
The following is the recommended process for manually sending attendance alerts in ParentSquare in the 
case of a failure of the regular attendance calls.

You could use a Smart Alert but they lack a couple of features that you may find you need

1) Smart Alerts are not critical notices and parents can opt out of them.  If you send with a Smart Alert 
make sure to check the delivery report to catch any parents who were unreachable. 

2) When using a csv file to send a Smart Alert you can't filter recipients.  This means you would have to 
filter your file manually before using it for the Smart Alert.

Why not use Smart Alerts for this?
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Step 1 - Set up an Auto Notice in ParentSquare

Step 2 - Define Template

Click Add-Ons (A) Auto Notices (B)

*You can download your sample csv file either from schoolTool or from the Admin Data Integration SFTP Upload History 

New Notice Template (C)

Fill out the fields on this screen and choose a sample csv file* (A, B**). Click Next (C)

screen in ParentSquare

** Once sample CSV file is uploaded, section will look like (B)
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Step 2 - Set Options

On the Set Options screen, click the View Recipient Filtering link and fill out your filter options (A).  You will 
typically use this option to filter the school you wish to send to. Select Critical Notice (B) and click Next (C).

Important: If you don't filter the school, all students in the attendance file, even potentially those who have 
been previously contacted will receive this notice.  Before you send the notice, you will have the chance to 
change this filter

Step 3 - Define Messaging

Type your message content (A) and click Next (B)
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Step 4 - SFTP Information

Step 5 - Using Template 

On the SFTP Information screen click Skip (A) - Your message is now saved and ready for use

Click Add-Ons (A) Auto Notices (B) and click the down arrow next to the Send From Template option (C), 
then select Edit Messages (D)

Step 6 - Set Options

Click Set Options (A) and click View Recipient Filtering and set your filter options to match the school you 
are sending to (B). Click next (C).
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Step 7 - Confirm Message

Make sure your message is set how you want it (A) and click Finish (B)

Step 8 

Click the Send From Template button (A)
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Step 9 

Upload the attendance csv file you have 
obtained from schoolTool

Step 10 - Send Notification

Verify on the ensuing screen that you data is correct (A). Click Send Notifications to send your messages (B).


