
 

 
INSTRUCTIONS FOR TEACHERS 
 
The Conference Manager allows parents to schedule their Parent-Teacher Conferences using the 
Internet. 
 
You can log into your staff account at any time using your email address and password. If you 
forget your password, you will find a “forgot password” link on the login page. 
 
MY PROFILE 
In most instances you can manage your own staff account. After logging in, you can change or 
update your name, password and email address. 
 
 
 

 

MY PROFILE – provides you 
with access to your basic 
profile information. 

Your salutation and last name are 
viewed by parents as part of the booking 
process. 
 
You can update your name and 
salutation if this information changes. 

Your PASSWORD is used to log into the 
system. It is case sensitive and needs to 
be a minimum of 6 characters in length. 
 
In the future, if you forget your 
password, you will find a “forgot 
password” link on the login page. 

Your EMAIL 
address is used to 
log into the 
system. You can 
update your email 
at any time. 
 
*See note below if 
you are a teacher 
at your own 
child’s school. 

Your TEACHING ASSIGNMENT and 
LOCATION are viewed by parents as part 
of the booking process. 
 
*NOTE: If you notice a mistake or want 
to have your TEACHING ASSIGNMENT or 
LOCATION updated, you will need to 
contact one of the System Administrators 
at your school (probably the Admin 
Secretary at your school). 

*NOTE: In the situation where you are both a staff 
member and a parent at the same school, you will need 
to go through the process of registering as a parent. In 
this case you will need use different email addresses for 
your staff account and your parent account. 

Be sure to click SUBMIT if you 
make changes to My Profile. 



 

 
 
 
MY CONFERENCES 
The MY CONFERENCES tab displays all bookings made by parents and/or other staff members.  
 
 
 

 

Use the pull–down menu 
to select a SESSION. 

The PRINT button allows 
you to print the schedule 
displayed below.

The COMMENT icon will 
appear if the parent enters a 
comment or question while 
making a booking. 

You can ADD ATTENDEES to a conference that 
was scheduled by a parent or the office staff. 
 
In this example, the teacher added the Resource 
teacher (Cathy Turner) to the 10:00 AM 
interview that was booked by a parent named, 
Susan Parker. 
 
As a result, this conference will also appear on 
Cathy Turner’s schedule. 

 
 
 
 
 
 
 

The Conference Manager allows you to 
RESERVE TIMES when you are not 
available to parents. 
 
Checkboxes are used to indicate when 
you are AVAILABLE or NOT AVAILABLE. 

 
 
 



 

HOW DOES THE PARENT PROCESS WORK? 
An overview of the parent process is provided so you have a sense of how the pieces fit together. 
The school determines when the system opens and closes to parents. 
 
Step 1 – Parent selects from a list of teachers 
 

 
 
Step 2 – Parent selects an available timeslot and makes the booking. 
 

 


