
Set Up SchoolMessenger Staff Account 
 

  
All staff members are automatically set-up get an email from SchoolMessenger when 
a SchoolMessenger alert is sent out. 
  
In order to receive a phone call and/or a text message from SchoolMessenger for Important and 
General alerts you need to download the app to your cell phone and add your cell phone number then 
set your preferences.  Please see below: 
 
Step 1) Download the SchoolMessenger App:  

 

Step 2) Click the SchoolMessenger App on your cell phone. 

The screen below will open, Sign Up and create your account by entering your school email address and 
creating your password (You can use your password you use for your email and Genesis so it is easy to 
remember.)   
  
Make sure United States is highlighted as your selection for Location. 
 

 
 
 
 



Step 3) Log In 
  
When you Log in this Message Screen will pop-up. 
  
Go to the top left of the screen and ‘hit’ the three bars (circled in red) to bring up the next screen to 
manage your SchoolMessenger account: 
 

 

 

Step 4) Click on Preferences: 

 



 

Step 5) Hit the red button with the + to add your cell phone number(s) and select to receive phone 

messages and text messages. 

Go back into Preferences and ‘tap’ on the boxes for each type of alert and you then can select how you 

would like to receive that alert.  It is important to make sure you select High Importance and if you wish 

General. The green surrounding the icons confirms the selection that you are set-up to receive alerts by 

either phone, text or email. 

 

  

 
Tips: 
  
If you have entered your cell phone number earlier and did not select your preferences, you might have 
to delete your cell phone number and add it again.  Then go right back into the Preference icon to select 
how you would like to receive messages.  
  
If you are an employee that has students in the district you will need to have a student account and a 
staff account.  The student account should be set-up with your home email and your staff account 
should be set-up with your school district email account. 


