
 
 

iAutoAlert 
 
 
Guardian Calls from iPass 

 
Calling Guardians has never been easier than utilizing the iAutoAlert features built into your 
iPass database. 

 
Calling Directly from the iPass iAutoAlert Folder 

 Security Settings: 
 
Users must be given security access to make calls using iAutoAlert in iPass. Go to Security, 
Manage Users, search for and select the user. At the bottom of the screen, under Extra 
Security Options, select Can Call Using iAutoAlert and click on Submit to update the user. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please Note: A message must be previously recorded for the school for the message list to 
appear on the guardian and staff calls screen. Once an administrator of iAutoAlert has 
recorded a message it will appear for the users given the extra security option of “Can Call 
using iAutoAlert.” 

 
Directions for recording messages in iAutoAlert can be found in the Resource Center in the 
iAutoAlert folder. 



 
 
 
 
 
 
 
 
 
 

Guardian Phone Calls from iPass: 
 
Open the iAutoAlert Folder and Click on Guardian iAutoAlert Calls 
 

 
 
 
Search for Guardians of students by filters: 

 
 
Last Name Student Last Name 

 
First Name  Student First Name  

Guardian Last Name  Parent/Guardian last name 

Grade Level(s) Select single Grade Level or multiple 

Homeroom(s) Select single Homeroom or multiple 
 
Schools If user has access to multiple schools they may be selected. If user is 
restricted by building then only their building(s) will appear on the selection list. 

 
Town Select single town or multiple in your district 

 
Phone Types Select Phone Type or multiple: home, work, cell 



Relationships Select Relationship or multiple associated with a student’s guardian 
 
Legal Status  Select Legal status or multiple associated with student’s guardian 

 
Group/Activity Select a group or activity to call guardians of students in that 

group/activity 
 
Bus Route Select a single bus route or multiple 
 
Phone Rank Select Phone rank associated with guardian phone numbers or multiple: 

Rank 1, 2, 3 

 
Academic Year Select Academic Year 
 
Incoming Select Yes/No Example: set the year to the next academic year and set 

incoming to yes to call incoming kindergarten/preschool or students 
that will be moving from one school to another in the next academic 
year 

 
Include Select Guardians Only, Students Only or Both. Please note that student 

phone numbers are stored at the bottom of the student biographical 
profile screen. 

 
Language Filter students by Primary Language selected in the student 

biographical Language tab. Example: select Spanish Language to send 
a call recorded in Spanish to students/guardians whose primary 
language is Spanish. 

 
Gender  Select Both, Male, Female to filter by gender 
 
 
Special Needs Select Yes, No, Both. Yes selection will filter by students who have 

something other than “not applicable” in DOE34 which sets the yes flag 
for special needs. No will filter by students that have “not applicable” 
set in DOE34 which means that they are non-special needs students. 
Both will include all students. 

 



 
 

 

Click  to search for guardians and save the search criteria. 
 

 
Select a Message and Schedule the Call 
 
Use the Drop Down Message to select a previously recorded message.  
Enter a name for the description of the call to be sent. 
Select an email template previously created and saved if applicable. 
Enter a Subject for the email. 
Type the body of the email if applicable. 
 
 

 
 
To preview the selected message before scheduling or sending, click on . File will open in 
your default audio player (QuickTime, WindowsMediaPlayer, etc.) in a new window in your 
browser. 
Enter the description of your message in Call Description (Open House, etc). 



 

Select Call Now or Specify Date/Time Below 
Enter the call date in Call Start Date 

 
Enter the start time in Call Start Time 

 
Click on   to schedule or send the call now. 

 
 
 

Create a Template for Future Use 
Using Saved Searches, type a name for your template in the box for Save Search Criteria. 
Example: Grade 9 & 10 Guardians: Type the name of the template to be created in the box 
next to Save Search Criteria. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the appropriate fields for filtering: Grade Level, Phone Types, Legal Status, etc. 

Click on  to create the template. 
 
To use the template, go to Guardian Phone Calls and click on the Template at the top of the 
screen. The template name will appear in the “Save As” box and the saved search criteria 
will automatically be populated on the screen. 



 
 
Click on to search for guardians to call. 

 
 

Select Guardians to Call 
 
Guardians that meet the search criteria will be automatically checked off. Uncheck as 
necessary prior to sending the call. 

 

 
 
 

Click on   to send your message to the selected guardians. 


