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Instructions for Creating a New Conference Round

for Scheduling Parent-Teacher Conferences SChOOISOft
Welcome to your school’s conference manager.

The Conference Manager allows you to schedule parent-teacher

conferences on-line.

To create a conference, you must log in
to the system.

Step One - Update Staff Accounts /

Go to the STAFF TAB and update your staff list
by deleting staff no longer at the school and
adding new ones by

clicking on the ADD A NEW STAFF button.

Step Two - Create a New Conference
Round

Go to the CONFERENCE TAB and select the
CREATE A NEW CONFERENCE ROUND.

Click CONTINUE.

(Our set up wizard walks you through the steps.)

e

7
ADVANCED OPTIONS: Make sure the opening email

option is checked if you want all parents to get
notification (Note this is the default).

If you are targeting parents specifically and do not
want the entire parent data bank emailed then
make sure this option is not checked. You will
then contact these specific parents via your own
system.

r 'En'n'a Hthe for this Round bo keep yoursel organized. This ks only for administrative purposes and ks inot visible o

parents.

PURPOSE

Select the purpose of the conlerences. This will customize the parent notification emails when the round ks about t
open.

Parent ! Teacher Carferences | ™

NOTE TO PARENTS (Colional)
The text you emer here ks wiewed by ALL parents each time they log into the Conference Manage: This fisid |s optional,

PARENT ACCESS
Solect the dabe and Bime you wank parenbs bo START hooking their conferenoes
Dabe: Open to Parents {mmfodyey] Time Open ko Parems
= GO0 AM -
Seiect the: dabe and bime you want parents to STDP booking conferences. Kote: Onos the system is dosed, panents can sl
login b view, print and cancel bookings.
Diabe: Closed bo Panents (mimycd brryy) Time Oosed o Parents

= g0 x|

ADVANCED OPTIONS

KA ¥ OF BODKINGS A PARENT CAN MAKE FOR THIS ROUND

By cefaul parents ane able tn schadule an unlimied number of conferences acoes Al teachers. By specifing 2 numbe, you
can limit the total numiber of bookings 2 parent can make. For mampie, § pou choose "3, & panent hooiing appointments
will B2 imited 80 3 bookings dor each child This rasmiber can be incresses while this system (s sl open Iy wish b
Incresse B number of bookings 3 parent can make. We remmmend you inform ranents about any ImEabions wou might
=t

Mumbar of baokings a panerl can maks por nound per child | Mo Limie =

PARENT REMINDER EMAIL OPTIONS

When the checkbo ks selected the sysiom will automatically send teo emails to all registered parents: | 1) TWO 'WEEKS
prior o opening, (2} ONE WY before your round opens.

B swromaticaily send reminder emails when the Aound is about be open

ADDITINAL FARENT REMINDER EMAIL [ Dorionall

‘You hasse the option bo-semd 2 serond reminder emall bo all regishened parents after the dabe that booidng for the
monference round begins.

Diabe: to Send {mmyddfvyyy)

AUTOMATIC DELETION OF CONFERENCE ROUN D/ Godiooall

ALL Conferences will be removed from the system 2 months after the assigned end date.
fou om aker this by providing an afternabe date for this deletion.
Deededior Cate: (mmimy'ddi ey )

&
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Hit NEXT




Step Three A — Add Sessions

Sessions are done on a daily basis and also by
individual need. For example you could have
two session for one day.

One session for Kindgarten only

and one for Grades 1-6.
Create Conference Session

Fall Virtual Conferences ***For Demo Purposes: Only***

SESSION [WFO
A Confeence Asund = made Lp of one o mone Confersnce Sessione
Select a date and indhde 2y adckional infarmabion needed to supplement the date. This Informetion s dispayed 2o parents in 3 drog down menu.

S J e st et mm‘,ﬁ\ Select the date of the interview.
som =] [emm =] 0s] [pl] 1] — Input Appropriate Title ie. “Kindergarten only”.
CONFERENCE OFTIONS Select the time to
S T i ———— START, FINISH, INTERVIEW DURATION
N ”:i?m“’"" and the NUMBER OF STUDENTS
e e e L Customize PARENT COMMENTS,
S e  STAFF BREAKS and MAX # OF BOOKINGS.

By default the Systam gives staff the ability bo resarve time hincks bo schedule a bregi. Remave §
G NOT b schedle Bhesr own brezks

B Ao Seaff o Schasdule Sher awn B
TEACHER MOTE

The system can dispiy 2 ieacher-creater message when 2 parent 5 booking an appoincment. The message & akso induded
in she: Eooking <onfimiation and reminder emalks. The TEACHER NOTE is gested in the teacher's profie,

[ Adicw parents o see the TEAGHER NOTE

MAX & OF BODKINGS & PARENT CAM MAKE WITH EACH TEACHER

By diefzast e system does not Mt the number of BODKINGS & PaTEnE c2n make Wi sach stalf member By ssiscting a

spechic numbey, you c2n Imit the: number of bockings 3 parent c2n make with each teacher If you set this to *1°, the SCrO” dOWn to the IiSt and Check Off anyone

System will imit the parents to 1 booking per child with ench teacher. IF the totl number of conferences tat cn be bodked
by @ parent b5 mited in the configuration of the ROUND, then that limk will tzke precedence aver this setting.

Numtor o bookinge et con e pr ke [ <] wishing interviews.

Sascion Motice for Farents (Cptional)
Wiewed by parents each time they select this seeson

Leave off anyone who does not want interviews.
(Exception is for principals or support staff that are
not visible to parents. If they want to be added into
o s e e interviews via your school admin check them off.

Inchvidual.

ADD STAFF MEMBERS

Acl l the staff members wou want 0 3
be selerted 2 part of a team 3

T ek s et o . An ADD button will appear in the STAFF schedule
. . 3mi L I UppOrt Team . .

K. smin wan after a booking has been made). As for teaching
L3 Sourseler teams only select the team not the individuals to
C. Turner French

prevent double bookings.

* - denotes primary teacher in teacher team

COCD

Hit SUBMIT

Step Three B - Pick type of interview

We have 3 types of interviews to pick from:

- Face to Face Conferences

- Phone Conferences

- Virtual Conferences

or a combo of the above.

Detailed information on each type of conference is located here:
https://www.schoolsoft.com/document-library/



Select Common Break

Fall Parent Teacher Conferences 2014
Celebration of Learning for Kindergarten

Select the time blocks you would like to reserve for all staff. You also have the option of
allowing teachers to reserve their own time blocks. Leave the checkboxes blank if you do not
wish to book a common break for this session.

Select COMMON BREAK
(If applicable)

L] [[]9:00 AM - 9:45 AM [J11:15 AM - 12:00 PM [J1:30 PM - 2:15 PM
[BEE =10 [J12:00 PM - 12:45 PM (J2:15 PM - 3:00 PM
[]10:30 AM - 11:15 AM @12:45PM-1:30 PM
Hit NEXT

More Sessions? Hit CONTINUE

All your other interveiws can be done the same way.
Be sure to label it accordingly (ie Grades 1 to 9) and select the appropriate teachers.

Step Three - Check your work!
Go to the SCHEDULE TAB, select each session individually and make sure all appear who want interviews and no

one is there that doesn’t. Select all then hit NEXT. Check to make sure times are correct and breaks are proper.
Double check your work by going to the CONFERENCE TAB and selecting VIEW PARENT TAB.

Step Four - Things to Remember

Make sure you encourage your new families to make an account.

Support documents are available to you, staff and parents in the upper right corner of the
page called HELP CENTER left of the LOG OUT button.

Add appointments@schoolsoft.com to email address books to avoid spam filters.

Email support@schoolsoft.com if you have any questions or concerns.

Example of what your round should look like:

Spring Virtual Conferences **For Demo Purposes Only**
oo

Open: Saturday October 09, 2021 at 09:30 AM
Close: Tuesday April 26, 2022 at 06:00 AM

EXPORT CONFERENCES VIEW SURVEY DATA

CONFERENCE SESSIONS
TITLE DATE START FINISH TYPE COMMON BREAK  SESSION
Face-to-face Conferences Thu, Apr 28, 2022 3:00 PM 7:30 PM Face 2 Face [ oeLeTe ]
Phone Conference Option Conferences Fri, Apr 29, 2022 B8:30 AM 2:30PM  Phone [ eorr W DeLETE ]
Virtual Conferences - All Grades Fri, Apr 29, 2022 6:00 PM B:25PM  Virtual [ oeLee ]
Virtual Conferences - All Grades (Using Start NOW button) Sat, Apr30,2022  9:00AM  2:55PM  Virtual [ corr X oewere ]




