How to Manage Conversations in Staff Orbit

Below is a guide to sending a notification that parents and students can reply to, and to

reading, answering and closing those conversations in the Staff Orbit app.

Conversations are available from Staff Orbit 3.9.100, once your school has set them up. See

How to Set Up Conversations for the Orbit Apps.

Screenshots last updated: 15/10/2026

Sending a Notification That Accepts Replies

Step Instructions Screenshot
1 Open the screen you send . -
notifications from. For example, N Communications ®
search for a student, open their
) Conversations with Andy Clark 1A
Student Profile, tap _ _ .
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from.
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Under ‘Notification Type’, tap
‘Notification’ or ‘Both’. A card with

‘Allow responses’ is displayed.
Tap ‘Allow responses’.

Under ‘Notify’, choose ‘Parents’,
‘Students’, or both. Under ‘Send as’,
choose ‘Myself’ or one of your

notification groups.
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Finding Your Conversations

Step Instructions Screenshot

@ GLN

1 On the homepage, tap
‘Communications’. The tile displays = The AlphaProgressive School ~ Q1
a red count when you have unread

replies.

Student Search

Today's Senior Timetable 2026/2  view Al
15 Oct, Thursday (Day 4)

Lesson 7

Subject

Science 11 A
mB4 ©02:30 PM - 03:29 PM Room A1
= ® Mark Roll =
Communications =XV ﬁ‘:'h' ouler Approvals

Daily Digest Today ~

= B o ®



2 Tap ‘Conversations’ to list only the
notifications that have
conversations. Tap the icon next to
it to see only those with unread

replies.

Each notification shows how many

conversations it has.

3 Tap the notification. Its
conversations are listed under
‘Conversations’, one per parent or
student, tagged ‘Parent’ or ‘Student’.

Replying to a Conversation

Step Instructions
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Year 12 English excursion to the State Library is this
Friday 23 Oct. Please reply here if your child has any

15/10/2026 Mr A Johastone >
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= Notification Details

Year 12 English excursion to the State Library is this
Friday 23 Oct. Please reply here if your child has any
dietary or medical needs we should know about.

® Recipients

Date 15/10/2026

Created By Mr A Johnstone

Conversations
2 conversations

Andy Clark Student

You: Yes Andy, that's fine. Lunch is at 12:30 in the libary cour

Mr & Mrs E Clark Parent

You: Thanks Paula. I've noted Andy's asthma and Ventolin for

Screenshot



1 Tap a conversation to open it. The I caz0
& MI&M’:'ECM

original notification is shown at the

top 2. Communication Search
@: Original notification
Year 12 English excursion to the State Library is
this Friday 23 Oct. Please reply here if your child

has any dietary or medical needs we should know
about.

Mr & Mrs E Clark

Hi Mr Johnstone, Andy has asthma and
will bring her Ventolin. She is also
vegetarian. Thanks, Paula

Mr A Johnstone (you)
Thanks Paula. I've noted Andy's asthma
and Ventolin for the excursion, and we'll
order a vegetarian lunch for her.

Write a reply.

2 Type your reply in ‘Write a reply...’ 3029 a0

Mr & Mrs E Clark
6 Pacent

and tap the send icon. Replies can

Q. Communication Search

be up to 2000 characters.

#: Original notification

H Year 12 English excursion to the State Library is
TO hlde a m essage from the this Friday 23 Oct. Please reply here if your child
has any dietary or medical needs we should know
about.

recipient, tap ‘Hide’ beneath it. Tap
‘Unhide’ to show it again. M & s  Clrk

Hi Mr Johnstone, Andy has asthma and
will bring her Ventolin. She is also
vegetarian. Thanks, Paula

Mr A Johnstone (you)
Thanks Paula. I've noted Andy's asthma
and Ventolin for the excursion, and we'll
order a vegetarian lunch for her.

Mr A Johnstone (you)
Buses leave at 8:45am from the front
gate.

Write a reply.

Muting and Closing a Conversation

Step Instructions Screenshot



1 In the conversation, tap the three S =]

Mr&
< r‘ Mute

dots at the top right.
Q, Communication Close conversation

Tap ‘Mute’ to stop push notifications

@ Original notification

for this conversation. Replies still thi Friday 23 Oct. Plaase reply here f your il
has any dietary or medical needs we should know
. . about.
arrive in the app.
Tap ‘Close conversation’ when P por ]

will bring her Ventolin. She is also
vegetarian. Thanks, Paula

nothing more needs to be said.
Mr A Johnstone (you)
Thanks Paula. I've noted Andy's asthma

and Ventolin for the excursion, and we'll
order a vegetarian lunch for her.

Mr A Johnstone (you)
Buses leave at 8:45am from the front
gate.

Write a reply.

2 Tap ‘Yes’ to confirm.

Close conversation?

Neither side will be able to post after

closing.




3 Thereply field is replaced by ‘“This 029 et
conversation has been closed’. The N MR IS clenk :
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recipient can still read the
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conversation but cannot reply. Year 12 English excursion to the State Library is
this Friday 23 Oct. Please reply here if your child
has any dietary or medical needs we should know
about.

O A closed conversation cannot
be reopened In Staﬁ Orbit' TO ::Arr;:h(::?one, Andy has asthma and
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reopen it, use Staff Kiosk Staff

vegetarian. Thanks, Paula

Mr A Johnstone (you)

> NOtIflcatlon Conversatlons Thanks Paula. I've noted Andy's asthma
and Ventolin for the excursion, and we'll
order a vegetarian lunch for her.

Mr A Johnstone (you)
Buses leave at 8:45am from the front

gate.
Choosing Which Replies Notify You
Step Instructions Screenshot

1 Open the Side Menu and tap 3039 640
‘Settings’, then ‘Notification &t

Preferences’. B Pncode

(A} Notification Preferences



2 Under ‘Conversation Replies’: e =]

< Notification preferences

« ‘Conversation Replies’ turns all

conversation push notifications Pastoral Care O

on or off. Genera O
« ‘Notifications I Sent’ covers Noticatons emoin i e oo egress o e setrgs

replies to notifications you sent as Covereston festes Pe

yourself. < |
« Each of your notification groups

has its own switch, for replies to My Own Notificatons

notifications sent as that group.

Quiet Hours

‘Quiet Hours’ and ‘Full Silent Days’ Mo puh g st s

pause all push notifications during

the times you set. Tap ‘Save

B Save Preferences

Preferences’.

© Turning these off only stops
the push notification. Replies
still arrive and are still counted

as unread.

Related Resources

. Notification Conversations

» How to Create a Custom Roll Report in Staff Orbit

. How to Set Up Conversations for the Orbit Apps

- How to Manage Notification Conversations in Staff Kiosk
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