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Parent Teacher Interviews 2015

Functionality to be able to manager students, classes, staff for Parent Teacher
Interviews (PTI)

Individual logins for all parents

Email /SMS to Parents with details of Sessions

Email Calendar files with booking details to Parents and Teachers

Add Siblings of Boarding Students to a session

3 Levels of permissions for Teachers/Assistant Staff and Database Administrator
(Assistant Staff must be in the Correspondence Groups)

A wizard creator to easily create a session

Set different time slots for any teachers

Set different rooms for any teachers

Add parents or teachers easily once session is created

&>
&2» DENBIGH
ADMINISTRATION
a =
L2 (oo ) (s ) (enete ) comror )i
Families Students
Welcome to Denbigh Administration Today (Mon)
- - © Elizabeth Dunstall (8.5) is 14 years old today.
ﬂ'h - You are logged in as "Mrs J Denbigh"
Community Staff
= This Week
o &> Day  vear ouse Name rge
Sondunie &
©(Mon [8 |G | Dunstall, Elizabeth 14 |4
&(Tee [K |Y |Baker, Sarah 6
3? &(Tee |6 |Y | Stothart, Angus 12
N Development &(fi |6 |R | Nikolovski, Bianca 12
Compliance Office
©[Fi |12 |R | Tedeschi, Vanessa 18
Privacy reminder ©[sat |11 |M | Taibot, Connor 17
— The School is bound by the National Privacy Principles contained in the
”~ Commonwealth Privacy Act 1988. A high standard of care must be
exercised by those accessing personal information on Denbigh Admin,
Parent Teach 50 that use or disclosure of such information is imited to purposes
a;:rtwm ::ser Finance ‘closely linked to the weifare of the persons concerned.

& Mon | [ Kearsley Ms )

7 ) "5 Staff Birthdays
™
EEnmmt Export Menu & (Mon) [Tran Ms L
i) '
Calendar

Main Menu DENBIGH DEMONSTRATION SCHOO|

Depending on the level of privileges when this button is pressed there will be
different options. The administrator gets all functionality, teachers will only see
their classes and the Assistance can see the current sessions to assist with
bookings.
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The following functions can only be completed by the Administrator of the
PTI Sessions.

PTI Settings

Parent Teacher Interview Sessions Administration Menu

Administration Creation Assistant

GoTo
L Timesiot Templates. ‘

Admin Class
Ust

—

Go to the Settings Menu for all PTI setting and rules and correspondence for
Parent Notifications.

INTERNATIONAL
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Administration Settings

Parent Teacher Interview Sessions Administration Settings

Settings — Default Settings For Parent Notffications
password Length (g (1)

Parert. Authes

2 )
on (@) Local Accounts Directory Group Authentication =

Usernarmy

xe (® Communityld O Family Code Plus Parent Number
Max Interviews Staff can block [ 4 4)

Alow Staff to odi Inkerviews

U e St Cpmats. @ves Oto. (B0

to | hitps://server2.pgort.homeunix.net/fmi/webd (7

Background Wieb Fage | http://www.denbigh.com.au
for Login Screen

S iLogo 2% n
e 22y DENBIGH

Email Server Settings for sending Notifications and Appointments (10)

SMTP Sarver Address | mail,denbigh.com.au |

port (25 | SSL ((None
SMTP Authorty Type  ((CRAM-MDS v)
Sanding Account Name [ @nonymous | From Name [ peter Gort ]

Sending Account Password | 8NONYMOUS J

SMTP From

s | pgort@denbigh.com.au |

SMTP Reply To Address [ paort@denbigh.com.au |

Password Length when creating parent logins

Set either to have local accounts for Directory Group Authentication

Use either Community Id or Family Code to create the Usernames

Maximum number of time slots that an individual staff member can block

All staff to edit interviews (usually default is off)

Use of Server Side Operations to create sessions and time slot (increase

speed when set on server)

Web Login Address to send to Parents for the sessions

8. Seta website to sit in the background for the Login Screen. (Usually the
school website

9. School Logo for display in booking sessions

10.Email Server settings for sending session notifications and

appointments (IT dept)

oUW

~

Pt PTI manual edited number 1.docx
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Parent Notification Settings

Parent Teacher Interview Sessions Administration Settings

Settings Default i For Parent
Send Parert Notificatiors By [—] Email If It exists ; (
Test Emeil Address ]
|- Email If it exists. Correspondence it doesn't =
|- correspondence
[

Tost SMS Number | ]
SMS if mobile number exists L J

Letters Emails SMSs Calendar Event Emails Text
Text for Notification Letters

<CurrentDate>

<Mailing Title>

<Postal Address Property Name>

<Postal Address Street>
<Postal Address Suburb> <Postal Address State>  <Postal Address PostCode>

Dear <Salutation>

s you would now be aware the School Is moving to a system of online bookings for
Parent/Student/Teacher interviews.

The scheduled evening for <session name> is <session date>. The onfine booking system wil
be available from <session start date> to <session end date>.

The booking procedure will be as follows:

Interview Request Text

("1n addition, the following teacher(s) have also requested interviews.

Letters, Email and SMS data for sending out Notifications of Sessions.

1. All correspondence needs to be updated with the school's information.

2. Ifateacher requests interviews these will be listed here, otherwise this
text does not appear.

3. Ifthese are populated the "Test Email Address" and "Test SMS Number"
fields, then notifications will be sent to them for testing purposes. To send
to the actual parents, empty the "Test Email Address" and "Test SMS
Number" fields.

SMS Notification

Parent Teacher Interview Sessions Administration Settings

Settings Default i For Parent

Send Parent Notifications By Email If It exists

[
|- Email if it exists. Corresoondence i it doesn't
|
[

Test Email Address | test@denbigh.com.au ]
Correspondence
SMS if mobile number exists

Tost sMs Number [ 042201818222 J

Letters Emails SMSs Calendar Event Emails Text

Text for Notification SMS

Dear <Salutation>, Parent/Student/Teacher
interviews will be held on <session date>. Online
booking at <School PTI_Web Address> will be
enabled from <session start date> to <session
end date>. Your username will be: <username>.
Your password will be: <password>.

Interview Request Text for SMS

(Some teachers have requested interviews.

Page 6 of 43
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Please note that the text for SMS needs to fit to the standards of the schools
system. If a teacher has requested an interview it will only display the
information not the classes.

Calendar Notification Email Text

Parent Teacher Interview Sessions Administration Settings

Settings Default Settings For Parent Notifications

Send Paren Notifications By

[ Email f it exists

| Email If it exists. Correspondence f it doesn't
| Correspondence

[ sMs if mobile number exists

Test Email Address anbndenmgn.com,au |

Tost sus Number (042291818222 )

Letters Emails SMSs | Calendar Event Emails Text

Calendar Event Email Subject Une

Parent Teacher Interview Calendar Appointments

Calendar Event Email Text

Please find attached, the Appointments for the Parent Teacher Interview session. Opening the
attached file should add it to your calendar program of choice.

Text that will appear when sending out emails to create a calendar item.

Timeslot Templates

Parent Teacher Interview Sessions Administration Menu

Administration Creation Assistant

GoTo
AL Timesiot Templates

Admin Family
Uist

Admin Class
Ust

Lessons Email Log

Go to the Timeslot Templates to edit or create PTI timeslots

Pt PTI manual edited number 1.docx
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Timeslot Template List

Timeslot Template List

-> 4PM to 7PM 5 Minute Intervals, 5:30 PM break for 15 minutes

‘ =2 ‘ 6PM to 9PM 10 minute Intervals, 7:30 PM Break for 20 Minutes

- 3.30PM to 6.30PM 10 minute intervals with not Breaks

‘ -> ‘ 9pm to 10pm 10 minute intervals with no breaks

Either choose an existing timeslot or click "New Template".

New Timeslot template

Timeslot Template List

-> 4pm to 7:30pm 10 Minute intervals 5:30 PM break for 20 minutes

-> 4PM to 7PM 5 Minute Intervals, 5:30 PM break for 15 minutes

> 6PM to 9PM 10 minute Intervals, 7:30 PM Break for 20 Minutes

\\ - 3.30PM to 6.30PM 10 minute intervals with not Breaks

e 9pm to 10pm 10 minute intervals with no breaks

-> 10pm to 11pm Minute intervals with breaks

1 - Enter the name for the timeslot.
2 -Click the Arrow to go to the Timeslot details.

Pt PTI manual edited number 1.docx
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New Time slot Details

Timeslot Template List

Start Time J End Time J Interval [ Break Start Time | ® Broak End Time [

Start Time End Time

( )( )@ ¢ @

1. Enter the time slot details, then click the Populate Template. Remember
to either enter the time in 24 hour clock times for add am and pm. Ensure
that the intervals are entered in minutes eg: 0.10 for minutes.

Timeslot Template List

[S:SOPM 0 6:30PM 10 minute intervals with no breaks
Start Time | 3:30 pm End Time [5!30 pm Interval |0:10 Break Start Time Break End Time

Start Time End Time
[15:30:00 [15:40:00 4 Populate
[15:40:00 [15:50:00 i} Template
[15:50:00 [16:00:00 |
[16:00:00 [16:10:00
[16:10:00 [16:20:00 )|
[16:20:00 [16:30:00 )|
[16:30:00 [16:40:00 )|
[16:40:00 [16:50:00 )|
16:50:00 17:00:00 )|
[17:00:00 [17:10:00
(17:10:00 [17:20:00 |
(17.an.0n Mi7annn =

New Time slot is created. This can be edited if needed.

Creating a New PTI Session

Parent Teacher Interview Sessions Administration Menu

Administration

o the "In¢ . P 2
Have you set the “Include in PTI" flag for all the dass you want to bring in Yes No Cear

Click the Creation Assistant Tab - Ensure that the "Include in PTI" check box is on
for all classes to be included in the session. If they are not checked click "No",
goes directly to the classes file for updating.

Pt PTI manual edited number 1.docx
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6

6 !

6 0613 Ttalian

6 0614 Ttalian

6 06151 Learning Service
6 06152 Learning Service
6 06153 Learning Service
6 06154 Learning Service:
6 06MA2 Mathematics

6 06MUL Musict

6 06MU2 Musict

6 06MU3. Musict

6 06MU4. Musict

6 06PEL PDJHealth/PE

6 06PE2 PD/Health/PE

Admin Class List

X

LoTE Ms C Moran X
Junior School MsHLee X
Special Needs Ms R Patterson X
Special Needs Mrs L Petersons-Rusm: X
Special Needs Mrs L Petersons-Rusm: X
Special Needs Mrs L Petersons-Rusm: X
Mathematics Mr D Adams X
Mr C Hohnen X

Ms B Morris X

Me ) Kovats X

Mrs A Harding X

PDHPE Mr G Bolton X
PDHPE Ms L Paterson X

Parent Teacher Interview Sessions Administration Menu

Administration

Have you set the “Indlude in PTI" g for ol the clss you want to bring in?

Creation Assistant

satemicver  [To [17 (12 03 74 [T

Select the Year group to be included in this session, can be multiple year groups.
If a previous session has been created it will default to the last session details.

Parent Teacher Interview Sessions Administration Menu

Have you set the "Include in PTI" flag for all the class you want to bring in?

Academic Year =1 0 1 2 3 4

Creation Assistant

Name for the new session?

Name the Session.

® Yes No Clear
5 6 X7 8 9 10 1 12 Clear
Clear

Parent Teacher Interview Sessions Administration Menu

Administration

Academic Year -1 0 1 2 3 4

Have you set the "Include in PTI" flag for all the class you want to bring in?

Creation Assistant

Name for the new session?

Date for the new session?

Enter the date of the Session.

DENBIGH

INTERNATIONAL

&

e Yes No Clear

5 6 x7 8 9 10 1 12 Clear

Year 7 Term 1 Session Clear
Clear

PTI manual edited number 1.docx
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Parent Teacher Interview Sessions Administr: Menu

Have you set the "Include in PTI" flag for all the class you want to bring in? e Yes No Clear
Academic Year -1 0 1 2 3 4 5 6 x7 8 8 10 1 12 Clear
Name for the new session? Year 7 Term 1 Session Clear
Date for the new session? Monday, 30 March 2015 Clear
Start Date for the Staff Login Period 2 [ =] clear

Enter the Start date that staff can login.

Parent Teacher Interview Sessions Administration Menu

Have you set the "Include in PTI" flag for all the class you want to bring in?

Academic Year -1 0 1 2 3 4 5 6 x7 8

9

10

® Yes

1"

No

12

Name for the new session? Year 7 Term 1 Session

Date for the new session? Monday, 30 March 2015

Start Date for the Staff Login Period ? Monday, 23 March 2015

End Date for the Staff Login Period ? [

Enter the End date for staff login.

Parent Teacher Interview Sessions Administration Menu

Have you set the "Include in PTI" flag for all the class you want to bring in? ® Yes No Clear
Academic Year -1 0 1 2 3 4 5 6 X7 8 9 10 1 12 Clear
Name for the new session? Year 7 Term 1 Session Clear
Date for the new session? Monday, 30 March 2015 Clear
Start Date for the Staff Login Period ? Monday, 23 March 2015 Clear
End Date for the Staff Login Period ? Monday, 30 March 2015 Clear
Start Date for the Parent Login Period 2 [ =) clear

Enter the date for Parents to be able to login and make bookings.

9 DENBIGH
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Enter the end date for Parents to be able to login.

Parent Teacher Interview Sessions Administration Menu

Have you set the "Include in PTI" flag for all the class you want to bring in? ® Yes No Clear
Academic Year -1 0 1 2 3 4 5 6 X7 8 10 1 12 Clear
Name for the new session? Year 7 Term 1 Session Clear
Date for the new session? Monday, 30 March 2015 Clear
Start Date for the Staff Login Period ? Monday, 23 March 2015 Clear
End Date for the Staff Login Period ? Monday, 30 March 2015 Clear
Start Date for the Parent Login Period ?  Wednesday, 25 March 2015 Clear
End Date for the Parent Login Period ? | |m| clear

Administration

Creation Assistant

Parent Teacher Interview Sessions Administration Menu

Have you set the "Include in PTI" flag for all the class you want to bring in? ® Yes No Clear
Academic Year -1 0 1 2 3 4 5 6 X7 1 12 Clear
Name for the new session? Year 7 Term 1 Session Clear
Date for the new session? Monday, 30 March 2015 Clear
Start Date for the Staff Login Period ? Monday, 23 March 2015 Clear
End Date for the Staff Login Period ? Monday, 30 March 2015 [ Clear
Start Date for the Parent Login Period ?  Wednesday, 25 March 2015 Clear
End Date for the Parent Login Period ? Friday, 27 March 2015 M Clear

Do you wish to have all the interviews in the room? If so which room?

Session Times Template to use, when creating the Interviews

Choose a room for the Interviews. This can be changed or updated later. Also
individual staff can set different rooms.

&

DENBIGH

INTERNATIONAL
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Parent Teacher Interview Sessions A

Administration Creation Assistant

Have you set the "Include in PTI" flag for all the class you want to bring in? ® Yes

Academic Year -1 0 1 2 3 4 5 6 X7 8 1

Name for the new session? Year 7 Term 1 Session

Date for the new session? Monday, 30 March 2015

Start Date for the Staff Login Period ? Monday, 23 March 2015

End Date for the Staff Login Period ? Monday, 30 March 2015

Start Date for the Parent Login Period ?  Wednesday, 25 March 2015

End Date for the Parent Login Period ? Friday, 27 March 2015 m

Do you wish to have all the interviews in the room? If so which room? STHL2

Session Times Template to use, when creating the Interviews 3:30PM to 6:30PM 10 minute intervals with no breaks
4pm to 7:30pm 10 Minute intervals 5:30 PM break for 20 minutes
4PM to 7PM 5 Minute Intervals, 5:30 PM break for 15 minutes
6PM to 9PM 10 minute Intervals, 7:30 PM Break for 20 Minutes

Choose a Session Times from the templates created.

Parent Teacher Interview Sessions Adi tration Menu

Have you set the "Include in PTI" flag for all the class you want to bring in?

Academic Year =1 0 1 2 3 4 5 6 x7 8 9 10

Name for the new session? Year 7 Term 1 Session

Date for the new session? Monday, 30 March 2015

Start Date for the Staff Login Period ? Monday, 23 March 2015

End Date for the Staff Login Period ? Monday, 30 March 2015

Start Date for the Parent Login Period ?  Wednesday, 25 March 2015

End Date for the Parent Login Period ? Friday, 27 March 2015

Do you wish to have all the interviews in the room? If so which room?

Session Times Template to use, when creating the Interviews [ 4PM to 7PM 5 Minute Intervals, 5:30

2

Click Create Session.

&

DENBIGH

INTERNATIONAL
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New Session Creation Details

I 6]

Interview Session

Parent Start Dete Parent End Date StafT Start Date Staff End Date:

< | [Tue, 1 Dec 2015

year 10 term 1 session [rn, 18 Dec 2015 [rnu,ameczms ifn,llDecl()lS iTue, 15 Dec 2015
Future
Classes Students Teachers Lessons & Timeslots ‘ Notifications Families
U ~ | ] G ) Academic Year Oesr
3 [Jo 01 02 03 Te Us (g 7 (s g K10 1 12 ]

Casses In Session Classes NOT In Session Add All \E
& (101 ) (Tutor Group ).
; (103 | (Tutor Group )
@ (oo (Commerce )

@ @ (10w ) [ commerce @

o [1ocM3 J(Commerce
'; [ 10cM4 | (‘Commerce
o (10081 | ( Dance
& [100R1 | [ orama

1 - The Progress Bar

2 - Classes to be added to the session

3 - Classes that have been added

4 - Sessions are set to Future by default

PTI
S [ ] Message

Session created and populated.
Description

Date
Wed, 9 Dec 2015

Find Back

Year 9 term 1 se

11 Dec 2015

Fri, 18 Dec 2015
| ok )

Casses | Sudenis  lesche S eSsONS EmmeSO—— Notfications

Families
Timesiot Template

{ Sopulste FTLE essons ] (4PM to 7PM 5 Minute Intervals, 5:30 ¥ ] [ Create Interviews ]
Class Day Period Staff Code

09PE1 4 1 FAUJ @

09PES 4 1 GORW g tr Start Time [:

09IT2 4 5 SANR

09PE3 4 6 PATL = etme :]

Click Ok, once the Session has been created and populated. Defaults to the
Lessons and Time slots screen on the Administration of Sessions. Only once the
status is set to Current can anyone access the Session.

&

DENBIGH

INTERNATIONAL
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Interview Sessions

Parent Teacher Interview Sessions Administration Menu

Administration Creation Assistant

Go To

Interview Sessions List

|
©

§

Admin Family
Ust

£
B

‘Community List

Admin Class
Ust

Qs Enolment List

E

Click the Interview Sessions List

Interview Sessions List
Parent End Date Staff Start Dete Seaff End Date
> | Fri, 17 Apr 2015 \ Year 10 session \ | Tue, 5 May 2015 ) | Fri, 29 May 2015 Tue, 5 May 2015 Fri, 29 May 2015 Current v 0
T Fri, 5 Jun 2015 Semester One Interviews Yr 12 Fri, 22 May 2015 Fri, 5 Jun 2015 Fri, 22 May 2015 Fri, 5 Jun 2015 Current
[ -> | Fri, 18 Sep 2015 Semester One Year 9 Fri, 11 Sep 2015 Fri, 18 Sep 2015 Fri, 11 Sep 2015 Fri, 18 Sep 2015 Current
T Fri, 18 Mar 2016 High School Term 1 Session Wed, 2 Dec 2015 Fri, 18 Dec 2015 Wed, 2 Mar 2016 Fri, 18 Mar 2016 Current
[ -> i Tue, 15 Dec 2015 Year term 1 session Fri, 1 Jan 2016 Fri, 8 Jan 2016 Mon, 14 Dec 2015 Thu, 31 Dec 2015 Future
T Tue, 1 Dec 2015 year 10 term 1 session Fri, 18 Dec 2015 Thu, 31 Dec 2015 Fri, 11 Dec 2015 Tue, 15 Dec 2015 Current
[ - i Wed, 9 Dec 2015 Year 9 term 1 session Wed, 30 Dec 2015 Wed, 30 Dec 2015 Fri, 11 Dec 2015 Fri, 18 Dec 2015 Future

Displays the list of Interview Sessions. Displays the Session Start Date,
Description, Parent and Staff dates and the Status.
1. Note Sessions are not visible to the Session Status is set to Current.
2. Click the arrow to view the session details.

Page 15 of 43
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Setting a Session to Current

Interview Session
Parent Start Dete
< | [Fdi, 17 Apr 2015 [ Year 10 session Tue, 5 May 2015 Fri, 20 May 2015 |- Lrmebioy 2015 | [P, 29 May 2015
N . 1 Future | gpe
v _Current ——
Classes Students Teachers Lessons & Timesiots Notifications Families Closed
Acadermic Year Cear
(1 e Cexr
- 0 1 2 3 4 5 6 7 8 9 10 11 12
Casses In Session | Removemn | n Clases NOT 1 Session
10.1 Tutor Group g
103 Tutor Group O
10CM1 Commerce CI
100M2 Commerce |

1 - Choose Current from the list
2 - Click to Update Related Records

Changing the Interview Session Dates

Interview Session
Perent Start Dete Parent End Date Staff Start Date

(<= ] [Toe 1pec2015 ] [year 10 temn 1 session | (P 18Dec201s | (Thu,31Dec201s | (P, 11Dec2015s | (Tue, 15Dec2015 (]
((current ) mmm@
Classes Students Teachers Lessons & Timeslots ‘ Notifications Familes
Academic Year Oear
0 rw Cloar
Fo D1 T2 T3 Tlg Os [Je L7 T o X0 U1t Cig2

Gasses In Session (3 ) Classes NOT In Session (s )

(100M1 ) [ commerce R e (101 ) (Tutor Group )

((100m2 ) [ commerce )i t (103 | Tutor Group )

(1003 [ commerce 18 W (104 ][ cCommerce

1. Dates can be changed on the fly and take immediate effect. If a useris
logged in making interviews, and the date range is changed to some other
date, it will kick the user out of the system.

2. Once the session is due to start the status must be change to Current.

3. Click the Update Related records (this will set all the details of the session
to Current)

Page 16 of 43
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Classes in Session

Interview Session

<= | [, 17 Apr 2015 Year 10 session
Classes Students Teachers
0 = ) @
Qlasses In Session [ removem | (7
10.1 [ Tutor Group
103 [ Tutor Group
100M1 | commerce
100M2 [ commerce
100M3 [ Commerce
100M4 | Commerce
100A1 [ Dance
100R1 | Drama
100T1 [ Desian & Technoloay
100T2 [ Design & Technology
10EN1 [ English
10EN2 [ English 3
10EN3 [ Enalish

DD OO D®HD D0 OD

Parent Start Dete

Tue, 5 May 2015 F
Lessons & Timesiots Notffications
Aadermic Year Gear
o 0y [J2 U3 Tl s [Jg U7 T g U0 U

1 - Field to filter the view of classes in session
2 - Number of classes in the session

3 - List of classes in the session

4 - Will display any classes that have the PTI flagged check that are not in the

current session

Adding a Class to a Session

< | [Fd, 17 Apr 2015

Year 10 session

Classes Students Teachers
A e | Cer
Cesses In Sessicn Remave All ”
(101 [ Tutor Group
(103 ( Tutor Group
(100M1 [ commerce
[(10oM2 | Commerce
((200M3 | commerce
[ 10cM4 | Commerce
( 100A1 | Dance
((100R1 _Drama
(200m1 [ Desian & Technoloay
(20012 [ Design & Technology
("1nens [ Eenlich

Click the arrow to add a class to a session.

DENBIGH

INTERNATIONAL
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Interview Session

Parent Start Dete nd Dx
Tue, 5 May 2015 Fri, 20 Ma
Lessons & Timesiots Notifications Fami
Acaderee Year Gear
0 1 2 3 Xgq 5 7 8 9 10 1 12
Casses NOT I Session |E 25
<: ’ 0daMAT | [ Mathematics
| oabmar J [ Mathematics
W [04cMaT [ Mathematics
4 [04Gcomp ) [ Computer Studies
o [osccst || christian Studies
o [odGENG | | English
W [(odcrre | (‘French
+ | 04GHSIE | [ Human Society and its Environment
o [oscus J [ Library
o (oscvus [ Music
& [ oacenH |[ Pereonal Develonment and Health

PTI manual edited number 1.docx
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Viewing Class details

3 Tutor Group BOWD
SudereD Preferred Nome Sumam Acsterwcres aueres NOT i this s
< 01124 Michael Banjac 3 | + 102816 Georgia Bain-Smith . o
0319 Nichotas Biton 10 3 e 0 02 @
i
00797 Sarah Bokton @ 10 3 | 102863 | Claire Beckett
J 101757 Jay Camobe 10 3 ) 10 02 =
100860 Gray Carvaiho 3 e 100088 Sunali Brice
(N (100870 Rebecca Dutch 3 | 10 02
[
. 01017 Sinthu Field 1 3 | | 106828 Tyna Chen
{ +
(| (20250 Lucy Foo 3 2 1 02
(| (008ss Sophie Gamock i 3 2 103139 ) Haranjot Cooper
(
A (100087 Yomi Hewson 10 103 2 + 10 1
|
(R 102042 Matthew Hindsman 3 2
| T Samantha Hopton 10 103 8 - o
(
(108Nt [ Enalish L] e/ [04GPDH || Personal Development and Health

Click on a Class to view details
1 - List of students in the class
2 - Student not in the Class

Deleting Students from a Class for a Session

FileMaker Pro
103 Tutor Group ]
SudeneiD Prefermed Nome Sumae Acadened Per tly delete this one related
— |
= 01124 Michael Banjac 10 ‘_ rd? E
{ &
03196 Nichoias Bitton 10 -
° 3 |
—
00797 Sarah Bolton w | Delete Cancel [
v 01757 Jay Campbe: 10 |
100860 Gray Carvaiho 10 !u lu.- ’
(| (100870 Rebecca Dutch 1 ' 10 (102
W w0 Sinthu Field 10
(
(|l (202950 Lucy Foo 10 10
[ 100868 Sophie Gamock 10 103 103139 ) Hargwaryot Cooper
|
" 100087 Yomi Hewson 10 103 10.1
(@ | 102942 Matthew Hindsman 10 103 e
(W (102805 Samantha Hopton 10 103 c l ox
|
( 10EN1 | English 5 + | o4GPOH || Personal Development and Heaith

Click on the bin to delete a student from the class for this session.

&

&
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Adding Students to a Class for a Session

B— T= o, = i vy || ————— e

Click the green + to add a Student to a class for a session.

Students in Session

Interview Sessio

(<~ | [, 17 Apr2015 Year 10 session

Classes Students Teachers Lessons & Timesiots
@ = " ] = soarcer @ 0 (J2 W4 g [Js o 2
. 1 03 Os Oy Og Ony

Suderes i this session [ - selecred

Preferred Name Sumame Year [ show Boarders Only Add Other Students

(O ( Georaia Bain-Smith (10 (102 K IE
() { Michael Banjac 10 (103 ] @
() [ Claire Beckett (10 (102 )8
() [ Nicholas Bitton )(10 (103 K]
(0 (sarah Botton (10 (103 1 ®
(O [ sunali Brice (10 (102 1]
(0 { 2ay campbell @ |10 | 103 ]
O [ Gray carvaiho (10 (103 0]
(0 [Tyna chen |(10 (102 2
a] Cooper J(0 (104 )8
() (Beinda crisp (20 i 8
() (anne Day ) (10 @ e
— = — = -

1 - Filter to search for a student
2 - Colour code for Boarder or Selected Student
3 - List of Students in the session

Pt PTI manual edited number 1.docx
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Adding a Sibling Student to a Session *

Date Description Parent Start Date Parent End Date Staff Start Date Staff End Date
= IFri, 13 Mar 2015 [Year 12 Semester One ITue. 10 Mar 2015 [Thu, 12 Mar 2015 IFri,G Mar 2015 [Fri, 13 Mar 2015
Future v

Students Teachers Families Lessons & Timeslots

[] Filter Clear = Boarder
Students in this session S ESlenti Academic Year
Preferred Name Surname Year Show Boarders Only 4 1 3 5 7 9 1 @
[} Nancy Al Ghardaga 12 12.1 @A 0 2 4 6 8 10 x12
[] Andrea Allnutt 12 123 @ Students in this Academic Year not already in this session
D Alexia Anderson 12 123 @ Year Tutor Group Preferred Name Surname
[] AyssaAtkin 12 12.2 i} Caitlin Anderson
(] James Atkin 12 12.4 i} Shreshta Willsallen
[] Rahul Bhargava 12 12.3 i}
[] snriya Bishop 12 122 i}
[] siuBorger 12 12.2 i}
[] oliviaBurton 12 123 @ v
D Jessica Cameron 12 123 @ Classes in Admin System for selected student
[[] Suyeon Ciccarone 12 123 @ 12EA5 English Advanced Ms J Harry A
[[J Anthony Cotis 12 23 @ 12EX1 English Extension 2 Ms J Skrbinsek
[[] Harrison Cox 12 121 @ v 12881 Business Studies Mr M Matthews @
Selected (103267 12AH1 Ancient History Ms V Grierson
Student 1 resnta willsallen 12.3 120A1 Dance Ms A Kiham

1- Check the Academic Year of the students

2 - Click the selected student

3 - Displays the Classes for the selected student
4 - Click the Green + Button to add the student

Teachers in Session

Interview Session

[ < | [, 17 Apr2015 Year 10 session Tue, 5 May 2015 Fri, 20 May 2015
Classes Students Teachers Lessons & Timesiots Notifications Famiies
A Frer | Setall staff toone room... |

] Show Oriy Teachers Vs Roors

Staff Code Room (52 ) (o | (o
(BoG | Mr Gavin Boiton (st @ k| (Aoxo Mr Damien Adams |
[BowD | MrDouglas Bowd | ; ALLT Mr Trevor Allesch
(BROA | Ms Anne Brown L] o (ancc Mrs Caroline Angel
(o0 [man I — ‘
BURM Dr Mark Buri cLsT v y
‘ | Dr Mark Burinson g | (s Ms Sicbhan Ayre |
(Gt camrn o

;F BAIR Mr Robert Bailey J
(DB | Mrs Jane Denbigh 0 -

| (sac Mrs Genevieve Balean )
(Dows” ] Miss Julia Donald 5]

BERP Rev Punam Berm

[DRaK | Ms Karen Dragnich (st 28 | 1' Y nem Somen ‘

1 - Filter to find a teacher

2 - To change or set a room for all teachers in a session

3 - List of teacher in the session

4 - List of teachers that are not in this session but maybe an alternative teacher
for alesson time

Page 20 of 43
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O6PE4 PD/Healthy/PE

2 o ( v) Lessons (Session)

(%om to 7:300m 10 Minute intervais '1\6) Reset Interviews

Class

Lessons (Admin)

®

Display of Teachers Interviews sessions

1 - Session times (either with a booking or not)
2 - Room that the session will be held

3 - The staff login details

4 - Teachers classes (green highlight shows classes in a session)

5- Teachers can block off session times

(Maximum n

umber is in the setup)

6 - If this teacher needs to change the timeslot intervals,
this can be done here.

Setting or Changing rooms for interview

Interview Sessid

G ] Fri, 17 Apr 2015 Year 10 session
Classes Students Teachers

\ Fizer | Set all staff to one room... }

| I Show Orly Teachers With No Roors ‘

Staét Code Room 152
BOLG | Mr Gavin Boiton CLST v @
BOWD | Mr Douglas Bowd m |
BROA | Ms Anne Brown |
BURJ | Mr Jon Burdon |
BURM | Dr Mark Burfinson m D
—_— —

+
+*
+

ANGC
ARCD

Click to Set all staff to one room, Choose the room and then Click Apply. Click out
of the box to cancel.
Or individually change the room as required.

&
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Changing a room for a whole Faculty

Fri, 17 Apr 2015

‘ Year 10 session

Classes Students Teachers
) @ (0)  seosromen.
|— I Show Oy Teachers With No Roors

Staff Code Room

[ BOLG | Mr Gavin Boiton J(cLsT @
(BOWD | Mr Douglas Bowd ) 0]
[ BROA | Ms Anne Brown ) |
‘, BURJ | Mr Jon Burdon ) a2
[ BURM | Dr Mark Burlinson ) [CL ST '] D
[caMK | Ms Katie Cameron ) 2
(DEN | Mrs Jane Denbigh ) o
(DoN3 | Miss Julia Donald ) 8
[ DRAK | Ms Karen Dragnich J [CL ST '] .|
(FAWD | Mrs Joey Fauks ) 0]
[ For [ Ms Kate Ford (st |
(GAE | MrEmst Gairey ) 8
[ GILE ] Ms Lynne Gilmour [CL ST '] 2
[GorRw | Mr Wavne Gorrince st <@

1 - Enter the faculty the search
2 - Displays only teachers in that faculty

Fri, 17 Apr 2015

Classes

A Fiter | maths

r ‘ Show Oy Teachers With No ﬂm

Students

Year 10 session

Teachers

Staff Code

[ BOLG | Mr Gavin Boiton | (cLsT DR
(BoWD ) Mr Douglas Bowd ) |
(BroA | Ms Anne Brown s 9|
(Burl ) MrJon Burdon st @
[ BURM | Or Mark Burfinson | (cLsT @

3 - Click "Set all staff to the one room"

4 - Enter the room
5 - Click "Apply"

DENBIGH

INTERNATIONAL
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Families in session

Interview Session

Date Descrigtion Parent Start Dte Parent End Date
-~ Fri, 17 Apr 2015 Year 10 session Tue, 5 May 2015 Fri, 29 May 2015
c
Classes Students Teachers Lessons & Timesiots Notifications Families

o e Q) J

Yuo4 | Al Ghardaca Accounss areset. 1X @ Delete Accounts for all Parents in this session @
e st Name Preferred Name Sumame

RIDDELL | Alinutt Reationship

BARKER | Anderson

Father | Mr Ching Ching Bitton
BULLO1 | Anderson [ username Password Reset Account [ Motify Parent | | Make Booking for Parent @
DESILVA | Anderson
Mother | Ms Catherine Cather Cahill
MACOUR | Anorov = - -~ . - S
usermame Password Reset ACcoUTt Notify Parent Make Booking for Parent | ()
STARKE | Archina [ [ outy J ng | @

100917 | Armstrong
101252 | Ash
CASALED | Atkin
WESTO3 | Bain-Smith
100468 | Baird

KEANED | Baker
TSAID4 | Banjac

100284 | Bardsley

100290 | Barry @
Send Setti -
QUAILO! | Beardsiey ings.

1 - Filter to Find a family

2 - Family list

3 - Parents in Family - Usernames and passwords

4 - Click to reset the Account for passwords and usernames

5 - Notify Parent individually after changing the account details
(sent as per settings see below)

6 - Make Booking for Parent

7 - Delete Accounts for all parents in this session

8 - Checked if the parents in this session, accounts have been sent.

9 - Checked when after notifications has been sent to parents of this session

10 - Display of the Email Log to the parents in the family

Authentication Settings for Families

Interview Sessid
Date Description
< Fri, 17 Apr 2015 Year 10 session
Classes Students Teachers Lessons & Timesiots
Fier Authentication Settings...
YUo4 | Al Ghardaga

RIDDELL | Alinutt

BARKER | Anderson

BULLO1 | Anderson 8
DESILVA | Anderson

Mother | Ms Catherine Catherine
MACOUR | Ancrov - e -

Username Password Reset Account Notify Pa

STARKE | Archinal ‘ A
100917 ] Armstrong
101252 | Ash

1 - Click the Authentication Settings to view and adjust if necessary (this can also
be done in the Settings Menu).

9 D EN Bl G H PTI manual edited number 1.docx
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Send Settings

Interview Session
Date Descrgnion

Parent Start Dete Parent End Date Staff Start D)
<~ | [Fri, 17 Apr 2015 [ Year 10 session Tue, 5 May 2015 Fri, 29 May 2015 Toe, 5 M
Classes Students Teachers Lessons & Timesiots Notifications Families
Feor | [ ]

Authentication Segtings. .

Accourts are set [

Delete Accounts for all Parents in this session

Preferned Name Sumame
Touts Sty [ )(owma Bitton ]+
Letters  Emais  SMSs bt | [ notify Parent | [ Mke Booking for Parent | (3
> Nothron e [ Catherine Cahill J
<CurrentDate> “ Bt ) [ vouyparent | [ vakeBookngforrarert | @
<Mailing Title>

<Postal Address Property Name>
<Postal Address Street>

<Postal Address Suburb> <Postal Address State>  <Postal Address PostCode>

Dear <Sakstation>

As you would now be aware the School is moving o a system of online bookings for
Parent/Student/Teacher interviews.

The scheduled evening for <session name> is <session date>. The onine booking system w
be available from <sesson start date> to <session end date>

The bocking procedure will be as follows:

- Send Settings...
rtervien Reguest Text :

Send Usemames and Passwords to 2 Parents
In addition, the following teacher(s) have aiso requested interviews.

1 - As per the Settings Menu, review all sending settings/notifications
2 - Send Username and passwords to all Parents of this session

Testing Sending Parent Notifications

Interview Session
Pacent Start Dete

< | [Fni, 17 Apr 2015 Year 10 session Tue, 5 May 2015

Classes Students Teachers Lessons & Timesiots Notifications

Authentication Settings...

Delete Accounts for all Parents in tt

Preferred Nare Sumame
Teds | Sending Via
J( cring Bitton
bt ) [ NotiyParent | | Make Booking fc
e Al s |[ catherine Cahill
X Email  t exists. Comespondence it doesn't —
bt | [ Noufyparent | | akeBooking fc

Send Settings...
| Send Usemames and Passwords 1

1 - Enter a test email and/or a mobile number to test the sending of notifications.
Note: If you populate the "Test Email Address" and "Test SMS Number" fields,
then notifications will be sent to them instead. To send to the actual parents,
empty the "Test Email Address" and "Test SMS Number" fields.

&
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Administration of Booking Time slots

Interview Session
Date Descrigtion Parent Start Dete Parent End Date e E
<« | [Fri, 17 Apr 2015 Year 10 session Tue, 5 May 2015 Fri, 29 May 2015 Tue, !
Current
Classes Students Teachers Lessons & Timeslots Notifications Famiies

Timesict Tempiate
[ Populate PTI Lessons ‘ ((@om to 7:300m 10 Minute intervals_¥) | Create [ntenviews @
cass Day Porcd Statt Code @

] S— | =)

18:00 [ 18:10 J(cLsT v)
BOLG Mr v | M Gavin Bolton

If it is necessary administration can create a new session from here.

1 - Time slot can be change but the interview times would need to be set
2 - If creating new interviews

3 - Filter to search for a staff member

4 - Filter for times and rooms.

Interview Session
Date. Descrgrion Parent Start Dete Parent End Date
<« Fri, 17 Apr 2015 Year 10 session Tue, 5 May 2015 Fri, 29 May 2015
Classes Students Teachers Lessons & Timeslots Notifications Famiies
Trmedct Tempiate
Populate PTI Lesscns | ((4om to 7:300m 10 Minute intervals_¥) | Croate Interviews

Day Period Staff Code

1 - The database administrator can make bookings for a parent or staff member.

The following functions can only be completed by the Assisting Staff for the

PTI sessions.

INTERNATIONAL
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Administration of Sessions by Assistant

Parent Teacher Interview Sessions Administration Menu

Administration Creaton Assstant

Interview Sessions List [ e ( i "; [ Timesiot Templates
Intervews Uit
Student Ust
Famiy Lt \i é ) ‘ il
Parerts Uit
Communty Lst
Sttt st
oy Adin Coss
Class Envolment Ust
Lessans Emai Log

There are 2 options for an Administration Assistant to make bookings.
1 - Making bookings per teacher or
2 - The Family interface

Administration Assistance Making bookings for a teacher

Parent Teacher Interview Sessions Administration Menu

Bookings for Teacher Bookings for Family

Selecta

DENJ Mrs Jane Denbigh

v @ Select a Sesslon | Year 7 and 8 semester 1

1@

These are the classes you teach, that will have students in this Parent Teacher
Session. Select a class to see the students, and type into the search field to filter ~slots, if you wish. You may also specify a particular student and parent in a particular timesiot.
the list. Click the checkbox for "Request Inteview” to send a request to that

student's parents.

SelectaClass 07DTE Designand v @

Show unassigned only

These are the Interview siots assigned to Mrs Jane Denbigh. You may block out a maximum of 4

To create a booking:
1) first click on the interview that has the desired timesiot. The selected timesiot will be highlighted
in yellow. (hint : click the checkbox for *Show available only* to narrow the search to available timeslots only).

2)to the right of the interviews, select a Class

3) select the Student

4) select the Parent requesting this booking.

B E B EBEEBEEEB

Tiffany Bardsley

Request Interview
James Crisp

Request Interview
Pragya Gifford

Request Interview
Grace Goodwin

Request Interview
Rohan Grant

Request Interview
Hannah Hayes

Request Interview
Sandhya Kerr

Request Interview

Start Time

‘Show available only  End Time

Fri 15/05/15 6:00 pm - 6:10 pm 4 |Class
Block off v
Student
Class : v
Student :
Parent : Parent

Fri 16/05/15 6:10 pm - 6:20 pm
Block off
Class :

Student :
Parent :

1 - Choose the teacher
2 - Choose the session
3 - Choose a Class

&
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Parent Teacher Interview Sessions Administration Menu

Selecta DRAK Ms Karen Dragnich

v

Bookings for Teacher Bookings for Fami

Select a Session  Year 7 Semester One v

student’s parents.
Selecta Class | 07PE2

~®

Macsen Chen -

£
S

Show unassigned only

Request Interview
Richard Dalkin

Request Interview
Hannah Hayes

Request Interview
Stewart Hunt

Request Interview
Christopher Mansfield

Request Interview
Andrew Merriman

Request Interview

Oakey Sachs

CSIEICICIGICE

100 = & 5

Request Interview

Browse

s WN -

Selected Class

Filter by times

These are the classes you teach, that will have students in this Parent Teacher
Session. Select a class to see the students, and type into the search field to filter
the list. Click the checkbox for "Request Inteview" to send a request to that

Displays the students in the Class
Instructions on how to make bookings

These are the Interview slots assigned to Ms Karen Dragnich. You may block out a maximum of 4
slots, if you wish. You may also specify a particular student and parent in a particular timeslot.

To create a booking:

1) first click on the interview that has the desired timeslot. The selected timeslot will be highlighted
in yellow. (hint : cick the checkbox for *Show available only* to narrow the search to availabl timeslots only).

2) to the right of the interviews, select a Class

3) select the Student

4) select the Parent requesting this booking.

®

Start Time v

=)
End Time v [Cow |

Show available only

Fri 17/04/15 4:00 pm - 4:10 pm 4 [Class
Block off v
Student
Class : v
Student :
Parent : Parent

Fri 17/04/15 4:10 pm - 4:20 pm
Block off
Class :

Student :
Parent :

Click to only display available time slots.

Parent Teacher Interview Sessions Administration Menu

Bookings for Teacher

Selecta DRAK Ms Karen Dragnich v Select a Session  Year 7 Semester One v

These are the classes you teach, that will have students in this Parent Teacher
Session. Select a class to see the students, and type into the search field to filter
the list. Click the checkbox for "Request Inteview" to send a request to that

These are the Interview slots assigned to Ms Karen Dragnich. You may block out a maximum of 4
slots, if you wish. You may also specify a particular student and parent in a particular timeslot.

student's parents.
Selecta Class = 07PE2 v

Search Show unassigned only

Macsen Chen -

Request Interview
Richard Dalkin

Request Interview
Hannah Hayes

Request Interview X
Stewart Hunt

Request Interview

Christopher Mansfield

Andrew

Oakey Sachs

Request Interview X
Merriman

Request Interview

Request Interview

To create a booking:

1) first click on the interview that has the desired timesiot. The selected timeslot will be highlighted
in yellow. (hint : click the checkbox for *Show available only” to narrow the search to available timeslots only).

2) to the right of the interviews, select a Class
3) select the Student
4) select the Parent requesting this booking.

Start Time

Show available only ~ End Time

v o=

Clear Interview

Fri 17/04/15 4:00 pm - 4:10 pm \

Assignment

Class

7 v

Class : 07PE2 PD/Health/PE
Student : Richard Dalkin
Parent : Mrs Dalkin

Student

Notify Parent PV, A
Parent

Fri 17/04/15 4:10 pm - 4:20 pm

Block off

Class :
Student :
Parent :

M

Click to Not

NelNeceRN le))
1
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Interview booking will be highlighted in yellow
Click to Clear the Interview Assignment

Click to Print the sessions for the teacher
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Friday, 17 April 2015

Interviews List for Ms Karen Dragnich

16:00:00 - 16:10:00

Student : Richard Dalkin for PD/Health/PE

Parents in Student’s Family

CLST

Father Mr Arulkumar Dalkin
Mother Mrs Sharminie Dalkin

No Booking in this timesk

16:10:00 - 16:20:00
Student : for
Parents in Student’s Family

CLST

No Booking in this timesk

16:20:00 - 16:30:00
Student : for
Parents in Student’s Family

CLST

No Booking in this timesk

16:30:00 - 16:40:00
Student : for
Parents in Student’s Family

CLST

No Booking in this timesk

16:40:00 - 16:50:00
Student : for
Parents in Student’s Family

CLST

No Booking in this timesk

Printer: @ Canon N

Presets: Default Set

Copies: 1

Pages: * All
From: 1
FileMaker |

Number pages from: 1

* Records being browsed
Current record
Blank record, showing fi¢

PDF v Hide Details -

IF

16:50:00 - 17:00:00
Student : for
Parents in Student’s Family

CLST

No Booking in this timeslot

L 4:10 pm ‘

17:00:00 - 17:10:00
Student : for
Parents in Student’s Family

CLST

No Booking in this timeslot

kin
e Dalkin

t 4:20 pm

alth/PE ‘

17:10:00 - 17:20:00
Student : for
Parents in Student’s Family

CLST

No Booking in this timeslot

17:20:00 - 17:30:00
Student : for
Parents in Student’s Family

CLST

No Booking in this timeslot

17:30:00 - 17:40:00
Student : for

Darante in Stadant'e Eamihe

snn n e ————

CLST

No Booking in this timeslot

10 - Click Print to Print the Interview list.

&
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Parent Teacher Interview Sessions Administration Menu

Administration Assistance Making bookings for a family**

T 0 ooungsforFamy

MCALPINEO1 | Beckett

100847 [Bnargava
HONO2 [Bitton
100504 [Bishop
[Boiton @
TRINH02 [Borger

BHANDULAO  [Brice

[Burton

HHBRHAGRHGEN

[cameron

Bookings for Teacher Bookings for Family
Search
I Parent Type F
Family Code Family Name - [Fa(hev [F ather [ Make booking for Parent A
o [YUM w Ghardaga @ Title First Name Preferred Name Surname
[RIDDELLOT  [Alnutt 53 Pat [Paul [Anderson
Select | |BULLO1 lAnderson ]
| Mother [Momer Make booking for P:
[cASALEOT [Atkin
Title First Name Preferred Name Surname
[wesToa [Bain-Smith [Mrs Toula [Toula [Anderson
[TsAi04 [Banjac

1 - Filter for the family
2 - Click select to view the parents in the family
3 - Click "Make booking for Parent" (see page

Teacher Booking (Teacher interface)

Forward

Select a Session

Parent Teacher Interview Sessions Teacher Data

1 - Select a session

&

&
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Parent Teacher Interview Sessions Teacher Data

Selecta Session | Year 7 Semester One v
These are the classes you teach, that will have students in this Parent Teacher N p
Seccion Seloct s cas 10500 s, A ype o th s fla o r 1258 & th v slts assignc 1 Y. ¥ou may ack out 8 masu of 4 st f o
the list. Click the checkbox for “Request Inteview" to send a request to that :
student's parents.
Select a Class [[] show available only  start Time S E]
@ O7DTE Design and Technology —
EnaTime o=
Search (2] phow unassigned only Fri 17/04/15 4:00 pm - 4:10 pm D
( | [ Block oft
Class :
Tittany Bardsley C) Student:
Request Interview Parent:
James Crisp Fri 17/04/15 4:10 pm - 4:20 pm @
. Request Interview 9 [Jetockoft
() Class :
Pragya Gifford i
Request Interview Parent:
Grace Goodwin Fri 17/04/15 4:20 pm - 4:30 pm
n Request Interview [siockoft
— Class :
Rohan Grant Student:
Request Interview Parent: @
Hannah Hayes Fri 17/04/15 4:30 pm - 4:40 pm
n Request Interview [ stockott
— Class :
Sandhya Kerr ——
Request Interview . Parent: .

Select a Class

Check to show only the unassigned students
Filter with the search bar

Select a student

Select a time

Print Interview List

NO Ul b Wi
1

Teacher Booking - Request an interview

‘eacher Interview Sessions Teacher Data

Selecta Session  Year 7 Semester One v
These are the classes you teach, that will have students in this Parent Teacher }
Session. Select a class to see the students, and type into the search field to filter B“;f" You ""'fa'";:.‘f‘:"’if;;sfs‘g’;f;’ sm:"r:: am:r:rl.??::m el of 4slots, if you
the list. Click the checkbox for *Request Inteview" to send a request to that - Y P par P pai
student's parents.
Select a Class [C] show available only ~ start Time v [ oe |
@ 07DTE Design and Technology S——
End Time v [ oe |
Search [[] Show unassigned only Fri 17/04/15 4:00 pm - 4:10 pm A
( [[] Block oft
Class :
a
Titfany Bardsley Student:
Request Interview Parent :
James Crisp Fri 17/04/15 4:10 pm - 4:20 pm
. Request Interview [Btockoft
Class :
’ : Student :
Lo Parent :
Grace Goodwin Fri 17/04/15 4:20 pm - 4:30 pm
n Request Interview @ I:‘ Block oft
= Class :
. Rohan Grant Student:
Request Interview Parent :
Hannah Hayes Fri 17/04/15 4:30 pm - 4:40 pm
n Request Interview [Btockoft
= Class :
Sandhya Kerr —— '
Request Interview v Parent : v

1 - Click the Request Interview box
2 - Click Save
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Teacher Booking - Block out times

Selecta Session  Year 7 Semester One

These are the classes you teach, that will have students i this Parent Teacher
Session. Select a class to see the students, and type into the search field to filter
the list. Click the checkbox for “Request Inteview" to send a request to that

leacher Interview Sessions Teacher Data

v

student's parents.
Select a Class

® 07DTE Design and Technology

[] Show unassigned only

g
g

]

BEEEBEEEE

Titfany Bardsley

Request Interview
James Crisp

Request Interview
Pragya Gifford

Request Interview X
Grace Goodwin

Request Interview
Rohan Grant

Request Interview
Hannah Hayes

Request Interview
Sandhya Kerr

Request Interview

1 - Click the Block off box
2 - Number of interviews block off with display
(maximum number of times allowable to be block off is set by the administrator)

Parent Teacher Interview Se: ns Teacher Data

Select a Session  Year 7 PT| Session 9th March 2015

These are the classes you teach, that will have students in this Parent Teacher
Session. Select a class to see the students, and type into the search field to filter
the list. Click the checkbox for “Request Inteview" to send a request to that

student's
Select a

parents.
Class

® 07EN1 English

Search

[] Show unassigned only

Sitina Sellwood A

Request Interview
Turki Maskell-Knight

Request Interview X
Marie Sherwin

Request Interview
Caspian Hatton

Request Interview X
Tiffany Bardsley

Request Interview
Fiona Wiliams

Request Interview
James MacLellan

Request Interview

These are the Interview slots assigned to you. You may block out a maximum of 4 siots, if you
wish. You may also specify a particular student and parent in a particular slot

[[1] show available only ~ start Time v
End Time v

Number of interviews blocked off : 1 m

Fri 17/04/15 4:00 pm - 4:10 pm

[X] Block oft @

Fri 17/04/15 4:10 pm - 4:20 pm
Block off

Class :

Student :

Parent :

Fri 17/04/15 4:20 pm - 4:30 pm

[ Block oft

Class :

Student :

Parent :

Fri 17/04/15 4:30 pm - 4:40 pm

[ Block off

Class :

Student :

Parent :

()
(Co= ]

These are the Interview slots assigned to you. You may block out a maximum of 4 slots, if you
wish. You may also specify a particular student and parent in a particular siot

[] show available only ~ start Time.
End Time

Number of interviews blocked off : 4

| 5:55 pm - 6:00 pm
| )

Maximum number of blocked timeslots has been reached.

OK

Parent :

6:05 pm - 6:10 pm
[[] Block oft
Class :

Student :
Parent :

Once the maximum number has been reached no more times can be blocked off.

&
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Parent Teacher Interview Sessions Teacher Data

Select a Session  Year 7 Semester One

v

These are the classes you teach, that will have students in this Parent Teacher

Session. Select a class to see the students, and type into the search field to filter
the list. Click the checkbox for “Request Inteview* to send a request to that

student's parents.
Select a Class

@ 07DTE Design and Technology

|

Search [[] Show unassigned only

Titfany Bardsley

Request Interview
James Crisp

Request Interview
Pragya Gifford

Request Interview X
Grace Goodwin

Request Interview
Rohan Grant

Request Interview
Hannah Hayes

Request Interview
Sandhya Kerr

Request Interview

B E B EEE B

[]] show available only  Start Time

End Time

Number of interviews blocked off : 1

v

v

Fri 17/04/15 4:00 pm - 4:10 pm
[x] Block off

Class : Design and Technology
Student : James Crisp

Parent : Mrs Giuseppina Crisp

Fri 17/04/15 4:20 pm - 4:30 pm
[ Block oft

Class :

Student :

Parent :

Fri 17/04/15 4:30 pm - 4:40 pm
[[] Block oft

Class :

Student :

Parent :

Fri 17/04/15 4:10 pm - 4:20 pm [ Glear Interview
‘Assignment

®

Class

Parent

These are the Interview siots assigned to you. You may block out a maximum of 4 slots, if you
wish. You may also specify a particular student and parent in a particular siot

()

®

v
v

v

Calendar
Entries

Print
Interview
List

If teachers are allowed to make bookings they will have the drop down boxes to
select the classes, students and parents.
1 - Click the time
2 - Click to find the Class, Student and Parent
3 - Click to make Calendar Entries

Example of attachment for .ics file to update calendars.

&

DENBIGH

INTERNATIONAL

Message Size: 8 KB

Monday 09 March 2015.ics file

s

Monday 09 March
2015.ics

2 KB
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Teacher Login on the Night of Interview Session

Year 8 Session Term 1

16:00:00 - 16:10:00 [ ] comtes Emai Notes

To Me
Student : William Barry
Subject : Visual Arts
Parent who made the booking : Mrs Hung (Jennifer) Barry

Parents in this family

Mrs Hung (Jennifer) Barry Mother -

Timetable Save
Mr Max Barry Father
View View
v As List As Form
16:10:00 - 16:20:00 [ ] compis v

Student : Bradley Margerison
Subject : Visual Arts
Parent who made the booking : Mr Selvarajah Margerison

Parents in this family

Mrs Mathi Margerison Mother -
Timetable Save
Mr Selvarajah Margerison Father
View View
v As List As Form
1 6:20:00 - 1 6:30:00 |:| Completed Em.?: ’I:JAgles

Student : Lucy Risby
Subject : Visual Arts
Parent who made the booking : Mr Gao Risby

Parents in this family

Mr Gao Risby Father -
Timetable Save
Mrs Li Yan Mother
View View
As List As Form

Teachers can login to session at the night of the interview (preferably on in
iPad). They will see the list of times and the Student bookings. Click the View As
Form for each Interview.
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16:10:00 - 16:20:00 Cogﬁed E'"Tam‘e;

Timetable
Student : Alex Humphries C

e ) Day Period
& Subject : Drama .
a Parent who made the booking : Dr Felix Huwr 8 3

Parents in this family

Mrs Christina Humphries Mother ‘
T‘nmetab/le ~ Save 1\ )
Dr Felix Humphries Father N~ \J -
Interview went v fith Alex on his ongoing portfolio of work. A
v
v
v
View /7 View
AsList | As Form

1 - Displays the parents in the family

2 - Click Timetable to see timetabled lessons
3 - Enter the notes regarding the interview
4 - Check once the interview is completed

5 - Click to Email the notes to themselves

6 - Click to Save the details

7 - Click to view List

Parent Login and bookings (Parent Interface)

Parent - Teacher Interviews Booking System

Please click the ‘Login’ button and enter your username and password

Login

Click to Login

Pt PTI manual edited number 1.docx
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Parent - Teacher Interviews Booking System

Please click the 'Login’ button and enter your username and password

Please enter your username and password. The password is
case sensitive and should be entered exactly as supplied to
you by the school.

Username
FCHANG6412338

Password

Cancel OK

Enter the Username and Password as supplied by the school in the Parent
Teacher Letter Details then click OK.

Parent - Teacher Interviews Booking System
Logout

‘You are logged in as a parent in the Humphries family.

Step 1

Please click on a student to see
their class list

'—i Alex Humphries

INTERNATIONAL
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Step 1 - Click on the student to see their classes for this session

Parent - Teacher Interviews Booking System
Logout
You are logged in as a parent in the Humphries family.
Step 1 Step 2
Please click on a student to see Please click on a Class to see the
their class list Teacher's availability

'—i Alex Humphries

cccccccc

Note if a teacher has requested an interview there will be a message on that class
"Interview requested by ...."

Step 2 - Click on a Class to make a booking

Parent - Teacher Interviews Booking System

Logout

You are logged in as a parent in the Humphries family.

Step 1 Step 2 Step 3

Please click on a student to see Please click on a Class to see the These are the timeslots the selected Teacher
their class list Teacher's availability has available
Click on "Book" to reserve a timesiot.

A | [ Drama A A

s Ms E Dowling k&b
B Alex Humphries

Design & Technology
T Staff

4:10 pm to 4:20 pm

English
Ms R Guinness

Mrs L Lam

History
Mrs L Lam

Japanese

Learning to Learn
Ms R Guinness

Mathematics
Mr G Armitage

a a a a
P 3 w o
8 S =] S
° ° ] ]
3 3 3 3
g g g g
I - a a
& @ 5 w
8 =] S =]
] v ] ]
3 3 3 3

Music

Mrs K Preeya

Interview requested by Mrs K Preeva
5:00 pm to 5:10 pm

PD/Health/PE

Ms M Groux

Only available times will be displayed to book. Click the Book button to make the
relevant booking.
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3 - Click the Book button to make the booking

Parent - Teacher Interviews Booking System

Logout
‘You are logged in as a parent in the Humphries family.
Step 1 Step 2 Step 3
Please click on a student to see Please click on a Class to see the These are the timeslots the selected Teacher
their class list Teacher's availability has available.
Click on "Book" to reserve a timeslot.
4| Drama 4 P = .
Mo E Dowling 4:00 pm to 4:10 p
| Alex Humphries
Design & Technology ‘—,
T Staff
4:10 pm to 4:20 pm
English
Ms R Guinness
Geography 4:20 pm to 4:30 pm
History
Mrs L Lam
4:30 pm to 4:40 pm
Learning to Learn Sl
Ms R Guinness m
Mathematics
Mr G Armitage 4:50 pm to 5:00 pm
Mrs K Preeya
Interview reuested by Mrs K Preeva
5:00 pm to 5:10 pm
PD/Health/PE
v v v
. . . . .
4 - Booking displayed with time, subject and teacher name
Parent - Teacher Interviews Booking System i
ogout

You are logged in as a parent in the Humphries family.

Step 1 Step 2 Step 3 Step 4 Next->

Please click on a student to see Please click on a Class to see the These are the timeslots the selected Teacher This is a list of the appointments you
their class list Teacher's availability has available. have booked
4 pn a a A
3EEED : 4:10 pm to 4:20 pm Wednesday 01 April 2015 4:00 PM to
Ms E Dowling 4:10 PM, English with Ms Rilla
Alex Humphries Guinness

Design & Technology
Staff
4:20 pm to 4:30 pm

English
Ms R Guinness

Geography 4:30 pm to 4:40 pm
Mrs L Lam

History
Mrs L Lam
4:40 pm to 4:50 pm

Japanese

4:50 pm to 5:00 pm
Learning to Learn
Ms R Guinness

Mathematics
Mr G Armitage 5:00 pm to 5:10 pm

Music
Mrs K Preeya
Interview requested by Mrs K Preeya
5:10 pm to 5:20 pm
PD/Health/PE
Ms M Groux

Note that once a booking has been made for a class all times are no longer
available for booking. To change the booking time, click the Clear button.
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Step 1

Please click on a student to see
their class list

i Alex Humphries

Step 2

Please click on a Class to see the
Teacher's availability

Drama
Ms E Dowling

Design & Technology
T Staff

English
Ms R Guinness

Geography
Mrs L Lam

History
Mrs L Lam

Japanese

Learning to Learn
Ms R Guinness

Mathematics
Mr G Armitage

Music
Mrs K Preeya
Interview requested by Mrs K Preeva

PD/Health/PE
Ms M Groux

Parent - Teacher Interviews Booking System

You are logged in as a parent in the Humphries family.

Step 3

These are the timeslots the selected Teacher
has available.

Click on "Book" to reserve a timeslot.

4:00 pm to 4:10 pm

4:10 pm 10 4:20 pm

have reserved this tmesiot

y wit

cher.

4:20 pm 10 4:30 pm

ou have reserved this timesiot
'y with another teacher.

4:30 pm to 4:40 pm

have reserved this timesiot
y with anot cher.

4:40 pm to 4:50 pm

4:50 pm to 5:00 pm

5:00 pm to 5:10 pm

Step 4 Next >
This is a list of the appointments you
have booked.

Wednesday 01 April 2015 4:00 PM to
M, English with Ms Rilla
Guinness

Wednesday 01 April 2015 4:10 PM to
20 PM, Design & Technology with
Test Staff

Wednesday 01 April 2015 4:20 PM to
4:30 PM, Music with Mrs Karen
Preeya

Wednesday 01 April 2015 4:30 PM to
PM, Drama with Ms Emily
Dowiing

Repeat steps 2 and 3 for all other classes. Classes that have been booked are
shown in pale yellow, the selected class is in bright yellow. Note that any times
that have been booked will now not be displayed.

5 - Click Next to view all bookings

Parent - Teacher Interviews Booking System

‘You are logged in as a parent in the Humphries family.

Logout

Step 1

Please click on a student to see
their class list

i Alex Humphries

DENBIGH

INTERNATIONAL
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Step 2

Please click on a Class to see the
Teachers availability

rama
Ms E Dowiing

Design & Technology
aff

English
Ms R Guinness

Geography
Mrs L Lam

History
Mrs L Lam

Japanese

Learning to Learn
Ms R Guinness

Mathematics
Mr G Armitage

Music
Mrs K Preeya
Interview requested by Mrs K Preeva

PDMHealth/PE
Ms M Groux

Step 3

These are the timeslots the selected Teacher
has available.

A
5:50 pm o 6:00 pm
You have reserved this mesiot
aiready with anot her.
6:20 pm o 6:30 pm
You have reserved this tmesiot
aiready with anot her.
6:30 pm o 6:40 pm
You have reserved this tmesiot
teacher.
6:40 pm o 6:50 pm
6:50 pm o 7:00 pm
7:00 pm to 7:10 pm
7:10 pm to 7:20 pm
v

Next >

Step 4

This is a list of the app8
have booked.

A

Wednesday 01 April 2015 4:50 PM to

5:00 PM, History with Mrs Lynne Lam

Wednesday 01 April 2015 5:00 PM to

5:10 PM, Japanese with

Wednesday 01 April 2015 5:10 PM to

5:20 P! iealt/PE with M

Michelle Groux

Wednesday 01 April 2015 5:20 PM to

5:30 PM, Mathematics with Mr Greg

Armitage

Wednesday 01 April 2015 5:30 PM to

5:40 PM, Religion with Mrs Lynne

Lam

Wednesday 01 April 2015 5:40 PM to

5:50 PM, Learning to Leam with Ms

Rilla Guinness

Wednesday 01 April 2015 5:50 PM to

6:00 PM, Science with Mr Scott

Hammer

Wednesday 01 April 2015 6:20 PM to

6:30 PM, Visual Arts with Mrs Anne

Hicks

Wednesday 01 April 2015 6:30 PM to

6:40 PM, HSIE with Mrs Lynne Lam
v

PTI manual edited number 1.docx
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6 - Email the list to me

Parent - Teacher Interviews Booking System - Summary
Logout

You are logged in as a parent in the Humphries family.

Email them to me

‘Wednesday 01 April 2015 4:00 PM to 4:10 PM, English with Ms Rilla Guinness A

(5 This is a list of the appointments you have booked. (6
Click the "<-Previous™ button below, if you wish to alter these bookings.

Wednesday 01 April 2015 4:10 PM to 4:20 PM, Design & Technology with Test Staff
Wednesday 01 April 2015 4:20 PM to 4:30 PM, Music with Mrs Karen Preeya
Wednesday 01 April 2015 4:30 PM to 4:40 PM, Drama with Ms Emity Dowling
Wednesday 01 April 2015 4:40 PM to 4:50 PM, Geography with Mrs Lynne Lam
Wednesday 01 April 2015 4:50 PM to 5:00 PM, History with Mrs Lynne Lam
Wednesday 01 April 2015 5:00 PM to 5:10 PM, Japanese with

Wednesday 01 April 2015 5:10 PM to 5:20 PM, PD/Health/PE with Ms Michelle Groux
Wednesday 01 April 2015 5:20 PM to 5:30 PM, Mathematics with Mr Greg Armitage
Wednesday 01 April 2015 5:30 PM to 5:40 PM, Religion with Mrs Lynne Lam
Wednesday 01 April 2015 5:40 PM to 5:50 PM, Learning to Learn with Ms Rilla Guinness
Wednesday 01 April 2015 5:50 PM to 6:00 PM, Science with Mr Scott Hammer
‘Wednesday 01 April 2015 6:20 PM to 6:30 PM, Visual Arts with Mrs Anne Hicks

‘Wednesday 01 April 2015 6:30 PM to 6:40 PM, HSIE with Mrs Lynne Lam

<- Previous

This will email an .ics file that by just clicking on the link the data will be opened
in all calendar programs. Click Previous button if you want to go back to the
bookings.

Parent - Teacher Interviews Booking System - Summary
Logout

You are logged in as a parent in the Humphries family.

Email them to me

(5 This is a list of the appointments you have booked (6)
Ciick the "<-Previous" button below, if you wish to alter these bookings.

Wednesday 01 April 2015 4:00 PM to 4:10 PM, Engiish with
An email has been sent to your recorded email address, with a
Calendar file containing your bookings. Would you like to
Wednosday 01 Apri 2016 420 PM o £:30 PM, Musicwiny 099U OF return to the previous screen?

Wednesday 01 April 2015 4:30 PM to 4:40 PM, Drama with |
Cancel Return
Wednesday 01 April 2015 4:40 PM to 4:50 PM, Geography v

Wednesday 01 April 2015 4:50 PM to 5:00 PM, History with Mrs Lynne Lam

Wednesday 01 April 2015 4:10 PM to 4:20 PM, Design & Te

‘Wednesday 01 April 2015 5:00 PM to 5:10 PM, Japanese with

‘Wednesday 01 April 2015 5:10 PM to 5:20 PM, PD/Health/PE with Ms Michelle Groux
Wednesday 01 April 2015 5:20 PM to 5:30 PM, Mathematics with Mr Greg Amitage
Wednesday 01 April 2015 5:30 PM to 5:40 PM, Religion with Mrs Lynne Lam
‘Wednesday 01 April 2015 5:40 PM to 5:50 PM, Learning to Learn with Ms Rilla Guinness
‘Wednesday 01 April 2015 5:50 PM to 6:00 PM, Science with Mr Scott Hammer
‘Wednesday 01 April 2015 6:20 PM to 6:30 PM, Visual Arts with Mrs Anne Hicks

‘Wednesday 01 April 2015 6:30 PM to 6:40 PM, HSIE with Mrs Lynne Lam

<- Previous

Message to say that an email has been sent to your recorded email address, with
a Calendar file containing your bookings. Click Logout once complete.
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Administration Functions - Changing a teacher to a new teacher for a set of
interviews

Forward

Parent Teacher Interview Sessions Administration Menu

Administration Creation Assistant

GoTo
Assignments Screen Timeslot Templates

Interview Sessions List

= |®

Open Parent Interface

PTI_Student
List

PTI_Family
List

Admin Family
List

PTI_Parents

{3

PTI_Community
List

PTI_Staff

=
3

i

PTI_Class
List

Admin Class
List

PTI_Class_Enrolment
List

e

1 - Click Interview List

il

Forward

Interviews List

Date Description Start End
17/04/2015 Year 7 Semester One 4:00 pm 4:10 pm Interview23884 Session96 Current

Staff Code [DRAK IMsKarenDragnleh Class [owsz Student ID [104415 IRlchardDalldn E

Room |CLST Parent [104379 [Mrs Sharminie Dalkin

Potential Teacher Change

StaffCode we want to change to.

—

(1710472015 [ Year 7 Semester One [4:10pm (420 pm [lmervmaaas Session96 Current v

Staff Code [DRAK [Ms Karen Dragnich Class | Student 1D | [

Room [W Parent [ [

2 - Click Find

Pt PTI manual edited number 1.docx
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Forward

Interviews List
Date Description Start End
- =~ [ [ [« [ v
Staff Code [DRAK 3])> Class (2 StudentiD 2 [«

Room |2 Parent IQ lq

Potential Teacher Change

StaffCode we want to change to. Current Interviews this parent has booked around this time
[—Q Before
B (@ (@ (o .
[Q [q reassign to this one .
v
After
B (o B (o 4
v v

3 - Enter the Staff code of the member to Find.
4 - Click Find.

Forward

Interviews List

Staff Code IDRAK [MA Karen Dragnich Class [uwez Student ID [104415 [Rlenam Dalkin H

Room [CLST Parent [104379 [Mrs ‘Sharminie Dalkin

Potential Teacher Change

StaffCode we want to change to. Current Interviews this parent has booked around this time
[W@ Before 4:00 pm
N
’4:me [4:1opm | reassigntothison 6 | 4
[a:10pm [4:20m [ reassigntotisone | v
[4:20 pm |4:3u pm [ reassign to this one ‘ After 4:10 pm
[a:30pm [4:40 pm [ reassigntothisone | a
[a40 pm [#:50pm [ reassigntothisone |
’4:5u om [5:00 pm [ reassigntothsone |, Y
[17/0472015 [Year 7 Semester One [4:10pm [420pm [Interview23885 Session96 Current
Staff Code IDRAK [Ms Karen Dragnich Class [o7PEz Student ID [101400 [Muencnen

Room [CLST Parent ’MTRANIS [Mnm Bailey

Potential Teacher Change

=
«

StaffCode we want to change to. Current Interviews this parent has booked around this time
A Before 4:10 om

5 - Enter the Staff member to swap the interview session to.
6 - Click the selected to time to swap.
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Adding a Family or Parents to PTI

Parent Teacher Interview Sessions Administration Menu

Go To

Interview Sessions List Assignments Screen Timeslot Templates

Interviews List Open Parent Interface

PTI_Student
List

PTI_Family
ist

i

Admin Family
List

PTI_Parents
List

PTI_Community
List

PTI_Staff
List

PTI_Class

Admin Class
List List

PTI_Class_Enrolment
List

3
g E

1 - Admin Family List

Admin Families List

Students in Family Futwre Current Former
- - C
©RZ)
2 Adults in the family

Relationship Title Preferred Name Surname Parent Type
Father Mr Jimmy Kelleher Mother ® Father Non Resident Other
Relationship Title Preferred Name ‘Surname Parent Type
Mother Mrs  Fiona Kelleher ® Mother  Father Non Resident  Other
v
[LEEM) [Mm’ Students in Family Futwe Curent Former

o 1 o
2 Adults in the family

Relationship Title Preferred Name ‘Surname Parent Type PTI Allowed -
Father Mr  Michael Meyer Mother @ Father Non Resident  Other Yes v
Relationship Title Preferred Name Surname Parent Type PTI Allowed
Mother Ms  Yuk Rustowski ® Mother  Father Non Resident  Other Yes v

2 - Click to Add Family
3 - Click to Add Parents individually
Adding parents or families to PTI does not rely on a session being current.
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Email Log

Administration Creation Assistant

o B » Go To
Interview Sessions List Assignments Screen Timeslot Templates

Interviews List Open Parent Interface

PTI_Student
List
PTI_Family Admin Family
List List
PTI_Parents
List
PTI_Community
List
PTI_Staff
List
PTI_Class Admin Class
List List

PTI_Class_Enrolment

i @

II
3

Forward

Email Log

tio Subject
2/06/2015 11:47:57 |denbigh sally.hil@me.com [Parent Teacher Interview Schedule

rm———
e

2/06/2015 1:19:44  denbigh panders@denbighdemo.com.au Parent Teacher Interview Calendar

View of email log

FAQA

How do I Create a new Interview Session - Page 10

How do I Create a new Time Slot template - Page 8

If the dates have changed, how do [ make the change - Page 19

Staff log in but has no session available - Session must be Current - Page 18
Teacher or teachers need to be in a different room for their meetings - Page 27
How do I send out notifications to parents - Page 5 and 29
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