participants will see messages from everyone 
else, and be able to converse with each other. 
You can tell from the icon next to the recipients names that it is a group or private message. 
 

 
 

Messages can also include an attachment or a voice message.​
*If you are sending a file to a parent that includes a student’s private information, you must use 
ParentSquare to send that file/attachment (ie report card) 
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I run a club, how can I create a group for my students? 
Navigate to Participate > Groups on the left menu bar. Then On the top right, click on New 
Group. 
You can choose 3 types of groups.   

 
Fill out fields as specified in the group creation windows. You can make the group, Public which 
anyone in the school can view and join.  Private would be only those added can view the groups 
contents. 

If you click on Advanced Options you have further options to  
Allow group members to post to the group  
Hide directory 
Make comments public so all can see what comments are made.  

*Be sure you are choosing the appropriate options for the type of group you are creating.  In 
most cases directories should be kept hidden and comments should remain private. 
 
 

 
How do I remove members from my groups?​
Go to the desired group 
Navigate to Explore > Directory 
Hover over the student’s name.  A trashcan will appear to the right. 
Click on the trash can to remove the student (and parent) from the group. 
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How can I save/resend an older post? 
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All posts you create are listed on your Account, if you go to history.   

 
 
From there, click on the post you want to send out again, click on Duplicate and edit the subject 
and any  
other necessary info. 
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*If you have any further questions or issues, please feel free to submit a tech ticket. 
 
 
 

LKD 122024 

https://jerichoschools.incidentiq.com/
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