
School Administrator Support
User Guide

Table of ContentsTable of Contents

Intro 2

Logging In 2

TeleDash Home Page 3

Reporting 4

Call Statistics 4

Student Reports 5

Student Information 8

Contact Manager 8

Uploading SIS Files 10

Manage Users 11

Creating New Accounts 12

Help Center 14

Support 14



Introduction

Welcome to TeleParent, the worldÕs most effective communication solution in K-12 education. Our fully 

hosted, web-based system allows teachers to send calls to their studentsÕ parents, with speciÞc messages 
in the parentsÕ home language. This dramatic increase in parental communication capability 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) to communicate to non-English 

speaking parents, and 2) to more efÞciently communicate with parents. TeleParent makes a teacherÕs job 

easier and more effective by giving them the ability to reach all families and to communicate messages 

speciÞc 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.
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Reporting

Allows you to access a number of different reporting capabilities: including 

call statistics for every call type, SSM message reporting, student reports, 

and reports on usage.

Student Information

Allows you to manage your student information in the TeleParent system. 

Here, you can upload data Þles, verify data, and set contact preferences for 

each of your students.

Manage Users

Allows you to create, edit, and delete any account within your school. You 

can set up new TeleParent users and create roles for them, which 

determines the interface(s) they can use.

Help Center
Provides you with access to TeleParent support. You can submit message 

requests, service requests, or report issues.
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Users have the capability of viewing detailed call statistics for every call type from TeleParentÕs Reporting 

tool. The functionality for call statistics is the same for every call type.  Links to call Call Statistics - 

Broadcast, Attendance and SSM - are available from the sub menu bar.
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The Homework Accountability Report allows users to pull a report of which students received a message 

that was speciÞc to not turning in homework. This report has been used for schools initiating a 

homework detention program or other programs designed to increase homework completion rates.
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The Student Reports page allows you to view all Situational Student Messaging ª messages that have 
been sent for any student, within any time period specified. This is useful, not only for teachers to track 

behavior of their students, but also for administrators to track student behavior. In addition, these reports 
can be used by administrators for the purposes of Student Accountability Reporting.
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Student Information

The Student Information tab provides admin support users with a number of tools related to the data that 
TeleParent populates once it has been extracted from your SIS system. Here, users can set contact 

preferences for their students, send data (manual extractions only) or verify data.
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As a School Site Administrator, you have the ability to add as many contact numbers for a student as 
requested by their parents or guardians.

In addition, the Alternate Contact Numbers tools allows you to immediately block calls from going to the 
primary number. This is handy when a studentÕs primary number has changed, but the SIS database has 

not been updated yet, or also in the rare instance where a parent may not want to receive calls.
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The Upload Extracts tool is for SSM or TCS schools who extract data to TeleParent manually and do not 

use any of TeleParentÕs automated extraction offerings (ETK or TP Sender). After extracting data from 
your schoolÕs SIS database into three comma delimited text files, you can upload the files directly from 
this tool.

NOTE: Data uploaded from the Upload Extracts tool must be comma delimited text files. Data extraction 
instructions are provided to the schoolÕs designated technical contact upon implementation, giving them 
specific instructions on extracting data from the SIS database.
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SIS Data requirements are specified by TeleParent via the Data Extraction Instructions. However, you can 
display the data in the order you prefer. By clicking the link ÒClick Here to Edit Your Format SettingsÓ at 
the top of the Upload SIS Files page, you can arrange the order of the three data files based on how you 

have them arranged in your comma delimited text files. Be sure to check the order before uploading the 
data files. If the default order is not the same as the order they are arranged in your files, then they will 
not upload successfully. The order is displayed just above the box where you uploaded each file.
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Manage Users

The Account Manager tool gives the School Site Administrators complete control over the account and 
role management for the entire school. The initial implementation of TeleParent will create a default 

account for each teacher, with one default role based on their job title. The Account Manager allows you 
to create, edit, and delete accounts. It also allows you to create additional roles for each account, edit 
roles, and delete roles.

The Account Manager tool is also designed for assisting any TeleParent user who has lost/forgotten their 
password or been locked out of the system for security purposes. This tool allows you to edit or change 
the username and/or password for any account, or reset a password and have that password 

automatically sent to the user.

From the Account Manager main page, you can manage accounts for school level users.

!"#"$%&'(%)(

!"#$%&&'()*$+,),-#.$*''/$-01#2$3&"''/$30*#$%450)02*.,*'.2$&'56/#*#$&')*.'/$'1#.$,&&'()*$,)4$.'/# $
5,),-#5#)*$7'.$*"#0.$#)*0.#$3&"''/8$!"#$0)0*0,/$056/#5#)*,*0')$'7$!#/#9,.#)*$:0//$&.#,*#$,$4#7,(/*$,&&'()*$7'. $
#,&"$*#,&"#.;$:0*"$')#$4#7,(/*$.'/#$<,2#4$')$*"#0.$='<$*0*/#8$!"#$%&&'()*$+,),-#.$,//':2$>'($*'$&.#,*#;$#40*;$,)4$
4#/#*#$,&&'()*28$?*$,/2'$,//':2$>'($*'$&.#,*#$,440*0'),/$.'/#2$7'.$#,&"$,&&'()*;$#40*$.'/#2;$,)4$4#/#*#$.'/#28

!"#$%&&'()*$+,),-#.$*''/$02$,/2'$4#20-)#4$7'.$,2202*0)-$,)>$!#/#9,.#)*$(2#.$:"'$",2$/'2*@7'.-'**#)$*"#0. $
6,22:'.4$'.$<##)$/'&A#4$'(*$'7$*"#$2>2*#5$7'.$2#&(.0*>$6(.6'2#28$?7$,$(2#.$7,0/2$*'$/'-$0)$B$*05#2;$*"#>$,.#$
/'&A#4$'(*$'7$*"#$2>2*#5$7'.$2#&(.0*>$6(.6'2#28$!"02$*''/$,//':2$>'($*"#$#40*$'.$&",)-#$*"#$(2#.),5#$,)4@'.$
6,22:'.4$7'.$,)>$,&&'()*;$'.$.#2#*$,$6,22:'.4$,)4$",1#$*",*$6,22:'.4$,(*'5,*0&,//>$2#)*$*'$*"#$(2#.8

C.'5$*"#$%&&'()*$+,),-#.$5,0)$6,-#;$>'($&,)$5,),-#$,&&'()*2$7'.$2&"''/$/#1#/$(2#.28

!"#"$*#$&+,-../&0%1%/&2,,.3#4(

%//$,&&'()*2$,22'&0,*#4$:0*"$
*",*$2&"''/$,66#,.$')$*"# $
2&.##);$2#6,.,*#4$<>$.'/#8

D'($&,)$4#/#*#$,)$,&&'()* $
<>$&/0&A0)-$*"#$E#/#*#$0&');$
/'&,*#4$)#F*$*'$*"#$%&&'()*$
?E8

G40*$,)$,&&'()*$<>$&/0&A0)-$
*"#$G40*$?&')$')$*"#$7,.$/#7*8

56*4*#$&2#&2,,.3#4

!"#$G40*$%&&'()*$6,-#$02$
:"#.#$>'($&,)$&'56/#*#/> $
5,),-#$,)$0)40104(,/ $
,&&'()*8

!"#$*".##$5,='.$7()&*0')2$'7 $
*"#$G40*0)-$%&&'()*$6,-#$,.#$
*'$#40*$*"#$%&&'()*$?)7';$
.#2#*$'.$2#)4$/'-0)$
0)7'.5,*0')$*'$,)$,&&'()* $
':)#.;$,)4$#40*$*"#$.'/#2$'7 $
*"#$,&&'()*$':)#.8

!"

TeleParent, An Edline Solution

School Site Admin Support Guide! 11



!"#$#%&'())*+%$',%-*./0$#*%

!"#$"%#&''()"*#%()#'$"#+,-* #
*.+#/(00(1-"23

¥ 4$5+#("#&''()"*
¥ 67+8"$5+
¥ 95$-0#&,,8+77
¥ :$771(8,

;"'+#%()#.$<+ #
+,-*+,='.$"2+,#$"% #
-"/(85$*-("#("#*.+#$''()"*> #
'0-'?#@A)B5-*#&''()"* #
C.$"2+7D#/(8#*.+#'.$"2+7#*(#
*$?+#+//+'*E

1232$$#%&452%"#%&'())*+%$',%-*

F(#7+",#-"/(85$*-("#*(#$" #
$''()"*#(1"+8#<-$#+5$-0>#
'0-'?#@G$-0#&''()"*DE

F(#$)*(5$*-'$00%#7+",#$"#
$''()"*#(1"+8#$#?+%#*(#8+7+*#
*.+-8#H$771(8,>#'0-'?#@A+",#
I+7+*#J+%DE#F.-7#7.()0,#B+#
)7+,#7H+'-/-'$00%#1.+"#*.+#
)7+8#.$7#B++"#0('?+,#()*#(/#
*.+#7%7*+5#$/*+8#K#/$-0+,#
0(2-"#$**+5H*7E

(""#%&46272$#%&'1*723

F(#$,,#$#8(0+#*(#$"#$''()"*>#
7+0+'*#*.+#8(0+#B%#)7-"2#*.+#
LA+0+'*#I(0+M#,8(H#,(1"#
5+")#B$8E#F.+">#7+0+'*#*.+#
7'.((0#(8#,-7*8-'*#$77('-$*+,#
1-*.#*.$*#8(0+#)7-"2#*.+#
&2+"'%#,8(H#,(1"#5+") #
B$8E#F.+"#'0-'?#@&,,#I(0+DE

N+0+*+#$#8(0+#B%#'0-'?-"2#*.+#
N+0+*+#!'("#("#*.+#/$8#0+/*E

8.20$2'92:'())*+%$

C8+$*-"2#$#"+1#$''()"*#1(8?7#-"#5$"%#1$%7#*.+#7$5+#$7#*.+#+,-*#$''()"*#/)"'*-("E#F.+#,-//+8+"'+#-7#*.$*#*.+#
*$B0+#/(8#$,,-"2=,+0+*-"2#$''()"*#8(0+7#,(+7#"(*#$HH+$8E#67+87#.$<+#*.+#$B-0-*%#*(#$,,#$''()"*7#/(8#
$,5-"-7*8$*(87#$",#7*$//E#F+$'.+8#$''()"*7#$8+#$,,+,#*.8()2.#F+0+:$8+"*O7#,$*$#+P*8$'*-("#H8('+77E#!/#%()#,(#

!!

Creating a new account works in many ways the same as the edit account function. The difference is that 
the table for adding/deleting account roles does not appear. Users have the ability to add accounts for 
administrators and staff. Teacher accounts are added through TeleParentÕs data extraction progress. If 

you do not see a specific teacher appear on your account list, contact your TeleParent Client Account 
Manager or customer support.
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The account list generator allows you to produce a list of account information for your faculty. You have 
different options for your list output.
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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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