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o4 ParentSquare Overview

Community Schools, Thriving Students

One Central Tool Quick Translations

2-Way Parent Engagement B” Text, Email, App, Voice

ParentSquare is a fully unified platform that engages every family with school
communications and communications-based services—all the way from the district
office to the classroom teacher, and all in one place.
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. Leader/Admin Training & Support Agenda

ParentSquare Overview Part 2: Additional ParentSquare Features
Part 1: General Navigation * Forms/Permission Slips
e Activation & Login * Groups
e My Account Settings  Newsletter Templates
3 Ways to Communicate in * Calendar
ParentSquare * Appointment Sign-Ups
* Posts Part 3: Resources & Support
* Direct Messages e Admin & Teacher Training Resources
e Smart & Urgent Alerts e Family Support
* Translation e ParentSquare Help & Office Hours

Admin Dashboard
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2022-24 ParentSquare Implementation Goals
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Community Schools, Thriving Students

Training & Support: School site admin and teachers have participated
in asynchronous and/or in-person training by end of August (Survey)

Contactability: Districtwide 97% contactable (District Admin
Dashboard)

Family Member Registration: 90% of students with at least one family
contact registered (RAD Tableau Dashboard)

Family Engagement: Increase family engagement as measured by
number of school posts and post views, school site use of key
ParentSquare features (e.g. direct messages, newsletters,

forms/permission slips, attendance notes, calendar) and parent
interactions. (District and School Dashboards & Surveys)
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ParentSquare Account Creation & Registration!$®
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Account Creation & Invitations to Join (Register)

Student and family contact info is entered into Aeries during enrollment season through the Enrollwise*
and Aeries integration or updated for existing students during the Aeries data confirmation process. A
ParentSquare account will be created automatically for those family contacts whose Aeries Notification
Preferences set to General and Emergency Announcements.

OUSD Staff accounts are created through Escape to Aeries integration then ParentSquare.

e Nightly Sync: Aeries syncs with ParentSquare each night, creating or updating student, family and staff
account information, meaning that changes usually take a day to appear in ParentSquare.

e [nvitations to join ParentSquare and Registration: Beginning that last week of July, emails/text messages
will be sent via ParentSquare each Monday inviting all staff and family contacts that have not yet logged
into ParentSquare to join their school(s) and register their account. The goal is to have at least one contact

per student registered so they can fully engage in two-way communication. Note that unregistered users
can still passively receive messages from the school and district.

e Contactor Accounts: Currently Staff accounts are created for contractors/consultant shortly after they are
assigned an OUSD email. Additional permissions can be assigned by central department or school site
administration by submitting a request via OUSD HelpDesk ticket: helpdesk@ousd.org Updated Nov. 2023 4 |


https://parentsquare.zendesk.com/hc/en-us/articles/360039342372-What-Unregistered-Users-Can-See-and-Do-from-a-Notification
mailto:ticket.helpdesk@ousd.org
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Aeries to ParentSquare Integration & Nightly Sync

ParentSquare accounts are created and updated via sync with Aeries Contact table as seen below:

e =] - ] ParentSquare looks at the following Aeries Contact fields:

Preﬁx{ Last Name } { First Name ] Middle Name Suffix Mailing Name Verif Date . Notification Prefe rences*
Andersen Weston Weston Andersen M=
# Lives Wi 9 Address iy iote  ZpCode  ZpEw  AddressType [RedFig) o 1: General and Emergency Announcements creates a
v 1142 Creekside Drive Eagle Rock CA 99999 v | L] I Syn Ci ng Pa re ntSq u a re a CCO u nt
- . * Primary @HEd Rigohts - . ( N ]:ﬂe.:dat?ce ® Ml T an;act En;oll:d the . . .
Fel::'lonshlp Contact older? p t/;cordd.ypez L Geoﬂfacloﬂo: Ereferences J ofification ail Tag rder tudent O 2: Emergency An nou ncements WI” Only pu” In thlS
ather v - - arent/Guardian2 v neral and Emerge ¥ v v 1 v
e B Work Phone e s [ e contact as Emergency Contact (for Urgent Alerts only)
Hi==p iz - o 0: Do Not Contact means this contact will NOT sync
Birthdate TB Test Status TB Test Expiration Fingerprint Status Fingerprint Date .
. v it - 3 Into ParentSquare
Email Address ] L= Portal? Employer Name Employer Locati Occupation
LWes'ronAndersen@exomple.com Y w * L.aSt Name
User1 User 2 User 3 User 4 User 5 ré User 7 User 8 . FIrSt Name
—7 ¥ ¥ ¥ —.7 i ¥ e Email and/or Mobile
Additional Contact 1 Additional Contact 2
v v e Correspondence Language
Save Cancel Delete . . -
== Notes and Tips: Red Flag contacts are not pulled into ParentSquare \
- Tab over from Last and First Name to ensure Mailing Name field
*The Notification Preferences field is the i INN®  appears correctly
most important! The selection signals to v v - Ed Level needs to be entered (New OUSD requirement 2023-24)
ParentSquare whether or not to create an Eg‘;f\“;;fj:;"gnergency R —
and ParentSquare-Aeries Sync FAQs

s
Updated Nov. 2023 ®-¢



https://parentsquare.zendesk.com/hc/en-us/articles/4405417040269-Aeries-Overview-
https://parentsquare.zendesk.com/hc/en-us/articles/360055253691-Aeries-Admin-FAQ#q-what-fields-are-being-pulled-from-aeries--0-0
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Community Schools, Thriving Students

Principals will know and be able to:

> Update their Account Settings, including Notifications
> Understand the difference between Posts, Alerts and Direct messages and

use them appropriately

o Create a post with add-ons
o Create a voice alert (“robocall”)
o Use translation function throughout

> Utilize Admin Dashboard to ensure reach and track schoolwide usage

> Use Forms and online Permission slips

> (Create, manage and use Groups

> Design and send school Newsletters in ParentSquare

> Add the school events to the Calendar

> Utilize Appointment Sigh Ups to schedule parent-teacher conferences
> Access ParentSquare support and training resources

@
Updated Nov. 2023 ®-¢
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Community Schools, Thriving Students

Admin Training 101 (Self-paced 30-45 min): link
Pre-Recorded Admin 101 Webinar (53 min): link

&2 ParentSquare

Start Course

HOME  VISIT PARENTSQUARE  SIGNUP

ParentSquare Administrators

Admin Training 101 - 3 Ways to Communicate on ParentSquare

(AD1)

This training is designed to equip administrators to begin using ParentSquare's two-way engagement tools and
messaging features with their school communities.

*NOTE: To receive a certificate of course completion, please create a TalentLMS account using your district email
before starting the course. Select the Signup button at the top right of this screen to create your login. Fill out the
information requested and you will receive an email verification link to activate your account. After verifying your
account, sign in with your credentials to access the Course Catalog and start your course.

After completing this course, administrators will be able to:

* Make changes to their Notification Settings and set Office Hours

* Understand the three ways to communicate with your school community using Posts, Messaging and Alerts
* Create Posts

* Link an Existing Calendar

* Use Direct Messages

* Create Alerts & Notices

* Access support and training resources

EXPECTED TIME: 45 MINUTES OR LESS

Admin 101 Learning Objectives

=> Make changes to their Notification

Settings and set Office Hours

=> Understand the three ways to
communicate with your school
community using Posts, Messaging
and Alerts
Create Posts
Link an Existing Calendar
Use Direct Messages
Create Alerts & Notices
Access support and training resources

2 202

Admin Training 102 (Self-paced 30-45 min): link

e2 ParentSquare

=

Start Course

HOME  VISIT PARENTSQUARE  SIGNUP

ParentSquare Administrators

Admin Training 102 - ParentSquare Admin, Groups, & the Data
Dashboard (x>

This course is intended for school administrators, office staff, and users with Admin permissions in the platform.
Admins will learn the ins and outs of Admin functionality on the Admin Tab. Admins will also learn how to
configure features and change default settings to your school portal on the Add-on tab.

*NOTE: To receive a certificate of course completion, please create a TalentLMS account using your district email
before starting the course. Select the Signup button at the top right of this screen to create your login. Fill out the
information requested and you will receive an email verification link to activate your account. After verifying your
account, sign in with your credentials to access the Course Catalog and start your course.

After completing this course, admins will be able to:

* Use the Data Dashboard to reach 100% Total Contactability

* Create Groups for subsets of parents, staff, and students

* Manage users and assign Permissions

* Use Data Assistant to review staff and class information

* Configure features and change default settings on the Add-ons menu

EXPECTED TIME: 45 MINUTES OR LESS

Admin 102 Learning Objectives

=> Use the Data Dashboard to reach
100% Total Contactability
Create Groups for subsets of parents,
staff, and students
Manage users and assign Permissions
Use Data Assistant to review staff and
class information
Configure features and change
default settings on the Add-ons menu

N 2K . ¥

Admin Summer Camp — Weeklong On-Demand Series
Link to Archived Camps (Aug 2023)

@ ParentSquare
Summer Camp

LIVE Webinars: Training for Admin, Staff & Teachers
Link to 2023-24 Weekly Calendar & Registration

PARENTSQUARE TRAINING OFFERINGS

NAVIGATE - PARENTSQUARE BASICS

Begin your ParentSquare journey with our
Navigate Training! In this training we cover the
basics for getting started with ParentSquare. This
30 minute training covers the following topics:

¢ Basic Navigation

PARENTSQUARE SKILL-UP

Are you eager to enhance your abilities and reach
new heights? Our Skill-up course is designed to
help you refine and expand upon the skills you
learned in our Navigate course- This 1-hour
training covers the following topics:

¢ Groups

¢ Posts with Add-Ons

¢ Appointment Sign-Ups

e Live Q&A

¢ Account Settings
ADVANCED FOR ADMIN

e Posts
¢ Direct Messages
e Live Q&A

Ready to chart your path to the top as a school
admin? Our Advanced for Admin training will take a
deeper look at admin specific features on the
ParentSquare platform- This 1-hour training covers
the following topics:

Data

Directory

Alerts (Smart & Urgent)

Auto Notices

Live Q&A

Tap into your creative side with our Create & Connect

training. This immersive training for admin is designed
to empower you with the skills you need to create
various engaging templates in ParentSquare. This 1-
hour training covers the following topics:

¢ Creating a Repository in the Add-Ons Tab

o Forms, Permissions, Newsletters

» Creating an Alert Library o &

* Calendar ! /l

° Q&A

@
Updated Nov. 2023 33


https://parentsquare.zendesk.com/hc/en-us/sections/360009845551-ParentSquare-Summer-Camp
https://parentsquare.talentlms.com/catalog/info/id:126
https://parentsquare.talentlms.com/catalog/info/id:125
https://player.vimeo.com/video/427748575
https://parentsquare.zendesk.com/hc/en-us/articles/15612340632973-Training-for-Admin-Staff-Teachers-Live-Webinars#h_01HA5XNVR2ZS7Z0S1A44WW3F2X

General Navigation

3 Ways to Communicate
Admin Dashboard

ol
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Admin + Add-ons -

@ ParentSquare Home

A © Principal Lincoin ~

Lincoln Elementary School

Switch School v

77+, Lincoln Elementary School

LNy HOME OF THE MUSTANGS
® COMMUNICATION

# Scheduled & Droft Posts

Send updates and announcements, share pictures or request participation

®, Messages

! Alerts and Notices

® RESOURCES
great event and our team did GREAT! So proud of them!
(O Directory
9 Calendar
elementary, middle, and high school special education and... Read More
B Photos & Files
% Links

B Archives

<& Olympics3.jpg

& Olympics2.jpg

@ PARTICIPATION & Olympicsi.jpg

& Groups 33

Appreciate . Comment . Espafiol . Print . Download All

{) SignUps &RSVPs 3

W 15 people appreciate this post

= Polls 1 Emie Maggio Well done !! Congratulations!!

Reply « about 2 months ago

& Volunteer Hours Selina Gleason A wonderful time was had by alll A special thanks to the special ed p

devotion!

Mobile-Friendly and Familiar Website

Lincoln Mustangs Represent at the Special Olympics

« Principal Lincoln « 2 days ago « Fri, Apr 22 at 10:39 PM . Lincoln Elementary School

@ All Schools, Classes, Groups «

™ EVENTS view all

SUN MON TUE WED THU FRI SAT

2 22 25 26 € € 20
x ©000
&) ©O00C0O

@ Apr 27 Shelter in place Drill

Please join me in congratulating Team Lincoln at today's Special Olympics on the field of SBCC. Such a

@ Apr 27 Design Program: Ribben Cu...

Special Olympics Southern California School Games provides training and competitive sports options to

@ Apr 27 Parent Workshop: Bridging t...

@ Apr 28 Ice Cream Friday - Apr 28

$ PAYMENTS

@ [Pads 11 program

{) SIGN UPS & RSVPS view all

-

\_

[Lincoln] Justin Williams, was absent
from 1st Period today, Oct 25.

Call 555-622-3634 x 1011 or click
http://psqr.io/ZNeCYi2YH to excuse.

~

/

Email and Push Notifications

11

P B

Text Notifications

4 )
[Lincoln] First meeting this

Friday
\http:// psqr.io/ANeCRTi6

: g ¥40102
Home Q O +
Q

#&& Lincoln Elementary School

m Notices 77> Lincoln Elementary School
° upcoming event Q Posts Messages  Notices
Principal Lincoln 6 days ago

e Your journey starts here! 65,

Principal Lincoln A week ago

SUGAR BOWL
ACADEMY

e § =N o 1 k. (e NN e |

" LINCOLN NEWS

Grit to run that extra mile, to study that extra hour, to
shave off that hundredth of a second, to become the
person that voice inside your head says you can be.

y TN AN\ AR Er LA il

Principal's Message

Maecenas sed ante pellentesque, posuere leo id, eleifend Grace to pick yourself up when you...

dolor. Class aptent taciti sociosqu ad litora torquent per
conubia nostra, per inceptos himenaeos. Praesent laoreet...

0® 00

Princinal lincnln

Home Messages Events Media More

Native iOS and Android Apps

®
July 26,2022 . J
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- Download the free mobile app
Email or Cell Phone Number AndrOid iOS (Apple)

Password

Forgot password?

or

G Sign in with Google

Sign Up/Log In with Google using your OUSD email
WWW.parentsquare.com/signin

Use it from a computer at: www.parentsquare.com

.
Updated Nov. 2023 ®
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1. Main News Feed
2. Navigation
3. Toggle Views

0 Jose Martinez ~

Baxterville Middle School . .
BBXteerlle Mlddle SChOOl ® My School, Classes, And Groups ~
alasses

Switch School ~
LOYALTY, COMPASSION, & FRIENDSHIP: THE TERRIER WAY.
@ Technology Applications

Sofia Martinez
Grade 9 « Beartow...

Send updates and announcements, share pictures or request participation

Student Packet Review Meetings - Jun 24

@ 0/24 Sign Ups « Principal Adkins « 19 hours ago - Thursday, Jun 23 at 8:06 AM - Baxterville Middle

® COMMUNICATE # New Post -

My Groups
@ Hope Springs Class of 2012 Alumni

(N Messages @ Hope Springs Monthly Reporter Newsletter

@® 1 Community 1 Book

& Alerts and Notices

@® Migrant Worker Families

School
® EXPLORE ) Sign up names are hidden for this post @ Jun 24 Student Packet Review Meetin...
D Directory =~ This is a repeating event, it repeats: Daily until June 24, 2022 - Previous @ .jiil 10 Weicometo my class!
() Calendar JZUZ Friday -
(8 Photos, Videos, Files _ . _ o _ M SIGN UPS & RSVPS view all
Please view the sign up list and find a convenient time for us to meet. Thank you and | look forward to seeing
RS everyone! @® M Student Packet Review Meetings - ...
® PARTICIPATE N Sign Up - Appreciate - Comment - Print @® M Student Packet Review Meetings
:‘g: G - ® User Preferred Notifications « Staff and Parents @ @ Welcome to my class!

®-9
Updated Nov. 2023 ®-¢
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¢l My Account Settings

Community Schools, Thriving Students

1. My Account
Settings

2. Notifications,
Language, &
Office Hours

@ ParentSquare Home Admin Espafiol Al

e

My Account

Jose Martinez ~

SETTINGS EMAIL/PHONE TO NOTIFY Sign Out

Notification Settings > ® Choose Best Match

Based on message type and sender-specified
Language Settings settings

English
O Preferred

Office Hours Set Preference Order

ACTIVITY
Posts GENERAL ANNOUNCEMENTS & MESSAGES © SCHOOL ALERTS ©
Notification frequency applies to posts only
Sign Ups
¥ Email ® Text Get A
RSVPs . o
Forms Baxterville Middle Off Instant | Digest \ Off Instant Digest | Off Instant Digest On
School |
Groups

jmartinez.baxterville
@gmail.com (Staff)

972-515-0002

Volunteer Hours

Manage Your Account Settings: Update Contact Info, Language & Post Notifications
Update Your Notification Settings for email, text, and app.

®-9
Updated Nov. 2023 ®-¢
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o2 3 Ways to Communicate in ParentSquare |
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Posts Direct Messages Alerts

Pa re ntSquare Home Admin Search Posts Quick Select Recipients Only recipients with contact information will be added Pa rentsqua re. Home Principal Adkins ~
New Post Send to selected students :a’):terlvﬂle Middle Alerts and Notices
choo!
Send to parents of selected students
POST ADD-ONS
To ALERTS AND NOTICES
. g
) Calendar Entry/ RSVP % Grade 10 | * English | | * Study Group 1 for The Odyssey Filter: Showing 1to 6 of 6 entries 1 row selected 1 Alerts and|Motices ® Recent ~ #" New Smart Alert ﬂ ﬂ
>
(8 Attach Photos Or Files Who should see this? = Staff, Parents, and Students ¥ Name |:  Parents/ Title
& Message Library
aF s Subject (O Dibbert, Cherelle Student: Finance 2 Hour Delay: Snow 62 2 3 1 © Report  §
orms / Permissions
y Principal Adkins « Baxterville :
Let's Read The Odyssey ®@  Kamburov, Principal Group: Summer Reading Group 2 “ Emails App Texts Calls
Group: Summer Reading Group Middle School Delivered Notifications Delivered Delivered
& Ask for ltems Description © Sent on E
Fri, Jun 10, 2022 at 11:52 AM

B 7 U A

© W O +: @  Nistler, Briana Group: Summer Reading Group PDT
Group: Summer Reading Group

L
<
.
it

~

1l
<

11
<

M Request Volunteers

Recipients You can add up to 50 recipients by typing their name

Dear Families, : : T : .
% Briana Nistler = * Tony Williams * Jose Martinez = * Principal Kamburov

(]
O Private Message A separate conversation will be created for each participant, like BCC. Each participant will only see messages from you. G O O d fo r b ro a d C a St I n g

| encourage you to read along with us! Though we have enough copies of the book to give to each @ Group Message There will be one conversation for all participants, like CC. Each participant will see messages from everybody else.

student, we do not have enough for each parent. Thus, | am linking a resource that has the book
. time-sensitive information (sent
-
Message

Hi!' Thanks for volunteering to help tomorrow!
We had a time change and will need to regroup after the event 30-minutes earlier than planned!

Next week, our English class is embarking on a literary adventure with Homer’s The Odyssey.

available to you online, for free through MIT.

Please let me know if you have any questions.

- via text, email, app & “Robocalls”)
Good for Whole School, What are Alerts? (7:32

Entire Grade Level or Group Good for one-on-one or small

How to Create a Post (5:32 group communication

When to use
Post with Add-ons (5:25 Sending a Direct Message (3:30 a Smart Alert,

Urgent Alert
or Post

s

.

Updated Nov. 2023 ®-¢
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https://parentsquare.zendesk.com/hc/en-us/articles/203388329-How-to-Create-a-Post-
https://parentsquare.zendesk.com/hc/en-us/articles/204108985
https://parentsquare.zendesk.com/hc/en-us/articles/360057264531-Direct-Messages-Video-
https://parentsquare.zendesk.com/hc/en-us/articles/360055825492-What-Are-Alerts-
https://parentsquare.zendesk.com/hc/en-us/articles/212012906-When-to-Use-a-Smart-Alert-Urgent-Alert-or-Post#h_01EXQ5PABBBY7QC8HCWZC0MSFF
https://parentsquare.zendesk.com/hc/en-us/articles/212012906-When-to-Use-a-Smart-Alert-Urgent-Alert-or-Post#h_01EXQ5PABBBY7QC8HCWZC0MSFF
https://parentsquare.zendesk.com/hc/en-us/articles/212012906-When-to-Use-a-Smart-Alert-Urgent-Alert-or-Post#h_01EXQ5PABBBY7QC8HCWZC0MSFF
https://parentsquare.zendesk.com/hc/en-us/articles/212012906-When-to-Use-a-Smart-Alert-Urgent-Alert-or-Post#h_01EXQ5PABBBY7QC8HCWZC0MSFF

| £
S
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¢J Built-in Translation (@) scHooL DisTRICT

K= Community Schools, Thriving Students

Pa re N tS q u a re u S e S G O O g I e Language Translation Settings at Oakland Unified School District
NOTE: Auto translation happens for every supported user language, including the languages below.

Tra n S I a t I O n S O ftwa re t O Secondary Language Language understood by the majority of your users who do not understand English.

Espafiol (Spanish)

translate content and allow

b . :\.u 2 = SEEE . > o -{ P . . & .5 .
pa re nts to rece Ive a n d Se n d X A9C5 (Amharic) % 4zl (Arabic) % A3 (Chinese) % jZ3E (Chinese Traditional) % Francais (French) % 121 (Khmer) % Espafiol (Spanish) % Tiéng Viét (Viethamese)

Other Language(s) Language(s) for which you have a translator on staff to supply translations or review auto translations.

communication in their

Teacher's Phone

e HOW Translations Work by Feature

preferred language.

Sanchez

Dl c 3. ' d, ]aC00 € ]
msdsimeenine ayuda adicional con la tarea de ' .
Hi, Mrs. Huerta, Jacob wants esta semana. ;Puedes sugerir LI n S e OW °
extra help with this week's algunos videos?
homework. Can you suggest

The user preferred language eisiend - ® Posts

@ automatically. Show original message. Hola Sra. Sanchez, Gracias por
contactar. Jacob puede

is synced from Aeries contact T — e ® Forms/Permission Slips

{ Messages Emma Huerta

reaching out. Jacob can stop by escuela si necesita ayuda.
information (CorrLang) and el Ty vk aderiainn ® Direct Messages
parents can update their etsons. s eomnes. e Alerts (Smart & Urgent)

well: http:// también:

language settings on their My e

Q This message has been translated
automatically. Show original message.

Account page. T -

Updated Nov. 2023 m
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https://parentsquare.zendesk.com/hc/en-us/articles/360034561351-How-Translations-Work-in-ParentSquare-#h_01FW5251PVT0Z8RKS3DCWE2D0W
https://parentsquare.zendesk.com/hc/en-us/articles/360034561351-How-Translations-Work-in-ParentSquare-#h_01FW52RD1Q0CQF720HH6BYC77N
https://parentsquare.zendesk.com/hc/en-us/articles/360034561351-How-Translations-Work-in-ParentSquare-#h_01FW52RX8V1MB7MY8GJCNB0GPP
https://parentsquare.zendesk.com/hc/en-us/articles/360034561351-How-Translations-Work-in-ParentSquare-#h_01FW52S8Y02Q82T57W5XCNCJQY

o2 Admin Dashboard
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The Admin Dashboard is a great resource to help schools and districts reach 100% of their families as well

as track ParentSquare usage across your school community. Watch this video to learn how to reach 100%
of your families. You may also want to assess your “reach” by viewing delivery statistics for a post.

o ParentSquare

Dashboard

Contactability Data
View District & School Site Data

ldentify Data Trends

0 00 0000 00 O

© 8:26

m ParC”tSquaro Home Admin Add-ons Search Posts 0 Principal Rincon ~

Rincon Point School x

79 Field Trip to SB Zoo

« Samantha Schulz « 7 days ago - Fri, Mar 08 at 11:34 AM - 4th Grade

1 person appreciates this post
= This post can be viewed by users outside of ParentSquare

MAR Friday 0 comments on this post
15 All Day
. . | = 31Notified | User Preferred Notifications
Hi Families,

Staff and Parents

We are so excited that our 4th grade students will be visiting the SB Zoo next Friday, March 15th!

Reminders: Frint

- This is an all day field trip and the bus will leave at 8am sharp.

- Please ensure that your scholar wears shoes that are co mfortable to walk in and that they bring a Espafiol (Spanish)
sweatshirt or jacket in case it is cold outside.

- Trip payment is $10 per child to offset the cost of the bus. Payment can be done online through Get a link

Stripe or at the main office. Please ensure payment is made before Thursday, March 14th.

We are |looking forward to the trip! Edit
W Delete
Online Payment
& Disable Duplicate

For most accurate delivery stats, check after 6:00PM once daily digest messages have been sent

@
Updated Nov. 2023 ®-¢


https://parentsquare.zendesk.com/hc/en-us/articles/115005546486-Admin-Dashboard-
https://parentsquare.zendesk.com/hc/en-us/articles/204109005-View-Delivery-Statistics-for-a-Post#h_01G6M0JFHYX86B6A1Z8M10KZ04
https://parentsquare.zendesk.com/hc/en-us/articles/115005546486-Admin-Dashboard-

Additional Features
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<. OAKLAND UNIFIED

¢l ParentSquare Features: Forms/Permission Slips {§® scrooL pistrict

Community Schools, Thriving Students
h * o~ I' P Permission Slip and Forms Uses
Who can use Forms/Permission Slips:
Site Administrators, Teacher, Group Owners, :ﬂ'i:"le S:". |
Room Parents & anybody with permission to * Electronic Use Policy
. . . ® Receipt of Parent Handbook ,
post at Districts & Schools can use forms in a o PTA Forms »
pOS t ® Dress Code Agreement X i

Electronic Signature Process for Parents

i e s

Watch this video (8:20) with instructions to oo Logmioven il el nme ik Aoprove

AppN otification d sign f orm PSfo Disappro
Ict signatur

When and how to use online permission

slips and forms?

create online permission slips/forms and

review responses

@®-
Updated Nov. 2023 ®-¢
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https://parentsquare.zendesk.com/hc/en-us/articles/115005532906-Online-Permission-Slips-Forms-Videos-

<. OAKLAND UNIFIED
\%¢g%® SCHOOL DISTRICT

o2 ParentSquare Features: Groups

Who can use Groups? School and District Admin,

Oakland Unified School District

Oakland Unified School District Groups

oooooooo

Teachers and those with individual user —
permission for Groups —_—
& Alerts and Notices a ggi?efilgiofﬁce&aff

group to collaborate, share ideas, tips and more
ARTICIPATE a
~ OUSD K-5 Students & Parents
202 Groups @ R
2 56,742 Users - 19,466 Students « 2 Posts

a Elementary Educators
688 Users « O Posts

Watch this video to learn about different types of
Groups, creating Groups, and managing members

M 6:20

and Group settings. 22 ParentSquare

Groups

Note: Groups that include demographic data need to be I RIS Sy

- Create Groups

created in Aeries with support of the Tech Services Team by . Manage Groups

submitting request to helpdesk@ousd.org

®-
Updated Nov. 2023 ®-¢
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https://parentsquare.zendesk.com/hc/en-us/articles/204107145-How-to-Create-a-Group-
mailto:helpdesk@ousd.org

0 ParentSquare Features: Newsletter/Post Templates

k. OAKLAND UNIFIED

|\ ¥¢&¥% SCHOOL DISTRICT
d\’o\:;-nlg \\3/ Community Schools, Thriving Students

Who can use Newsletter and Post Templates?

e Use a template: Admin, Teachers, Group Owners, Room Parents &
anybody with individual permission to post

e Create a template: School and District Admin and those with

Monday. Mornsh Day:
Tuesday, Month Day:

individual user permission for Newsletter/Post Templates

How to Use a Template

Learn to easily post a weekly class
update or formatted newsletters

o ParentSquare

Newsletter/Post Templates

How to Create a Custom Template e

Watch this video to learn how to design

- Designing a Template

- Activate & Share a Template

and build your own

Some heading here

Maecenas sed ante pelemesque, posuere leo i@, eetlend dolor. Class aptent 1
conubia nostra, per Inceptos himenaeos. Pracsent |aoreet malesuada cursus. Maecenas scelersque
posuere. Praesent n

Updated 10/13/22

21

Parent Newsletter | Month 2021

Some heading here

Maecenas sed ante pelentesgue, posuere leo «l eeifend dolor Class aptant
A0 S0C05qU add |ROFa torquent per comubia Nostra, per Inceptos himenaeos
Pracsenrt ladreet makesuada cursus. Mascenas scelerisque congue eros ou

posuere. Pracsent in fels ut voik pretium ioborts Moncus (f erat

Maecenas sod ante pelentesgue, posuere leo i« eelfend dolor Class aptent
A0 S0CH0sqU acl IROra torquent per conubia NOSIra. per Inceptos himenaeos
Pracsenrt laoreet malkesuada cursus. Mascenas scelerisque congue eros eu

posuere. Pracsent in fels ut vaik pretium obors Moncus o8 erat

1200 x 600

Some heading here

Maecenas sed ante pelentesgue, posuere leo i« eelfend dolor. Class
A0 S0C05QU & |ROra torquent per comubia NosIa, per Inceptos himen
Pragsont Iaoroe! malesuaca cursus. Mascenas scelerisque Congue eras ou
IS ut voik protium loborms Moncus f orat

aptent
acos

posuere. Fracsent nfe

Ch SoCOsqu ad Mora torguent pe
congue eros ou
fels ut vaik pretum lobors MOonNcus o erat

@
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https://parentsquare.zendesk.com/hc/en-us/articles/360022624212-Overview-of-Newsletter-Post-Templates-#standard-templates-0-0
https://parentsquare.zendesk.com/hc/en-us/articles/360022624372-Create-a-Custom-Template-for-Newsletters-Posts#h_01F9CRCXYQS0N54CACBNFH1BJ4

o
off

ParentSquare Features: Calendar

o/
\.\

Sl OAKLAND UNIFIED

° SCHOOL DISTRICT

Community Schools, Thriving Students

Who can use Calendar?

School and District Admin, Teachers, Group
Owners and anyone with individual
permission for Calendar

How to Manually Add or Delete
Calendar Events? Instructions here

Calendar events can be added to...

e Group calendars by group owners.
¢ Classroom calendars by teachers, school admin, or district admin.
e School calendars by school or district admin.

e District calendars by district admin.

@ParentSquare Home Admin Add-ons

Oakla

nd Unified School District

SSSSSSSSSSSSS

PPPPP

otos, Videos, Files

inks

23

District wide dates and

events (such as
holidays) have already
been added to
ParentSquare calendar

22

Melrose Leadership Academy TK-8 Calendar

August 2022

25

UPCOMING EVENTS

August 2022

{& Subscribe & Download @ Print ® .1

| ©® Tue 82,1 g
mo! W

@ Sat 8/6,10
(Sherman Campus, )
oM 5 y

School-specific
events will appear
to families and staff

in a different color

@®-
Updated Nov. 2023 ®-¢


https://parentsquare.zendesk.com/hc/en-us/articles/204103635-Manually-Add-or-Delete-Calendar-Events

-4 e &. OAKLAND UNIFIED

o2 ParentSquare Features: Appointment Sign-Ups {5 scHooL bisrict

O Community Schools, Thriving Students

Who can use Appointment Sign-Ups ? | _—_

Admin, Teachers, Group Owners & staff with 22 ParentSquare:

. . . . A int t Sign U
individual user permission to post ppointment Sign Ups

« Create & Customize
« Preview & Post Options
- Add Collaborators

« Manage the Sign Up Schedule

How to Create an Appointment Sign Up Post?
Watch this video (5:41) to create an appointment sign
up post and manage the schedule.

@ Parent-Teacher Conference Best Practices

23

A

L &
Updated Nov. 2023 ®-¢


https://parentsquare.zendesk.com/hc/en-us/articles/360054590532-How-to-Create-an-Appointment-Sign-Up-Post-
https://blog.parentsquare.com/blog/parent-teacher-spring-conferences-are-coming-soon-best-practices

Training Resources & Support
ol




¢l ParentSquare Admin Training “Menu”

Admin Training 101 (Self-paced 30-45 min): link Admin Summer Camp — Weeklong On-Demand Series:
Pre-Recorded Admin 101 Webinar (53 min): link Link to Archived Camps (Aug 2023)

ol ParentSquare HOME  VISIT PARENTSQUARE ~ SIGNUP L Admin 101 Learning ObjECtiVES
B e s -> Make changes to their Notification 8 ParentSquare-
Admin Training 101 - 3 Ways to Communicate on ParentSquare Settings and set Office Hours Su mmer Ca m p

(AD1)

=> Understand the three ways to
:;;t;agii:igni::tﬂ:isg;ii t;;?iﬁig?l:::?:ﬁg;: begin using ParentSquare's two-way engagement tools and CO m m u n i Ca te W it h yo u r S C h O O I
*NOTE: To receive a certificate of course completion, please create a TalentLMS account using your district email CO m m u n ity u S i n g POStS’ M e S S a gi n g

Start Course before starting the course. Select the Signup button at the top right of this screen to create your login. Fill out the
information requested and you will receive an email verification link to activate your account. After verifying your a n d Q | e rts

account, sign in with your credentials to access the Course Catalog and start your course.

Create Posts
Link an Existing Calendar

Use Direct Messages LIVE Webinars: Training for Admin, Staff & Teachers

Create Alerts & Notices

Access support and training resources Link to 2023-24 WEEkl\[ Calendar & Registration

After completing this course, administrators will be able to:

* Make changes to their Notification Settings and set Office Hours

* Understand the three ways to communicate with your school community using Posts, Messaging and Alerts
* Create Posts

* Link an Existing Calendar

* Use Direct Messages

* Create Alerts & Notices

* Access support and training resources

EXPECTED TIME: 45 MINUTES OR LESS

2 202

Admin Training 102 (Self-paced 30-45 min): link PARENTSQUARE TRAINING OFFERINGS
NAVIGATE - PARENTSQUARE BASICS

*®
o2 Parent Sq uare HOME  VISIT PARENTSQUARE  SIGNUP o o o o Begin your ParentSquare journey with our Are you eager to enhance your abilities and reach
Ad m I n 102 Lea rn I ng O b] eCtIves Navigate Training! In this training we cover the new helghts? Our Sklll-up course is deSigned to
. at basics for getting started with ParentSquare. This help you refine and expand upon the skills you
SRS aLs ML SO U set h e D ata Da S h boa rd to reac h 30 minute training covers the following topics: learned in our Navigate course- This 1-hour

Admin Training 102 - ParentSquare Admin, Groups, & the Data

training covers the following topics:

100% Total Contactability " Basic Mavigation . Groups

Account Settings
Posts with Add-Ons

Dashboard (x>
Create Groups for subsets of parents, Plsts AplimenEElonliis
'S This course is intended for school administrators, office staff, and users with Admin permissions in the platform. Direct Messages

L ; . o ; il Live Q&A
Admins will learn the ins and outs of Admin functionality on the Admin Tab. Admins will also learn how to Live Q&A
configure features and change default settings to your school portal on the Add-on tab. Sta ffl a n d St u d e nts
Start C *NOTE: To receive a certificate of course completion, please create a TalentLMS account using your district email 9 IVI a n a ge u Se rs a n d a SS Ig n Pe r m I SS I O n S ADVANCED FOR ADMIN I : AlD & CUININES

Are oupse before starting the course. Select the Signup button at the top right of this screen to create your login. Fill out the . . Ready to chart your path to the top as a school Tap into your creative side with our Create & Connect
information requested and you will receive an email verification link to activate your account. After verifying your 9
account, sign in with your credentials to access the Course Catalog and start your course. U Se D ata ASS | Sta nt to reVI eW Staff a n d admin? Our Advanced for Admin training will take a training. This immersive training for admin is designed

H : deeper look at admin specific features on the to empower you with the skills you need to create
After completing this course, admins will be able to: C | dsSs | nfo 'm at IoNn ParentSquare platform- This 1-hour training covers various engaging templates in ParentSquare. This 1-
* Use the Data Dashboard to reach 100% Total Contactability ) . . . s
) . the following topics: hour training covers the following topics:
: CMreate Groups for sub.sets of p.airehts, staff, and students CO n fl g u re fe a t U re S a n d C h a n ge e Data ¢ Creating a Repository in the Add-Ons Tab
anage users and assign Permissions : B S i i

* Use Data Assistant to review staff and class information H ¢ Directory 2 Foims, Fermissions; Newsleters
* Configure features and change default settings on the Add-ons menu d efa u |t Settl n gs O n t h e Ad d _O n S m e n u « Alerts (Smart & Urgent) 8 F e Creating an Alert Library

e Calendar

e Auto Notices p—
« Live Q&A * QA

EXPECTED TIME: 45 MINUTES OR LESS

®
Updated Nov. 2023 33
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https://parentsquare.zendesk.com/hc/en-us/sections/360009845551-ParentSquare-Summer-Camp
https://parentsquare.talentlms.com/catalog/info/id:126
https://parentsquare.talentlms.com/catalog/info/id:125
https://player.vimeo.com/video/427748575
https://parentsquare.zendesk.com/hc/en-us/articles/15612340632973-Training-for-Admin-Staff-Teachers-Live-Webinars#h_01HA5XNVR2ZS7Z0S1A44WW3F2X

¢l ParentSquare Teacher Training “Menu”

Teacher Training 101 (Self-paced ~30min): link
Pre-Recorded Teacher 101 Webinar (31 min): link

¢2 ParentSquare

HOME  VISIT PARENTSQUARE  SIGNUP  LC

ParentSquare Teachers

Teacher Training 101 (1)

This training is designed to empower teachers to start using ParentSquare’s two-way engagement tools and
messaging features with their school communities.

*NOTE: To receive a certificate of course completion, please create a TalentLMS account using your district email
before starting the course. Select the Signup button at the top right of this screen to create your login. Fill out the
information requested and you will receive an email verification link to activate your account. After verifying your

Start Course account, sign in with your credentials to access the Course Catalog and start your course.

After completing this course, teachers will be able to:

* Log-In and navigate the ParentSquare application

* Make changes to their Notification Settings and set Office Hours
* Add events to the class Calendar

* Create Posts

* Use Direct Messaging

* Upload and share files

* Access support and training resources

EXPECTED TIME: 30 MINUTES

Teacher 101 Learning Objectives

=> Log-In and navigate the ParentSquare
application

Make changes to their Notification
Settings and set Office Hours
Add events to the class Calendar
Create Posts

Use Direct Messaging

Upload and share files

Access support and training resources

S0 2 22K 2

Teacher Summer Camp — Weeklong On-Demand Series:
Link to Archived Camps (Aug 2023)

20

@ ParentSquare-
Summer Camp

LIVE Webinars: Training for Admin, Staff & Teachers

Link to 2023-24 Weekly Calendar & Registration

PARENTSQUARE TRAINING OFFERINGS

NAVIGATE - PARENTSQUARE BASICS PARENTSQUARE SKILL-UP

Begin your ParentSquare journey with our
Navigate Training! In this training we cover the
basics for getting started with ParentSquare. This
30 minute training covers the following topics:

¢ Basic Navigation

¢ Account Settings

* Posts

e Direct Messages

e Live Q&A

Ready to chart your path to the top as a school
admin? Our Advanced for Admin training will take a
deeper look at admin specific features on the
ParentSquare platform- This 1-hour training covers
the following topics:

¢ Data

¢ Directory

* Alerts (Smart & Urgent)

e Auto Notices

o Live Q&A

Are you eager to enhance your abilities and reach
new heights? Our Skill-up course is designed to
help you refine and expand upon the skills you
learned in our Navigate course- This 1-hour
training covers the following topics:

e Groups

¢ Posts with Add-Ons

e Appointment Sign-Ups

e Live Q&A

ADVANCED FOR ADMIN |

Tap into your creative side with our Create & Connect
training. This immersive training for admin is designed
to empower you with the skills you need to create
various engaging templates in ParentSquare. This 1-
hour training covers the following topics:
¢ Creating a Repository in the Add-Ons Tab
o Forms, Permissions, Newsletters

e Creating an Alert Library ¢ o
* Calendar . ll

* Q&A

®
Updated Nov. 2023 33


https://parentsquare.zendesk.com/hc/en-us/sections/360009845551-ParentSquare-Summer-Camp
https://parentsquare.talentlms.com/catalog/info/id:128,cms_featured_course:1
https://player.vimeo.com/video/427751003
https://parentsquare.zendesk.com/hc/en-us/articles/15612340632973-Training-for-Admin-Staff-Teachers-Live-Webinars#h_01HA5XNVR2ZS7Z0S1A44WW3F2X

OAKLAND UNIFIED
SCHOOL DISTRICT

Community Schools, Thriving Students

¢l Supporting Teachers & Staff

Recommendations for implementation and support

messaging features with their school communities.

[ ] [ ]
® Teachers: Plan to include 15-30 minutes for ParentSquare
-—
e q before starting the course. Select the Signup button at the top right of this screen to create yi
information requested and you will receive an email verification link to activate your account
i After completing this course, teachers will be able to §

* Log-In and navigate the ParentSquare application
* Make changes to their Notification Settings and set Office Hours
*

eeeeeeeeeeeeeeeeeeeeeeeeeee

* Upload and share files

o Getting Started & Navigation Overview Video (5 mins)
o Set implementation expectations

Contact Verifications Report
Daily emails about actions required are being sent to Cecilia Martinez, Claudia Robles at 02:00 PM. #*

o Share training resources: Teacher Training 101 (20-30 mins) o o
o Parent engagement tip: 3-Min Fridays!

® Admin Assistants: Contact Verifications O

o Responsible for updating contact info requested by parents in Aeries

IIIIIIIIIIIIII

Period absence

© Reach 100% Contactability with Contact Verifications L sruryar N

All day absence

® Attendance Specialists: Auto Notices for Absences s P

o Responsible for checking Period (MS/HS) or All Day Absences (ES)for notes

o Aeries Attendance and Attendance Notice Summary & Parent Notes For Quick Reference:
2022-23 Clerical

Training

®
Updated Nov. 2023 33
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https://parentsquare.zendesk.com/hc/en-us/articles/203413819-Teachers-Getting-Started-
https://parentsquare.talentlms.com/catalog/info/id:128,cms_featured_course:1
https://blog.parentsquare.com/blog/2019/1/30/5-minute-friday-how-to-easily-communicate-with-parents-to-enhance-student-learning
https://parentsquare.zendesk.com/hc/en-us/articles/4407811239309-Reach-100-Contactability-with-Contact-Verifications
https://parentsquare.zendesk.com/hc/en-us/articles/360054655611-Aeries-Attendance-Attendance-Letters-Gradebook-Alerts-and-Weekly-Progress-Emails
https://parentsquare.zendesk.com/hc/en-us/articles/115005289523-Attendance-Notice-Summary-and-Parent-Notes
https://docs.google.com/presentation/d/1Ap66opD5LMN_TcpxlSGERSQWIwH6ZCPLM-jFMbQWr0Y/edit?usp=sharing

ESLE .. OAKLAND UNIFIED

¢ Family Support Recommendations (& scrooL pisTRiCT

1S Community Schools, Thriving Students

A\

While translation is available for several languages on the ParentSquare platform, most resources are
in English and Spanish. OUSD instructions and videos are available in 6-7 languages.

e Post QR Codes in the office, near entrances and drop off/pick up locations
e Schedule in-person support for logging in to ParentSquare during first couple weeks
of school — registration, drop-off/pick-up and back-to-school night

e Save and share “How to Log In for the First Time” (OUSD) instructions and videos ParentSauars resumon para padres - eopafi

e Share ParentSquare Overview Videos in English or Spanish owans e e

® Send posts to Welcome Families to ParentSquare and Encourage Families to o
Download the App

e Host 20-minute workshops for these ParentSquare training modules € e e
o Present Overview for Parents videos in English or Spanish -
o Self-paced modules with videos: Parent 101 (English) or Padre 101 (Espafiol Parent training is designed to
, . , , . . help families learn to navigate
o Recorded parent webinars (training videos) in English and Spanish and use ParentSquare with

two-way engagement in their

® Encourage teachers to include ParentSquare info in their welcome letters .
school community.

e Share additional Parent, Guardian & Student resources (English and Spanish)
28

@
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https://docs.google.com/document/d/1IFs38QecCz5oK1WC2LlBfL42b6pvfkpmThXn51EhPUg/edit?usp=sharing
https://drive.google.com/drive/folders/16LcogAEL3uVVy0cfoW-J1YpYNyhCvaIg
https://drive.google.com/drive/folders/1iHgjKoK6_22z0Z8UayjrrjcM8eOdbr5S
https://vimeo.com/362598038
https://vimeo.com/362598038
https://parentsquare.zendesk.com/hc/en-us/articles/215900343-Send-a-Welcome-to-ParentSquare-Post
https://parentsquare.zendesk.com/hc/en-us/articles/360027829991-For-Admins-Encourage-Families-to-Download-the-App
https://parentsquare.zendesk.com/hc/en-us/articles/360027829991-For-Admins-Encourage-Families-to-Download-the-App
https://vimeo.com/362598038
https://youtu.be/sakfLnbwiB8
https://parentsquare.talentlms.com/catalog/info/id:132,cms_featured_course:1
https://parentsquare.talentlms.com/catalog/info/id:133,cms_featured_course:1
https://player.vimeo.com/video/678443118?h=eef27f8b26
https://player.vimeo.com/video/806510300?h=cd841a94ac
https://parentsquare.zendesk.com/hc/en-us/categories/200330735-Parents-Guardians-Students
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&2 ParentSquare Help

o>  Community Schools, Thriving Students

ParentSquare Help Bookmark this!
0 « https://parentsquare.zendesk.com/hc/en-us

Help Articles
What's New

¢! ParentSquare @ All Systems Operational Kirstin Hernandez v

- Email Us

Click for

Chat With Us | help

Q Si
~ Call Us @ 888-496-3168

Charmrch im ~ll crhanle fnA Aictriet bae moarman ctiiAdAan

Parents, Guardians & Students Teachers Administrators
Learn more about your ParentSquare account Getting started with ParentSquare? Start ParentSquare Administration is simpler with the
here! communicating with your classes today! help of these guides.

Classes + Trainin
ParentSquare Features 9
: ) , " Free self-paced modules, webinars and resources to learn more about
Ready to dive deeper? Gain a solid understanding of all features. _
its features.
( [
o

helpdesk@ousd.org

@
Updated Nov. 2023 ®-¢
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https://parentsquare.zendesk.com/hc/en-us
mailto:helpdesk@ousd.org
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+2 Follow Up Support

OUSD ParentSquare Office Hours

® Wednesday 7/27 3:30-4:00 PM via Zoom (ParentSquare Breakout Room)

e Mondays beginning 8/01 11:00-12:00 via Zoom (Weekly)

o Meeting ID: 897 2157 7294
O Passcode: 440996

e Friday 8/05 1:00-2:00 PM via Zoom

o Meeting ID: 876 4621 9507
o Passcode: 809513
e \Weekly Drop-In Q&A for Admin Assistants (With Ms. Shelia White): Wednesdays

11:00-11:45 AM via Zoom
o Meeting ID: 88640719252
O Passcode: 613815

®a
Updated Nov. 2023 3]
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https://ousd.zoom.us/j/85210544279?pwd=RWIyMjVwVTZ0cVdWLzRmb2pZaW1Udz09
https://ousd.zoom.us/j/89721577294?pwd=ZWJkYjdDa3Q2aDRLTFZyei9kV0c3Zz09
https://ousd.zoom.us/j/87646219507?pwd=VldzUi9qbUNXTjBsa0p5R0s3OU84UT09
https://ousd.zoom.us/j/88640719252?pwd=b0c4MEVqTjB6dVN6V002U3JsajhPUT09

