Parent Teacher Interview Online Sign up System —
Parent Instruction Guide

Register for an Account
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Welcome to the on-line parent teacher interview booking system for AY. Jackson Secondary School. You will be able to Login
create an account, enter your children and then schedule interview times for you to meet with their teachers

Appeintments scheduling will start at specified times, see the schedule listed below. You will find the system very easy User ID
to use and it will take only a few minutes to Setup your account, your children and your appointments. To register for an
account, click on the "REGISTER" tab above Password:

Remember Login: [

Click Here to Register

Parents click on the “REGISTER?” tab and fill in the registration form to create an
account. All fields are required on the parent registration form to create an
account. School Access Code can be found on the letter that was sent home
with students regarding Parent Teacher Interviews.

Register for an Account

** A Deids are reQuied **

School Access Cooe L
THa | 550 vilon ol s sert home on the imsructicn sheet This code i required 1o
create an accourt The access code Is case sensitive.

Your Frst Name
Please emer your name not your chF's name

Your Last Name: |
Home Phone: |
Emall Adavess: |
Please et only ore vakd emal sdd ess
Your Prefermed Uses 10 [ | (n0 spaces alowes
Enter Your Passwora |
Erter Your Passaced Agaey |
Selected Language ":'( ngsh

french
f—

| Spanish

Once parents have successfully registered, they can login to the system and add
their child’s name(s).
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Parent Login

After logging into the system, parents will be required to add the student(s), one
at a time, to the system prior to scheduling appointments.

Welcome 10 the A Y. Jackson Secondary SChodt on-ine parent leacher interview booking system

ADOURMENS SCHECUING Will ST 31 SPECMed IMes and yOu Wil D 300 10 View 1eacner CERNCANS SNa SCNECUIE SPDOHTIMENTS ONCE yOu NAVE entered yOur Crilaren o the
SYSiem in poeparation

There are nO students registered %0 this account. Flease add your students In aeder 10 proceed . Once your students
have boen entered you Wil e able 10 DOCK appoinments with thew leachers durng the aliowed booking perod

By clicking on the “Add a Student” button, parents will be able to add a student.

| Manage Students ‘

Insert New

First Name: | |

Last Name: [ |

Additional students can be added by clicking on “Insert New”. (See also “Parents
with More Than One Student)

| Manage Students ‘

Record Has Been Inserted

--- Displaying 1 Entries -

First Name Last Name

Sandy Jackson ‘? 0 a

To edit an entry, click (? beside the name. To delete an entry, click @ beside the name.

ri
Click to book appointments. You will select which calendars on the next screen.

As each student is added to the system, the students are listed for parents to edit
or delete them, or to schedule appointments.
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| Manage Students

Record Has Been Updated

To edit an entry, click 0 beside the name. To delete an entry, click 0 beside the name.

(e
click 2 to book appointments. You will select which calendars on the next screen.

--- Displaying 2 Entries -
First Name Last Name
Christine Jackson & o
<)
Noah Jackson & o
<)

Parent Appointment Scheduling

Select Teachers

Parents can schedule appointments for any student that they have
added to the system by clicking on the “Appointments” icon beside
the student’s name. The parent is then taken to a page where they

can select the teachers with whom they wish to meet. Multiple
teachers can be selected by using the “Ctrl” key on a PC
keyboard or the “Command” key on a Macintosh keyboard.

After teachers are selected, click on “View Calendars”

cirl

fhion2

Htx

Parent Teacher Interview - October 30, 2013

Student :: Christine Jackson

Use the 'Ctrl" or 'Command' key to select ALL the Teachers that you wish to view at one time.
You may book a maximum of 4 appointments per student

Calendars: (Use the 'Ctrl" or 'Command’ key to select more than one.)

Heather Kirk - Science
Jaoyee Klug - English
Abby Kwan - Special Education

Linda Lee - Music

Pamela Mackay - English

Lionel Margalin - Social Studies / Special Education
Maria Melessanakis - Social Studies

Daniel Muttiah - Mathematics

Masser Nasrin - Careers / Civics / Mathematics

Simin Navabi - Computers f Science

Frank Melson - Technology

Sorina Petres - Mathematics

Marcia Railer - Social Studies | Careers [ Civics
Dialjit Randhawa - Science

Iris Lam - Computers

View Calendars
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Teacher Appointment Calendars

Next, parents are shown the calendars of the selected teachers.

Parent Teacher Interview - Cctober 20, 2013

Student :: Christine Jackson

Appointment Date :: Wednesday Cctober 30, 2013
Iris Lam Dranizl Muttizh Simin Navabi Frank Nelson [gELE Korean Mandarin Cantonese /|  Cantonese /|  Cantonese /
Compuier ‘Compuiers ! Technalogy Translator Translator Translator Mandarin Mandarin Mandarin
(Catearium) [Catetnrium) ?ﬂﬂm [Rawn 133) Translater 1  Translater 2 Translater 3

2:00pm
2:10pm
2:20pm
2:30pm
2:40pm
2:50pm
eR o) | navailable Unavailable
3:10pm
3:20pm
3:30pm
J:40pm Unavailable
3:50pm

Appointment Date :: Wednesday Cctober 30, 2013

Iris Lam Daniel Muttizh Simin Mavabi Frank Melson

Comgrsier Compuers / Teshmokgy

(Camsorm)  (CaReorien) Sk (R0 135)
[Catetariumy

£:00pm
etopm€ D Unav ailable

&:20pm
&:30pm
£:40pm
£:50pm
7:00pm
T:16pm
7:20pm
7:30pm
7:40pm
7:50pm

The calendar above displays the appointment calendar for four teachers and
shows the appointment times that are unavailable for booking. In addition, the
appointment calendar for the six translators, (Farsi, Korean, Mandarin and
Cantonese), is always displayed.

Parents can select appointment times by simply clicking the check boxes, or
clicking in the time block beside the check box. Once an appointment time has
been selected it will change to green. If a translator is need, book an
appointment with the translator for the same time as the appointment with the
teacher. For example, if you would like an appointment with Ms. Iris Lam at 6:10
pm and you need a Cantonese translator, you would click on the two blocks
indicated above.
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Teacher Appointment Calendars with Appointments Selected

It is not possible for parents to select more than one appointment at the same
time, unless it is with a translator, or to select more than one appointment with
the same teacher.

Parant Tezchar Intsrvisw - Dotobsr 30, 2013

Student :: Christine Jackson

Irks Lam DCaniel Mumlsn  Simin Mol Frank Nelkson Komean Mandarin Camomese!  Camionese/  Camonese |
= = = tT = Transitar Tramstator Tiramsiztar Mandarin Mandarin Mandarin
L= L= = L Tramsiior 1  Tramelior?  Tramsklor 3

2:00pm|

2:10pm|

Z:40pm

2:10pm| T

3:40pm r

3:E0pm r ]

Irks Lam Caniel Mufiiah  Simin M3@nl  Frank Melson

= [n o ! Technokgy 3

e [ Feocem 135}

- = = =

&:00pm|
LRl B Chirisl) 2all= 2zllE & Chrisl

o o3
5. 20pen B C i & C i

[30ED SCKED
S30pm | B Christine | ] | | & Christine
ol =
[scstom] . . . . .
gz j j G chiame B j j Fl Christine
Jackson =l e
T.00pen j
T 10pen j
T:20pm j
T:20pm j
T :40pm j
T :E0pm j
T —_—
Eook Appoiniments

After all the appointment blocks have been selected, click on “Book
Appointments”.
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Appointments Booked Successfully

Once the appointments are booked, the screen will display the list of
appointments for the student.

Current Scheduled Appointments

Current Appointments
Time

Oct 30 @ 06:10pm
Oct 30 @ 06:10pm
Oct 30 @ 06:20pm
Oct 30 @ 06:20pm
Oct 30 @ 06:30pm
Oct 30 @ 06:30pm

Oct 30 @ 06:50pm

Oct 30 @ 06:50pm

Calendar Name

Iris Lam - Computers (Cafetorium) Christine Jackson
Cantonese / Mandarin Translator 2 Christine Jackson
Daniel Muttiah - Mathematics (Cafetorium}) Christine Jackson
Cantonese / Mandarin Translator 1 Christine Jackson
Simin Navabi - Computers / Science (Cafetorium) Christine Jackson
Cantonese / Mandarin Translator 1 Christine Jackson
Frank Melson - Technology (Room 138) Christine Jackson
Cantonese /Mandarin Translator 1 Christine Jackson

00000000

Print Appointments Book Appointments

Parent Home Page

When parents click on the “Home” tab at the top, they will return to the home
page. They can then book additional appointments for the same student or

another student by clicking on “Manage Students”, or view or print the
appointments for all students by clicking on “View Appointments” or “Print
Appointments” respectively.

the system in preparation.

Welcome to the AY Jackson Secondary School on-line parent teacher interview booking system

o - ¢

Appointments scheduling will start at specified times and you will be able to view teacher calendars and schedule appointments once you have entered your children into

Manage Students View Appointments Print Appointments
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Parents with More than One Student

If a parent has more than one student at the school, the teacher appointment
calendars will have an additional feature displayed when the second (or third,
etc.) student booking are made.

| Parant Teachsr Intsrvisw - Octobsr 30, 2013 - Appointment Scheduling - Noah Jackson

Parant Taachar Intanvisw - Dctobsr 30, 2013

Student :: Noah Jackson

sppointmant Date : VWednesday Octobsr 30, 2013
Iris Lam Andrew Ruston Natasna Tasu Takada anda Ca Ca Ca
Commrars [Prysicsl SayEnarafEna Socksl Studls | 3 = = Endz Enda =y
= == - - -

sppointmant Date : VWednesday Octobsr 30, 2013
Irks Lam Andrew Ruston Natasha % e kandarin Camfionese | Cantionese | Camtionese |
0 Transiator wandarin Mandarin Mandarin
Tramslaior 1 Tramslsor 2 Tramsksor 3

Uraglkhle  Chrisine

Jackson

Chirksling
Jackson

Chiristing
Jackeon
Chrisiing
Jackson

B0k Appoinimants

This calendar displays the appointment times for four teachers and six translators
and shows “Unavailable” appointment times. There are two regions that cannot
be booked: from 6:10 pm up to 6:30 pm and 6:50 pm. These set of appointment
times have been scheduled already for another student, “Christine Jackson”
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Viewing Parent Appointment Schedules

A parent can view all their appointments by clicking on “View Appointments” on
the Home page or selecting “View Appointments” from the PROFILE” menu tab.
This will list all their appointments in chronological order and will allow the parent
to delete any of the appointments. A PDF document that lists all the
appointments will be generated when parent clicks on “Print Appointments”. This
document can then be printed.

Current Scheduled Appointments

Current Appointments
Time

Oct 30 @ 06:00pm
Oct 30 @ 06:10pm
Oct 30 @ 06:10pm
Oct 30 @ 06:20pm
Oct 30 @ 06:20pm
Oct 30 @ 06:30pm
Oct 30 @ 06:30pm
Oct 30 @ 06:40pm
Oct 30 @ 06:50pm
Oct 30 @ 06:50pm

Oct 30 @ 07:00pm

Calendar

Iris Lam - Computers (Cafetorium)

Iris Lam - Computers (Cafetorium)
Cantonese / Mandarin Translator 2

Draniel Muttiah - Mathematics (Cafetorium)
Cantonese / Mandarin Translator 1

Simin Navabi - Computers / Science (Cafetorium)
Cantonese / Mandarin Translator 1

Andrew Rusten - Physical Education (Room 132)
Frank Nelson - Technology (Room 138)
Cantonese / Mandarin Translator 1

Matasha Satyanarayana - Modern Languages (Room 132)

MName

Moah Jackson

Christine Jackson

Christine Jackson

Christine Jackson

Christine Jackson

Christine Jackson

Christine Jackson

Moah Jackson

Christine Jackson

Christine Jackson

Moah Jackson

Oct 30 @ 07:10pm

135/7)

Tatsu Takada - Social Studies / Modern Languages (Room

Noah Jackson

00000000 OBOO

Print Appointments D Book Appointments

AY. Jackson Secondary School - Ay. Jackson

Date and Time Hame Calendar

Oct 30 ¢ &:000m Moah Jackson Iri§ L3 - Computars {Cafatorum)

Oct 30 ¢ 6:10pm Christine Jackson Canforese | Mandarin Transiator 2

Oct 30 ¢ &:10pm Christine Jackson It Lam - Computers {Cafetorum)

Oct 30 ¢ 6:20pm Christine Jackson Canforese | Mantarin Transiator 1

Oct 30 ¢ 6:200m Christine Jackson Daniel Murtiah - Mathematics (Caretonuem)

Oct 30 ¢ 5:200m Christine Jackson Simin Mavabi - Compuiers § Science (Cafetorum)

Oct 30 ¢ &:300m Christine Jackson Canftorese | Mantarin Transator 1

Oct 30 ¢ &:40pm Moah Jackeon Andrew Ruston - Physical Educaton (Room 132)

Oct 30 ¢ 5:500m Christine Jackson Cantonese | Mantann Transiator 1

Oct 30 ¢ 5:500m Christine Jackson Frank Meison - Tachnology (Rocm 138)

Oct 30 ¢ 7:00pm Moaih Jackson Matasha Satyanarayana - Modem Languages (Room 132)
Oct 30 ¢ 7:10pm Moah Jackeon Tatsu Takada - Sosal Studies / Modem Languages (Room 1357)
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