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Introduction

Welcome to TeleParent, the world’s most effective automated school-to-parent communication solution. Our 
fully hosted, web-based system allows teachers to send calls to their students’ parents, with specific messages 
in the parents’ home language. This dramatic increase in parental communication capabilities will lead to a 
substantial increase in parental involvement, resulting in higher student performance, achievement, and 
success.

The system was created by a former schoolteacher who had two goals: 1) Communicate to non-English 
speaking parents; and 2) More efficiently communicate with parents. TeleParent makes a teacher’s job easier 
and more effective by giving them the ability to reach all families and communicate messages specific to each 
student, without having to physically call every house.

Logging In

TeleParent is a web based application requiring no installation of hardware or software for system use. To 
access TeleParent, simply go to our Web site: www.teleparent.net

You will be able to easily log into the system directly from the home page.

The Login boxes are located 
on the top right hand corner 
of the page.

Enter your user name and 
password and click [Login].
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TeleDash Home Page

The TeleDash Home Page is the starting point for Teachers using TeleParent. From here, you can access all of 
the tools at your disposal. The site is extremely easy to navigate and every tool you need is just one click away.

Navigating the Home Page

On-line TeleParent support is 
available via the [Help 
Center] link at the top.

Links to all the tools you 
need are located at the top 
of the page.

View SSM call results for 
any previously used day 
(only applicable for SSM or 
TCS services).

Summary of Tools

TeleForm
The primary tool used for Situational Student Messaging. Allows you to access your 
student rosters, period by period, and easily send messages which are specifically 
tailored to each student's unique classroom experience in any language without typing 
or recording.

Reports
Allows you to view a number of different reports. Including all SSM messages that 
have been sent to any of your students within any specified time period, messages 
sent by class, and call statistics for any day in which you have sent messages to 
parents.

Help Center
Allows you to access various online support functions. From here, you can submit a 
support ticket and/or send requests for new messages and course names to be added 
into our system. You will also receive responses from your tickets through the Help 
Center.

Tutorial
Allows you to view prerecorded video demonstrations of any of the features or tools on 
this interface.
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TeleForm

The TeleForm is the primary tool used in TeleParent's Situational Student Messaging. It is where teachers go to 
view student rosters, by period, and select messages that they want to send home to an individual or group of 
students.  Teachers can select any period they wish at the top of the page.

Once in your selected period, you can send messages one of three ways: individually, all at once, or to a 
specific group of students in the class. That evening, phone calls will be placed to the parents communicating 
your selected messages in their home language.

Select your period and 
course/subject title.

The [Notify All] button allows 
you to select a message or 
messages for your entire 
class.

Assign Behaviors to Multiple 
Students allows you to 
assign a message to 
multiple students 
simultaneously.

Select messages for 
individual students by 
clicking on one of the boxes 
across from the student's 
name. Students are listed 
alphabetically.

Selecting Periods and Assigning Course Titles

Select your class by clicking 
the drop down menu bar, 
highlighting your period, and 
clicking [SELECT].

Click the “click here” link to 
choose a course/subject 
title.
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Message Libraries

To the right of each student's 
name lies 5 color coded 
boxes, each representing a 
specific category of 
messages. Click the 
corresponding box to access 
that category's message 
library.

Corrective
Contains messages reporting specific instances of poor behavior or performance on 
that day. Examples include “did not turn in a required homework assignment”, “was 
talkative or disruptive in class”, and “was assigned detention.”

Attendance

Contains messages reporting instances of absence or tardiness. Examples include 
“was not present in class and needs to complete makeup work” and “arrived 
unexcused late to class.”

NOTE: The Attendance Message Library is not needed if your school uses 
TeleParent's SMART Attendance service, which automates the sending of attendance 
calls by integrating with your School SIS database.

Informational

Contains messages reporting class related information such as upcoming tests, 
assignments due, or activities. Examples include “has a homework assignment due 
tomorrow” and “must study for tomorrow's test.” Also contains messages reporting 
information being sent home, such as “has paperwork that requires a parent's 
signature.”

Grade Progress
Contains messages reporting the current grade progress of a student or grades 
received on a recent test or assignment. Examples include “received an A on an 
assignment”, “received an F on a test or quiz”, and “is currently in danger of failing.”

Rewarding/Positive

Contains messages reporting specific instances of good behavior or performance in 
class. Examples include “was a pleasure to have in class” and “demonstrated excellent 
behavior.” Also contains messages reporting improvement in performance , such as 
“demonstrated improvement in effort.” The use of positive messages has proven to be 
powerful in effecting good behavior and providing students with positive reinforcement.

Click-Click-Save: Selecting Messages

Start by choosing one of 
your students and clicking 
the box of the library you 
want to access next to their 
name and phone number.
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Use the Search function to 
look up a message by any 
keyword.

Select messages by 
checking the box next to the 
message(s) you want.

When you have finished 
selecting your message(s), 
click [Save] at the top or 
bottom of the screen.

Assign Behaviors To Multiple Students

Users can assign messages in any category to a group of students simultaneously. Just above your student 
roster at the top of the page lies a row that is dedicated to this functionality. By clicking a category next to the 
“Assign Behaviors to Multiple Students” entry, you can access that message library, along with your list of 
students to select.

Select the message(s) you 
want to assign to your 
students.

Select the students you want 
to assign the message(s) to 
by clicking their name. Hold 
the Ctrl key (or Apple key on 
a Mac) while selecting the 
names to highlight them 
together.

When finished, click [Save].
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Notify All

The Notify All tool allows you to assign messages to your entire class roster simultaneously. Once you click the 
[Notify All] button, you will access a variety of messages that you can select to be received by parents. Once 
selected, the message(s) will be cued up to be sent out for every student in the class. This tool is ideal to 
announce upcoming tests, assignments, projects due, and information being sent home with your students.

Click the [Notify All] button 
located just above the 
student rosters.

Look up a message by any 
keyword.

Select the message(s) you 
want to assign to all 
students.

Click [Save] when finished.

You can view the messages 
that are set to go out for 
each student right on the 
TeleForm after they are 
selected. At 5:50pm, these 
messages are transferred to 
our call center for the calls to 
go out at 6pm.
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Message Search

TeleParent's new Message Search feature allows users to look up specific messages by any keyword. This 
makes the use of TeleParent even easier for teachers as you no longer have to filter through a message library 
to find a message. Simply type in a keyword and you will receive a list of messages containing that word. You 
can use the Message Search function from the TeleForm page or within a message library.

Click the Magnifying Glass 
icon next to the color coded 
message categories to 
search for a specific 
message regarding your 
student.

Type the keyword in the text 
box and click [Search].

You will see a list of every 
message that contains the 
keyword you typed in.

You will see the entire 
message text, along with the 
category and group it 
belongs to.

Select the message you 
want to use for your student 
and click [Save].

You can also use the 
message search tool within 
any message library. A text 
box to search by a keyword 
exists above the messages.
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Hiding Messages

TeleParent has a Hide feature, which allows users to customize message libraries by hiding messages they do 
not need. For example, an algebra teacher will likely never need to send messages regarding P.E. Dress. This 
tool allows you to remove such messages from view in the message library, making your message libraries 
more customed to fit your needs and easier to navigate. All hidden messages can easily be retrieved should 
you ever need them at another point in time.

Choose whichever 
message(s) you wish to hide 
and click the “hide” link next 
to that message.

Just above the Search text 
box, you can access your 
hidden messages by clicking 
the [Here] link.

Check the box next to the 
message(s) you want to un-
hide and click [Un-Hide].

After Hours

TeleParent now allows teachers message access after hours. After 6:00pm, teachers can login and select 
messages for their students, although not all messages available during regular hours will be accessible. Any 
message selected after 6pm will be sent out the evening of the following business day. Calls selected after 6pm 
on Friday thru Sunday will be sent out on Monday evening.
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Reports

Teachers can view reports on all of the SSM messages that have been sent out for students since they began 
using TeleParent. They can view the SSM history for any one of their students, or view an SSM snapshot of a 
class on any given day. They reporting capabilities are available using the Reports tool on the TeleDash. To 
access this, click the [Reports] link on the left. Side of the screen.

Student Reports By Date Range

By selecting Student Reports By Date Range, you are actually accessing SSM message history by student. 
This option allows you to select any one of your current students and view a report on all of the SSM messages 
that have been sent to him/her within any range of dates you specify. The report contains calendar icons that 
allow you to select the date range. These reports are particularly useful for parent/teacher conferences as well 
as Student Accountability Reporting. SSM messages are archived for two years.
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Select the dates in the 
“From” and “To” boxes to 
select your date range

The bar graph represents all 
of the calls that were made 
by you, by category.

The table at the bottom 
represents a chronological 
list of all the messages that 
were sent during that time 
period.

Student Snapshot By Date and Period

Select the date and period 
you want to view.

Your class roster for that 
date and period will appear, 
along with the message(s) 
that were assigned to each 
student.
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Call Statistics Page

You can view totals of 
complete vs. incomplete 
calls. The legend identifies 
which color represents 
completed calls (Pink) and 
incomplete calls.

Incomplete Call types that 
are identified include 
Hangups (mid message), No 
Answer, Busy, 
Disconnected, and Misc. 
Error.

To view details of who 
specifically did or did not 
receive the call, click “Show 
Details”.

The Details provide a list of 
each recipient whose call 
was incomplete, separated 
by type. For example, you 
can view all recipients who 
have a potentially 
disconnected phone 
number, hung up before the 
completion of the message, 
or did not answer.

Click the Completed Calls 
tab to view which recipients 
received the call.
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Help Center and Support

Teachers have access to an online support interface directly from their TeleDash page. The Help Center is 
monitored by TeleParent's Client Focus Department and Technical Support team.

Help Center

From the main Help Center 
page, you can access/edit 
your account details, submit 
a case, and view your 
pending cases.

My Account

Edit your personal account settings through the My Account page. From here, you can verify or edit your name 
as it appears on screen, the email address associated with the account, and your login information (user name 
and password).

Edit you username and 
email address under Unique 
Account Information.

Edit your name as it appears 
on the TP Dash.

You can change your 
password at anytime. 
Passwords must be between 
8-20 characters in length 
and alpha numeric.

Submitting Cases

Teachers can submit a case from the Help Center to request new messages and course names, make system 
recommendations, and report issues they are experiencing with the system. In addition, teachers can monitor 
the status of each case and receive responses from TeleParent's support team.
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Select the category of case 
you wish to submit using the 
drop down menu bar.

Simply fill out the form 
(name, email, and 
question/comment are the 
required fields).

You will then be contacted 
by a TeleParent support 
representative.

Customer Support Contact Information
Available Hours Contact Information

Customer Service 7:00 AM – 6:00 PM Monday - Friday (800) 688-6077 x. 1

Additional Online Support 7:00 AM – 6:00 PM Monday - Friday support@teleparent.net
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