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How To Log into the INTO Portal 
 

 

 

 

 

1. Go to www.into.ie 

2. Click on Login &  

     Enter your login  

     details 



 

 

 

How to Update the INTO Portal with you as Staff Representative 
 

 

 

 

 

 

 

 

 

 

2. You will then see the following information about your school: 

 

3. Click on View and Update Staff/School Rep or Principal to view those  

details.  

 

1. Click on My Profile  

and then My School 

 



 

 

4. You will see the buttons to update the various school roles: 

 

 

5. Click on Save to make yourself the Staff rep or Principal.  

Please note that clicking on SAVE will immediately change this record. 

You should not click on Save if you are not the current staff rep or 

principal in the school. 

 

 

 

 

 

 

 

 

 

 

 

6. For assistance with ROI issues please email ballots@into.ie 

 

mailto:ballots@into.ie


 

 

How To view a list of members in your school 
 

 

 

 

 

 

 

 

 

 

 

 

 

2. You will see the following information: 

 

- List of INTO members in your school 

- Note Address Preference for where the members ballot is posted to. Standard 

is to the school and Home is to their home address. 
- You can download your list of members to Excel 

 

 

1. Click on My Profile and 

then My School 

 



 

 

 

How To Message the INTO members in your school 
  

1. Click on Message 

My Members 

 

 

2. You will see this   

     page. Click on the 

     box beside “Name”  

     to select all members. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Click on Message  

    Members 

 

4. Select SMS or E-Mail 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For assistance with ROI issues please email ballots@into.ie 

 

 

 

 

 

5. For SMS, enter your SMS 

    text keeping within the 

    480 character limit.  

    Note 103 characters are  

    already used for consents 

    and opt-outs 

    Click on Confirm and Send 

 

6. For Email, enter the 

     subject, email body and  

     attach documents if you  

     need to. Click on Confirm  

     and then Send 

mailto:ballots@into.ie

