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July 26,2022

ParentSquare Overview

One Central Tool

2-Way Parent Engagement

Quick Translations

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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Updated Nov. 2023

Leader/Admin Training & Support Agenda 

ParentSquare Overview

Part 1: General Navigation

• Activation & Login

• My Account Settings

3 Ways to Communicate in 

ParentSquare

• Posts

• Direct Messages

• Smart & Urgent Alerts

• Translation

Admin Dashboard

Part 2: Additional ParentSquare Features

• Forms/Permission Slips

• Groups

• Newsletter Templates

• Calendar

• Appointment Sign-Ups

Part 3: Resources & Support

• Admin & Teacher Training Resources 

• Family Support

• ParentSquare Help & Office Hours
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Updated Nov. 2023

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)

2022-24 ParentSquare Implementation Goals
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Updated Nov. 2023

Account Creation & Invitations to Join (Register)

ParentSquare Account Creation & Registration 

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. 

● 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. 

● Invitations 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.  

● 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 
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https://parentsquare.zendesk.com/hc/en-us/articles/360039342372-What-Unregistered-Users-Can-See-and-Do-from-a-Notification
mailto:ticket.helpdesk@ousd.org


Updated Nov. 2023

Account Creation & Invitations to Join (Register)

ParentSquare Account Creation & Registration 

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. 

● 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. 

● Invitations 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.  

● 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 
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https://parentsquare.zendesk.com/hc/en-us/articles/360039342372-What-Unregistered-Users-Can-See-and-Do-from-a-Notification
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ParentSquare looks at the following Aeries Contact fields:
● Notification Preferences*

○ 1: General and Emergency Announcements creates a 
syncing ParentSquare account

○ 2: Emergency Announcements will only pull in this 
contact as Emergency Contact (for Urgent Alerts only)

○ 0: Do Not Contact means this contact will NOT sync 
into ParentSquare

● Last Name
● First Name 
● Email and/or Mobile
● Correspondence Language

Notes and Tips: Red Flag contacts are not pulled into ParentSquare 
- Tab over from Last and First Name to ensure Mailing Name field  

appears correctly
- Ed Level needs to be entered (New OUSD requirement 2023-24)

Aeries to ParentSquare Integration & Nightly Sync
ParentSquare accounts are created and updated via sync with Aeries Contact table as seen below:

ParentSquare Account Creation & Updates
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*The Notification Preferences field is the 
most important! The selection signals to 
ParentSquare whether or not to create an 
account for that family contact. For more info: Aeries to ParentSquare Overview (video) 

and ParentSquare-Aeries Sync FAQs

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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2022-24 ParentSquare Principal Learning Objectives

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
○ Create a post with add-ons

○ Create a voice alert (“robocall”)

○ 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 Sign Ups to schedule parent-teacher conferences 

➢ Access ParentSquare support and training resources
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Updated Nov. 2023

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

ParentSquare Admin Training “Menu”
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Admin Summer Camp – Weeklong On-Demand Series: 

Link to Archived Camps (Aug 2023)

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

Admin Training 101 (Self-paced 30-45 min): link

Pre-Recorded Admin 101 Webinar (53 min): link

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

LIVE Webinars: Training for Admin, Staff & Teachers

Link to 2023-24 Weekly Calendar & Registration

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
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Part 1:
General Navigation

3 Ways to Communicate
Admin Dashboard
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July 26,2022

Multiple Ways to Communicate with Families

Mobile-Friendly and Familiar Website

Native iOS and Android Apps

Text Notifications

Email and Push Notifications

[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.

[Lincoln] First meeting this 
Friday 
http://psqr.io/ANeCRTi6
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Sign Up/Log In with Google using your OUSD email 
www.parentsquare.com/signin 

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

Activate Your Account

Download the free mobile app 

Android                       iOS (Apple)
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http://www.parentsquare.com/signin
http://www.parentsquare.com
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Website Overview

1. Main News Feed

2. Navigation

3. Toggle Views
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My Account Settings

1. My Account

Settings

2. Notifications, 

Language, & 

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

https://parentsquare.zendesk.com/hc/en-us/articles/7954096700173-Manage-Your-Account-Settings
https://parentsquare.zendesk.com/hc/en-us/articles/360040910132-Manage-Your-Notification-Settings-


Updated Nov. 2023

3 Ways to Communicate in ParentSquare

Posts Direct Messages

Good for Whole School, 

Entire Grade Level or Group

How to Create a Post (5:32)

Post with Add-ons (5:25) 

Good for one-on-one or small 

group communication

Sending a Direct Message (3:30)

Alerts

Good for broadcasting 

time-sensitive information (sent 

via text, email, app & “Robocalls”)

What are Alerts? (7:32)
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When to use 
a Smart Alert, 
Urgent Alert 
or Post

Pro Tip!

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
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ParentSquare uses Google 

Translation software to 

translate content and allow 

parents to receive and send 

communication in their 

preferred language. 

The user preferred language 

is synced from Aeries contact 

information (CorrLang) and 

parents can update their 

language settings on their My 

Account page.

Built-in Translation
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How Translations Work by Feature

(Links below):

● Posts

● Forms/Permission Slips

● Direct Messages

● Alerts (Smart & Urgent)

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
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Pro Tip!

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.

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

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-


Updated Nov. 2023

Part 2: 
Additional Features
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Who can use Forms/Permission Slips?

Site Administrators, Teacher, Group Owners, 

Room Parents & anybody with permission to 

post at Districts & Schools can use forms in a 

post

When and how to use online permission 

slips and forms? 

Watch this video (8:20) with instructions to 

create online permission slips/forms and 

review responses

ParentSquare Features: Forms/Permission Slips
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https://parentsquare.zendesk.com/hc/en-us/articles/115005532906-Online-Permission-Slips-Forms-Videos-


Updated Nov. 2023

Who can use Groups?  School and District Admin, 

Teachers and those with individual user 

permission for Groups

Watch this video to learn about different types of 

Groups, creating Groups, and managing members 

and Group settings.

Note: Groups that include demographic data need to be 

created in Aeries with support of the Tech Services Team by 

submitting request to helpdesk@ousd.org

ParentSquare Features: Groups

20

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


Updated Nov. 2023

Who can use Newsletter and Post Templates?
● Use a template: Admin, Teachers, Group Owners, Room Parents & 

anybody with individual permission to post

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

individual user permission for Newsletter/Post Templates

How to Use a Template
Learn to easily post a weekly class 

update or formatted newsletters

How to Create a Custom Template
Watch this video to learn how to design 

and build your own

 ParentSquare Features: Newsletter/Post Templates

21
Updated 10/13/22

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
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 ParentSquare Features: Calendar
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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

District wide dates and 
events (such as 
holidays) have already 
been added to 
ParentSquare calendar

School-specific  
events will appear 
to families and staff 

in a different color 

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


Updated Nov. 2023

 ParentSquare Features: Appointment Sign-Ups
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Who can use Appointment Sign-Ups ?

Admin, Teachers, Group Owners & staff with 

individual user permission to post

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  Pro Tip!

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


Updated Nov. 2023

Part 3: 
Training Resources & Support
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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

ParentSquare Admin Training “Menu”
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Admin Summer Camp – Weeklong On-Demand Series: 

Link to Archived Camps (Aug 2023)

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

Admin Training 101 (Self-paced 30-45 min): link

Pre-Recorded Admin 101 Webinar (53 min): link

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

LIVE Webinars: Training for Admin, Staff & Teachers

Link to 2023-24 Weekly Calendar & Registration

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
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ParentSquare Teacher Training “Menu”
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Teacher Summer Camp – Weeklong On-Demand Series: 

Link to Archived Camps (Aug 2023)

Teacher Training 101 (Self-paced ~30min): link

Pre-Recorded Teacher 101 Webinar (31 min): link

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

LIVE Webinars: Training for Admin, Staff & Teachers

Link to 2023-24 Weekly Calendar & Registration

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
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Supporting Teachers & Staff 
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Recommendations for implementation and support

● Teachers: Plan to include 15-30 minutes for ParentSquare

during Staff PD
○ Getting Started & Navigation Overview Video (5 mins)

○ Set implementation expectations

○ Share training resources: Teacher Training 101 (20-30 mins)

○ Parent engagement tip: 5-Min Fridays!

● Admin Assistants: Contact Verifications 
○ Responsible for updating contact info requested by parents in Aeries

○ Reach 100% Contactability with Contact Verifications

● Attendance Specialists: Auto Notices for Absences
○ Responsible for checking Period (MS/HS) or All Day Absences (ES)for notes

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

Training Slide Deck

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
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Family Support Recommendations
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Parent training is designed to 
help families learn to navigate 
and use ParentSquare with 
two-way engagement in their 
school community. 

● Post QR Codes in the office, near entrances and drop off/pick up locations

● 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

● Save and share “How to Log In for the First Time” (OUSD) instructions and videos 

● Share ParentSquare Overview Videos in English or Spanish

● Send posts to Welcome Families to ParentSquare and Encourage Families to 

Download the App

● Host 20-minute workshops for these ParentSquare training modules 

○ Present Overview for Parents videos in English or Spanish

○ Self-paced modules with videos: Parent 101 (English) or Padre 101 (Español)

○ Recorded parent webinars (training videos) in English and Spanish

● Encourage teachers to include ParentSquare info in their welcome letters

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

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. 

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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ParentSquare Help 

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

OUSD ParentSquare Help
Submit ticket to: 

helpdesk@ousd.org

Click for 
help

https://parentsquare.zendesk.com/hc/en-us
mailto:helpdesk@ousd.org
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Follow Up Support

OUSD ParentSquare Office Hours

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

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

○ Meeting ID: 897 2157 7294
○ Passcode: 440996

● Friday 8/05 1:00-2:00 PM via Zoom 

○ Meeting ID: 876 4621 9507
○ Passcode: 809513

● Weekly Drop-In Q&A for Admin Assistants (With Ms. Shelia White): Wednesdays 

11:00-11:45 AM via Zoom

○ Meeting ID: 88640719252

○ Passcode: 613815
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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

