
 
 

ZippSlip FAQs 
 
 

Creating & Editing ZippSlip Activities 
How do I create a ZippGram? 
How do I create an Event like a field trip notice? 
How do I create a Forms Packet? 
How do I edit an Activity? 
 

Handling Parent ZippSlip Activity Responses 
How do I view Activity responses from parents? 
How do I record paper responses and payments in ZippSlip? 
How do I print Activity responses from Parents? 
How do I export response data from an Activity to Excel? 
How do I email parents regarding a specific Activity? 

 

Groups 
What Groups does ZippSlip create automatically? 
How do I create a Group? 
How do I edit an existing Group? 
 

Working with ZippSlip Users  
How do ZippSlip users reset their Password or Pin? 
How do I add a new Parent and Student? 
How do I add another child to an existing ZippSlip Parent? 
How do I update Parent Information? 
How do I update Student information? 
How do I deactivate a Student or Parent? 
How do I add a new Staff Member? 

 
 

Need more help? Contact support:  support@zippslip.com 

mailto:support@zippslip.com
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Creating & Editing ZippSlip Activities 
 

How do I create a ZippGram? 
A ZippGram is an informational message that can include text, documents, photos and videos. 
1. Click on the Create ZippGram button at the top of the screen.  
 

 
 

2. Type in a Name for the ZippGram and type the body of message in the Description box.  Use the 
formatting toolbar to add some font and color changes to your message. 

3. Leave the checkmark in the Allow Social Commenting box if you wish to allow parents to comment 
back to the group receiving the ZippGram. 

4. In the Show Until box, choose the date & time that you wish the ZippGram to remain on the parents’ 
dashboard. 

 
 
 

 
 
5. If you would like to attach up to 3 video links, post the video on YouTube, Privacy Settings set at 

Unlisted and copy the link to the box. 
6. You can attach multiple documents or photos by clicking on Attach File or Attach Picture, browse to 

find your file and choose Open. 
7. NEXT to go to the next page 
8. Select Teachers if you’d like other teachers to see the ZippGram responses and comments from 

parents.  Teachers included on the ZippGram activity will receive a daily update email that contains 
notes from parents. 

9. Select Participants to choose the Groups or Individuals to receive the ZippGram. Use All Family if 
you want each family in your school to receive the ZippGram.  

10. NEXT to go to the next page 
11. Review the ZippGram details. Save & Exit to send it at a later time. Save & Publish to send the 

ZippGram immediately. 
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How do I create an Event like a field trip notice? 

 
 

1. Click the Create Activity button on the dashboard and select Create Field Trip or Other event 
 
 

 
 

 
 
 
 

 
 
2. Type the Name, the Location and the Start and End time of the trip 
3. In the Description box, type the details of the event including the purpose of the trip and particulars 

such as lunch plans or special end-of-day pickup instructions. 
4. Will you allow Social Commenting?  If so, parents can respond to the group of parents invited to the 

trip. 
5. Check off the form(s) you would like the parent to complete for the trip.  Forms are created in the 

ZippSlip forms builder by ZippSlip support or by a school’s ZippSlip administrator. 

   
6. Select the day and time you would like as the Response Deadline for parents 
7. The “Docs from Parent” optional checkbox allows parents to attach a file such as a photo or birth 

certificate needed for the trip 
8. You can attach YouTube video links, documents or pictures to the field trip notification 
9. In the Advanced section, type fee items associated with the trip. Also, select the method of payment 

the parents can use to pay for the trip. 
10. NEXT to advance to the next page where you will select the Teachers to be included on the trip as 

well as the participants (students) 
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11. Choose from the recently used participants or choose Select Other Participants button and select 
the Groups and/or Students by placing a check mark next the group or student name 

 
12. NEXT to review the Activity you have created. Save & Exit to save the information you have entered 

or Save & Publish to save the information and send notifications to parents. 
Back to top 

 

How do I create a Forms Packet? 

 
 

1. Click the Create Activity button on the dashboard and select Create Form Packet 
 
 

 
 

 
 
 
 
 
 
 
 
 

1. Type in the Name of the packet, such as ‘Student Registration Packet’  
2. In the Description box, type instructions for the parents to guide them through completing the forms 

packet. 
3. Will you allow Social Commenting?  If so, parents can respond to the group of parents invited to the 

trip. 
4. Check off the form(s) you would like the parent to complete.  You can have multiple forms in one 

forms packet.  Select the forms in the order you would like parents to fill them out.  Forms are 
created in the ZippSlip form builder by ZippSlip support or by a school ZippSlip administrator. 
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5. Select the day and time you would like as the Response Deadline for parents 
6. The “Docs from Parent” checkbox allows you to ask parents to attach a file such as a photo, birth 

certificate or a copy of a utility bill for student registration. 
7. You can attach YouTube video links, documents or pictures to the forms packet 
8. In the Advanced section, type fee items associated with the packet such as a Technology Fee. Also, 

select the method of payment the parents can use to pay for the item(s). 
9. NEXT to advance to the next page where you will select the Teachers that can view the parent 

responses from the packet.  Teachers listed will also be emailed receive a nightly notes update from 
parents. 

10. Choose from the recently used participants or choose Select Other Participants button and select 
the Groups and/or Students by placing a check mark next the group or student name 

11. NEXT to review the Activity you have created. Save & Exit to save the information you have entered or 

Save & Publish to save the information and send notifications to parents.     
           

Back to top 

 

How do I edit an Activity?  
You can edit an activity that is published or not yet published.  If the activity has been published and you 
make an editing change, you can choose whether or not to inform the parents of the change. 
 
To locate the activity on the dashboard, use the search box.  You can type a part of the activity name to 
locate a published or unpublished activity.   
 
 

 
 
 

 
To edit the activity: 

1. Click on the Activity name on the dashboard 
2. Scroll and click on Edit which is located at the bottom of the activity page 
3. Make the changes as necessary on the activity 
4. On the 3rd and last page of the activity, click Save and Publish to update the activity 
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5. Ok to complete the edit 

Back to top 

 

Handling Parent ZippSlip Activity Responses 
 

How do I view Activity responses from parents? 
 
Responses to field trips and forms packets can be viewed in various formats. 
 

1. View a summary of activity responses to the right of the activity name on the dashboard.  Hover your 
mouse on the selection bar to view the summary of responses. 

 

 
 
2. To view individual parent responses 

a. Click on the Activity name on the dashboard 
b. Scroll to view the response tabs.  Click on the response tabs to view the parents who have 

responded Yes, No, the parents who have not responded and those parents who responded 
with notes. 

            

Choose to notify 

 or to not notify 

 the parents of 

changes to the 

activity. 
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You can export the names of the parents who have not responded to an excel spreadsheet. 
 

3. Click on Responded On to sort the responses in date order, click on View to view the form the 
parent completed. 

4. If a parent responds with a note, you can view the note in the Responded with Notes tab.  Hover 
your mouse over the yellow note to view, you can even reply or forward the parent’s note to 
another email address.  You and all teachers listed on the activity will receive a daily email with a 
summary of notes from parents. 

 

 

 

 

 

 
 Back to top 

 

 

How do I record paper responses and payments in ZippSlip? 

After clicking on the activity name on the dashboard, scroll to view the Response Tabs. 
 

1. If a parent sends in a paper form, you can change the response from Not Attending to Attending in 
the Not Responded tab. 
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2. You can also record payment received from a parent.  If a parent pays by a credit or debit card, the 
amount will appear in the $ column automatically.  If the parent pays by cash or a check, record the 

payment by clicking on the pencil to the right of Attending. 
 
 
 

 
 

 Back to top 
 
How do I print Activity responses from Parents? 
After clicking on the activity name on the dashboard, click the option on the right, Print Take Along Pack.   
 
 
 
 
 
 

 
Choose the form(s) to print from the activity, choose the options you’d like and press the print button. 
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How do I export response data from an Activity to Excel? 

Click on the activity name.  Let’s explore two choices:  

  
 

 
Back to top 
 

How do I email parents regarding a specific activity? 
Send an email to all parents included on the activity, those parents who have responded yes to an activity or 
parents who have not responded. 

1. Click on the activity name and choose Send Email to Parents from the menu on the right. 
2. From the drop down menu, choose the parents you wish to email. 

3. Type the body of your email and click Send. 
Back to top 

 

 

 

 

 

Export Forms to Excel will create an excel spreadsheet with the data from each 
form in its own row.  Responses from 50 parents will appear in 50 rows. 
Student  Parent  Attending  Parent Cell Chaperone? 
Jane Richmond Joe Richmond Yes 556-554-3988 No 
Steve Green Sue Green Yes  556-009-8877 Yes 

 
Export Payment Detail will create an excel spreadsheet with the 
payment data (including transaction fees) from each parent its own row.   
Student  Parent  Credit Fees Cash Check 
Jane Richmond Joe Richmond     0   0 $10.00     0 
Steve Green Sue Green     $10.59     .59      0     0 
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Working with Groups  

 

What Groups does ZippSlip create automatically? 

Automatic groups are created for All Family, All Students, grade level and teacher.  To move a student into an 
automatic group, edit the student’s profile.  Choosing the correct grade level and the correct teacher will 
move the student into the correct automatic group. 

 
How do I create a Group? 
Create a group of students or parents to communicate with throughout the year such as Science Club, Period 
2 class, or Parent Volunteer list.  
 
Choose the group when creating a ZippGram or an event in the Participants area by placing a checkmark next 
to the group name. 

1. User & Groups, Groups 
2. Choose Create Group from the right side of the screen 

 
3. Name the group and type a description for the group 
4. Select Teachers if you would like to other teachers besides yourself to have access to the group.  ZS 

administrators will have access to all the groups.  
5. Choose Select Students to add students to the group 

a. Use the search box to search by first or last name 
b. Place a check mark in to add the student to the group.  You can remain in the Select 

Students box until you have completed the group. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Groups with 

locks are 
created 

automatically 
by ZippSlip. 

Students in the 
group appear in 
a list, use the X 

to remove a 
student from the 

group. 
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6. Save and Close when finished 
7. Save 

Back to top 

 
How do I edit an existing Group? 

1. User & Groups, Groups 
2. Click on the Group Name you would like to edit 
NOTE: you cannot edit the groups with locks; the groups with locks can be changed by changing the 
grade level or the homeroom teacher in the Student Profile. 
3. Edit and choose to Select Teachers to edit the teachers associated with the group or Select Students 

to edit the students in the group. 
4. After you Select Students 

a. Use the search box to search by first or last name 
b. Place a check mark in to add the student or take the check mark away to remove the 

student from the group.  You can remain in the Select Students box until you are finished 
editing the group. 

 
5. Save and Close when finished 
6. Save 

Back to top 

 

Working with ZippSlip Users  
 

How do ZippSlip users reset their Password or Pin? 
 If a parent, student or staff member forgets his or her password: the user should go to the ZippSlip 

login screen, www.zippslip.com, choose Login, then click on ‘Forgot Your Password’ and type his or 
her email address. A new temporary password will be emailed to the user. The user will use the 
temporary password with his or her email address and will be prompted to change the password 
immediately.  

 

 If a parent or student needs to reset his or her digital pin: after logging into ZippSlip, the user should 
choose Profile and choose Change Electronic Pin. The user will be prompted to enter his or her 
password and will be prompted to choose a new digital pin.  
 

Back to top 

 
 

How do I add a new Parent and Student? 
1. Administration, Add New User  
2. Keep the default role of Parent  
3. Enter the first and last name of the parent  
4. Type the email address of the parent  
5. Click to add the student  
6. Type the information for the student, choose Add Child  
7. Add more children if needed  
8. Add New User 
9. Proceed to the next step, Inviting the Parent to ZippSlip  
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Inviting the Parent to ZippSlip: send an email to the parent which contains a link to register for ZippSlip  
1. Users & Groups  
2. Parent Directory  
3. Type the name of the parent in the search box and ENTER  
4. Place a check mark in the box in front of the parent’s name and click Send Invitation found at the 

bottom of the screen  
 

 

How do I add another child to an existing ZippSlip Parent? 

1. Users & Groups  
2. Parent Directory  
3. Type the name of the parent in the search box and ENTER  
4. Click on the parent’s name  
5. Scroll to the Children in This School section  
6. Choose Add Child  

 
 
 

 
7. Add the information for the student. Make sure that ‘Student Registered in School’ is checked  
8. Choose Add Child  
9. Scroll to the bottom of the screen and choose Save & Exit  

           Back to top 

 

How do I update Parent Information?  
Including Changing the Primary Login email address  

1. Users & Groups  
2. Parent Directory  
3. Type the name of the parent in the search box and ENTER  
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4. Click on the Parent’s Name to display the parent’s information  
5. Type the new Primary Email in the first box on the Basic Info Screen. 

NOTE: If the new Primary Email is in the Secondary Email or Second Parent Email field, delete the second 
occurrence of the email address.  
NOTE: the parent can change his/her email addresses by choosing PROFILE  
*If needed, change parent demographic data  

6. Scroll to the bottom of the screen and choose Save & Exit  
Back to top 

 

How do I update Student information?  
1. Users & Groups  
2. Student Directory  
3. In the search box at the top of the screen, type in part of the student’s name and press ENTER  

 
 
 
 
 
 
 
 

4. Click on the Student’s Name to display the student’s information  
 
5. Add or Change the information displayed on the screen.  
6. Save at the bottom of the page 
Back to top 

 
 

How do I deactivate a Student or Parent?  
1. Users & Groups  
2. Student or Parent Directory  
3. In the search box at the top of the screen, type in part of the name and press ENTER  
4. Click on the green checkmark under Enable/Disable in the far right column 
Back to top 

 

How do I add a new Staff Member? 
1. Administration  
2. Add User  
3. Change the dropdown user role to Teacher or School Admin  
NOTE: teachers can create events but cannot add or edit forms in ZippSlip. A teacher can view the event 
responses he or she creates or are invited to view; School Admin’s can view all ZippSlip activities  
4. Type the first name, last name and email address of the staff member and choose Add User  
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5. Proceed to the next step, Inviting the Staff Member to ZippSlip  
 

Inviting the Staff Members to ZippSlip: send an email to the staff that contains a link to register for ZippSlip  
1. Users & Groups  
2. Staff Directory  
3. Type the name of the parent in the search box and ENTER  
4. Place a check mark in the box in front of the parent’s name and click Send Invitation found at the 

bottom of the screen  
 
 

 
Back to top 

 


