Help Center

Welcome to Sangha’s Help Center
At Sangha, we aim to do our best to provide all the supports that schools and teachers
may need. Sangha’s Help Center contains all the guideline to complete fundamental
tasks. If there is any additional help needed, please email us at support@sanghapp.com

How Sangha Works
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Schools, Teachers &
Organizers create and
share events, tasks, signup
requests and messages.

Parents view,
signup or respond

Schools, Teachers &
Organizers receive &
manage all responses
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Admin Auditing Functions
In some ways the administrator(s) for your Sangha site can audit the activity of organizers
or teachers.

Calendar
Administrators can view calendar items for all classes and filter the calendar view with the
following options:
•
•
•

Admin Events: see all items added to the calendar by either administrators and all
organizers/teachers.
Class Events: view all events entered by organizers/teachers and filter by selecting
class names in the left margin to view events for one or more specific classes.
Class Schedules: review class schedules.

Messages
Administrators can view all messages sent within Sangha within the Messages function:
•
Admin Messages: list of all messages sent by administrators
•
Class Messages: list of all messages sent by classroom organizers/teachers which can be
filtered by selecting class names in the left margin.
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Managing Classes & Students
Creating a class in Sangha is as easy and entering a few details like class name, grade, start/
end dates, and times/days. You can set up classes to repeat on days of the week for daily class
or on specific dates or monthly such as sports teams or other extracurriculars.

Step 1.
Select “Classes” from the top menu and click “Create New Class” to enter these details.

Step 2.
To Add Students, select the “Students” tab within the class. Then select the blue text “+ Add
New Student”.
If adding a new student, click “+ Add Students Manually” and enter the details for the student.
If adding a student from another class, use the drop down menu and select the student. (This
comes in handy when adding students to extracurriculars like sports teams or art class.)
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Choose “Add Student” to create the student in Sangha and repeat for all students in the class.

Add Organizers
Add Organizers (AKA Teachers to the class in the same manner from within the “Organizers”
tab of the class.

You can always come back and edit the class information and add, edit, or remove students
and organizers.
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Managing Offline Parents
In some cases you may have a parent/guardian with no smartphone or otherwise unable to
interact with the Sangha parent app. In this case, here are some ways to keep them informed.

Print Daily Digests
You can print the next weeks of events and their details using the “Print daily digest” option at
the bottom right of the calendar view.

Proxy Response to Parent Teacher Meetings
As the organizer of Parent Teacher Meetings, you can respond on behalf of a parent within
Sangha. Simply open up the event and scroll to the list of time slots. Here you can click the
edit button choose a child to assign to the slot.

Daily Email Digests
Sangha can turn on daily email digests for your offline parents if necessary. This option will
send them a daily email with information about the next two weeks events and any messages
you send within Sangha.
Only parents who haven’t registered on the parent app will receive the daily digest email. This
must be done for all parents at the school regardless of class. Email support@sanghapp.com if
you wish to activate this function.
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Quick Reminder
Quick Remind events do not include any action to be taken by the parent like signing up to
volunteer or RSVP but are meant to be a reminder about something happening at the school
such as a spelling test, library book due date, or special class visitor.

Step 1.
Select “Create New Event” from the Events page and choose “Quick Remind” to create an
event with no parent response.

Step 2.
Complete the following: Name, Description, Attachments, Select Classes.
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It’s always a good idea to look the entire event post over one last time to ensure all the pieces
are correct before you publish. Make sure you’re dates, times, numbers, and grammar are all
good! Once your all done, either click “Save as a Draft” or “Publish to Parents”.

Parent Experience
Parents receive push notifications via their smartphone leading up to quick remind events
prompting them to ensure their children are prepared for the activity.
These reminders are sent 1-3 days before the event and include the event name and dates
from the information you entered into your event.
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Signup Events
RSVPs, Consent Forms, Volunteers, and Asks to Bring
You can manage all events in Sangha wether you need an RSVP, someone to bring cupcakes,
parents to sign consent forms, volunteers...or all of the above!

Step 1.
Select “Events” from the top menu and then “Create New Event”. Then choose “Signup
Events” to create an event asking for parent response.

Step 2.
Complete the following: Name, Description, Location, Attachments, & Select Classes.

Tournament
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Step 3.
You have four choices of actions to prompt the parents. You can use one or all four of them
for the same event.
Quick Links: RSVP, Volunteer, To Bring, Consent Form

RSVP
Select the RSVP graphic and enter the deadline, event capacity, and maximum number of
guests allowed. If there is not a maximum number of guests allowed, just leave this one blank
however you must enter an event capacity.

Parents are reminded via their mobile app to RSVP before the deadline and, if they have
responded, they are sent a general event reminder one day prior to the event.
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Volunteer
You can create volunteer shifts for different functions like drivers, photographers, and
chaperones in this example.
Enter the name and notes, then select the small blue words “+ Add Shifts” to define the time
commitment. You can add one or multiple shifts on the same or different days.
When you’ve completed entering one volunteer role, click the “Add another Task” button to
save it. Your task will be listed at the bottom of the page if it is properly saved.

Drivers
Need drivers to take kids from school to the tournament location and back. Valid driver's
license and current insurance required. Must be able to transport 4 kids.

2

Parents receive a reminder via their mobile app 3 days before to sign up for volunteering and
are reminded the day before of their volunteer task & shift.

Parents select tasks and shifts

/ 11

To Bring
If you need parents to bring something to share, select the “To Bring” graphic and start by
entering the item to bring (i.e. dessert) and add some notes if necessary (i.e. remember no
nuts). It’s a good idea to let the parent know how many of the item you need within the notes
as well.

Water

Need water and cups for 20 kids.

1

Parents are reminded via their mobile app 3 days before to sign up to bring something and
also reminded 2 days before of what they signed up to bring.

Parents sign up to bring something to
share like food or art supplies
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Consent Form
Simply copy your necessary consent form verbiage into the text box and enter a due date for
the consent form to be signed. Parents will electronically sign by typing their name.

The day before the approval deadline, parents are sent reminders via their mobile app to
encourage them to accept the consent form. If you’re done now, you can either select another
function from the graphics (RSVP, Volunteer, etc.), Save as a Draft, or Publish to Parents

Parents can electronically sign your
consent form
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Parent Teacher Meetings
Empower the parents to schedule themselves! Below is the flow to managing parent teacher
meetings in Sangha.
–
Teacher creates meeting time slots on the calendar
–
Parents select a time slot for each child
–
Teacher reviews and manages the schedule

Step 1.
Select “Create New Event” from the Events page. Then select “Parent Meetings”.

Step 2.
Complete the following: Name, Description & Select Classes. Then Create Meeting Times:
•
Select Your Meeting Dates: enter all dates you plan to host meetings.
•
Allocate Your Time for Meetings: select the start time of the very first conference
and the end time of the very last one.
•
Duration: how long is each conference.
•
Break Between Meetings: enter how long after one time slot ends should the next
one begin.
Click the blue “Create Meeting Times” button.
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Step 3.
Review your list of time slots, deleting any that need to be deleted for lunch breaks or other
times that aren’t available. You can change the length of individual time slots or add more
from here as well.
If you need to make a major adjustment you can redo the selections above and click “Create
Meeting Times” again.

It’s always a good idea to look the entire event post over one last time to ensure all the
pieces are correct before you publish. Make sure you’re dates, times, numbers, and grammar
are all good! Once your all done, either click “Save as a Draft” or “Publish to Parents”.

Parent Experience
Once published, the parents will see the conference within their app notifications.
Each parent can select any green time slot. Once selected, the time slot will show blue
indicating it’s taken. Parents can change their selection by clicking the blue time slot to
unselect it and then choose a different green one.
Parents receive a reminder via their mobile app 3
days before the meetings to choose a time slot and
also reminded the day before of the time they chose.
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Review & Manage the Schedule
After parents have chosen their time slots, you’ll review to ensure no one is missing. When
you open the meeting from the calendar, you’ll see a green icon for each time slot that has
been chosen by a parent and the child’s name associated. If the slot has not been chosen, it
will show up as empty.
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Sending Messages
Most teachers send emails or paper newsletters to their parent lists. Transition your parent
messages to Sangha and they’ll be able to easily access the information when needed and
you’ll eliminate the need to track down a bounced email address or make copies of paper!

Step 1.
Click “Messages” from the top menu and the “Send New Message” button.

Step 2.
Select a previous message from the drop down menu if you’re sending a repeat or similar
message. Then, select the classroom to which you want your message to be sent. (You may
only have one choice)

1st Grade

2nd Grade

Hidden Villa Farm Tour

Step 3.
Write (or edit) your subject and message body. Then, attach files if necessary.
Note: please put as much information in the message itself rather than referring to
attachments since attachments aren’t easy for parents to read on the go
Click “Send” to send your message to all the parents in the classroom(s) you’ve chosen.
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Dear Parents,
The Hidden Villa Farm Tour is about 75 minutes—starting
at 9:15 am and going until 10:30 am. Please try and come
a few minutes early so you won’t have to rush, and don’t
forget to bring your camera.
Please see the attached file for detailed information about
the Farm, and for a map with directions.

Hidden Villa Map.pdf

Parent Experience
A new message notification is sent to the parent’s mobile device (if enabled) and when
accessing the app they’ll review your message within the “Communication” feature of the
app.
Past messages remain so parents can access them easily and check back for information
they need today.
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Private Parent Messaging
Teachers can send private messages to parents within the Sangha app.

Step 1.
Click “Messages” from the header menu and then “Parent Messages”.

Step 2.
Select the “New Conversation” button to start a new message to a parent.
Type and then select the student’s name in the To: area of the message and enter your
message in the text box at the bottom.
Press Enter to send the message to this single parent.

Parent Experience
A new message notification is sent to the parent’s mobile device (if enabled) and when
accessing the app they’ll review your message within the “Messages” feature of the app.
Past messages remain so parents can access them easily and check back for information
they need today.
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Need additional help?
If you have any question, please contact us at support@sanghapp.com.

Facebook: facebook.com/sanghapp
Twitter: @Sangha_app
Pinterest: pinterest.com/sangha_app
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