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Title:  Call all Staff using ParentLink (use existing accounts) 
 

Date: 11/17/2010 
 
 
NOTE:  If you have already completed steps 1-4, begin at step 5. 

 
1. Enter all staff phone numbers in Infinite Campus in Census->People-

>Demographics.  
2. All staff must also be in a household in Campus (Census->People-

>Household tab) with a home phone number. 
3. All staff that are not in Infinite Campus (parapros, custodians, nutrition, 

etc.) must have ParentLink accounts created manually. 
a. Login to ParentLink (http://spalding.parentlink.net) 
b. Select the “Accounts” tab 
c. Change the “Account Type” to “Staff” and click the “List Accounts” 

button. 

 
d. Click the “All” link. 

 
e. If a staff member is not listed, click the “Create New” button. 
f. Enter a unique identifier (such as first initial, last name), a 

password, first and last name, gender, and preferred language. 
g. Select the appropriate school and click the “Save” button. 
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h. Click the “Add” button to add a phone number or e-mail address 
 

 
 

4. Repeat step 2 until all staff members are listed 
 



NOTE:  If you have already completed steps 1-4, begin at step 5. 
 

5. Login to ParentLink (http://spalding.parentlink.net) 
6. Click the “Messages” tab. 
 

 
 
7. Enter the subject of the message in the “Subject” text box. 

a. Type the text of your message in the “Audio Script” text box. 
 

 
 

8. Change the Audio option to “Call ParentLink.” 
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9. Follow the on-screen instructions by calling ParentLink (888-457-2130). 

b. As soon as ParentLink answers your call (you do NOT have to listen to the 
prompts) enter the code given on the screen.  This code is unique to each 
call you record—the code will be different every time you record a 
message. 

c. When you are finished recording, press the # key on your phone. 
d. Press ‘2’ to hear the message you recorded. 
e. Press ‘3’ to record the message again. (Optional) 
f. Press ‘1’ to save the message you recorded. 

 
10. Hang up the phone after pressing ‘1’ to save the message 

 
11. Click the “To” button to select your recipients. 

 

 
 
 

12. Click the link that corresponds to your school name. 
 

 
 

  



13. Click the “Select” link beside the Staff folder to select all staff. 
 

 
 
 

14. Click the “Options” button. 
 

 
 

  



15. Select the appropriate delivery options. 
g. Enter the appropriate date and time for the message to “Start Delivery” 

and “End Delivery.”  Non-emergency messages should go out between 
4:30pm and 8:30pm. 

h. Make sure that the “Phone” checkbox is checked, but the “Email” 
checkbox is NOT checked. 

i. Uncheck the “Do not play header/footer…” checkbox 
j. Click the “Save” button. 

 

 
 
16. After reviewing the Summary page for accuracy, click the “Send” button. 
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