
SchoolMessenger InfoCenter Directions - Computer Version

To begin, go to schoolmessenger.com/start

Click on “Sign Up”

To create an account, 1) type the email 
address that is on file with your student’s 
school.  2) create a password, 3) confirm the 
password.

4) Click “Create New Account”

(**Note:  If you receive a message “This email is 
already registered”, you already have an 
account set up with the SchoolMessenger 
InfoCenter (formerly Contact Manager).  Click on 
“Return to login” and type in your email address 
and password.)

Once you have clicked on “Create New 
Account”, you will see the message at the 
right telling you that an email has been sent 
containing a confirmation code.  Go to your 
email, open the message and get the code.  
You can either copy/paste it into the 
Confirmation Code window or type it in 
manually.  Then click “Confirm”.
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Once you have created your account and 
confirmed your email address, you will be 
directed to the Login page.  Enter your 
email address and the password you 
created, then click “Login”.

(If your email is already registered, and 
you don’t remember your password, click 
“Forgot your password?”)

Once logged in, you should immediately 
see a pop-up window asking permission to 
call you for non-emergencies at each 
number you have listed in School 
Messenger.  You will need to click the 
arrow next to the question “Is it ok to call 
this phone number?” and choose either 
“Yes, it’s ok to call me at this number” 
or “No, call me for emergencies only”.  
Please answer the question for each 
number listed, and then click “Save”.  

Once you click “save” and the permission 
window disappears, you will be at the 
“Inbox” where you will see recent 
SchoolMessenger messages.

Now you can begin to customize your 
message delivery preferences.  Click 
“Preferences” in the upper right of your 
screen.
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When the preferences window opens, you will see the phone numbers and email addresses that 
SchoolMessenger uses to contact you.

If you click on a phone number, you will be able to choose the types of messages you want to 
receive from KCS and whether you wish to receive calls and/or text messages (bear in mind, the 
sender of the message must send via text for you to receive a text…. most messages are sent via phone 
and/or email).

SchoolMessenger can accommodate up to 10 phone numbers and 10 emails.  If you wish to 
add a phone/email address, simply click on the green plus sign on the right beside “Add more”, 
and then choose either “Add a phone” or Add an email address”.

As always, if you need assistance, simply email helpdesk@knoxschools.org or call us at 
865-594-1830.
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