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Module Features

* 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

* Add non teaching staff to a session

- -
‘ b ‘ Lt (oo ) ) (it ) cooner ) Rerinies
-amilies
Welcome to Denbigh Administration Today (Mon)
N - © Elizabeth Dunstall (8.5) ks 14 years old today.
ﬁbn ) You are logged in as "Mrs J Denbigh"
Community Staff
= This Week
- 9 Day Year House Name Age
J &(Mon [8 |G | Dunstall, Elizabeth 14
| Tue |K |Y |Baker, Sarah 6
% | Tue |6 |Y | Stothart, Angus 12
| \ I Devélopment [fi |6 [R | Nikolovsk, Bianca 12
Compliance Office
o|Fi |12 |R | Tedeschi, Vanessa 18
Privacy reminder |Sat |11 |M | Talbot, 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,
P t Teach 50 that use or disclosure of such information is imited to purposes
e Finance closely linked to the welfare of the persons concerned.
Interviews
= L 38 Staff Birthdays
n XLS
EEnmII::: Export Menu © |Mon || Tran Ms L
© | Mon | | Kearsley Ms )
t
5} “
Calendar Print Menu
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.

The following functions can only be completed by the Administrator of the PTI
Sessions.
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PTI Settings

[ - setngs
Parent Teacher Interview Sessions Administration Menu
Administration Creation Assistant
o— O m—
e
[ ]
l‘ — ‘ ==
e
—
==
| o | e G
———
=

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

Administration Settings

Parent Teacher Interview Sessions Administration Settings

Settings — Default Settings For Parent Notffications

[ 2 )
on (@) Local Accounts ) Directory Group Authentication \ &

= (@ CommunitylD O Family Code Plus Parent Number

Yes ONo | 6 )

Asdress to [ hutps:/[server2.pgort. homeunix.net/fmi/webd

gin »
Send to Parents Page | hitp://www.denbigh.com.au

‘.‘/). DENBIGH

Email Server Settings for sending Notifications and Appointments (10)

SMTP Server Address | mail.denbigh.com.au |

Pt (25 J st (None

SMTP Authority Type [CRAM MD5 v]

o (avommos ) Fomtame (peter Gort |

< [ pgort@denbigh.com.au

SMTP Reply To Address

 paort@denbigh.com.au

1 - Password Length when creating parent logins

2 - Set either to have local accounts for Directory Group Authentication

3 - Use either Community Id or Family Code to create the Usernames

4 - Maximum number of time slots that an individual staff member can block
5 - All staff to edit interviews (usually default is off)

6 - Use of Server Side Operations to create sessions and time slot (increase
speed when set on server)

7 - Web Login Address to send to Parents for the sessions

“.2' DENBIGH Parent Teacher Interview Module.docx
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8 - Set a 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)

Parent Notification Settings

Parent Teacher Interview Sessions Administration Settings

Settings Default Settings For Parent Notifications

Send Parent Notifications By Email If it exists ' ‘

| Test Email Address
| Email if it exists. Correspondence f it doesn't

| Correspondence

I 5Ms if mobile number exists

Test SMS Number |

Letters Emails SMSs Calendar Event Emails Text
Text for Notificstion Letters

<CurrentDate>

<Mailing Title>

<Postal Address Property Name>

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

Dear <Salutation>

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

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

The booking procedure will be as follows:

Intenvew Request Text

In 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 - If a teacher requests interviews these will be listed here, otherwise this text
does not appear.

3 - If these 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.
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SMS Notification

Parent Teacher Interview Sessions Administration Settings

Settings

Default i For Parent
Send Parenk Notfiations By [ Email If it exists (
Test Emeil Addr 4
I Email If it exists. Correspondence if it doesn't < Emall Addkess | test@denbigh.com.au ‘
Correspondence
Test SMS Number [ 042291818222
| sMs if mobile number exists ( )

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>.

Intendew Request Text for SMS

Some teachers have requested interviews.

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 Parert. Notfications By [ Email if it exists (
Test Email Addr v i
{ Email if it exists. Correspondence if it doesn't < Emailfcdres | test@denbigh.com.au I
Correspondence [ 3
Test SMS Number
[ 5MS if mobile number exists moer | 042291818222 J

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.

9 DENBIGH Parent Teacher Interview Module.docx
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Timeslot Templates

Parent Teacher Interview Sessions Administration Menu

Administration Creation Assistant

Go To
e
2 )

Admin Family
e )

{ —_— ‘
: Admin Class
{ Class List j Lst
Class Enrolment List J

Go to the Timeslot Templates to edit or create PTI timeslots

Timeslot Template List

Timeslot Template List

{_=> ) [49m to 7:300m 10 Minute intervais 5:30 PM break for 20 minutes

‘ -> J 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

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

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

INTERNATIONAL Page 7 of 44
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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

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

> 10pm to 11pm Minute intervals with breaks

;—TG )

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

New Timeslot Details

Timeslot Template List

sartm ) et ) et )| sk sart Time @ wroakEndTima
( )( )@ ropute |
Template @

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.

INTERNATIONAL Page 8 of 44
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PTI Wi
.

Timeslot Template List

Description

[G:GOPM 10 6:30PM 10 minute intervals with no breaks
Start Time  |3:30 pm End Time |6:30 pm Interval |0:10 Break Start Time Break End Time

Start Time End Time

[15:30:00 [15:40:00 a Populate
[15:40:00 [15:50:00 | Template
(15:50:00 (16:00:00 |

[16:00:00 [16:10:00 |

(16:10:00 [16:20:00 1|

(16:20:00 16:30:00 |

[16:30:00 [16:20:00 ]

[16:40:00 16:50:00 |

[16:50:00 [17:00:00

|17:oo:oo [17:10:00 |

(17:10:00 (17:20:00 |

(17:20:00 [17:30:00 |

(17:30:00 (17:40:00 i

(17:40:00 [17:50:00 |

17:50:00 18:00:00 |

[18:00:00 [18:10:00

[18:10:00 [18:20:00

|1s:2o:oo [18:30:00 |

[ [ @ v

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

Creating a New PTI Session

Parent Teacher Interview Sessions Administration Menu

Administration

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

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. Please note for any non
teaching staff (Eg. HOY, Year Co-ordinators, etc) create a class with at least 1
lesson time and required year group and they will be added to the session.

INTERNATIONAL Page 9 of 44
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Admin Class List

Subject Name: Fecuty ncdude in PTI

(s ) ((osDR1 ] (Drama ] ((Creative Arts ] (s H Amponin Jr ]
6 06ILt Talian LOTE MsK Lee X
6 o612 Ttalian LOTE Ms C Moran X
6 06113 Talian LOTE Ms C Moran X
6 o61L4 Ttalian Junior School MsHLee X
6 06LS1 Learning Service Special Needs Ms R Patterson X
6 06L52 Learning Service Special Needs Mrs L Petersons-Rusmanis X
6 06153 Learning Service Special Needs Mrs L Petersons-Rusmanis X
6 0654 Learning Service Special Needs Mrs L Petersons-Rusmanis X
6 06MA2 Mathematics Mathematics Mr D Adams X
6 o6MUL Musict Mr C Hohnen X
6 o6MU2 Musict Ms B Morris X
6 o6MU3 Musict Mr ] Kovats X
6 06MU4 Musict Mrs A Harding X
6 06PE1 PD/Health/PE POHPE Mr G Bolton X
6 06PE2 PD/Health/PE PDHPE Ms L Paterson X

Check only the classes that are to be included in the PTI session.

t Teacher Interview Sessions Administration Menu

Administration Creation Assistant

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

Academic Year [Jo TTy T2 T3 TJq s (e L7 (g [Jg [0 i 12 or

Oear

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 Ad tration Menu

Administration Creation Assistant

Have you set the "Include in PTI" flag for all the class you want to bring in? ® Yes No Clear

AcademicYear -1 0 1 2 3 4 5 6 x7 8 9 10 1M 12  Qear

Name for the new session?

g

Name the Session.

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? Clear

INTERNATIONAL Page 10 of 44
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Enter the date of the Session.

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

Name for the new session?

Date for the new session?

Administration
®Yes No Clear
x7 8 9 10 " 12 Clear
Year 7 Term 1 Session Clear
Monday, 30 March 2015 Clear
=] crear

Start Date for the Staff Login Period 2 [

Enter the Start date that staff can login.

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 8 L] 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? [ =] clear

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?

Academic Year -1 0 1 2 3 4 5 6

Name for the new session?

Date for the new session?

Start Date for the Staff Login Period ?

End Date for the Staff Login Period ?

Administration
eYes No Clear
x7 8 9 10 1 12 Clear
Year 7 Term 1 Session Clear
Monday, 30 March 2015 Clear
Monday, 23 March 2015 Clear
Monday, 30 March 2015 Clear
=) clear

Start Date for the Parent Login Period ? [

Creation Assistant

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

DENBIGH
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Parent Teacher Interview Sessions Administration Menu

Administration

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

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

Parent Teacher Interview Sessions Administration Menu

Administration Creation Assistant

Session Times Template to use, when creating the Interviews

Do you wish to have all the Interviews In the room? If s which room? ]

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 ?  Wednesday, 25 March 2015 Clear
End Date for the Parent Login Period ? Friday, 27 March 2015 M Clear

CLST
Do.1
D0.2
D0.3
D0.4
D11
D1.2
D1.3

g

Creation Assistant

D1.3A
D1.4

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

4

&

DENBIGH
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Parent Teacher Interview Sessions Administration Menu

| ParentToacher ntorview Sessions AdministrationMeru |
DTN O

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

Academic Year =1 0 1 2 []3 [14 [J5 []6

Name for the new session?

Date for the new session?

Start Date for the Staff Login Period ?

End Date for the Staff Login Period ?

Start Date for the Parent Login Period ?

End Date for the Parent Login Period ?

Administration Creation Assistant
® Yes No Clear
x7 8 9 10 1" Clear
Year 7 Term 1 Session Clear
Monday, 30 March 2015 Clear
Monday, 23 March 2015 Clear
Monday, 30 March 2015 Clear
Wednesday, 25 March 2015 Clear
Friday, 27 March 2015 [ Clear
STHL2 Clear

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

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.

Pa Teacher Interview Sessions Adi

Administration

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

Academic Year el 0 1 2 3 4 5 6 x7 8 9 10 1" 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 ? 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? STHL2

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

]

Clear

Clear

€

g

€

Clear

Clear

Clear

istration Menu

Creation Assistant

Click Create Session.

&
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New Session Creation Details

(1)

Interview Session
Parent Start Dete Parent End Date Staff Start Date Staff End Date

@ (Tue, 10ec2015 | [year 10 term 1 session | [Fn, 18 Dec 2015 ) [Th,310ec2015 ) (i, 11 Dec 2015 | (Tue, 15 Dec 2015
Future v
Classes Students Teachers Lessons & Timeslots ‘ Notifications Familes
) Academic Year Oear
U Fiter Cloar

[ 0 1 2 3 4 5 6 7 8 9 X110 11 12 ‘

S R @)
A E [10.1 ;H:Tu!oerup A
4 (103 | (‘Tutor Group

o [(10cm1 | [ Commerce )
@ o [10cm2 | [ commerce @

@ (103 ][ commerce

o [(10cm4 | (commerce
@ (100a1 | (Dance
@ [100R1 ) (Drama

i (10011 ) ((Design & Technology
= (10072 ] [[Design & Technology

o (10ent | (English
o (082 | [ English
@ (102w ](Engish
o (10en4 ] (English
) (10ens ) (English
@ [(10ens  ](Engish
@ (10ev7  ](Engish
) (10mR2 | ((French
o [10rR3 ] (French
W [(10Fm2 ] [ Food Technology
@ (1061 )(Geography

The Progress Bar

Classes to be added to the session
Classes that have been added
Sessions are set to Future by default

A ON -
[

Find Back

Menu

[ ] Message

Session created and populated.
Staff End Date

Date
Wed, 9 Dec 2015 Year 9 term 1 sa 11 Dec 2015 Fri, 18 Dec 2015
[ oK | v

Classes Students | TIeaChers T LEssons & mmesiotsy e Notifications Families
Timeslot Template
Populate PTI Lessons ] (4PM to 7PM 5 Minute Intervals, 5:30 ¥ [ Create Interviews ]
Class Day Period Staff Code
09PE1 4 1 FAU) |8
09PES 4 1 GORW @ Fitr sattme ()
09IT2 4 5 SANR @
09PE3 4 6 PATL il matme () (Lom )
09GE2 6 1 LEEK B Room
09GE4 6 1 LAML @ 4:00 PM 4:05 PM (po.1 v) A
09HI1 6 1 PINL & @ Mrs Lee Saeck
09HI3 6 1 MER) @
09RES 6 1 STA @ @
09GE2 6 2 LEEK i} m}
09GE4 6 2 LAML @
o . s oL 8 4:00 PM 4:05 PM (po.1 v)
— = = — = (Em Mes Anne Lioyd

et DENBIGH Parent Teacher Interview Module.docx
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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.

Interview Sessions

Parent Teacher Interview Sessions Administration Menu

Creation Assistant

GoTo
Assignments Screen Timeslot Templates

Admin Family
List

Admin Class
List

Fri, 17 Apr 2015

Fri, S Jun 2015

Fri, 18 Sep 2015

Tue, 15 Dec 2015

Tue, 1 Dec 2015

Vied, 9 Dec 2015

®

Semester One Interviews Yr 12

Interview Sessions List

Parent End Date Staff Start Dete Seaff End Dete

Fri, 29 May 2015 Tue, 5 May 2015 Fri, 29 May 2015 a
Fri, § Jun 2015 Fri, 22 May 2015 Fri, § Jun 2015 Current

Fri, 18 Sep 2015 Fri, 11 Sep 2015 Fri, 18 Sep 2015 Current

Fr, 18 Dec 2015 Wed,2Mar 2016 Fri, 18 Mar 2016 Current

Fri, 8 Jan 2016 Mon, 14 Dec 2015 Thu, 31 Dec 2015 Future

Thy, 31 Dec 2015 Fri, 11 Dec 2015 Tue, 15 Dec 2015 Current

Wed, 30 Dec2015  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.

&
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Setting a Session to Current

Interview Session

Classes Students Teachers Lessons & Timesiots Notffications
Acaderic Yesr Goar
| ( Cer
0 U1 02 5 7 8
Remove All |7 Classes
tor Group |
103 tor Group 2
100M1 Commerce 2
100M2 Commerce |

1 - Choose Current from the list

2 - Click to Update Related Records

Changing the Interview Session Dates

Interview Session

Parent Start Dete

Fri, 29 May 2015

Updste Reisted Records

1n @

| [[Fri, 18 Dec 2015

| [Thu, 31 Dec 2015

| [Fn, 11 Dec 2015 ] 'Tue,xsueczms\'

Lessons & Timeslots l
Academic Year

((current

J(

Update Related Records @
Families

Notifications
Oear

1 2 3 4 5 6

8 9 X110 11 12

Classes Students Teachers
U Fiter Cloar
Eo
Gasses In Session Remave Al (3 )
(100m1 ) ((Commerce 5]
(100m2 J [ commerce @
(1003 ) commerce i

Classes NOT In Session

Add Al (76 )
] a

@ (101 ] [(Tutor Group
4 (103 | [ Tutor Group
o (10cm4 ] (commerce

@ (1001 ) (Dance

@ (1w00rt  J(Drama

4 (10011 | [ Design & Technology
M (10072 | [ Design & Technology
@ (toem ] (Engiish

& [0mn2 | (Engiish

e [(10en3 J (English

o (108 | [ English

@) (10evs ) (Engish

& [10en6 | (English

= [(10eN7 | [ English

; [ 10/R2 | (French

o [(tom3 ] (French

& (102 ] [ Food Technology
M (1061 | (Geography
M (10622 | ( Geography

B (1068 (Geowrapty
E \v_wGE“ :\[Geogranhv

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)

DENBIGH
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Classes in Session

Interview Session
Parent Start Dete

" e | [Fni, 17 Apr 2015 [ Year 10 session Tue, 5 May 2015 Fri, 29 May 2015 | (Tue, 5 May 2015 Fri, 29 May 2015

Classes Students Teachers Lessons & Timesiots Notifications Famiies

Acaderic Year Goar

[ e ] e —

- 0 O3 (2 [J3 g Os [Jg (7 Tl (Jg a0 T a2
Remove All ]

asses In Sessicn J €] @ Classes NOT In Session
10.1 [ Tutor Group e

103 (Tutor Group 2

100M1 [ commerce 2

100M2 [ commerce ||

10043 [(commerce | @
100M4 [‘Commerce 2

10DAL [ Dance 2

100R1 (orama ]

10071 [ Desian & Technology 2

100T2 [ Design & Technology 2

10EN1 [ English 2

10EN2 ((English @ 2

106N3 [ Enalish 8

10EN4 (‘English |

10ENS [ English 2

10EN6 [ Enalish a2

<<<<<< [ emmtion m "

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

Interview Session

Parent Start Dete Parent End Date
f— Fri, 17 Apr 2015 Year 10 session 1 [Tue, s May 2015 Fri, 20 May 2015 | [Toe, 5 May 2015 Fri, 29 May 2015
Current v
Classes Students Teachers Lessons & Timesiots Notffications Families
Icaderic Year Gear
I e ] e
o [Ty 02 (U3 Xq Us Te [J7 Tlg g T U1 Cy2
Casses In Sesien \ Remove Al (7 Clases NOT I Session oamn) (5
(101 Tutor Group | Bk 04aMAT | Mathematics
(103 Tutor Group 2 O4bMAT | [ Mathematics
(1001 Commerce 2 W (0dcMAT ][ Mathematics
( 10eM2 Commerce 2 ) [osccome | [ Computer Studies
[ 100M3 Commerce ] o [osccsT | [ Christian Studies
[ 10cM4 Commerce 2 o [o4cENG || English
(100A1 Dance 2 W [odGRE | [ French
(100R1 Drama 2 ) [(ocnse | [ Human Society and its Environment
(20011 Design & Technology || o [(odcus ) [ Library
(10012 Design & Technology | o [osaMus [ Music
( 10en1 English 2 W (04GPOH [ Personal Development and Heaith
(10en2 English 2 ) [(odcre | [ Physical Education
(10en3 English | o | oaGsAT ) [ science and Technology
(‘10ena English | o [oscvis ) [ visual Arts
((10ens English 2 W (04TcOMP ][ Computer Studies
[ 10eN6 English 2 o [osTcsT | [ Christian Studies
[ snenm [ - " - AaTens 11 nmtion

Click the arrow to add a class to a session.

‘% DENBIGH Parent Teacher Interview Module.docx
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Viewing Class details

(<Y o Vichos! Bargac N o e 8 = y 2015 | (Toe, sMay2015 | (Fri, 29 May 2015
¥
103196 Nicholas Bilton 10 103 | ] » 102 @
lies
100797 Sarah 8oiton 10 103 | ] 102863 | Ciare Beckett
U‘ 101757 Jay Camobed 10 103 | ] 102 1

100860 Gray Carvalho 10 103 e 00088 Sunali Brice

(| (200870 Rebecca Dutch 10 103 7] 102

( .
101017 Sinthu Field 10 103 e 106828 Tyna Chen

¢ +

([l (20250 Lucy Foo 10 103 7] 102

(| (100868 Sophie Garnock 10 103 ] 103139 ) Harwanjot Cooper

(

fj G Yomi Hewson 10 103 ] + 101

(R 102002 Matthew Hincksman 10 103 e

(W (02805 Samantha Hopton 10 103 | = o

[

(‘108n1 [ English (] o [ 04GPOH | Personal Development and Health

(‘10en2 (‘English 2 + [(oscre [ Physical Education

((20en3 [ English ] o [odcsar | Science and Technology

(‘10eNa (‘English ] B [odevis [ visual Arts

( 10ens [ English 2 & [osTcoMP ][ Computer Studies

(208N [ Eniish ] & [oscsT [ Christian Studies

(snenm [y ™ " | asrene 1 eanticnn

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

Permanently delete this one related
record? | [Toe, 5 May 2015

Current v

| 1 1

| :

‘. — . o 1

| & 1 1 10 1

(W (100868 Sophie Garmock 10 It 103139 ) Farjiwanjot Cooper
|

" 100087 Yomi Hewson 10 103 + 10 10.1

|

102942 Matthew Hincksman 10 103 | |
‘l 102805 Samantha Hopton 10 103 | = o
|
[ 10EN1 | English E o [04GPOH || Personal Development and Health
(10eN2  English ] ) [odcre | [ Physical Education
( 10en3 | English | o [oscsar | [ science and Technology
(10ena 7 [English | o+ [oscus | [ visual Arts
[ 10ENs [ English 8 W (o4TcOMP [ Computer Studies
( 10eNs ) ((English | i | oaTcsT | [ Christian Studies
(snenm | Emmtiotn m " A | aarene 1 cantien

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

9 DENBIGH Parent Teacher Interview Module.docx
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Adding Students to a Class for a Session

Preferred Name Sumare
Sunali Brice

Sinthu Field

Susan Fourhman

Sophie Garnock

Samantha Hopton

Aarthi Hu

Todd Madin Nicholas Bikon
Alexander Mansfieid 103
Paul Pram Sarah Bolton
ShanShan Preston 103
Neil Semmens

Rebecca Thome

10EN1 | English Personal Development and Health

[ oare | [ Physical Education

| o4Gsar | [ Science and Technology
[ o4cvis || Visual Arts

| o4TCOMP || Computer Studies

(‘10en2 ) [‘English
(10en3 [ English
(10ena ) [(English
| 10ens | English
(‘1066 ) [‘English

[ snenm | Emmtictn

) [o4TCST | [ christian Studies

PR ® ® @ ® @ ® ® ® 0 ® 9 @

IDD®® D o

) [ aarene I cnnticn

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

Students in Session

Interview Session
Parent Start Dete

[ : Fri, 17 Apr 2015 Year 10 session " [Tue, 5 May 2015 1 [Fri, 29 May 2015 | (Toe, 5 May 2015 Fri, 29 May 2015
Classes Students Teachers Lessons & Timesiots Notifications Famiies

g = " [ - o 7? T2 Wa T T Do D12
— B - soec 1 03 Os Oz Dg T

Preferred Name Sumame Year [7]) snow soarders only Add Other Students

(O ( Georaia Bain-Smith (10 (102 K IE

(0 [ Michael Banjac [10 | 103 ] @

() [ Claire Beckett (10 )(202 8

() [ Nicholas Biiton J(10 (103 )8

(0 (‘sarah Botton (10 (103 I ]

(O [ sunali Brice (10 [10.2 ]

(0 { 3ay campbell @ J( 10 | 103 ]

O (Gray carvaino (10 (103 0]

() [Tvna chen (10 (102 ]

O Cooper J(18 (101 8

() [ Befinda Crisp )(10 (101 8

(1) [ anne Day J(10 )(101 )8

() [ sonia Desmond (10 (102 ]

) (o o n fna ™7

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

INTERNATIONAL Page 19 of 44
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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 IYear12 Semester One [Tue, 10 Mar 2015 [Thu. 12 Mar 2015 IFri,SMar 2015 IFri, 13 Mar 2015
Future b4
Students Teachers Families Lessons & Timeslots
[] Filter Clear = Boarder
Students In this session = Selected e TN
Preferred Name Surname Year Show Boarders Only < q 2 5 = 5 - @
[] Nancy Al Ghardaga 12 12.1 [GIE 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
[] AlyssaAtkin 12 122 o] Caitlin Anderson
[] James Atkin 12 121 L] Sh e
[} Rahul Bhargava 12 12.3 ®
[7] 'shriya Bishop 12 122 &
[] siuBorger 12 12.2 [}
[] oliviaBurton 12 123 L] v
D Jessica Cameron 12 23 @ Classes in Admin System for selected student
[[] Suyeon Ciccarone 12 123 @ 12EA5 English Advanced Ms J Harry a
(] Anthony Cotis 12 ) @ 12EX1 English Extension 2 Ms J Skrbinsek
(1) Harrison Cox ks 121 @~ 12881 Business Studies Mr M Matthews @
Selected W 12AH1 Ancient History Ms V Grierson
Student oy eshta Wilsallen 12.3 12DA1 Dance Ms A Kilham
v

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

(<= | [Fni, 17 Apr 2015 Year 10 session
Classes Students Teachers

A Firer [ setall staff o one room.

- ' ‘ Show Only Teachers W 1 Qt:\_r‘u
sttt Coce Room
BOLG | Mr Gavin Boiton (est v)
BOWD | Mr Douglas Bowd
BROA [ Ms Anne Brown
BUR) | Mr Jon Burdon
BURM | Or Mark Burfinson (st )
CAMK | Ms Katie Cameron
DEN) [ Mrs Jane Denbigh
DON) | Miss Julia Donald
DRAK | Ms Karen Dragnich (est v
FALD | Mrs Joey Faulks
FORK | Ms Kate Ford
GAE | Mr Emst Gairey
GILE | Ms Lynne Gimour (est v)
GORW | Mr Wayne Garringe
GRIV | Ms Vicky Grierson
GROM | Ms Michelle Grow
rFoin | P - -, (aer vl

DD MmmmmMmmmnmmmomm

& sle e ola sl ole slu oo slu s

Tue, 5 May 2015 Fri, 20 May 2015 | [Tue, 5 May 2015 Fri, 29 May 2015
Notifications Famiies
(A | (9 )
ADAD Mr Damien Adams
ALLT Mr Trevor Allesch
ANGC Mrs Caroline Angel
ARCD Mr Dowglas Arcidiacono
AYRS Ms Sicbhan Ayre
BAIR Mr Robert Bailey
BALG Mrs Genevieve Balean

BERP
BER)

Rev Punam Berman

Ms Julie Berzins

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 a lesson time

“‘2' DENBIGH
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LG
@ 2015 Tue, 5 May 2015

©)

| | g Lessons (Session) | Lessons (Admin)

(%om to 7:300m 10 Minute intervais '1\6) Reset Intervews P
S AL Ao o .
GROM | Ms Michelle Groux |
o | T r— (Aer v @™

L —————————— |
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 number 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

Menu Fing Back
Interview Session
Dwe Descrigtion Parent Start Dete Parent End Date Staff Start Dete Staff End Dete:
< | [Fr, 17Apr 2015 Year 10 session Tue, 5 May 2015 ri, 20 May 2015 Tue, 5 May 2015 Fr, 29 May 2015
Classes Students Teachers (: Notifications Famiies
A Firer Set all staff to ane room. —
[[T] Show Oy Teschers i o Roorns o - i
ot Code Room Aol | (9
BOG | MrG: |
BOWD | Mr [ |
BROA | Ms n 2 .i_
BUR) | Mron Burdon | +
BURM | or Mark Burfinson (st B +
CAMK | Ms Katie Cameron s 98 +
DEN) | Mrs Jane Denbigh 0] LS
DONJ | Miss Julia Donald | +
DRAK | Ms Karen Dragnich | * (e [ Rev Punam Berman
FAL | Mrs Joey Faulks @ 9e G JRC [ Ms Juiie Berzins
FORK | Ms Kate Ford o
GAIE___ | MrEmst Gairey |
GILE | Ms Lynne Gilmour 2

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

Interview Session
Parent Start Dete Parent End Date
: - ) Fri, 17 Apr 2015 [ Year 10 session ‘ [Tue, 5 May 2015 ["Fri, 29 May 2015 | (Tue, 5 May 2015 |
Current v
Classes Students Teachers Lessons & Timesiots Notifications Families
I cra— ) T BT
|— ‘ Show Only Teachers With Ro Roors. . .
Sttt Coce Ao | Asdm |
[ BOLG | Mr Gavin Boiton (eLsr B
(BOWD | Mr Douglas Bowd ]
[ BrOA | Ms Anne Brown 2
[Bury | Mr Jon Burdon 0]
[BurM | Dr Mark Buriinson (st 8
(CAMK | Ms Katie Cameron ]
[ oen | Mrs Jane Denbigh 0]
[ pows | Miss Julia Donald ) ]
[ DRAK | Ms Karen Dragnich (ccst 8
(FAW ™) Mrs Joey Fauks 2
[ For | Ms Kate Ford 2
(A | Mr Emst Gairey ) ]
[Gre | Ms Lynne Gilmour (ccst 8
(GoRW | Mr Wayne Gorringe 0]
(== - — A -

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

Interview Session
Parent Start Dete

— , Fri, 17 Apr 2015 Year 10 session | [Tue, 5 May 2015 | [Fr, 29 May 2015 Tue, 5 May 2015 |
Classes Students Teachers Notifications Famiies
U Firer [ maths ) Set all staff to one.
e ©
Statt Code Room L
(BoLe | Mr Gavin Boiton (ecst R
(BOWD ) Mr Douglas Bowd ) ]
(BroA | Ms Anne Brown [ ]
(Bur1 ) Mr3on Burdon e
(BURM | Or Mark Buriinson (cLst ‘8
(camx | Ms Katie Cameron ]
=0 | Mrs Jane Denbigh 2
(Dows | Miss Julia Donald ]
[ DRAK | Ms Karen Dragnich (cLst 2io]
(Faw | Mrs Joey Faulks s 98
[ Fork | Ms Kate Ford 2
(A [ Mr Emst Gairey 8
[GrEe | Ms Lynne Gilmour (cLst 28]
(GoRW | Mr Wayne Gorringe ) 2
(GRv | Ms Vicky Grierson 2
(GRoM | Ms Michelle Groux ]
[FITI free— (o er N ™

3 - Click "Set all staff to the one room"
4 - Enter the room
5 - Click "Apply"

DENBI G H Parent Teacher Interview Module.docx
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Families in session

Interview Session
Date Descrigtion Parent Start Dete. Parent End Date. Staff Start Date ‘Staff 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
Casses Students Teachers Lessons & Timesiots Notifications Families

YUO4 | Al Ghardaca Accourks are set. | Delete Accounts for all Parents in this session @
RIDDELL | Alnutt @ Relstonshp st Nare Prefemed Name Sumame
BARKER | Anderson

Father | Mr | Ching Ching Bitton
BULLO1 | Anderson

| username Password Reset Account | Notify Parent | | Make Booking for Parent 8
DESILVA | Anderson
Mather | Ms | Catherine Cather Cahill
MACOUR || Ancrov = — - — — S
— - [ usermame Password Reset Account [ Noutyparent | | Make Bookingfor parent | @
XE inai ¢ ) ¢
7 n

100468 | Baird

KEANEO | Baker
TSAID4 | Banjac

100284 | Bardsley

100290 | Barry
Send Settings...
I eardsley 5.
Meaior | Rarkor

semames and Passwoeds are sere [ Send Usemames and Passwords to a8 Parents

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 Session

Dun Descrigtion Parent Start Dete: Parent End Dete: Staff Start Date Staft End Dete:
< | (Fi, 17 Apr2015 Year 10 session Tue, 5 May 2015 i, 29 May 2015 Tue, 5 May 2015 Fri, 20 May 2015
Classes Students Teachers Lessons & Timesots Notifications Families
Authentication Setings. . m
unt: Directo Authentication e Accounts for all Parents in this session

Parent Number

Bitton

t Make Booking for Parent | ()
SACOUR ) Aearor Mther | s [ Catherine | catherine o Cahill
STARKE | Archinai | username Password Reset Account [ Moty Parent Make Booking for Parent | 1)
100917 | Armstrong
101252 | Ash
100468 | Baird
KEANEO | Baker
TSAIO4 | Banjac
100284 | Bardsley
100200 | Barry

Send Settings.
e s a0 st [7] Send Usemames and Passwords t 2 Parents

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

9 DENBIGH Parent Teacher Interview Module.docx
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Send Settings

Interview Session

- i o i e
< | Fri, 17 Apr 2015 Year 10 session Tue, 5 May 2015 Fri, 29 May 2015 Tue, 5 May 2015 Fri, 29 May 2015
Classes Students Teachers Lessons & Timesiots Notifications Families
rewr | ) Authentication Settings...

Delete Accounts for all Parents in this session

Preferred Nae Sumame
Ching Bitton )+
Latters NS ot | Notyparent | [ moke Booking for Parent | (@
Catherine Cahil )
bt ) ( noutyparent | [ wake Booking for parent | 2

urb>  <Postal Address State>  <Postal Address PostCode>

Dear <Sakstation>

As you would now be aware the School is moving 1o a system of online bookings for
Parent/Student; Teacher interviews.

<session date>. The onine booking system w
session end dat

» Send Settings... 1

| Send Usemames and Passwords to i Parents

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
Parent Start Dete

(<= | (i, 17 Apr 2015 Year 10 session Tue, 5 May 2015 Fri, 29 May 2015 | (Toe,5May2015 | [Fri, 29 May 2015

Classes Students Teachers Lessons & Timesiots Notifications Families
Foer | ) Authentication Setings. .
0 L Chacioo & Jocounss ere set_[ Delete Accounts for all Parents in this session
Preferred Name Sumame
Ching Bitton
bt | [ NottyParent | | ke Booking for Parent | (@
il | el Freds Catherine cahill
X! Email i it exists. Cormespondence ¥ it doesn't - .
Corresoondence bt | [ MoutyParent | | MakeBookingfor parent | [
SMS # mobie number exists
st S5 e
| 3 Send Settings...
Sens Usemames ang Pesswords to 28 Parents

prg———y— -

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 Date Parent End Date Staff Start Date Staff End Date

< | [Fi 17Apr2015 | [Year 10 session Tue, 5 May 2015 Fri, 29 May 2015 | [Toe,5May2015 | [Fi, 29 May 2015

Classes Students Teachers Lessons & Timeslots Notfications Families

Timesiot Tempiate

[ e l ((4om to 7:300m 10 Minute intervals __¥) { Croate Interviews ] @

. smree () (o)

[ 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 Descrigtion Parent Start Dete Parent End Date Staff Start Date Staff 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 ‘

Classes Students Teachers Lessons & Timeslots Notifications Families
Timesiot Tempiate
‘ s LAC ] J (om to 7:300m 10 Minute intervals __¥) | Create Interviews |
oay Porcd
Fiter - 1800 —

[ 18:00 18:10 cLsT
e .

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

“% DENBIGH Parent Teacher Interview Module.docx
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The following functions can only be completed by the Staff Admin Assistant
for the PTI sessions.

Administration of Sessions by Assistant

Parent Teacher Interview Sessions Administration Menu

Administration Creaton Asssstant
Interwiew Sessions List [ . ( % \ Timesiot Templates
Interviews List
Student List
Family List ( é ) ’ bl
Parents List
Community List
Staff st
Coss i e Cass
Class Enrolment Uist
Lessons 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
v @ Select a Sesslon  Year 7 and 8 semester 1 v @

These are the classes you teach, that will have students in this Parent Teacher  These are the Interview slots assigned to Mrs Jane Denbigh. You may block out a maximum of 4
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 timeslot.
the list. Click the checkbox for "Request Inteview” to send a request to that

Select a StaffMember  DENJ Mrs Jane Denbigh

student's parents. To create a booking:
1) first click on the interview that has the desired timeslot. The selected timeslot will be highlighted
Select aClass 07DTE Designand Vv @ in yellow. (hint : click the checkbox for *Show available only” to narrow the search to available timeslots only).
—— 2)1o the right of the interviews, select a Class

Search Show only 3) select the Student
( 4) select the Parent requesting this booking.

Tiffany Bardsley

Request Interview

James Crisp

Request Interview

Pragya Gifford
n 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

v

v o=

Fri 15/05/15 6:00 pm - 6:10 pm
Block off

Class :
Student :
Parent :

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

Student :
Parent :

4 | Class

Student

Parent

Print
Interview
List

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

Parent Teacher Interview Module.docx
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Parent Teacher Interview Sessions Ad tration Menu

Selecta

DRAK Ms Karen Dragnich

Bookings for Teacher Bookings for Family

v Select a Session  Year 7 Semester One v

student's parents.
Selecta Class = 07PE2

Search Show unassigned only

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

=@

Macsen Chen

Request Interview
Richard Dalkin

Request Interview
Hannah Hayes

Request Interview
Stewart Hunt

Request Interview
Christopher Mansfield

Request Interview
Andrew Merriman

Request Interview

Oakey Sachs

EEEEeEE s

Request Interview
100 =& B Browse

Selected Class

Filter by times

Parent Teacher

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

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

Class :
Student :
Parent :

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

Click to only display available time slots.

Select a StaffMember

Bookings for Teacher

DRAK Ms Karen Dragnich

Bookings for Family

v Select a Session  Year 7 Semester One v

student's parents.
Selecta Class = 07PE2

Search Show unassigned only

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

Macsen Chen

Request Interview
Richard Dalkin

Request Interview
Hannah Hayes

Request Interview X
Stewart Hunt

Request Interview
Christopher Mansfield

Request Interview X
Andrew Merriman

Request Interview
Oakey Sachs

Request Interview

CICICICIGICE

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 : click the chackbox 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.

sanme | v|Com ]
Show available only  End Time v E

Fri 17/04/15 4:00 pm - 4:10 pm Clear Interview Class

Assignment 7 v
6 —
Student
Class : 07PE2 PD/Health/PE S
Student : Richard Dalkin Notify Parent
ie Dalkin Parent
.

Parent : Mrs

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

Block off
Print
Class : Interview
Student : List
Parent :

DENBIGH

INTERNATIONAL

Interview booking will be highlighted in yellow
Click to Clear the Interview Assignment

Click to Notify the Parent
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 CLST
Student : Richard Dalkin for PD/Health/PE
Parents in Student’s Family
Father Mr Arulkumar Dalkin
Mother Mrs Sharminie Dalkin

No Booking in this timesk

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

No Booking in this timesk

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

No Booking in this timesk

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

No Booking in this timesk

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

No Booking in this timesk

?  PDF v

Printer: @ Canon v

Presets: Default Set

Copies: 1

Pages: ¢ All
From: 1
FileMaker |

Number pages from: 1

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

Hide Details F'y

I

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

No Booking in this timeslot

£ 4:10 pm ‘

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

No Booking in this timeslot

kin

alth/PE ‘
e Dalkin

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

No Booking in this timeslot

= 4:20 pm

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

No Booking in this timeslot

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

Darante in Stadant's Eamihe
——

No Booking in this timeslot

10 - Clizk Print to Print the Interview list.

Parent Teacher Interview Module.docx
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Administration Assistance making bookings for a family**

Parent Teacher Interview Sessions Administration Menu

Bookings for Teacher Bookings for Family

Search

(

Parent Type

Family Code Family Name

" [Father [Father Make booking for Parent | *
[Yuos (A1 Ghardzge @ Title First Name Preferred Name Surmame
[RIDDELLOT [Alnutt [r [Paui (Paul [Anderson

Select IBULLm IAnderson ]
: (Mother [Mother Make booking for P;
Select | [CASALEOT  [Atkin
Title First Name Preferred Name Surname
Select | [WEST03 [Bain-smith [Mrs Toula [Toula [Anderson

[Tsaios [Banjac

[MCALPINEO! [Beckett

[100847 [Bhargava

[HoNo2 [Biton

[100504 [Bishop

[ seect | [nGo7 [Botton @
[TRINHOZ [Borger

[BHANDULAO [Brice

[TANGos [Burton

[CHARNGO1 [Cameron - -

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

Parent Teacher Interview Sessions Teacher Data

Select a Session v @

1 - Select a session

9 DENBIGH Parent Teacher Interview Module.docx
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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 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 slot

student's parents.
Select a Class D Show available only  Start Time v
® 07DTE Design and Technology PR
@ End Time v [E
Search [[] Show unassigned only @ Fri 17/04/15 4:00 pm - 4:10 pm .
( (2) ] [ Block oft @
Class :
n Tiffany Bardsley . Student :
Request Interview Parent :
James Crisp Fri 17/04/15 4:10 pm - 4:20 pm
. m@ o [[] Block off
e Class :
n Pragya Gifford Student :
Request Interview Parent :
Grace Goodwin Fri 17/04/15 4:20 pm - 4:30 pm
n RegiaaIarow [[] Block oft
—_— Class :
Rohan Grant Student :
Request Interview Parent :
Hannah Hayes Fri 17/04/15 4:30 pm - 4:40 pm
n Request Interview [ Biockoft
S— Class :
B Sandhya Kerr Student :
Request Interview v Parent : v

Select a Class

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

Select a student

Select a time

Print Interview List

NOoO O WN
1

Teacher Booking - Request an interview

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 []] show available only  Start Time S

© 07DTE Design and Technology o ——
-

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 slot

Search E‘ Show unassigned only Fri 17/04/15 4:00 pm - 4:10 pm
( [] Block off
Class :
n Titfany Bardsley A Student
Request Interview Parent :
“ James Crisp Fri 17/04/15 4:10 pm - 4:20 pm
. Request Interview [ lock oft
Class :
n Student :
Grace Goodwin Fri 17/04/15 4:20 pm - 4:30 pm
n BeeatIntarusa @ [[] Block off
— e Class :
Rohan Grant Student :
Request Interview Parent :
— Hannah Hayes Fri 17/04/15 4:30 pm - 4:40 pm
n Request Interview []Blockoft
S— Class :
H Sandhya Kerr Student :
Request Interview v Parent : v

1 - Click the Request Interview box
2 - Click Save

DENBI G H Parent Teacher Interview Module.docx
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Teacher Booking - Block out times

Parent Teacher Interview Sessions Teacher Data

Select a Session  Year 7 Semester One

1 - Click the Block off box

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

[[] show unassigned only

1§
g

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

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 slot

[C] show available only  start Time
End Time

Number of interviews blocked off : 1 @

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

[x] Block off @

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 off

Class :

Student :

Parent :

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

Class :

Student :

Parent :

2 - Number of interviews block off with display

(maximum number of times allowable to be block off is set by the

administrator)

Select a Session

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

® 07EN1 English

[] show unassigned only

Sitina Sellwood

Request Interview
Turki Maskell-Knight

Request Interview
Marie Sherwin

Request Interview
Caspian Hatton

Request Interview
Tiffany Bardsley

Request Interview
Fiona Williams

Request Interview
James MacLellan

Request Interview

Print
Interview
List

Parent Teacher Interview Sessions Teacher Data

Year 7 PTI Session 9th March 2015

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 slot

[[] show available only  start Time
End Time

Number of interviews blocked off : 4

&

Maximum number of blocked timeslots has been reached.

5:55 pm - 6:00 pm

e mtn

Parent :

6:05 pm - 6:10 pm
[ Block ot
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

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

Year 7 Semester One

v

student's parents.
Select a Class

® 07DTE Design and Technology

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 slot

[[] show available only  start Time v E]

End Time v

Number of interviews blocked off : 1

®

Search [[] show unassigned only Fri 17/04/15 4:00 pm - 4:10 pm A [Class
( ] [x] Block oft v
Student
Tiffany Bardsley . v
n Request Interview Parent
v
James Crisp Fri 17/04/15 4:10 pm - 4:20 pm Clear Interview
Assignment
Request Interview
— Class : Design and Technology
Pragya Gifford ) _
n Student : James Crisp o Make
Request Interview Parent : Mrs Giuseppina Crisp ~ Calendar
Grace Goodwin Fri 17/04/15 4:20 pm - 4:30 pm Entries
n Request Interview D Block oft
h— Class : @
Rohan Grant Student : o
Request Interview Parent : I ow’
Hannah Hayes Fri 17/04/15 4:30 pm - 4:40 pm —
n Request Interview D Black oft
e Class :
n Sandhya Kerr Student :
Request Interview v Parent : v

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

Message Size: 8 KB

Monday 09 March 2015.ics file

©

S

Monday 09 March

2015.ics
2 KB

Example of attachment for .ics file to update calendars.
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Teacher Login on the Night of Interview Session

16:00:00 - 16:10:00 [ ] compies v
Student : William Barry
=7 Subject : Visual Arts
‘ Parent who made the booking : Mrs Hung (Jennifer) Barry
Parents in this family
Mrs Hung (Jennifer) Bar Mother -
ung { Hfer) Barry Timetable Save
Mr Max Barry Father
View View
- As List As Form
16:10:00 - 16:20:00 D a— Emel Nokeo
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
16:20:00 - 16:30:00 D — B e
Student : Lucy Risby
Subject : Visual Arts
B 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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Year 8 Session Term 1

16:10:00 - 16:20:00 — Emell Notes
Timetable /ﬁ\ 7\
: Student : Alex Humphries Dy~ Period —/ K/
2 Subject : Drama N
~ Parent who made the booking : Dr Felix Hur 8 3
Parents in this family
Mrs Christina Humphries Mother s ~
Timetable— Save | )
Dr Felix Humphries Father \ZJ
Interview went v fith Alex on his ongoing portfolio of work. -
v
v
v
View /. View
AslList \ " 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
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Parent Login and bookings (Parent Interface)

Parent - Teacher Interviews Booking System

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

Click to Login

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
FCHAN6412338

Password

Cancel OK

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

v

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
A Drama .
Ms E Dowling

'—i Alex Humphries

Design & Technology
T Staff

Mrs K Preeya
Interview requested by Mrs K Preeva

Ms M Groux

Note if a teacher has requested an interview there will be a message on that
class "Interview requested by ...."
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Step 2 - Click on a Class to make a booking

Parent - Teacher Interviews Booking System

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

Step 1

Please click on a student to see
their class list

Step 2

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

Step 3

These are the timeslots the selected Teacher
has available.

Click on "Book" to reserve a timeslot.

Ms E Dowiing 4:00 pm to 4:10 pm

-
'—i Alex Humphries

Design & Technology
T Staff

4:10 pm to 4:20 pm

English
Ms R Guinness

4:20 pm to 4:30 pm

History
Mrs L Lam

4:30 pm to 4:40 pm
T— (S

4:40 pm to 4:50 pm
Learning to Learn

Ms R Guinness

Mathematics

Mr G Armitage 4:50 pm to 5:00 pm

Music
Mrs K Preeya
Interview requested by Mrs K Preeva

5:00 pm to 5:10 pm
PD/Health/PE
Ms M Groux

Logout

Only available times will be displayed to book. Click the Book button to make

the relevant booking.

3 - Click the Book button to make the booking

Parent - Teacher Interviews Booking System

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

Step 2

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

Ms E Dowling

Design & Technology
T Staff

English
Ms R Guinness

Geography
Mrs L Lam

History
Mrs L Lam

Japanese

Learning to Leam
Ms R Guinness

Mathematics
Mr G Armitage

Music
Mrs K Preeya
Interview requested by Mrs K Preeva

PD/Health/PE
Ms M Groux

DENBIGH

INTERNATIONAL
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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

d

4:10 pm to 4:20 pm

4:20 pm to 4:30 pm

4:30 pm to 4:40 pm

4:40 pm to 4:50 pm

4:50 pm to 5:00 pm

5:00 pm to 5:10 pm

Logout

Parent Teacher Interview Module.docx
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4 - Booking displayed with time, subject and teacher name

Parent - Teacher Interviews Booking System
Logout

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.
a = A A a
,Df;“D, - 4:10 pm to 4:20 pm Wednesday 01 April 2015 4:00 PM to
4.‘. P - Ms owling 4:10 PM, English with Ms Rilla
lex Humphries Guinness

Design & Technology
T 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 Leam
Ms R Guinness

Mathematics

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

Music
Mrs K Preeya
Interview requested by Mrs K Preeva
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.

Parent - Teacher Interviews Booking System

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.

Click on "Book" to reserve a timeslot.

Drama -
b= 4:00 pm 10 4:10 pm Wednesday 01 April 2015 4:00 PM to
R o — ol 4:10 PM, English with Ms Rilla
lex Humphries u have reserved this imesiot Guinne
y with another teacher.
Design & Technology
T Staff Wednesday 01 April 2015 4:10 PM to
410 pm 10 4:20 pm 4:20 PM, Design & Technology with
Test Staff
English
RGN e Wednesday 01 April 2015 4:20 PM to
4:30 PM,
Preeya
Geography 4:20 pm to 4:30 pm
Mrs L Lam
Wednesday 01 April 2015 4:30 PM to
e 4:40 PM, Drama with Ms Emily
History Dowiing
Mrs L Lam
4:30 pm to 4:40 pm
Japanese
4:40 pm to 4:50 pm
Learning to Leam &
Mathematics
Mr G Armitage 4:50 pm 10 5:00 pm
Mrs K Preeya
Interview recuested by Mrs K Preeva
5:00 pm to 5:10 pm
PD/Health/PE
v v v v

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.
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5 - Click Next to view all bookings

Parent - Teacher Interviews Booking System

Logout
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
their class list Teacher's availability has available. have booked
A Drama - A A
Ms E Dowling Wednesday 01 April 2015 4:50 PM to
Alex Humphries 5:50 pm to 6:00 pm 5:00 PM, History with Mrs Lynne Lam

Design & Technology
T Staff

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

English 6:20 pm to 6:30 pm
Ms R Guinness

Wednesday 01 April 2015 5:10 PM to
5:20 PM, PD/Healt/PE with Ms
Michelle Groux

Geography
Mrs L Lam
6:30 pm to 6:40 pm
B B Wednesday 01 April 2015 5:20 PM to
5 M, Mathematics with Mr Greg
History Armitage
Mrs L Lam
= — Wednesday 01 April 2015 5:30 PM to
6:40 pm to 6:50 pm 5:40 PM, Religion with Mrs Lynne
Japanese Lam
Wednesday 01 April 2015 5:40 PM to
Learning to Leamn 5:50 PM, Learning to Leam with Ms
Ms R Guinness 6:50 pm 1o 7:00 pm Rilla Guinness

Wednesday 01 April 2015 5:50 PM to
0 PM, Science with Mr Scott
Hammer

Mathematics
Mr G Armitage

7:00 pm to 7:10 pm

Music Wednesday 01 April 2015 6:20 PM to
Mrs K Preeya 6:30 PM, Visual Arts with Mrs Annx

Interview requested by Mrs K Preeva Hicks
PDIHealth/PE 7:10 pm to 7:20 pm Wednesday 01 April 2015 6:30 PM to
Ms M Groux 6:40 PM, HSIE with Mrs Lynne Lam

v v v v

6 - Email the list to me

Parent - Teacher Interviews Booking System - Summary
Logout

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

(5 This is a list of the appointments you have booked (6 Email them to me

Click the "<-Previous" button below, if you wish to alter these bookings.

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

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.
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Parent - Teacher Interviews Booking System - Summary
Logout
You are logged in as a parent in the Humphries family.

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

Email them to me

Wednesday 01 April 2015 4:00 PM to 4:10 PM, English with

An email has been sent to your recorded email address, with a
Calendar file containing your bookings. Would you like to
logout, or return to the previous screen?

Wednesday 01 April 2015 4:10 PM to 4:20 PM, Design & Te
Wednesday 01 April 2015 4:20 PM to 4:30 PM, Music with N
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 Apri 2015 5:00 PM to 5:10 PM, Japanese with

Wednesday 01 April 2015 5:10 PM to 5:20 PM, PDHealth/PE with Ms Michelle Groux
Wednesday 01 Apri 2015 5:20 PM to 5:30 PM, Mathematics with Mr Greg Amitage
‘Wednesday 01 Apri 2015 5:30 PM to 5:40 PM, Religion with Mrs Lynne Lam
Wednesday 01 Apri 2015 5:40 PM to 5:50 PM, Learning to Learn with Ms Rila Guinness
‘Wednesday 01 Apri 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

P Go To
il e

Interviews List @ Open Parent Interface

PTI_Student
List

ulll

PTI_Family
List

l Admin Family l
List

PTI_Parents
List

i

PTI_Community
List

PTI_Staff
List

‘

PTI_Class

Admin Class
List List

PTI_Class_Enrolment
t

PTI-Lesmns

1 - Click Interview List

il

Forward

Interviews List
Date Interview ID )

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

Staff Code [DRAK [Ms Karen Dragnich Class [07PE2 Student ID [104415 [Rlchard Dalkin E

Room |CLST Parent [104379 [Mm Sharminie Dalkin

Potential Teacher Change

StaffCode we want to change to.

—

[17/0a72015 [Year 7 Semester One [4:10pm [4:20 pm [Interview23885 [sessionos Cument v
Staff Code [DRAK [ Ms Karen Dragnich Class | Student 1D | [

Room [CLST— Parent [ [

2 - Click Find

INTERNATIONAL Page 41 of 44

9 DENBIGH Parent Teacher Interview Module.docx



Forward

Interviews List

Interview ID SessionlD

[—[— [— [— [« v
Staff Code [DRAK (32 cass (2 studentin [2 [a
Room |2 Parent [Q [q

Potential Teacher Change

StaffCode we want to change to. Current Interviews this parent has booked around this time

N B:'m Q Q Q A
[Q Iq reassign to this one = [ [ [

After
B (a Q Q .

v v

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

Forward

Interviews List

Interview ID

17/04/2015 Year 7 Semestsr One 4:00 pm 4:10 pm Current v
Staff Code [DRAK [Ms Karen Dragnich Class |07PE2 Student ID [104415 [Rlchard 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
A
[4:00 pm 410 pm | reassigntothisont (5 | 4
[4:10 pm [4:20 pm [ reassign to this one ] v
I4:20 pm [4:30 pm [ reassign to this one ] After 4
er 4:10 pm

[4:30 pm [4:40 pm reassign to this one A
[4:40 pm [4:50 pm reassign to this one

I4:50 pm [5:00 pm [ reassign to this one ] v v
[17/04/2015 [Year 7 Semester One [4:10pm [4:20 pm [lmemmaees Session96 Current v
Staff Code |DRAK [Ms Karen Dragnich Class |O7PE2 Student ID [101400 'Mamen Chen
Room [CLST Parent [MTRAma [Mrs Thi Balley .
Potential Teacher Change
StaffCode we want to change to. Current Interviews this parent has booked around this time
vy 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
List

Admin Family ‘ @
List

PTI_Parents
List

i

PTI_Community
List

PTI_Staff
List

‘

PTI_Class
List

Admin Class
List

PTI_Class_Enrolment

PTI_Lessons Emalil Log

1 - Admin Family List

II
3

Forward

Admin Families List
Family Notes

Students in Family Future Current Former
i - ' ’ ’
o P
2 Adults in the family
Relationship Title Preferred Name Surname Parent Type PTI Allowed R . -
Father Mr Jimmy Kelleher Mother e Father Non Resident Other Yes 2Rl I
Relationship Title Preferred Name Surname Parent Type PTI Allowed TR e
Mother Mrs  Fiona Kelleher ® Mother Father Non Resident Other Yes
v
[LEE40 [Meyer Students in Family Future Current Former

] 1 [}

2 Adults in the family

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

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

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
t

i

‘Admin Family
List

PTI_Parents
List
PTI_Community
List

PTI_Staff
List

Admin Class
List

PTI_Class
List

PTI_Class_Enrolment
List

PTI_Lessons

Email Log @

Show All

Email Log
Subject

2/06/2015 11:47:57 |denbigh [sally.nil@me.com [Parent Teacher Interview Schedule
2/06/2015 1:19:44  denbigh panders@denbighdemo.com.au Parent Teacher Interview Calendar

View of email log

FAQA

How do | Create a new Interview Session — Page 9

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

If the dates have changed, how do | make the change - Page 16

Staff log in but has no session available - Session must be Current - Page 15
How do | change a teacher/s room for their meetings - Page 21

How do | change Timeslots for a teacher — Page 21

How do | add a non teacher to the PTI session — Page 9

How do | send out notifications to parents — Pages 5 and 24
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