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To schedule a Parent Teacher Conference- Please 
select one of the options that is listed with the green 
banner: 

In-Person Conferences – 3:10 PM – 5:00 PM 
Virtual Conferences 1 – 11:00 AM – 12:25 PM 
Virtual Conferences 2 – 12:40 PM – 1:50 PM 
Virtual Conferences 3 – 2:05 PM – 3:00 PM 



In-Person Conference Option - Time Slots Only from 3:10 – 5:00 

 

 

 

 

 

 

 

Step 1:  Represents the schedule of the student you 
are scheduling conferences for.  Highlight the course 
that you wish to schedule a conference. 

Step 2:  Select a time slot that would best work for 
your schedule by selecting the “+” (plus sign).  The 
time slot will populate under the My Conference 
Schedule.  It will have a red trash can next to the time 
slot if you decide to delete the time. 

A green check mark will appear next to each class that 
has a conference scheduled. 



Virtual Conference 1 Option Timeslots Only from 11:00 – 12:25 
 

 

 

 

 

 

 

 

Continue the Step 1 & 2 Process for all Courses 
Step 1:  Represents the schedule of the student you 
are scheduling conferences for.  Highlight the course 
that you wish to schedule a conference. 

Step 2:  Select a time slot that would best work for 
your schedule by selecting the “+” (plus sign).  The 
time slot will populate under the My Conference 
Schedule.  It will have a red trash can next to the time 
slot if you decide to delete the time. 

A green check mark will appear next to each class 
that has a conference scheduled. 



 

Virtual Conferences 2 Option Time Slots Only for 12:40 – 1:50 

 

 

 

 

 

 

Continue the Step 1 & 2 Process for all Courses 
Step 1:  Represents the schedule of the student you 
are scheduling conferences for.  Highlight the course 
that you wish to schedule a conference. 

Step 2:  Select a time slot that would best work for 
your schedule by selecting the “+” (plus sign).  The 
time slot will populate under the My Conference 
Schedule.  It will have a red trash can next to the time 
slot if you decide to delete the time. 

A green check mark will appear next to each class 
that has a conference scheduled. 



Virtual Conferences 3 Option Time Slots Only for 2:05 – 3:00 

 

 

 

 

 

 

 

 

 

 

 

Continue the Step 1 & 2 Process for all Courses 
Step 1:  Represents the schedule of the student you 
are scheduling conferences for.  Highlight the course 
that you wish to schedule a conference. 

Step 2:  Select a time slot that would best work for 
your schedule by selecting the “+” (plus sign).  The 
time slot will populate under the My Conference 
Schedule.  It will have a red trash can next to the time 
slot if you decide to delete the time. 

A green check mark will appear next to each class 
that has a conference scheduled. 



Completing the Conference Schedule 

 

Once you have all of the conferences scheduled, 
the My Conference Schedule will have a complete 
list of the conferences you scheduled.   

You can Print the Schedule when finished. 

Select Done Scheduling once finished. 


