ParentSquare Guide
 How to Sign-up
o You will receive an invite through email or text to activate your Parent Square account. You
can click the link and follow the instructions or you can visit www.parentsquare.com/signin
and begin the “Sign up” process. If you have a smartphone, we recommend you download
the app! You can find the “ParentSquare” app in your app store.
o If you have changed your phone number and/or email address please submit the green
“Student Information Change” sheet to our front office.

o Once you have created your account you can go back to http://www.parentsquare.com/
and click on the “Sign in” button and sign in. If you used a Gmail account you can click on
the “Sign in with Google” button to sign in.
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 How to set your preferences
o When you are logged in this is what your homepage should look like.

 You can click on your name on the upper right hand corner. Once you click on your name you can
click on “My Account”.
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 Your account should look like this.

 You can click on the “Change this” button to change your notification settings and/or
language settings.
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 When you click on “change this” under the notification setting you will see this. Here, you can
change your post notification settings. We recommend that parents select text and email for
their notifications. If you download the app you can also select the app notification option. You
can also select if you would like to receive a notification for each post or an email for all posts at
the end of the day.

 When you click on “change this” under the language setting you can scroll down and pick a
language.
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 How to Send a Message
o On your home page, you can click on “Messages” on the left hand side of the screen. If you
would like to create a new message, you can click on the “New Message” button.

 You can start typing the name of the person you would like to send the message to in the
“recipients” portion. Once the person you are looking for comes up you can click on their
name. You can type your message in the “message” box and click “send” when done. You can
also attach any documents in the message by clicking on the icons below the message box.
You can also select “Quick Select Recipients” to save recipients you message often.
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 How to sign up for parent conferences
o Your child’s homeroom teacher will post about parent conference sign ups. On the post
you will be able to sign up for a time slot. Several dates and times will be listed. To sign
up, you can click on the “Sign up” button. Time slots that have already been taken up
by another parent will say “Closed”. If you have any further questions about the
conferences you may send a direct message to the teacher.

o Once you click on “Sign Up” you will see the following pop-up. Here, you can write a
short note in the box and click on “Save”. Once you click save you should be able to
refresh the page and see your name on the correct time slot. You can cancel your
reservation by scrolling over your name and clicking on the small trash can icon.
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 How to complete a form
o The following is an example of a form. A form included on a post can be accessed by
scrolling down to the “Form Input” portion. There, you can complete all of the response
fields and click the “save” button at the end.
o All forms have a “Complete by (dare)” at the top.

o Once you have saved the form you will receive an email confirmation. You can also

view the form after you save it by clicking on “view”.
o You can click on complete another form if you are filling out the same form for another
student.
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How to comment on a post/How to appreciate a post
o If you would like to comment on a post you can click on the word “comment” type your
comment in the box and click on comment button. If another user has already
commented on a post then you can comment on the comment box below the other
user’s comment.
o If you would like to “like” or “appreciate” a post. You can click on the word
“appreciate”.
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