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System Admin Guide to the Conference Manager 

The SchoolSoft Conference Manager provides a comprehensive set of features that supports and 

enables the scheduling, communication and management of parent conferences that are conducted 

face-to-face, online using platforms like Zoom or Google Meet, or via the telephone. This Guide 

provides a detailed overview of the process of creating and completing your round of Parent-Teacher 

Conferences. This guide assumes that you are a System Admin user of the Conference Manager and 

that you have logged in to perform the actions detailed throughout this guide. 

When you first receive confirmation from the SchoolSoft implementation team, you will be provided 

with detailed information on how the staff and parents access the Conference Manager. Your 

Conference Manager will be configured in one of three ways;  

• Stand-alone Configuration. In this instance, the school’s Conference Manager operates 

autonomously. The parents self-register for an account and they and the staff use the school’s 

login page to access the school’s Conference Manager login page. 

• District Mode. In this configuration a school has its own unique Conference Manager but uses 

a “district URL” for parents to access a parent login page that is the same for any school using 

the Conference Manager within the district (or other similar organizational entity). This allows 

parents to have one Conference Manager account that can be used to login and access any 

school’s Conference Manager where they have a child enrolled. Unlike parents, staff at the 

school will have a login page that is unique to that school.  

• PowerSchool Mode. This configuration requires the authorization from the PowerSchool 

administrator for the Conference Manager to integrate with PowerSchool. This configuration 

involves a plug-in being installed in PowerSchool, which enables the Conference Manager to 

create staff and parent accounts from the information contained in PowerSchool. Staff will log-

in to the Conference Manager using the school’s URL and login page. However, parents do not 

use a Conference Manager account, rather they login to PowerSchool and then select the 

Conference Manager using PowerSchool’s application launch icon.  

 

Getting Help 
The SchoolSoft Help Center can be accessed by any staff-member using the HELP CENTER button 

located in the top right banner, near the LOG OUT once they are logged into the Conference Manager. 

Here you will find: 

• sample content for communication to parents 

• on-screen videos designed for the system admin, staff and parents 

• samples of the automated emails sent by the Conference Manager 

https://www.schoolsoft.com/document-library/
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• product updates and other documentation that helps ensure you and the school get the most 

from the from the Conference Manager. 

 

SchoolSoft provides in-person support for Conference Manager system admin and office admin users. 

This support can be accessed by emailing support@schoolsoft.com. This can also be done by clicking 

the SUPPORT link displayed in the top right banner.  

For other staff members and parent users, your school will be responsible for helping with issues.  An 

email is generated back to the school as defined in the SCHOOL PROFILE (See the Confirming the set-

up of your Conference Manager section below). 

 

 

  

https://www.schoolsoft.com/document-library/
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Terminology 
System Admin users should be familiar with the following terms and concepts. 

Conference Round Term used to describe the overarching configuration of a set of conference 

sessions or schedules that occur as part of a school’s regular efforts to keep 

parents informed of their child’s progress. For example, a school may have a 

conference round they call “Fall Parent-Teacher Conferences”. The Conference 

Manager makes setting up a conference round easy by walking you through 

the steps required to create the conference round and the conference 

session(s) and any common breaks associated with it. The Conference 

Manager only permits one conference round to be active at a time. A 

Conference Round can have an unlimited number of conferences sessions. 

Conference Session A conference session is an entry that consists of the day, time and configuration 

which is tailored to meet the needs of that particular instance for Parent 

Teacher interviews.  You can have as many sessions are you need to meet the 

needs of the Parent Teacher interview parameters.   As an example, an 

elementary school might have a conference round that consists of three 

conference sessions:  

• Wednesday 4-8 PM for parents of Kindergarten students 

• Thursday 4-8 PM for parents of K-6 students 

• Friday 8:30 AM – 2:30 PM for K-6 students 

Common Break A common break is a set of time blocks that are blocked off so parents are not 

able to schedule during those times. In the example above, the school may 

have conferences that are 10 minutes in duration and decide to: 

• Wednesday - allow the Kindergarten teachers to schedule their own 

break, so no common break is necessary. Allowing teachers to do their 

own breaks is in the conference session. 

  

• Thursday - create a common break from 6-6:30 PM for teachers to 

have time for dinner. 

• Friday – create a common break from 12– 12:40 PM as a lunch break. 

System Admin User This is the user role that has the highest level of access in the Conference 

Manager. The System Admin user has access to all the functionality of the 

Conference Manager, including the ability to create and delete conference 
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rounds. Most schools chose to have one or two System Admin users. It is 

important that there be a limited number of staff who are designated as 

System Admin. 

Office Admin User This role has the ability to do all that a system administrator can, with the 

exception of creating, editing and deleting conference rounds. The Office 

Admin user does not have the CONFERENCES tab displayed after they log in. 

This role is typically provided to people in the school who assist with booking 

parents either for special reasons or if someone needs assistance. 

Teacher user  This is the most common role and is given to those individuals who are directly 

involved in conducting parent-teacher conferences. By default, teachers are 

able to see appointments in their schedule, but are not able to book them. The 

system admin can allow teachers to book appointments on behalf of parents. 

This preference is set in the SCHOOL PROFILE tab.  

  

 

Creating Conditions for Success  
Properly set up, the SchoolSoft Conference Manager provides a customized platform for scheduling 

conferences that is simple and intuitive to use. The Conference Manager empowers your parents to 

create and coordinate their own conference schedules and provides you with a set of tools to easily 

and effectively manage all other aspects of Parent-Teacher Conferences. The best outcomes of Parent- 

Teacher Conferences arise when the Conference Manager is used along with best practices in planning 

and implementing Parent-Teacher conferences. 

To help ensure a successful round of Parent-Teacher Conferences in your school, we offer up the follow 

items to consider. Your experience, judgment and knowledge of your school community are ultimately 

the best to guide your decision-making regarding Parent-Teacher Conferences. 

• Familiarize yourself with the Conference Manager well in advance of your next conference 

round. Also take a few minutes to browse the resources in the SchoolSoft Help Center.   

• Determine how many time slots will be needed to accommodate all parents and guardians who 

may be interested in attending conferences with a teacher. Our experience is that most schools, 

especially at the higher level, see an increase in the number of parents who book an 

appointment when they are able to book and manage their own schedule. 

• Try to accommodate the greatest number of conference time blocks during the time that tends 

to be the most popular with your school community. It seems the majority of parents prefer 

https://www.schoolsoft.com/document-library/
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evening time blocks, although this does depend on your community and other school 

circumstances. 

• Pre-book any conferences that the school believes require special attention before the system 

opens to all parents. These should be few in number and include such things as a double time 

block for a parent whose child may have complex needs, a conference that requires a special 

resource like a sign-language interpreter or a learning strategist. These pre-bookings are 

normally completed by one of the office staff but are coordinated with teachers; however, the 

Conference Manager can be configured so that teachers are given the ability to book 

conferences within their schedule on behalf of parents. 

• Communication is the key to success. Use whatever communication channels you normally use 

to inform your parents in advance of what the school is doing and how they can access your 

school’s Conference Manager. SchoolSoft provides sample communication documents and links 

to videos in the Help Center. This can be accessed using the HELP CENTER button, located in the 

top right of the screen once you are logged into the Conference Manager.  

• Accommodate for parents who may not have access to the Internet. Our experience is that with 

the pervasive use of smart phones there is a diminishing number of families who do not have 

access to the Internet; however, you will still need to provide a means for those who can’t access 

the Conference Manager. We suggest that you have parents without internet contact the school 

office and have the System Admin or Office Admin schedule those parents. Teachers can also 

be provided with the ability to book conferences, which is set in the SCHOOL PROFILE. 

• Make accessing the Conference Manager as simple for parents to access as possible. For the 

first round of conferences scheduled using the Conference Manager, we recommend putting a 

link on your web site or sending an email to all parents with the link contained in it. If your school 

jurisdiction uses the version of the Conference Manager that is integrated with PowerSchool, 

parents just need to be informed that they access the Conference Manager from the 

Applications Launch Icon (which in MOST PowerSchool instances is in the upper right quadrant 

of the screen and looks like a box with and arrow extending diagonally up and to the right. Make 

sure you check your PowerSchool parent portal to guide your parent to the proper location). 

Sample parent communication for both stand alone and PowerSchool versions of the 

Conference Manager are contained in the SchoolSoft Help Center.  

  

https://www.schoolsoft.com/document-library/
https://www.schoolsoft.com/document-library/
https://www.schoolsoft.com/document-library/
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Part 1 – Basic Configuration and Staff Accounts 
Confirming the Set-Up of your Conference Manager 
Before proceeding further with the Conference Manager, take a moment and confirm the school profile 

by following these steps: 

1. Log into the SchoolSoft Conference using the username and password that was provided in an 

email when the initial set-up was complete. After logging in you will land on the MAIN tab page, 

which displays a group of tabs and the panel of administrative controls as well as information 

that pertains to the current round of conferences. The tabs and panels provide you with access 

to the functions that enable you configure and manage the school’s Conference Manager. If this 

is your first time logging into the Conference Manager, we recommend you take a few minutes 

to click on the Help Center link, located in the top right of the screen, and get a sense of the 

range of resources that are available to you and other staff users. Parents do not have access to 

the Help Center.  

 
2. SCHOOL PROFILE tab. 

3. Make any adjustments required using the screenshot on the next page as a guide. It is important 

that the SCHOOL PROFILE is revisited before each new conference round is created to ensure 

the information is accurate. 

4. Click on SUBMIT at the bottom of the page to save the changes 

https://www.schoolsoft.com/document-library/


 

 

Page | 7 
 

 

Confirm the name you want for the Conference 

Manager 

Confirm key contacts and emails listed are accurate. 

Pay particular attention to the information for the 

parent and staff support individuals as the support 

requests will be directed to the email address that is 

entered here. The support link is located in the top 

right corner of the Conference Manager Screen. 

  

Confirm school name, address, time zone and 

phone number are correct 

Check the preferences wanted for the Conference 

Manager.  

• Teacher filtering (Requires SchoolSoft-
PowerSchool integration). Parent staff pick 
list includes only teachers who teach their 
child. 

•  Allow Teachers to Book Conferences will 

provide teachers with the ability to book a 

parent into a time slot. Useful if teacher is 

advance booking specific parents with 

unique circumstances or is otherwise 

involved in booking. 

• Enable Virtual Conferencing Support must 

be checked if you are wanting to schedule 

conferences that take place using online 

meeting software. For more information 

see the section on Virtual Conferences. 

The Conference Manager will inform a parent when 

a teacher’s schedule is full. You can add an 

additional instruction that will be included in that 

notification by adding the text here. 
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Part 2 - Creating and Configuring Staff Accounts  
Before the first conference round can be configured you should ensure the staff accounts for the school 

have been created. When a staff account is created the SchoolSoft Conference Manager will 

automatically send an email to the staff member’s email address specified in their account. This email 

includes information about the SchoolSoft Conference Manager, their login credentials, and a link to 

the login screen. 

Once a staff account has been created, a staff member is able to manage their account using the MY 

PROFILE tab. Only a user with System Admin or Office Admin permissions can delete staff accounts. 

Staff accounts can be created in one of three ways: 

1. Set up manually (Click the STAFF tab and the ADD STAFF MEMBER button. See the Quick Start 

Guide: Staff Accounts located in the SchoolSoft Help Center for more details) 

2. The school creates a CSV file using the SchoolSoft Staff Import template provided by the 

SchoolSoft Implementation Team or accessed in the SchoolSoft Help Center. The CSV file is 

provided to SchoolSoft who imports the staff into the Conference Manager. 

3. Imported from PowerSchool (Available only with Conference Manager PowerSchool 

implementations). 

When a staff account is created an email is sent to the teacher informing them of the link to the 

Conference Manager as well as their login username and password, which can be assigned by the 

System Admin or can be randomly generated by the Conference Manager. A sample of all emails sent 

by the Conference Manager can be found in the SchoolSoft Help Center. 

Once teacher accounts have been created, the Conference Manager can be configured to enable a 

range of functions for teachers, including:  

• enabling the teacher to see an optional comment or question from the parent that is submitted 

as part of the process of the parent booking their conference, allowing the teacher to be better 

prepared for each conference 

• providing a means for a teacher to provide a note to the parents who book an appoint with 

them  

• providing the teacher’s online meeting link to parents who have booked an appointment 

• the teacher being able to click a button to send an email containing a meeting link to a parent 

when the online meeting is scheduled to commence 

• adding a specialized staff member (such as a translator, counselor, resource teacher or member 

of the administration) to a specific conference booking 

• reserving time blocks in a teacher’s schedule to create a break or provide additional time for a 

conference that is anticipated to require more time 

See the Creating a Conference Round for details of these settings. 

https://www.schoolsoft.com/wp-content/uploads/Quick-Start-Guide-Staff-Accounts.pdf
https://www.schoolsoft.com/wp-content/uploads/Quick-Start-Guide-Staff-Accounts.pdf
https://www.schoolsoft.com/document-library/
https://www.schoolsoft.com/document-library/
https://www.schoolsoft.com/document-library/
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Creating a Staff Account Manually 

1. Click the CREATE A STAFF ACCOUNT from the MAIN tab

 
or click on the STAFF tab and the ADD STAFF MEMBER button. 

 

 
 

2. Create a new staff account by providing the information shown below and clicking SUBMIT. 

 
 

 

The STAFF INFORMATION section of the teacher 
account is required. The Username must be 
unique and is most often a repeat of the email 
address used for the teacher, but does not need 
to be. The choice of Username is particularly 
important for teachers who have a child 
attending the school as they must have a 
different Username for their teacher and parent 
account. The Password can be assigned or the 
field can be left bank and a random password will 
be created by the Conference Manager. 

The Staff Teaching Assignment is required and 
should be short and descriptive (e.g. Gr. 4, Math, 
Counselor, PhysEd). Conference Location should 
contain the physical location where in-person 
conferences for the teacher take place.  This field 
is not displayed in virtual conference bookings. 
The location should be updated by the teacher if 
the location changes. The Teacher Note to 
Parents and Virtual Conference Link are optional 
fields that are normally provided by the teacher.  

The Status should always be active, unless a teacher is on leave or would otherwise need to be prevented from 
logging in. Role should be set to teacher or office admin (see terminology section for detail). Visible to Parents 
must be checked if parents are to select and book appointments with this person. It should be unchecked if the 
person does not attend conferences or is not booked directly by parents, which often includes the principal. The 
Add new staff to current round field is checked if a conference round is underway when you create the account.  
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Importing Staff from PowerSchool (PowerSchool Mode Only) 

If the Conference Manager has been implemented in PowerSchool mode and the Conference Manager 

plugin has been successfully installed, you import the desired staff accounts from PowerSchool rather 

than use the ADD STAFF MEMBER button. When a staff member is imported, an account is 

automatically created and the staff member will receive an email informing them of the account along 

with the link to access the Conference Manager, their username and a temporary password. 

Follow these steps to import and create staff accounts in the Conference Manager. 

1. Click the STAFF TAB 

2. Click the IMPORT STAFF button. This button will only appear if the plug-in has been installed 

and a data link exists between the PowerSchool and the Conference Manager. 

 
3. A list of all staff accounts that are available to import from PowerSchool will be displayed. Each 

name will have a checkbox beside it. Select the staff you want to import by placing a checkmark 

in the checkbox and click SUBMIT.  

 
4. The staff import process will create an account for each of the imported staff members and 

will show the account was linked to PowerSchool by displaying the  icon beside their name. 

 

In the future, if new staff need to be added, repeat steps 1 to 3. If staff leave the school, you can use 

the DELETE button on the STAFF tab to remove them 
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Managing Staff Accounts 
The staff list is key to being able to manage staff accounts. The staff list can be accessed by clicking on 

the MANAGE STAFF ACCOUNTS in the MAIN tab or on the STAFF tab. Once displayed, the staff list can 

be reviewed or edited as needed to ensure staff accounts are accurate. The screenshot below describes 

the components of the staff list. Below that is what you see if you click a teacher’s schedule icon. 

 

 

 

 

 

 

The Teacher Detailed Schedule Page (Part 1) 
 

 

 
 

The “VC” badge indicates the teacher has entered an online meeting link in their profile.  

Icon is displayed if the teacher is 
part of a teaching team (see 
next page for details on creating 
teaching teams). 

Use the EDIT or the DELETE button to 
complete the desired action. Deleting 
a staff member’s account is  
permanent and cannot be undone. 

 

Clicking the VIEW SCHEDULE to 
view a specific teacher’s 
schedule. (see screenshot on 
the lower half of the page.  

Checked means timeslot is available for a 
parent to book. Unchecked means timeslot is 
not available and appear booked to a parent 
and is marked reserved for the teacher.  

The BOOK button is displayed when 
the Allow Teachers to Book is set as a 
preference in the SCHOOL PROFILE.  

Click to 
return to 
the staff list.  

Click to print 
schedule.  
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The Teacher Detailed Schedule Page (Part 2) 
 

 

 

 
 

 

 

 

Setting up a Schedule for a Teaching Team who Conduct Conferences Together 
If you have teachers who work in teams and will be conducting conferences together you can create 

one schedule that will apply to all members of that team. This can only be done once all teacher 

accounts in the team have been created. When viewing the teacher’s schedule each member of the 

team will see the booking in their calendar but the team will interview together.  

The ADD button allows a teacher or system 
admin to add another staff member to 
conference by the teacher or System Admin. 
Here E. Sanchez, an interpreter, has been 
added.  

If the teacher has used the ADD button and added wnother 
staff member to a conference, the other attendee(s) is 
listed and the location of the conference is shown in RED to 
ensure the teacher knows that appointment takes place in 
another location.  

The BOOK button is displayed when 
the Allow Teachers to Book is set as a 
preference in the SCHOOL PROFILE.  

The comment icon is displayed if the Allow 

Parents Comments option is checked in the 
conference session settings. Comment 
displays when clicked or hoovered over. 

If a Common Break has been 
scheduled this is displayed. A 
break time block can be made 
available by adding a checkmark 
to available column.  
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Creating a Teaching Team 

1. Click on the STAFF tab and the CREATE TEACHING TEAM button. 

 
 

2. Select the staff members that make up the team by placing a checkmark beside the name of 

each member. Please note that only one teaching team can be created at a time.  

3. Enter the location where the team will be conducting conferences and the team assignment 

needs to be defined for the team. If the team is conducting the conferences virtually, you may 

want to simply put “Virtual” or “Online” as the location. 

4. Enter the teaching team’s teaching assignment and click submit. 

 
Once submitted, on the STAFF tab you will see a team icon displayed by each teacher’s name 

who is currently on a team.  
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Important Information |  Teaching Team Conducting Virtual Conferences or 

Using the Note to Parents Feature 

If a team of teachers are conducting virtual conferences, the person on the team whose last name is 

first on the staff list (alphabetically) must act as the team lead. This person will take responsibility for 

creating the online meeting for the team and sharing it with the other people on their team. The 

meeting link in their profile will be used by the Conference Manager to send out the team’s meeting 

link to parents. Each of the other team members MUST copy this meeting URL into the Virtual Conference URL 

field of their MY PROFILE in the Conference Manager before parents start booking.  

Similarly, if using the Note to Parents feature is being used by the team, the team lead should compose 

this note in the Teacher Note to Parents field in the their MY PROFILE and then share that message so each 

member of the team places it to their profiles. The screenshot below shows the location of the two 

fields located on the teacher MY PROFILE. Please note that Virtual Conferences and the Note to Parent 

features must be turned on for these features to be used by teachers. (Note to Parent is turned on in 

the session settings.  For Virtual Conferences, you must first enable this option in the SCHOOL PROFILE 

Preferences AND then check the setting in the conference session configuration.) 

 

 

  

Teacher Note to Parents content is 
entered here. For a teaching team, 
this information is drawn from the 
person whose name appears first 
on the staff list (i.e. first 
alphabetically) but the same 
message must be entered in all 
team members profiles.  

Virtual Conference URL is entered 
here. For a teaching team, this 
information is drawn from the 
person whose name appears first 
on the staff list (i.e. first 
alphabetically) but the same 
virtual conference meeting link 
must be entered in all team 
members profiles.  
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Editing and Canceling a Teaching Team 

1. From the MAIN tab click the MANAGE TEACHING TEAMS or click the STAFF tab and click the 

VIEW TEACHING TEAMS button. 

2. You will see the CURRENT TEAM table. Click the EDIT button beside the team you wish to edit. 

Click the DELETE button if you wish to cancel that team.  
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Part 3 – Creating and Managing a Conference Round 
Once you have confirmed the information in the SCHOOL PROFILE tab is accurate and staff accounts 

have been created, you are now ready to create a round of conferences.  

 
 

 

 

 

 

 

 

 

 

 

Creating a Conference Round 

1. From the MAIN tab click the CREATE NEW CONFERENCE ROUND or from the CONFERENCES tab 

select CREATE NEW CONFERENCE ROUND. This will launch the Conference Wizard that takes 

you through the steps to create a Conference Round. 

Once a conference round is created, the high-
level details are displayed for quick review. If 
there are more than one conference rounds 
showing, the active round will have a double-
lined colored box around it. There can be only 
one active conference round at a time. 

Once a conference round is created, it is 
possible to modify it using the edit buttons. A 
conference session can also be added using 
the ADD SESSION button. Note you cannot 
make changes once a booking has taken place 
as the system locks the session set-up. To 
make changes you must cancel these 
bookings. If you want to increase the number 
of students per conference you must contact 
support@schoolsoft.com and ask for the 
change to be made.  

The VIEW PARENT SITE button allows you to see 
what parents will see once the current 
conference round opens for parents to book. It is 
the best way to verify the conference round is 
configured the way you want it. 

mailto:support@schoolsoft.com
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2. Complete the CREATE CONFERENCE ROUND form using the information below as a guide. 

 

 

 

 

 

  

 Provide a title for the Conference Round. This 
will be used to help you keep your conference 
rounds organized in the future. 

 The Conference Manager will adjust the content 
of the emails sent to parents based upon the 
purpose. These can include Parent-Teacher 
Conferences, Registration Conferences or 
Student-led Conferences. 

 Use this field if you want to display an on-screen 
notice to ALL parents when they log in. 

 The date and time you want the Conference 
Manager to open to parents for booking and 
when you want it to close so they can no longer 
book. Often the close date coincides with the 
final day of parent-teacher conferences. 

 This allows you to limit the number of total 
bookings a parent can make for the entire round. 
Unless there is a definite reason to limit the 
number of conferences, we strongly recommend 
you leave this set at no-limit. If you use a limit be 
sure to inform parents of this in advance. 

Check this box if you want ALL parents to receive 
an email informing them booking is soon to 
begin. If you do check this box, remember your 
first round you likely will not have parents 
registered in advance of booking so they will not 
receive an email even if the box is checked. We 
always recommend for your first round, you 
email parents the information. You can also 
include an addition reminder email on a desired 
date using the ADDITION PARENT REMINDER 
EMAIL field. 

Conference booking data is deleted 2 months 
following the conferences. Using this field allows 
you to extend that data deletion until the date you 
specify. 
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3. Click the NEXT button and you will be guided through the process of creating a Conference 

Session. Use the guidance below to complete the CREATE CONFERENCE SESSION form, then 

click submit. 

 

 
 

 

 

 

 

 

 

 Enter the date of the first session. Include any 
additional information that would help parents 
choose this session from a drop-down list. For 
example, if the session is for parents of K 
students only, include “Parents of K Students 
Only” in the ADDITIONAL INFORMATION field. 

Select the number of students per conference 
time block. This will be set to 1 for traditional 
conferences, but Student-led Conferences often 
include longer blocks of time and the parents of 
4 or 5 students in the room at the same time. 
The teacher then spends time with one set of 
parents at a time during the longer time block 

Check this box if your teachers are conducting 
Virtual Online Conferences. If checked, you will 
then decide if you will include the meeting link in 
the confirmation email to parents 
(recommended) or if the teacher clicks the START 
NOW button in the schedule to send the meeting 
link to parents. See the Virtual Conferences 
section below for additional details. 

Check this box if you want to include a 
COMMENTS field in the parent booking form. 

Check to allow teachers to reserve time blocks 
that then can’t be booked by parents. This is 
allows teachers to schedule their own breaks. 

Check this box if you want to enable teachers to 
be able to include in the booking confirmation 
email the Note to Parents from the teachers 
PROFILE. We recommend you check this box. 
Detailed information about this feature can be 
found in the Teacher Note section below. 

Here you can specify the maximum times a 
parent can make a booking with a teacher for 
each child the parent has in the teacher’s room. 
We recommend you set this to 1. 

Use this box if you want to include a specific 
message to all parents who select this 
conference session. For example, you may 
want to remind parents to visit the Science 
Fair in the school’s library.  
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4. Click the NEXT button and you will be prompted to create a COMMON BREAK for all teachers. 

  
Here you can see the time blocks between noon and 1 PM have been reserved so the teachers 

can have lunch. When a parent selects this conference session these time blocks will appear as 

being booked or not available. The break time blocks can be removed from any specific 

teacher’s schedule by the teacher or the System Admin/Office Admin user by going into the 

teacher’s schedule and checking the availability checkbox (see Teacher Detailed Schedule). 

 

5. Click the NEXT button and you will be provided with the option to CONTINUE and create 

another session or to close the Conference Round Wizard. 
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6. Once you have created all the desired sessions and click the CLOSE WINDOW button, you will 

be on the CONFERENCES tab of the System Admin Panel and can review the details of your 

conference round. As shown on the screenshot below, if further changes are needed you can 

click the EDIT button beside the conference round or the conference session. You can also click 

the EDIT BREAK button to edit a common break.  

 

TIP   If you ever find yourself needing to prevent any further bookings from being made for a 

particular conference session, you use EDIT COMMON BREAK button (shown on next page) for the 

conference session, and simply check all the times. It is a little tedious checking the boxes, but once 

all the time slots have been checked, all unbooked time slots will show as not being available to 

parents, with the booked time slots not being affected. If you then want to make those time slots 

available again, you can again use the EDIT COMMON BREAK button uncheck the desired time 

blocks and they will again be available for parents to book. Some schools have used this process to 

stop parents from booking times in a conference session that is about to commence, which still 

allowing parents to book times during conference sessions that are occurring later in the week. 
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About Virtual Conferences 

The Conference Manager supports the scheduling of Virtual Conferences using any web-based online 

meeting software like Google Meet, Zoom and Microsoft Teams. In order for the Conference Manager 

to manage Virtual Conferences, the feature must be enabled in the PREFERENCES section of the 

SCHOOL PROFILE. It must then be activated for each conference session that will involve Virtual 

Conferences. 

 

The key to scheduling Virtual Conferences is making sure that the teacher creates an online meeting 

link that will be used for their conferences. This link must be copied from the online meeting software 

and pasted into the teacher’s profile. To have Virtual Conferences operate smoothly, it is important 

that each teacher puts this online meeting link in the Teacher Profile before parents begin booking. 

 

There are two ways that the online meeting link can be shared. The System Admin sets this option for 

each conference session, as shown in the Conference Session Set-up section and in the screenshot 

below. 

 

  

for that parent's conference booking. 

 

 

 

When virtual or phone conferences are being conducted, the parent is required to enter the phone 

number they can be reached at during the conference booking. This ensures the teacher has the 

number to call should there be a technical issue or if the conference is to be conducted on the phone. 

 The first and recommended option in configuring the 
conference session is to have parents receive the 
meeting link immediately in the booking confirmation 
email and the attachment that allows a parent to add 
the appointment to their calendar application. The link 
is also displayed in the reminder emails as well as on 
the parent conference schedule page in the 
Conference Manager 

The second way of configuring Virtual Conferences 
requires the teacher to click the START NOW button 
at the time the conference is to start. The 
Conference Manager then sends an email with the 
meeting link to the parent. This option is only 
recommended if the online meeting platform used 
by the school does not allow the teachers to control 
when a parent is admitted into the online meeting. 
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About the Teacher Note to Parent’s Feature 

When this feature is checked in the conference session(s) settings, it allows a personalized message 

from a teacher (or System/Office Admin on behalf of a teacher) to be passed along to parents. 

Specifically, the message is included in the confirmation and reminder emails sent by the Conference 

Manager to the parents who book, or have already booked, an appointment in the conference session 

with that teacher. The personalized note sent is taken from the Note to Parents field in of the teacher’s 

profile. 

  

This feature makes it easy to pass along important information to only the parents who have an 

appointment with a particular teacher. This might be providing parents with a passcode required to 

access their online conference or providing information that is specific to that teacher’s conferences as 

illustrated in the screenshot below.  

If you have enabled this feature, you can refer staff interested in using it to the "Using the Parent Notes 

Function as a Teacher.PDF" resource located in the SchoolSoft Help Center. 

The screen shots below show how the teacher note to parents is included in the confirmation and 

reminder email the parent receives after booking, as well as how it appears in the parent's list of 

appointments in the Conference Manager. 

 

https://www.schoolsoft.com/wp-content/uploads/Using-Parent-Notes-as-a-Teacher.pdf
https://www.schoolsoft.com/wp-content/uploads/Using-Parent-Notes-as-a-Teacher.pdf
http://www.schoolsoft.com/document-library/
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Verifying the Conference Round by Viewing the Parent Site 
On the CONFERENCES tab you can use the VIEW PARENT SITE BUTTON to see what is displayed to a 

parent once they log into the Conference Manager. Please note that appointments cannot be booked 

through accessing the VIEW PARENT SITE. It is only intended to be used to verify the set-up of the 

conference round is as you intended.  

 

Part 4 – Launching your Conference Round 
PowerSchool Mode only Note that if you are using the Conference Manager in PowerSchool mode you will need 

to import parents from Power School before parents can access the Conference 

Manager. See Managing Parent Accounts. 

After configuring your conference round, it is critical that you communicate to parents what they need 

to do in relation to booking conferences. We recommend you attend to the following two 

communication tasks to ensure a smooth launch of the scheduling of parent-teacher conferences. 

1. Communicate with Parents 

Send a communication to parents informing them of your school’s use of the Conference 

Manager as well how to register and when they will be able to book conferences and the steps 

they take to complete that process. We encourage you to send this communication shortly 

after your Conference Manager has been set up. SchoolSoft has sample content for these 

communications in the HELP CENTER. 

2. Communicate with Teachers 

Ensure teachers are informed about the use of the Conference Manager and are aware of the 

responsibilities they have in the use of the Conference Manager.  

Staff will need to know: 

a. The schedule that is being used for parent booking, including; when parent booking will 

open and close. 

b. If you have created the teacher accounts, they should be reminded that they will have 

received an email from appointments@schoolsoft.com that will contain their login 

information. Ideally this information should be communicated to teachers before the 

account is created so that they are watching for the email before it arrives. 

https://www.schoolsoft.com/document-library/
mailto:appointments@schoolsoft.com
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c. If Virtual Conferences are planned teachers need to know that they will need to create 

one online meeting that will be used for the conference sessions that make up the 

conference round. This is created using the software platform used by the school (Zoom, 

Google Meet, Microsoft Teams, etc.). The online meeting link (meeting URL) needs to be 

copied and pasted in the Virtual Conferences Link field in teacher’s MY PROFILE tab in 

the Conference Manager. This is best done before parents begin booking. Teachers can 

view a short video that details how they initiate a Virtual Conference in the HELP CENTER. 

d. If you have decided to use the Teacher Note to Parents feature, you will need to let them 

know it is available, for which sessions, and if desired, they can create the teacher note 

in the MY PROFILE tab once they are logged into the Conference Manager. You can share 

the "Using the Parent Notes Function as a Teacher.PDF" resource located in the 

SchoolSoft the HELP CENTER with any teacher who wants to create and use a Teacher 

Note to Parents. 

Part 5 – Managing Parent-Teacher Conference Bookings 
Checking on how Conference Bookings are Proceeding 
Once conferences are underway, the System Admin and Office Admin can keep their finger on the pulse 

of how bookings are proceeding by looking at the CURRENT ROUND box on the right side of the screen. 

It shows real-time data on system opening and closing dates for parents, how many conferences have 

been booked and when the last booking occurred. It also shows the number of registered parents and 

staff.  

  

https://www.schoolsoft.com/document-library/
https://www.schoolsoft.com/wp-content/uploads/Using-Parent-Notes-as-a-Teacher.pdf
https://www.schoolsoft.com/document-library/
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Near the bottom of the page there is an option to view the Parent Satisfaction and Usability Survey 

data. This summarizes the Parent Survey that is provided as an option for parents to complete after 

completing their first booking(s) using the Conference Manager. By using the data from these two data 

sources, the System Admin can get a high-level view of how the booking of Parent-Teacher Conferences 

is proceeding.  

If the School Administrator or System Admin is wanting to drill down into more detail, they can view 

and download a report of parent bookings that shows the parent and the number of bookings each has 

made. This report is accessed on the PARENTS tab as shown below. 

 

 

Using the Master Schedule 
The VIEW MASTER SCHEDULE icon on the MAIN tab or the SCHEDULES tab allows the system admin or 

office admin user to create custom views of conference sessions and view the teachers’ schedules and 

see the associated bookings.  

Creating a View of the Master Schedule 
1. Click the VIEW MASTER SCHEDULE icon on the MAIN tab or click the SCHEDULES tab. 

2. Select the desired conference session from the drop-down list. 

3. Put a checkmark beside the teachers whose schedules you wish to view, or check SELECT ALL. 

4. Scroll to the bottom of the page and click the NEXT button and the selected teachers’ schedules 

will be displayed in a Master Schedule grid. 

5. Clicking the BACK button below the Master Schedule will allow you to generate a new Master 

Schedule. You can repeat steps 2-4 to generate a new view of the schedules. 
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Components of a Master Schedule 

 

 

TIP   If you are in the master schedule and you wish to quickly access an individual teacher’s schedule, you can click the 

teacher’s name. You can also reserve time blocks by clicking the STAFF tab and then schedule icon for that 

teacher. The uncheck the time-slot(s) you wish to reserve for the teacher. To return from the master schedule 

click the VIEW MASTER SCHEDULE button. 

Editing or Canceling a Conference Appointment 
1. You are able to view, cancel or edit detail pertaining to a booked conference by clicking on the 

desired booking in the Master Schedule. 

2. A pop-up box will appear with the details pertaining to the conference appointment. 

3. You can make the appointment edits desired or you can cancel the appointment by clicking the 

CANCEL APPT button. If you cancel the conference the parent will be sent a notification email. 

 

 If a System Admin user also has a schedule of 
conferences, the user can click this button to access their 
personal schedule. 

Use this drop-down menu to display the 
bookings by parent last name, student last name 
or student first name. 

An available time-slot has a white background and 
displays the start time. A booked time-slot has a dark 
color and displays the name of the parent or student, 
depending on the drop-down preference selected. 
Hovering over the time-slot will display more detail. 

Time-slots that are designated as a break are displayed as 
such with a light color. A time-slot reserved by the 
teacher or system admin for the teacher is displayed with 
a grey background. 

The time configuration of a time-slot is always 
displayed at the top of a master schedule. The master schedule 

can be printed. 
Because of printer 
limitations, we 
recommend that less 
12or fewer teachers 
be selected if printing 
a master schedule.  
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Booking an Appointment Using the Master Schedule 
Sometimes a parent will need to book an appointment over the phone. A booking can be made on 

behalf of a parent by accessing the desired conference session and teacher(s). To complete the booking 

do the following: 

1. Click on an available time-slot for the desired teacher. 

2. In the dialogue box that appears enter the first or last name of the parent and see if the parent 

appears in the search results.  

  
 

If the parent’s name appears in the search list, click the SELECT button to the right of their 

name and skip to step 4. If the parent does not appear in the list you will need to click the ADD 

PARENT button create an account for the parent, then move on to step 3. 

3. Create an account for the parent following these steps. 

a. In the ADD PARENT form that appears you must, at minimum, complete the fields for 

the first and last name of the parent and their child(ren) and can include the phone 

number. With the minimal information entered you can now book the appointment on 

behalf of the parent. The parent name will now appear in the parent list; however, the 

parent will not have an account so will still need to be booked manually in future 

conference rounds. 

b. If the parent also has an email address and access to the internet you can input that 

information and create an account for the parent. We recommend you use their email 

address as their Username. If an account is created the Conference Manager will send 

the parent a welcome email that includes the access information for their account, 

including a temporary password.  

The ADD PARENT button is used to create 
an account for a parent whose name 
does not appear in the list after being 
searched. 

If the parent name appears in 
the search, use the SELECT 
BUTTON to advance to the 
Booking window. 
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4. You are now in the CONFERENCE DETAILS form as shown below.  

 
 

5. Click the SUBMIT button and you will be returned to the Master Schedule. The appointment 

should now appear in the time-slot for the teacher you selected. The parent will receive a 

confirmation email sent to the address associated with their account. 

 

Reserving a Time-Slot Using the Master Schedule 
A specific time-slot can be designated as reserved for a teacher, which means it will not be available for 

the parent to book. To reserve a time block: 

1. Select the teacher(s) for whom you wish to reserve a time-slot. 

2. Click the available time-slot you wish to reserve. This cannot be a time-slot that has already been 

booked by a parent. 

3. Click the RESERVE link in the MAKE A BOOKING form and click SUBMIT. 

4. The time-slot selected should display as reserved on the master schedule.  

TIP   You can also reserve time blocks by clicking the STAFF tab and then the schedule icon for that teacher. Then 

uncheck the time-slot(s) you wish to reserve for the teacher. You can access a teacher’s detailed schedule directly 

from the master schedule by clicking their name. Clicking the VIEW MASTER SCHEDULE button brings you back. 

 

If the parent has more than one child in 
the school, use the drop-down list to 
select the child. 

If the booking is for a Virtual Conference 
conducted online, a phone number is 
required as a back-up should there be an 
issue with the online meeting software or 
if the parent does not have internet 
access and will be participating by phone. 

A comment can be added for the teacher. 
If the parent does not have internet 
access, this can be used to inform the 
teacher the parent will need to be called 
to conduct the scheduled conference 
time. 
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Print Schedules from the Master Schedule 
Staff conference schedules can be printed out with and without parent comments being displayed. You 

can print these from any master schedule page. Individual teacher schedules can be printed from their 

detailed schedule page. This page can be accessed by clicking their name in the top row of the master 

schedule. 

 

Part 6 - Managing Parent Accounts 
The Conference Manager can be configured in one of three ways. It can be configured:  

• as a stand-alone application for an individual school, 

• as a common application across schools in a district,  

• or integrated with PowerSchool.  

In the first two configurations, parent accounts are easily managed within the Conference Manager. 

In PowerSchool integrations, the parent accounts are not created in the Conference Manager, but 

rather are created by pulling the parent information from their PowerSchool web access accounts.  

Creating a New Parent Account 

PowerSchool Mode only If you are using the Conference Manager in PowerSchool mode, we 

recommend you complete the import parent accounts and confirm the 

process was successful well in advance of your conferences 

commencing.  To import parents, click the PARENTS tab and the IMPORT 

POWERSCHOOL PARENTS button. This will create a parent account for 

each parent with a PowerSchool web access account.  
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In Stand-alone and District mode parents access the Conference Manager by first creating an 

account by clicking the REGISTER NOW button on the parent log-in page for the school or district. 

In spite of this, there will be times when a system admin or office admin user of the Conference 

Manager needs to create a parent account. In these circumstances, the parent is normally there in 

person or on the phone. 

PowerSchool Mode   Creating a parent account in the PowerSchool integration is intended to create a limited 

parent record so a conference can be booked on a parent’s behalf. This is necessary 

when the parent has not created a PowerSchool Web Access account. Parent accounts 

created this way can only be accessed by the system admin or office admin.  

To create a parent account, you need to:  

1. Click the CREATE A PARENT ACCOUNT on the MAIN tab or the ADD PARENT button on the 

PARENTS tab. 

2. Use the CREATE A PARENT web form to create the account.  
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3. Enter, at minimum, the parent’s first and last names, and the first and last name of each child. 

A phone number can be included. With this limited information, the parent will be unable to log 

into the Conference Manager or book their own appointments and will need to rely on the 

school. If the Email Address and Username (we recommend using the email address) fields are 

entered the parent will be able to login to their account to book or check appointments as we 

as receive the confirmation and reminder emails sent by the system. As mentioned above, this 

does not apply to PowerSchool-Conference Manager configurations. 

4. Click SUBMIT to complete the process of creating the account. 

Viewing, Editing, Printing a Parent Schedule 
1. Click on the MANAGE PARENT icon in the MAIN tab or click the PARENTS tab. 

2. Enter a portion or all of the parent or student’s first or last name. 

3. Locate the account you wish to edit or delete in the list of parent accounts that match the search 

term. 

 
4. Click the VIEW SCHEDULE icon to view the parent’s current bookings.  
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5. From this page the system admin or office admin user can PRINT icon to print the parent 

schedule, book another conference for the parent or edit an existing conference. 

 
 

 

 

 

 

Deleting a Parent Account 
1. Click on the PARENTS tab and enter a portion or all of the parent or student’s first or last name. 

2. Locate the account to delete in the list of parent accounts that match the search term. 

3. Click the DELETE button to remove the parent account. It is not necessary for schools to delete 

parent accounts at the end of the year. The notification email sent at the beginning of a 

conference provide parents with a note if they wish to unsubscribe or delete their account. In 

addition to this, parent accounts that have been inactive for 12 months are deleted 

automatically. 

Conference Manager Reports 
The Conference Manager provides the system admin user with a number of reports. These include: 

• Parent Exit Survey (parent perception data after 1st conference booking) 

• Parent Email List 

• Parent Conference Summary 

• Print All Staff Schedules (with or without comments) 

Parent Exit Survey 

When a parent logs out of the Conference Manager after booking one or more conferences, he or she 

is presented with the option of completing an exit survey to share their impressions of the booking 

process using the Conference Manager.  

The booking can 
be edited or 
cancelled. 

This screen also provides a convenient 
way to book another conference for the 
parent. The document icon beside 

the teacher’s name indicates 
the teacher has added a staff 
member(s) to this 
conference booking. 
Hovering over the icon will 
display the added staff 
member(s) 
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To display the Conference Manager Exit Survey data follow these steps: 

1. Click the VIEW PARENT SURVEY DATA from the MAIN tab.  

  

2. Responses to the survey are provided in a report and can be printed using the PRINT icon located 

in the upper right of the page. 
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Parent Email List and Parent Conference Summary report 

The parent email list and Parent Conference Summary report can be accessed on the PARENTS tab. The 

icon for each report is just above and to the right of the parent list as shown below.  

 

 

Print All Staff Schedules 

Staff schedules can be bulk printed with or without comments. Click on the SCHEDULES tab and click 

the desired report format as shown below.  

 

 

 

 


