Managing Your School Messenger Communication Preferences

1. Go to go.schoolmessenger.com and click “Sign Up” at the top right of the page.

2. Enter the primary email address where you receive SSA emails, choose a password
and click the blue Sign Up button.
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3. School Messenger will send an Account Activation email to your primary email
address. Open the email and click the link to complete your account registration.
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Hello
A request has been made to create a new user account.
Please use the link below to complete your account registration, or copy and paste the link into your browser.
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Please also note that this link will expire on Nov 11 (3:34 PM) PST.
DO NOT REPLY: This is an automatically generated email. Please do not send a reply message

Thank you!
www.schoolmessenger.com

4. Return to the go.schoolmessenger.com home page, click “Log In” at the top right,
and enter your email address and password.


https://go.schoolmessenger.com/#/account/signup

5. This will take you to the Messages page of your account, which will be empty since

6.

SSA does not use the Messages feature of School Messenger. Click the 3-line
“hamburger” menu icon at the top left of the page and choose “Preferences.”
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If you see a pop-up asking for permission to call you at your phone numbers, select
“Yes, it’s ok to call me at this number” from the drop-down menu for each number.
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Permission settings for (412) 968-3236

Would you lie 1o 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

By selecting yes and save, | consent 1o receive calls containing pre-

recorded voice Messages.




7. On the Preferences page, under “My contact information” you’ll see the home phone,
mobile phone and primary email address from your SSA Veracross record. Under “My
message preferences,” you’ll see boxes for three message types: Emergency,
Weather and General. In each box are three icons: Phone, Text Message and Email.
Green icons indicate that message delivery is turned on for that contact type; white
icons indicate that delivery is turned off or that no contact information is available.
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8. To change your message preferences, click on the Emergency, Weather or General
box, uncheck any contact types you wish to turn off, then click Save.
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Cancel Save

9. Click the menu icon at the top left of the page and choose Log Out. All done!



Important Notes

- Emergency, Weather and General alerts will be sent to you by default unless you
turn them off in School Messenger. You do not need to sign up for a School
Messenger account if you are fine with receiving SSA alerts as follows:

o Phone call to Home Phone and Mobile Phone
o Text message to Mobile Phone
o Email to Primary Email Address

- To turn off alerts to a phone number shared by family members, preferences must
be updated for each person. For example, if you do not want weather calls to your
home phone, which is on every family member’s record, you’ll need to log in to each
person’s School Messenger account to turn off weather phone calls to that number.

- To update preferences for your child, you can set up their School Messenger
account for them. Follow the steps above but use your child’s SSA email address to
activate their School Messenger account. Note the account activation link will be sent
to the child’s SSA email address. K-8 parents can access their child’s SSA email on
their SSA-issued iPad. PK parents can request their child’s SSA email login credentials
by emailing helpdesk@shadysideacademy.org and then log in to the account online.

- Contact information cannot be updated in School Messenger. Your home phone,
mobile phone and email sync to School Messenger from your Veracross record. To
update this information, log into Veracross and click the profile update button.

- Toreceive text messages, a mobile phone number must be in the Mobile Phone field
in Veracross. If it is only in the Home Phone field, it will receive a phone call but not
a text alert. Log into Veracross and click the profile update button to make sure your
family’s mobile phone numbers are in the Mobile Phone field of their records.
o Senior School students should have a mobile phone number in Veracross in
order to receive text alerts for campus emergencies, such as a lockdown.
o Note: if you do not have a home landline, your mobile phone number should
be in BOTH the Home Phone and Mobile Phone fields in Veracross.

- You cannot add other people’s phone numbers to your School Messenger account -
yet - such as a nanny or grandparent. We hope to implement a feature that will
enable people like this to sign up for SSA School Messenger alerts.

- SSA does not use the Messages or Groups features of School Messenger. Your School
Messenger account is only used to update your communication preferences.

- School Messenger offers a mobile app for i0S and Android where you can manage
your preferences via your mobile phone as well.

Questions? Technical Problems? Email helpdesk@shadysideacademy.org.
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