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Introduction

This guide is for SchoolMessenger Home. With SchoolMessenger Home you can view broadcasts from your
school, chat with teachers and report student absences. Please note that the Chat and Attendance features are
optional add-ons and may not be available to all users.

Accessing Home

To access Home, go to the Google Play or Apple Store and search for SM Home. Download and install the app to
your phone.

Open the app.

¢ SchoolMessender’

5 72 g

~ // =
Welcome To
SchoolMessender!

SchoolMessenger is an easy-to-use messenger
app for staying informed about your child
throughout the year.

Login

Tap Log In.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission.
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Enter your email address and password credentials.

< Back Login {0}

Enter Your Email
Please use the same contact information you
provided to your child’s school.

Password o

= |

Forgot Password

Don't have an account?
Sign up instead.

Tap Log In.

\ g Note: If you have previously used the old SchoolMessenger app, you can log in with the same credentials. If this
is your first time using a SchoolMessenger app you will need to go through the sign up process first.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission.
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Inbox

In the Inbox you can view the messages that have been sent to your account. When you first log in you will be
brought to the Inbox but you can return to it at anytime by tapping the Inbox option at the bottom of the app.

& Inbox
[ J 4 Filters

All Messages: 8 Mark All As Read

Tue, 05/30/23 11:08 am
e ") Grad Information
Graduating Class of 2023 Dear Parent/Guardian...
B> General from Carl Hughes,
Torquay School Division

000
Fri, 05/26/23 05:31 pm

e [ "} Heads Up to Grade 9
GHDS is pleased to communicate that they will b...

B> General from Carl Hughes,
Torquay School Division

0

Viewing a Message

To view a broadcast message, tap the message.

Fri, 05/26/23 05:31 pm
e [»"} Heads Up to Grade 9
GHDS is pleased to communicate that they will b...

B> General from Carl Hughes,
Torquay School Division

Your message will be displayed.

At the top of the page you will be able to see the type of message that was sent to you, who sent the message
and who the message is in regards to.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 5
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<{ Back

Walking Tour of Casa Loma

B> General by @ Principal Skinner from

Torquay School Division

- @

Email SMS

Subject: Walking Tour of Casa Loma

Dear Parent of Eric

This is a reminder that the walking tour of Casa Loma
is fast approaching. We are reminding you that
students will be walking for a long period of time both
indoors and outside. We will be down in the
catacombs at one point which involves some rough
cut stone steps which may be slippery. Comfortable
walking shoes are recommended and any student
who shows up with flip flops or the like will be turned
away.

Lunch is not provided so students will need to bring a
sack lunch or cash for the cafeteria.

The bus will be returning at 1630hrs.

If you have any questions please email me at
idontcare@notlistening.com

If the message was sent in multiple formats (email, voice or SMS), you can tap on the message type to view each
of the messages.

If you no longer need to see the message in the future, you can Delete the message.

If you would like to hold on to the message, you can tap Back to be returned to the Inbox.

Searching for Messages

If you are looking for a specific message you can use the Search... box. Type in one or more full or partial words
you want to search for.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 6
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As you type you will be able to see the number of Searched Messages that match your result.

B Inbox

[ gradel X ¥4 Filters

Searched Messages: 2

Fri, 05/26/23 05:31 pm
e e "J] Heads Up to Grade 9
GHDS is pleased to communicate that they will b...

B> General from Carl Hughes,
Torquay School Division

e [&.") Grad Information
Graduating Class of 2023 Dear Parent/Guardian...

Tue, 05/30/23 11:08 am

B> General from Carl Hughes,
Torquay School Division

- 00

You can then view any of the messages.

" Note: To go back to viewing all messages, tap the X in the Search... box.

Filtering Messages

If you want to view message for a particular contact, a specific type of message or other elements, you can use
the Filter button.

You can filter by the following elements:

All Messages: Shows all the messages in your inbox.
Status: View Read or Unread messages.

Broadcast Type: Select specific types of messages, such as Attendance messages, Emergency messages,
etc.

Contact: Select which of your contacts the messages are for that you wish to see.

From: Choose the school the messages are from that you wish to see.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 7
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You can choose one or more options from each of Status, Broadcast Types, Contact and From.

X

] All Messages

Or, only show
Select as many options as you want.

Status

@© Read
& Unread
Broadcast Type

& Emergency

[» Attendance

C» General

Cancel Show 8 Messages

Once you have configured your desired filter, tap Show Messages.

i+ Note: To undo your filter, go back to Filter and choose All Messages.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 8
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B Inbox

[ J( Filters?

Filtered Messages: 1

° SafeArrival

B> Attendance from School Messenger,
Torquay School Division

(Filtered By : Carter Hughes, Attendance, Unread)

Wed, 06/14/23 10:17 am

This is to confirm that SafeArrival has received a...

You can now view any of the messages that matched your filter.

Managing Messages

Marking Messages as Read or Unread
When you view a message that message will be marked as read.

To mark a message as read or unread without opening it, swipe the message in the Inbox.

ek Starts May 29

All Messages: 8 Mark All As Read

- rnecdus Up W viauc o

GHDS is pleased to communicate that they will b...

B> General from Carl Hughes,
Torquay School Division

Fri, 05/26/23 05:24 pm

to School Week (May 29-... Q
| Hughes, Mark As
n Unread

o

Delete

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission.
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Click Mark as Read or Mark as Unread.

You can also set all your Inbox messages as read by tapping Mark All as Read.

" Note: The Mark All as Read option is not available when viewing search results or filtering your inbox, or if you
have no unread messages.

Deleting Messages
If you wish to remove a message from your Inbox you can delete it.

When viewing the message, you can tap the Delete button on the page.

To delete a message without viewing it, swipe the message in the Inbox and choose Delete.

All Messages: 8 Mark All As Read
[ ] - rncaus vy w viauc o

GHDS is pleased to communicate that they will b...

B> General from Carl Hughes,
Torquay School Division

Fri, 05/26/23 05:24 pm

ek Starts May 29
to School Week (May 29-... Q
| Hughes, Mark As

Unread

n

You will be prompted to confirm your deletion.

Tap Delete.

Chats

With the Chat feature, students, guardians and teachers can participate in discussions. These can be one-on-one
chats between a teacher and a student or a teacher and a student’s guardian, group chats based on sections the
user belongs to, or custom groups.

" Note: The Chat feature is an optional add-on and may not be available for all clients.

To access chat, tap Chat along the bottom of the app.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 10
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@ Chat

Sections A

May-Grade-6-Home
May-Grade-6-Home

Section Chats

A Section is a group that is created automatically based on a data import. You cannot leave or join a Section. Any
sections your account is part of will be listed under the Sections header.

Sections A
May-Grade-6-Home
May-Grade-6-Home

Eco-Grade-4-PE
Eco-Grade-4-PE

Eco-Grade-2
Eco-Grade-2

You can load a section chat by tapping on that chat.

i Note: Any chats with unread messages will be marked with a . icon to the left of the chat.

Group Chats

A group chat can combine multiple groups, sections and/or contacts into a single chat.

Any groups you are already part of will be listed under Groups.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 11
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Groups A
SV Sr Volleyball Team
The 23/24 Senior Volleball Team - GO SPAR...

Student Parliament (Gr 8)
Discussion room for all Grade 8 Class Presid...

Arctic Fox - Running Group
After school running group. Trip to Wonderla...

You can load an existing group chat you belong to by tapping on that chat in the list.

i Note: Any chats with unread messages will be marked with a . icon to the left of the chat.

If you have been provided with an invite code from a group admin you can join a new group.

To join a new group chat, tap the + in the top right corner of the page.

Q} Chat

Tap Join Group. You will be prompted to enter your access code.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 12
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X

[ ﬁ% Join Group D Direct Messagej

Join Group

Type the group access code below.

| |

Don't have a code?

Ask the admin to share the access code
for the group you are trying to join.

Enter the access code and tap Join.

If you do not have an access code for a group you wish to join, please speak with the administrator of the group to
request an access code.

If you wish to remove yourself from a group you are part of, swipe the name of the group in the list of your groups.

Student Parliament (Gr 8)
Discussion room for all Grade 8 Class Presid...

ic Fox - Running Group ﬁ

school running group. Trip to Wonderla... JEREWNe[{e¥]¢)

Sections A

Tap Leave group.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 13
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Direct Messages

With Direct Messages you can have one-on-one messages with any staff associated with your (and your
students’) account.

Direct Messages N

ce Carl Cox-teachEco2

You can access any existing direct message by tapping on that user’s chat.

Ed Evens-teachEco4

5 Note: Any chats with unread messages will be marked with a . icon to the left of the chat.

If your district has enabled the functionality you can start a new direct message with a staff member. To create a
new Direct Message, tap the + on the top right of the page.

Cz} Chat

Tap Direct Message.

In the New Direct Message window, find the staff member you wish to message and tap on their name.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 14
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[ ﬁ% Join Group O Direct Message]

New Direct Messade

Select your message recipient

X

ALL CONTACTS

Carl Cox-teachEco?2
Staff

CcC Chat —+

To find a specific contact, tap in the Search people by name... bar. As you type in the search bar auto-complete

will show the contacts that match your text.

After adding a Direct Message recipient tap Start Chat.

Participating in Chats

To participate in a chat, tap on the Group, Section or Direct Message or locate the chat via the Search bar.

When you open a chat, you will be able to see any messages that have been exchanged in the chat.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permiss

ion.

15



Home Guide o SchoolMessender”

Sending a Message
To send a message to the chat, tap in the Message box at the bottom of the screen.

Carl Cox-teachEco2

W 'TO Ul LUUIDC. | Wi pUSL LT HIe rIci e
shortly but remind Carter that he can
always access all schol work through
Google Classroom.

Carl Cox-teachEco2 1:18 P\ 7

Carter Homework
Put_Down_the_Pie_Chart-1.pdf v &

D Put_Down_the_Pie_Chart-...

poF  554.24kB

June 13, 2023

Carl Cox-teachEco2 4:03 P\ o

Recording of the class singing the National
Anthem
Audio record.mp3(107.25kB) v &

P oo00@ -0:27

June 14, 2023

Carl Cox-teachEco2 4:58 P\ 7

How is everything going?

If you need anything let me know. v
| am here to help v
Message

® B - ¢ +

You can type your message into this box.

To send your message, tap the “W icon.

Using Emojis

If you want to add an emoji to your message, tap the @ icon.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 16
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i €

;.; w 2 oo :.: ::: == == ... L)
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O E ¢ - -
i 0 :
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w B e W s LW

Emoji provided by JoyPixels

-
-
o

Scroll through and tap the emoji you wish to insert.

Using Formatting Tools

You have access to the following tools for your message. You will need to tap the ® @ @ con to access the full
range of formatting tools:

Description
B Bold
I Italicize
= Strikethrough
45 InIin_e Cod_e: Allows you to dis_pl_ay your message inside a formatted box. Useful
for displaying code to chat recipients.
.‘J’j Multi-Line Code: Same as Inline Code, but with a larger box around your text.
+ KaTeX: Not used at this time.

Adding a Video, Photo or File Attachment
To include an attachment in your chat, tap + and choose File in the Message box.

June 28, 2023

A Anne Alsop-guard101 2:50 AM v

Cartar had a meecana ha wantead tn eand tn

Create new

Q Discussion

& File

You can choose a file from your Photo Library, Take Photo or Video or Choose Files you wish to upload to
your chat.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 17
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Adding a File
If you wish to include a file from your device tap Choose Files.

O

SchoolMessender”

A

Create new

e

(

Photo Library
Take Photo or Video

Choose Files
Shoe. _

Anne Alsop-guard101 8:50 AM

Carter had a meccane he wanted tn cend tn

B8

v

Select the file you wish to attach.

If you wish you can update the File Name or add a File Description. Be aware that if you update the file name

you should not change the file extension.

File Upload

File name

Audio record.mp3

File description

Cancel

Tap Send to upload your file.

!
5 Note: If applicable you can preview within the File Upload window.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 18
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Recording and Attaching Video Messages

To record a video and send it to the chat, choose Take Photo or Video.

O

SchoolMessender’

A

Create new

-

{

Choose Files
Si__

Photo Library

Take Photo or Video

Anne Alsop-guard101 8:50 AM

Carter had a mescane he wanted tn cend tn

B8

v

If prompted, tap Allow to give the application permission to use your microphone and camera.

In the recording window, tap the ® icon to start your recording.

Cancel

00:00:00

VIDEO

PHOTO

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 19
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When you have finished with your recording, tap the @ icon to stop the recording.

Retake » Use Video

If you are happy with your video, tap Use Video. If you wish to redo the video, tap Retake.
You will then see a File Upload window where you can review your video.

You can also give it a File Name if you wish.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission.
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File Upload X
File name
70964964031__2E71FF6C-F26F-47D2-B...

If you wish to re-record your message, tap Cancel. If you are ready to send it, tap Send.

Attaching Photos from Photo Library
If you wish to send photos from your phone’s photo library, choose Photo Library.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 21
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Cancel Photos = Albums

Q Photos, People, Places...

Select Items

Tap the photo you wish to include and tap Select Items.
You will then see a File Upload window where you can review your chosen image.

You can also give it a File Name if you wish and add a File Description.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 22
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File Upload X

File name

IMG_9260.jpeg

File description

Graduation pic ]

Tap Send to add your photo to the chat.

If you tap a message, you will see options to respond to the message.

B e @A

Quoting a Message
If you want to quote the message in your response, tap the B8 icon.

Hi, Kennedy. | would like to discuss the results of Delta's latest quiz.

Just following up on this message.

Reacting to a Message

'rr+ .
If you add an emoji reaction, tap the © icon.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 23
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Scroll through and tap the emoji you wish to insert.

Creating a Message Thread

If you have a very busy chat or are wanting to call back to a specific older message, creating a message thread is
a good idea. To create to a thread, select a message and tap the @ icon.

If you want the message to be posted in both the thread and the main chat, check Also send to channel.

< Back

Ian Long-teachEImO

< Canyou let me know how C...

July 6, 2023

Charlie Hughes 1:27 P/

Also send to channel

Can you let me know how Carter is doing?

a4 X

Message

®© B = ¢ +

The same text tools are available within a thread as within the normal chat however if the thread hasn’t been
expanded you will need to tap === t0 access some of the editing tools.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission.
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Other Actions
If you tap : you can choose the following options:

DD Quote

& Add Reaction
(Z) Replyin Thread
&> Share Message
0 Follow Message
& Get Link

[® Copy

Z Edit

e Quote: For more information, see the Quoting a Message section.

e Add Reaction: For more information, see the Reacting to a Message section.
e Replyin Thread: For more information, see the Creating a Message thread.
e Copy: Copy a message.

o Edit: Edit your previously posted comment.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 25
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Attendance

If you wish to view or report an absence for a student, you can do so by tapping the Attendance option at the
bottom of the app.

i Note: The Attendance feature is an optional add-on and may not be available for all clients.

= Attendance &

Showing absences for 44 Filter
SR All My Kids

Jun 2023

WED THU
1 2
B 6 7 8 9
12 13 14 18 16
19 20 21 22 23
26 27 28 29 30

Tue, May 23, 2023
Eric Full Day
lliness or Injury &

Reporting an Absence

To register a new absence tap Report an Absence.

From the Who Will be Absent? section choose which student the absence is for.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 26
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New Planned Absence

Tell us when and why your child will be
absent and we'll inform the school.

Who will be absent?

You can report one student absent at a time.

Eric Hughes
Elm Elementary

Carter Hughes
May Middle School

Shannon Hughes
Eco Elementary

Use the Type of Absence dropdown to choose if the student will be absent for a Full Day, Late, Early
Departure, Leave & Return or Multiple Day.

Choose the Reason that best fits the absence.

Type of Absence
Full Day o
Late
Early Departure
Leave & Return

Multiple Day

Reason

Appointment v

Use the date picker to set the Date of Absence.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission.
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If you wish you can also add a Comment or include Attachments.

When

Date of Absence Jun 6, 2023

Comments (Optional)

( |
Cancel

Tap Save to submit your absence.

Viewing Absences

By default, you will have a calendar view that displays all the absences that have been added for your student(s).

= Attendance &

Showing absences for ! Filter
SR All My Kids

Jun 2023

1 2

5 6 7 8 9

12 13 14 15 16
19 20 21 22 23
26 27 28 29 30

Tue, May 23, 2023
Eric Full Day
lliness or Injury B

If you wish to only see absences for a particular student, tap Filter and tap on the student’s name.

To go back to seeing the absences for all your students tap All.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 28
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Editing an Absence

o SchoolMessenger’

If you wish to change or cancel an absence, tap ®®®ine right of the absence you wish to change.

Tue, May 23, 2023

Eric Full Day
lliness or Injury &

Tap Edit to change an absence or tap Delete to remove an absence.

Make whatever changes you wish to make to the absence.

When

Date of Absence

Comments (Optional)

Jun 6, 2023

|

Cancel

|

Save

Tap Save.

4+ Note: You can only edit upcoming absences. If the absence is in the past you cannot edit it through the Home

app. You will need to contact your school district directly.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 29
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Account Settings

When you tap My Profile along the bottom of the app, your account options will be displayed.

My Profile

CH Charlie Hughes
Cuard101@relianceco.com

Contacts >

=—pl= f S

Z— Preferences

Settings >

%2 Delete My Account >

Online Help >

Viewing Your Contacts

To see the contacts that are associated with your accounts, tap Contacts from within My Profile.

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission.
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< My Profile

A Contacts

Synchronize contacts with your school district

Eric Hughes
Elm Elementary | Torquay School
Division

Carter Hughes
May Middle School | Torquay School
Division

CH

To view more details about a particular contact, tap on their contact card.

Editing Your Preferences

If you wish to edit your preferred contact methods and settings, tap on Preferences from the My Profile page.

The School/District section will show which districts or schools your account is affiliated with.

Contact Information
Your phone, email and SMS contacts for broadcast messages will be listed within Contact Methods.

< My Profile

= My Preferences

Torquay School Division v

Contact Methods
Here are your preferred contact methods

. (111) 686-8122
=) (111) 686-8122

cuard101@relianceco.com

©2023 SchoolMessenger. [06282023]. All rights reserved. May not be reproduced without express written permission. 31
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Adding a Phone Contact

If you want to add another method to be contacted by phone call or text message, you can add an additional
phone contact if this functionality has been enabled by your district. To add another phone contact for your
account, tap Add more and choose Add a Phone.

Add more o

¥

Add a phone

qul Add an email address

Enter a Phone Number you wish to use.

Add a phone number to your account

Phone number

(555) 855-0194

By saving, | agree 1o receive pre-recorded voice
messages on this number,

Tap Save.

Editing a Phone Contact
With each verified phone number you have added as a contact, you can choose how you should be contacted for
each type of broadcast.

If you wish this number to only be called during for emergencies, you can tap Change to the right of the number.

It's OK to call this phone

I consent to receive calls containingpre-recorded voice messages.

Choose whether Yes, it’s ok to call me at this number or No, call me for emergencies only.
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Permission settings for (555) 855-0194

Would you like to receive other pre-recorded messages from your school
or school district for topics that you select, such as school closures and
attendance notifications?

Yes, it's ok to call me at this number ~

Yasg, it's ok to call me at this number
Ne, call me for emergencies only S

recorded voice messages.

Cancel Save

Tap Save.
To edit the preferences for a particular phone number, tap the number you wish to edit.

For each Broadcast Type you will see a box that allows you to choose Call Me or Send Text.

< My Preferences

121) 888-4141
. B 2

It's OK to call this phone

Message Preferences

Emergency

Call me Send text

Attendance

Call me Send text

General

Call me Send text

& Note: If you have specified to only call for emergencies, for the other broadcast types you will only be able to
choose Send text.
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Adding an Email Contact
If you wish to add an additional email contact, tap Add More and choose Add an Email Address.

Add more o

Add a phone

M Add anemail address

Y

Enter an Email Address.

Add an email to your account

Email address

| cdanner@yourexampleschooldistrict.edul

Save
\

(]
a i}
=
3
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Tap Save.

You will be asked if you wish to configure your contact preferences.

Your email has been added

Would you like to set your message preferences for
'cdanner@yourexampleschooldistrict.edu'?

Tap Yes if you wish to configure your preferences.
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Edit an Email Contact
When you first add an email contact you are prompted if you wish to edit the contact preferences. If you wish to
edit the preferences for an email that has already been added, you can tap on the email contact.

For each Broadcast Type you can choose whether or not Home should Email Me for a broadcast of a given type.

< My Preferences

cuard101@relianceco.com

Message Preferences

Emergency

Email me

Attendance

General

e

Deleting a Contact
To delete a contact, tap the X to the right of your contact.

cdanner@yourexampleschooldistrict.edu @

You will be prompted to confirm your deletion.
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Are you sure you want to delete cdanner@yourexampleschooldistrict.edu ?

M

Tap Delete to confirm.

Message Preferences

For each Broadcast Type, you can also choose whether you wish to be contacted by Phone, Email or SMS.
These settings are essentially the same settings as within My Contact Information but is configured from
Broadcast Type rather than Contact.

Tap to expand the Broadcast Type you wish to configure.

You will see a list of all the phone, SMS and email contact options you have added for yourself.

Emergency b
Call, Text, and E-mail

. Phone Call

(111) 888-4821 OK to call

@

] Text Message

(111) 888-4821 ()
E-mail

cuard101@relianceco .com ()

Toggle on or off each of the contact methods you wish to have used for that Broadcast Type.

Push Notification Settings

If you wish to have push notifications on your phone when there’s a broadcast sent to you, tap on Settings on the
My Profile page.
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< My Profile
& Settings

Push Notifications
Torquay School Division ()

Enable or disable push notification for each school district your account is linked to.

Deleting Your Account

If you wish to delete your account, tap Delete My Account from the My Profile page.

A Preferences 3
Are you sure you want to delete

‘ your account?

‘ Cancel Okay g

[ O©nline Help >

Tap Okay to confirm your account deletion. This will delete your data on your phone. If you wish to use Home
again in the future you will need to go through the Sign Up process.

Getting Help

To access the online help documentation from within the app, tap Online Help from the My Profile page.
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