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Introduction 

Welcome to the Terrace Metrics manual. This guide is designed to help you effectively 

navigate and utilize Terrace Metrics from data integration to using reports to the next steps. 

It provides clear instructions, explanations, and troubleshooting guidance. The manual is 

structured logically and covers an overview, getting started, user interface, main 

functionality, advanced features, troubleshooting, and support. Make the most of it by 

reading thoroughly, following instructions precisely, and referring whenever needed. Enjoy 

learning and exploring with this manual as your helpful resource! Click here to learn about 

the benefits of using Actionaly.  

Suggested Timeline 

When planning it is best to use backward design. What day is best for you to assess 

students? Use that as a starting point and work backward.  The Terrace Metrics team will 

assist along the way. 

 

Prepare:  

1. Data Integration with District IT Champion  

2. District Champion Process Training Working Session  

3. Educational Information Sent to Parents/Guardians (Optional but suggested)  

4. Send Consent & Create Assessments  

5. Close Consent & Add Students with permission to assessment.  

6. School Champion Training  

7. Student Assessment Data 

 

 

Please take a moment and study the two graphics below.  The first one explains the process 

of the District Champion.  Notice that the target date is in the middle.  Determine what you 

want that date to be and then plug in appropriate dates for the other steps. 

 

The second graphic explains the School Champion process.  This process does not begin 

until after the District Champions have been trained.  

 

 

 

 

 

 

 

 

 



 

 

 

Process & Responsibilities for District Champion

 

● Manage settings for all schools.  

● Manage permission of school staff to give access to Terrace Metrics Module  

● Edit TM Consent Language  

● Create and send newsletters to all participating schools  

 

Process & Responsibilities for School Champions  

 
● Manage settings for your school 

● Ability to create and send assessments and consent 

● Administer and Monitor assessments 

● Send parent report 

● Download reports  

● Edit group names  

 

 



 

 

 

Actionaly Settings  

How to Log In to Actionaly    

 

Actionaly Website 

www.actionaly.com  

Sign In as “Administrator” 

 
 

Sign in with Google 

If Google sign-in does not work, please contact your district champion.  

 
 

http://www.actionaly.com/


 

 

Send Log-in Link 

As District Champion you can send log-in invitations to School Champions and troubleshoot 

log-in issues by following the steps below:  

 

● From the admin dashboard  

● Go to people (left-hand side)  

● Filter to Select Teacher as Role (Right-hand side)  

● Select Teacher Name 

 

Edit Password 

As the District champion you have the ability to edit the school champions password by 

following the steps below:  

 

● Select the name of the teacher (Ex. Hans Anders) 

● Click edit Password  

● Create generic password 

● Email teacher generic password 

 

 
 

School Champion will enter the username and new generic password on the main screen.  

Once logged in they can change their password to something of their liking.  

 

Staff can also change it to link it to their Google account once they are logged in.  

 



 

System Settings Page 

Data Access 

For optimal support, it is recommended that data access is toggled on. By allowing data 

access you are permitting Terrace Metrics to create aggregated district reports, as well as 

any other customized reports you may want to use. 

 

To turn data access on/off: 

● Select Individual School from the top of the page dropdown.  

*Note: Cannot set up at district level 

● Click Actionaly Settings on the left panel of the screen. 

● Select System Settings 

● Data Access = Toggle on or toggle off  

 
 

 

Consent Form Language 

The consent request email that parents receive includes suggested default language to 

introduce the parent consent form and provides links to additional material.  

 

District or School champions can add their own default language at the school level 

under the system settings page. (See below “To edit the default language”). It is 

recommended that you only include the indicators you are assessing. Any changes made on 

this page will reflect all groups in the school.  

 

Things to Consider: 

Will you be using the consent form per season or yearly?  Language within the consent form 

can be modified to reflect this. 

 



 

Here is where you can find the default language:

 
 

 

To edit the default language:  

● Select School Level from the top of the page dropdown. 

● Click Actionaly Settings on the left panel of the screen. 

● Select System Settings 

● Scroll to Consent Form Language  

● Click Edit 

● Make changes. 

● SAVE! 

 



 

 
 

 

 

Manage Permission Page 

Setting Champions Up 

All champions need access to the Actionaly Admin Panel to be able to send newsletters, 

manage the consent process, create assessments, and proctor assessments.  

 

Actionaly uses roster information from your Student Information System (SIS) to create 

accounts for district and school champions. Roster information is synchronized daily, weekly, 

or on a custom schedule based on district requirements. Contact support@actionaly.com if 

you need to make changes or customize your sync.  

 

Roles and Permissions 

Champions must have the role of admin in Actionaly to have access to the Terrace Metrics 

module, however, it’s not uncommon for champions to have the role of staff or teacher in the 

SIS.  

 

Providing admin access to champions is typically solved during the “Preparation” phase 

using the Add Administrator button on the Manage Permissions page. 

 

Manage Permissions 

Add or remove champions from the Manage Permissions page. If you do not have access to 

the Manage Permissions page, contact your District Champion.   

mailto:support@actionaly.com


 

 

To set up district champion permissions: 

● Select School District Page 

● Click Actionaly Settings 

● Click Manage Permissions  

We recommend adding checkmarks for “Settings”, ‘Groups”, “Terrace Metrics” and “Newsletter” 

 
 

As a district champion you manage permissions for school champions. Permissions for 

school champions are set at the individual school page. 

 

To set up school champion permissions:  

● Select Individual School Page from the dropdown. 

● Click Actionaly Settings 

● Click Manage Permissions  

● We recommend adding checkmarks for “Groups”, “Terrace Metrics” and “Newsletter.” 

 

 

Inform Families Process  

Send a newsletter or communication piece that provides detailed information about the 

Terrace Metrics Behavioral and Wellness Assessments. For your convenience, there is a 

Terrace Metrics Newsletter with suggested language which includes the purpose of the 

assessments, benefits, and how it will help support students' well-being and outlines 

instructions on the next steps for parents to give consent for their child's participation. 

 

Send a Newsletter (Optional) 

 



 

Create your own or use the sample Terrace Metrics Newsletter in the Newsletter Editor 

Templates Gallery. 

 

To send/create a Newsletter: 

● Select School District Page from the dropdown 

● Click Newsletter Editor 

● Click Start from Scratch OR choose from the template gallery 

● You can customize the newsletter by adding your district logo, signatures, and other 

district information. 

 

 
 

 

  



 

Create an Assessment & Consent Form 

Champions use the Terrace Metrics module within Actionaly to create and schedule the 

consent form and to create an assessment based on the indicators to be tested at the same 

time using the Create Assessment button. The champion is guided through each of the four 

steps with on-screen prompts and must complete each section before moving to the next 

step. The steps are 

Step 1: Assessment title and schedule consent 

Step 2: Choose indicators 

Step 3:  Choose participants 

Step 4:  Review 

 

Prior to creating an assessment champions need to determine: 

✔ Passive or active consent 

✔ Grades to be assessed 

✔ Assessment Indicators 

✔ Designated recipients if using the self-harm and depression indicators 

✔ Date & Time Consent to be sent  

✔ Date & Time for a reminder (optional)  

✔ Date consent to be closed 

1. Create Assessment & Consent Form 

To create an Assessment  

● Select Individual School Page from the dropdown 

● Click Terrace Metrics 

● Click Assessments 

● Click Create Assessment 

 
 



 

 
 

● Create a title for the Assessment 

Note* The title entered will be used as the subject of the consent email sent 

out to parents, asking for their consent regarding the assessment. 

● Select the assessment time frame: fall, winter, spring, or summer  

● Select the year. 

 
 

Create the Consent Form 

Choose the type of Consent  

Each of these forms use default language which can be modified by an administrator in the 

systems settings page. The type of consent is determined by the district administration and 

may need to adhere to state legislative mandates. 

Active Consent 

● Parents must reply yes for their child to participate.  

● Parent options are:  Yes or Opt Out.  An electronic signature will be required 

by the parent/guardian if yes is selected. 

Passive Consent 

● Parents must provide consent for their child NOT to participate. 



 

● Parent options are:  Yes or Opt Out.  An electronic signature is required for 

Opt Out only.   

 

To view how parents will interact with Active and Passive Consent please click here 

to review in the addendum.  

No Consent 

● Consent has already been provided in another capacity by the district and/or 

your consent form is yearly, and you are assessing students multiple times a 

year.  

 

 

Update Consent Form Title 

This title also becomes the subject of the email that is sent to parents and guardians. 

You can edit the title to what meets your needs.  

Note*  You will use this title after sending it to monitor consent status. This title 

becomes the title of the Consent Activity and can be found on the Activities page 

once the assessment is created.  

 

 

Review Consent Form Language 

It is possible District Champions have already updated the default consent language. If you 

need to make additional changes by grade you can do so by editing the email you see in the 

box. 

 

 
 

 

 

 

 

 

 

 

 



 

Set Date and Time  

 

 
 

Set a Reminder (Optional) 

Sending a consent reminder is not mandated, but highly recommended. Reminders only go 

to people who have NOT completed the consent form. You will be able to send reminders 

after the consent has been sent. (See below under ‘Things to Consider’)  

 

If using active consent, we recommend sending multiple reminders to get as close to 100% 

participation as possible.  Schedule your first reminder 2 days after the initial consent email 

has been sent. 

 

If using passive consent, send the reminder email the day before you close consent. 

 

Things to Consider: 

Send out your reminder at a different time of day from the initial consent email.  Think about 

parent availability.  Are they more likely to check emails during the day, early morning, or 

evening? 

 

Subsequent reminders can be sent from the Activity page if desired. The title of the activity 

will be the Title of the consent title.  

 

To send a Consent Reminder After Consent has Been Sent 

● Select the Individual School Page 

● Click Activities 

● Click (…)  

● Click Send a Reminder

 
 

You cannot continue until all 

fields are populated except 

the consent reminder 



 

2. Choose Indicators 

 Select Indicators 

● Select the Indicators that you will be using to assess the students. Indicators may 

vary from grade to grade.  

● Click Continue 

Timesaver* Select all “Core Indicators” and then unselect the ones you are not using. 

 
 

 

3. Choose Participants 

Select Groups 

● Community: School Name 

○ Assessment is sent at the School Level.  Use the dropdown menu to select 

the school name.   

● Group Type: Grade  

○ We recommend sending by grade level. Select groups who will be offered the 

assessment.  Use group type to filter by grade, homerooms, etc.   

 

Consent forms will be sent to parents and guardians of the students in the selected group(s).  



 

 
 

Set Designated Recipients 

The designated recipients will be notified via email about any students that are considered 

high-risk. Your response team can be comprised of district and/or school champions that can 

be added to this section. Unlike designated recipients, district and/or school champions will 

be able to see the results but will not receive an email. Multiple recipients can be used.  

 

 

● From the dropdown menu, start to type the name designated recipient 

● Select the name  

● Continue the process until all names are selected 

 

 

 

 



 

 

4. Review 

 

● Carefully review all information 

○ It is not possible to make edits after clicking the Create Assessment 

button. 

● Click Create Assessment 

 
 

 

Monitoring Consent Responses 

Check Consent Activity Responses 

To see who received the consent, who has responded, and who has not. 

To Check Consent Responses 

● Select Individual School Page 

● Click Activities 

● Choose the Consent Title you want to open 

 

 



 

 

 
 

 

Send Additional Reminders 

Reminders ONLY GO to people who have NOT completed the consent form.  If using an 

active consent, plan on sending out one or more reminders to increase consent rates. 

● Find the title of the activity Title 

● Click three dots at the end of the row 

● Send Reminder 

 

Day of Closing Consent 

Export Consent Results 

Before closing consent. Export the replies from your parents. Keep this CSV file for your 

records. You will have one per assessment/grade.  



 

● Go to Terrace Metrics Module  

● Click Assessments  

● Find the title of the activity you want to export 

● Click three dots at the end of the row 

● Send Export Consent Activity Replies 

 
 

Close Consent 

Once the consent deadline has passed the champion will close the consent form from the 

Activities page. Once closed, students become available to add to the assessment.  

 

To close Consent 

● Select Individual School Page 

● Click Activities 

● Choose TM Consent in Type 

● Find the title of the activity you want to close 

● Click (…) 

● Select Close 

 



 

 

The Assessment Process 

Once the parent consent form has been closed you are now able to administer the Terrace 

Metrics assessment.  In this section we will review what is recommended you do.  

1. Add Students to the Assessment 

2. Invite Students to Take the Assessment 

3. Proctoring the Assessment 

4. Understanding Student Results 

5. Close Assessment 

6. Download Assessment Summary 

7. Send the Assessment Results  

 

 

1. Add Students to the Assessment 

Students are available to be added to the assessment once the consent activity has been 

closed. This can be done by either the district or school champion.  

● From the admin panel 
● Go to Terrace Metrics in the left sidebar menu 
● Click Assessment  
● Click the blue hyperlinked number from the Consent Granted column 

 
 

● A popup window will appear displaying a list of students who are available to be 
added. 

● Click Add all Users  
○ Or click Add User to add a single student 



 

 

 
 

● When you open the assessment, you will now see students have been added. Prior 

to this step, when opening the assessment, no participants will appear.  

Note*The best place for school counselors to monitor assessments, see 

above “Check Consent Activity Responses”.  

 

2. Invite Students to Take the Assessment 

 
To Invite Students: 

● Select Individual School 
● Click Terrace Metrics 
● Click Assessment 
● Click on the assessment name to view the student assessment list 
● Select one or more students you wish to send the assessment to 
● From Bulk Actions dropdown 
● Click Assessment from the Terrace Metrics dropdown in the left sidebar menu  
● Click on the assessment name to view the student assessment list 

○ Select one or more students you wish to send the assessment to  
○ OR From the Bulk Actions dropdown, click Send Assessment Invitation 

 

 



 

 

 
 

Note* If a student does not have an email or does not receive the assessment, the student 
will need to take the assessment with their wellness login. If students do not have a school 
email, they can go to the Terrace Metrics website by typing this 
address:  https://vendor.assessment.terracemetrics.org/survey  
 

Once the assessment has been sent to a student(s), a green envelope will appear in 

the Invitation column, and the student will be sent an email with a personalized link to their 

assessment (you may need to refresh your screen to see the green envelope). 

 

Students that have an email address will receive an email which includes a personalized link 

to their assessment. For districts using Clever or ClassLink, those students can also access 

their assessment by clicking on the Actionaly app. 

 

3. Proctoring the Assessment 

On the day of administering the assessment, the proctor (typically the teacher) can read the 

instructions or show the proctor video before students start the assessment. Approximately 

95% of all students complete the assessment within 15 minutes (97% complete it within 20 

minutes). We recommend that you prepare your proctors in advance, by utilizing the 

materials below. 

 
TM Proctor Video  

● https://www.terracemetrics.org/operational-videos/  
● Password: TMSchools 

 
TM Proctor Script 

●  Click here to go to the  addendum for examples of proctoring scripts  
 

https://vendor.assessment.terracemetrics.org/survey
https://www.terracemetrics.org/operational-videos/


 

4. Understanding Student Results 

 

Student Assessment Results 

Results are available immediately after the student has completed the assessment and 

champions can easily see the overall risk status for each student and view or download the 

corresponding assessment report.  

Overall Assessment Status 

On the assessments page, student reports are shown in order of category and priority so 

that champions can quickly discern which students are struggling and should be contacted 

sooner than others. Students in the May Need Assistance category will always appear first, 

followed by students in the Some Concern, Satisfactory, and Optimal ranges.   

Assessment Scores 

May Need Assistance:  Priority 1 

● Priority 1 scores are given only if the depression indicator and/or self-harm 

item is selected.  Schools follow district and state mandates, which in most 

cases is meeting with the student within 24 hours. 

  

May Need Assistance:  Priority 2 

● Priority 2 scores are given if multiple indicators are in the may need 

assessment category but depression/self-harm is not endorsed.  Most 

schools choose to meet with these students within the next 2-3 days. 

  

Some Concern:  Priority 3 

● Priority 3 scores mean that any supplemental indicator and/or frequent 

victimization was in the may need assistance category.  These students will 

benefit from further strategies that can be provided either at school or in the 

community. 

  

Satisfactory:  Priority 4 

● These students reported anxiety and/or ostracism in the may need assistance 

category but have other protective factors in place.  These students could 

benefit from the curriculum provided by Terrace Metrics. 

  

Optimal:  Priority 5 

● These students have multiple resiliency indicators in the may need assistance 

category but show little evidence of adversity.  These students could benefit 

from the Tier I or Tier II curriculum provided by Terrace Metrics. 

 



 

Invalid Assessment 

● This can occur if the student completes the assessment too quickly. 

 
 

 

Student Report 

Once the assessment has been completed, champions can download the assessment 

report. The assessment report can also be downloaded from the 3-dot (…) menu on the 

summary assessments page.  

 

Download Student Reports  

● Select Individual School 

● Click Terrace Metrics 

● Click Assessments 

● Click on the assessment name to view the list of students.  

● Select the check box next to the participant name 

● Select Download 

● Select Student Report 

  

 

5. Close Assessment  

To generate the school report, ALL grade-level assessments must be closed.   

● The assessment will automatically close if/when the status of ALL student 

assessments is marked “Completed”.    

● If the status of any student assessment(s) is marked “Not Started” the assessment 

will remain open.   

● In order to manually close the assessment, a district or school champion must bulk 

update the “Not Started” status to “Not Completed”.  Once all student status has 

either “Completed” or “Not Completed” the assessment will close. 

 

Note*  that the assessment cannot be reopened once it has been closed.  If you 

need to reassess a student once closed you can do so by creating a new group. 

Click here to see more information in the Appendix, “Creating a new group”. Then 

you would follow the above to create a new assessment. You would select “with no 

consent” because consent has already been granted.  

 

To close the Assessment in bulk: 

● Select Assessment  

● Filter Status- Not Started  

● Select All  

● Bulk Action 

● Edit Assessment Status  



 

 

 

 
 



 

 
 

 

6.  Summary Assessment Report  

Once the assessment is closed you can download the assessment report for the class. 

To download the Assessment Report: 

● Select Individual School 

● Click Terrace Metrics 

● Click Assessments 

● Choose the Assessment you want to download 

● Click the (…) at the right of the assessment 

● Click Download Assessment Report 

 



 

 
 

7. Send Assessment Results to Parents 

Results are immediately available as soon as a student has completed their assessment. 

Prepare a summary report or individual reports for each student. Share the results with 

parents via email or a secure online portal, ensuring confidentiality and privacy. 

 
To send Parent Reports: 

● Select Individual School Page 
● Click Terrace Metrics 
● Select name of Assessment 
● Select Bulk Actions or one Participant 
● Click Send Parent Report 

 



 

Managing Participant Results and Assessments in 

the Dashboard 

Managing Participant Details 

You have the option to enhance the student’s information by adding status, results, or add 

notes. 

To Edit Participant Details:  

● Select Individual School 

● Click Terrace Metrics 

● Click Assessments 

● Choose the Assessment 

● Choose the student you wish to edit 

● Click on (…) on the right-hand side of the student  

● Click Save when finished 

 

 



 

 

 

Managing Assessments  

 
 

 



 

 

Bulk Actions 

When more than one participant is selected, the following actions can be done in bulk:  

● Edit Group Name 

● Edit Assessment Status  

● Send Assessment Invitation  

● Send Parent Report  

● Download Parent Reports 

● Download Student Reports  

 

Download 

Once the assessment is created you have access to:  

● Assessment Result  

● Participant List  

● Assessment Report 

 
 



 

 

Appendix  

Benefits of Using Actionaly  

Automated Consent Process 

Save time by scheduling and sending consent forms from Actionaly to efficiently get parent 

permission. Use the pre-populated active or passive consent forms or change the language 

to suit your district's needs. Monitor parent replies, send reminders, and add approved 

students to an assessment at the click of a button.  

 

Single Sign-On 

Invite students to take their assessment by email or via Actionaly. Students simply click on 

the Actionaly app to access their assessment from their ClassLink launchpad or Clever 

portal. Actionaly also allows administrators to log into the Admin Panel using Google Single 

Sign-On.  

 

Assessment Progress Tracking  

Track assessment progress from the integrated Terrace Metrics module. Counselors can 

filter and sort real-time assessment results enabling them to provide the appropriate 

personalized response to students.  

 

Family Engagement  

By using the range of communication tools available in Actionaly your district can drive better 

family engagement through newsletters, announcements, direct chat, and more.  

 

Translation 

Actionaly uses Google Translate to communicate with parents in their preferred language. 

Districts have the option to send their preferred language if it is included in the roster data.  

1. If the data that is passed to Actionaly includes the preferred language of the parent 

data, Actionaly will be able to have the parent account set to the preferred language.  

2. If they are not passing the preferred language of parent data, the parent has the 

option to go into their account and change language.  

 

 

 

 

 

 

 



 

Visual of Active and Passive Consent 

 

Active Consent 

 
 

 

If a parent chooses yes, they must sign and give permission. 

 
 

                    

 

 



 

Passive Consent 

 
 

 

If the parent chooses to opt-out they must sign and refuse consent 

 

 
 

 



 

Proctor Scripts 

Clever Script  

 

Good morning/afternoon! My name is (insert name) and I am here to help administer 

the Terrace Metrics screener that students at (name of school) will take within the 

next few weeks. Please watch this brief video explaining the assessment. I can 

answer questions after the video is completed.  

 

Show Video https://www.terracemetrics.org/wp-content/uploads/2019/08/TM-VIDEO-

1B.mp4  

 

Like the video said this assessment tool will ask you questions about many areas of 

your life. Your responses are confidential; teachers and other staff will not see your 

responses. However, the wellness team at your school will receive a copy of your 

report.  

 

Read the directions very closely. Unless the directions say differently, think of how 

you have been over the past month. To repeat, in the past month. We want to know 

how you are doing now, not how you were in the past. Please take this assessment 

very seriously and answer all questions honestly. You will not be in trouble for any 

responses you provide, and your responses will not be a part of your record. There 

are no right or wrong answers, and many questions will be asking you about how you 

feel most of the time, not just today. Although the video stated it is designed to take 

one class period, it should take about 15-20 minutes maximum. Take your time when 

reading each item, and again, answer each item on how you feel, not how you think 

others would want you to respond. Do not discuss your responses with others while 

taking the survey. Please do not discuss this survey after you are finished. There are 

many other students who have yet to take it, and we don’t want to influence their 

responses. Are there any questions?  

 

Now, I need everyone to open their Clever dashboard and look for the icon called 

“Terrace Metrics”. If you are unable to access the link, please don’t be concerned as 

some students did opt out by the specified date. Please click on that icon and answer 

the questions. I will remain here until all of you have completed the assessment. If 

any follow up is needed, we will contact you.  

 

Thank you and please feel free to contact any of us in wellness or guidance if you 
have any questions or concerns.                                       Sample provided by Broward 

County School District 
 

 

Non-Clever Script  
 

This assessment tool will ask you questions about many areas of your life. Your 

responses are confidential; teachers and other staff will not see your responses. 

However, your counselor will receive a copy of your report. 

 

https://www.terracemetrics.org/wp-content/uploads/2019/08/TM-VIDEO-1B.mp4
https://www.terracemetrics.org/wp-content/uploads/2019/08/TM-VIDEO-1B.mp4


 

Why are we doing this? A big part of our school is evaluating data to make sure our 

students are progressing toward success.  We have a lot of academic data to monitor 

your progress, but your social and emotional well-being is equally important to us.  

Your honest responses help us understand you to make sure that we are meeting the 

needs of all of our students.  

 

Please listen very carefully: Read the directions very closely.  Unless the 

directions say differently, think of how you have been over the past month. To 

repeat, in the past month. We want to know how you are doing now, not how 

you were in the past.  

 

Please take this assessment very seriously and answer all questions honestly. You 

will not be in trouble for any responses you provide, and your responses will not be a 

part of your record.  There are no right or wrong answers, and many questions will be 

asking you about how you feel most of the time, not just today.  

 

Finally, while this survey is designed to last one class period, most of you will finish 

much sooner.  There is no reward for finishing early. Take your time when reading 

each item, and again, answer each item on how you feel, not how you think others 

would want you to respond.  Second, do not discuss your responses with others 

while taking the survey.  Keep your eyes on your own screen.  We are interested in 

understanding you. Finally, please do not discuss this survey after you are finished.  

There are many other students who have yet to take it, and we don’t want to 

influence their responses. 

 

Any questions? 

 

Great.  Please access the survey and you can begin.  If you have any questions, 

please raise your hand and I/one of my team will help you. 
 

 

Creating a new Group  

This is used when you would like to have additional groups that are not coming from your 

SIS and or data files shared with Actionaly. If counselors have groups that are not 

determined by grade, homeroom, etc.  An example could be students with invalid protocols.  

 

Create a new group 

● Click Groups in the left menu 
● Click on + Create Group at the top right 
● Type the Group Name 
● Select a Menu Type from the available list or start typing to create a new menu type, 

such as Sport or Health. 
● Click Create 

 



 

  https://actionaly.zendesk.com/hc/en-us/articles/6806156846861-Create-and-

Manage-a-New-Group 

 

Once the group has been created, you will land in the Manage People screen and can start 

building your distribution list. 

Note* Adding a student automatically adds the guardians. Adding a guardian does 

NOT automatically add the student. 

 

  

https://actionaly.zendesk.com/hc/en-us/articles/6806156846861-Create-and-Manage-a-New-Group
https://actionaly.zendesk.com/hc/en-us/articles/6806156846861-Create-and-Manage-a-New-Group

