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Checklist for Readiness to send via TextAParent.ie

How to use this Checklist
We suggest that you print and then review the suggestions below, and tick each suggestion as you complete it. Following this list will help you get the most out of TextaParent.ie.
	Passwords 
	

	· Ensure you have written down (or emailed yourself) a copy of the school’s TextaParent.ie account password for logging in. Please note that there is now a ‘forgot password’ facility to retrieve it - you will need to know the email address of the account for this to work.
· Principals, please ensure that you have written down (or emailed yourself) your separate Principal’s password which is needed for some key functions. It is strongly recommended that you do not share this password with anyone.
	

	User Information
	

	· If people in the school community other than the Principal will need to access TextaParent.ie to maintain information and/or send text messages, it is important to set them up as ‘users’ of TextaParent in their own right. Note: all users set up within the account access the same text units, contact information and reports. It simply provides a means of tracking who is using the system and sending texts etc. 
· Users you may wish to consider setting up include the school secretary, the BoM chairperson and teachers who have used TextaParent.ie in the past on school-related business.
· To set up and maintain user information, go to School Profile.
	

	School Information 
	

	· Update your school information in TextaParent.ie. Because your information was migrated from the old TextaParent, which had little school information, you will need to fill this in. 

· **NB** Update your school’s ‘ShortName’. This is the text used as signature to every Text Message you/your staff send. This has been set to the first 11 characters of your school name (eg ‘Scoil Naisi’ is the first 11 characters of ‘Scoil Náisiúnta Naomh Padraig’) – so change this to something recognisable to parents (eg SN Padraig)
· Set your desired ‘Low Unit Warning’ level. This is the number of credits at which you will get a reminder to top up your credits.

· To set up and maintain school information, go to School Profile.
	

	Contacts, Groups & Data Management 
	

	· Although your contacts and groups have been migrated for you, please review your data before sending.

· You may have lists of contacts in Excel, Calc or MS Word etc. As the new TextaParent.ie enables you to have names also, you might consider uploading a ‘CSV file’ which contains both names and numbers. There are 2 video tutorials on TextaParent.ie in the Resources/Tutorials menu that take you through how this is done step by step. Essentially this involves 

· organising your contact information in advance, 

· grouping them into logical groups, 

· sorting the data into two columns – name and phone number 
· ensuring the format is correct – no problem!
· To set up and maintain contacts and groups, go to My Contacts.
	


