
 

 

 

 

Select “Parents Evening” from the 
Navigation menu on the left of the 
screen. 

You will then see a selection of the 
different members of staff who are 
available to book appointments 
with. 

Once you select a member of staff, 
you will see all the available time 
slots for that teacher. 

Then click on “Book” to reserve the 
time you require 



 

 

 

 

 

 

 

 

 

Alternatively you can use the “Quick Book” tool: 

This will book all times in for you, as close to the time you choose. 

 

Once you have selected a 
suitable time, your bookings 
will show at the bottom of 
Parents Evening page. 

If you make an error and 
wish to delete or amend an 
appointment time, click the 
“X” on the right-hand side of 
the appointment slot. 



 

 

Once you have reviewed the times allocated, ensure all boxes are ticked, and then click the 
“Book Appointments” button to book all the appointments required. If there are any 
appointments you don’t require, you can uncheck those on the right-hand side. 


