
 
 
COMMUNICATION BOXES  
Communication boxes are added by a parent in the Flexischools app to determine what 
content they receive.  
 
Communication boxes can be set up as year groups, sporting groups, music groups or 
teacher groups to specifically target your messages in the Flexischoools app.   

 
  



 
 
Set up your communication boxes  
1. Log in   
Using a computer, go to https://web.flexibuzz.com enter your email and password and 
click on the ‘Log in’ button. 
 
2.  Set up your communications groups  
• Boxes should represent the different groups or communication types that you use 

within your school. Such as year groups or sporting groups.  
• To create a new box, click ‘Boxes’ then ‘Create’ 

 
 

  



 
 
 

3.  Enter the details for your new communication box  
• Name: This name will appear in the app for users to select in the Flexischools app, 

for example, Year 3.    
• Your site logo is set as the default which is the logo you used in your settings. To 

update this, click ‘Change Logo’ and select the logo you would like to use for this 
communication box.  

• Enter a description with additional information if desired. This is best used to help 
multiple admins/editors identify when to use this box. This will appear on the web 
version of the site (not in the app).  

 

 
 
 

  



 
 

4.  Add box settings   
Grouping boxes is optional. To create a new group simply type in the group name. To 
select an existing group, click next to ‘Group’ and choose from the drop-down list.  

 

 
 
 
 
  



 
 
5.  Editors  

If you would like to provide Editor rights to this box click ‘Add editor’ and select from the 
list. This person must already have their account set to ‘Editor’.  
See the guide on ‘Admin Users roles’ for more information on this.  
 

Editors can: 
• Create posts and calendar items for their boxes  
• Initiate one-to-one chats with users connected to their boxes  
• View chats, archived posts, etc for their boxes  

 
6. Password 

Creating passwords is optional and entering a password here will lock the box. Users must 
have the password to be able to connect to this box. This is great for internal teams/staff.  

 
Please note: The password will be hidden once entered so please record this for ease of 
reference.  Active: When this is ‘green’ the box is visible. 
 

 
 
 
 

  



 
 
7.  Edit/Delete Boxes  

• To edit a box, click ‘Edit / Delete’ and then click the box name.  
• To delete a box, click ‘Edit / Delete’, highlight the box by ticking the check box 

and then click ‘Delete’.  
 

 
 
 
Need more help?  
Further support manuals are located in the FlexiBuzz platform under the ‘Support’ section of 
the main menu, or email support@flexibuzz.com  
 

mailto:support@flexibuzz.com

