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Parent/Teacher Conferences




Free Online
Parent/Teacher Conference Scheduler

PTCFast.com

Free Parent-Teacher Conference Scheduler

Waelcome to PTCFast.coml! Exceptionally easy to use.

Easy-to-use online scheduling software. Take it for a test spin.

What we provide How It works

Save teachers time, save parents Teachers create a customized

time, help everyone get the schedule as well as notice and
conference appeintments they want. reporting settings in minutes.

And save taxpayer dollars because it's Parents select appointment times in
free. seconds.

Options for school-wide schedule control, multiple reporting addresses, flexible sign-up
deadlines
/ and much more.

Schools and Teachers

It's free. It's simple.
It's fast.




Create a Teacher Conference Schedule on the
Palmyra Area High School PTC Site

Each teacher will create an online conference at
http://www.ptcfast.com

- Alink for each teacher on the PAHS Conference Scheduler
website

Parents/Guardians will schedule their own meetings

Emails of scheduled appointments to teacher

Email confirmations & reminders sent to parents



http://www.ptcfast.com/index.html

Step One 1 Create User Account

Must be:
Palmyra
Area High

School

| Pwww.ptcfast.com/adminlogin.php ey

Login

First Time Users Login - Returning Users

Email Address: | melanie_wiscount@®pasd.us

— will only be used to contact you with information
about the conferences you setup

Confirm Email Address: | melanie_wiscount@pasd.us |

- for verification

Password:

Email | |
address:

Password: | |

1 forgot my password

—minimum 5 characters

Confirm Password: |“""“ |

- for verification

School Name (required): | paimyra Area High School|

<—

— will be displayed on web pages;
you can change it later

( Login to Create Conference )

.-~.~‘i§»

Copyright © 2010 www.ptcfast.com All rights reserved.

Very
Important!!!

h all) [] Match case  Phrase not found
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You will receive an Email to Confirm
Registration

s el hd =0 ¥

From: admin@ptcfast.com
Date: Thursday, September 9, 2010 12:07 PM
To: melanie_wiscount@pasd.us
Subject: PTCFast.com Confirmation of Registration

Dear PTCFast.com User,

Thank you for registering with PTCFast.com to manage your parent-tegcher conference schedule. At PTCFast.com, you can create and manage your conference, and manage deadlines and parent notifications. When you have made your selections, you press
LAUNCH, send parents their links, and easily view appointments.

At anytime, to continue working on set up and/or manage your conference, go to www ptefast.com.Your login information is:

Email Address: melanie_wiscount@pasd.us




Step Two i Create Conference i |IF you did not create a conference last year!

If you created a conference last year, it may ask you to clear all appointments, but they
should already be gone i You may not see this screen. ;)

F .‘Fast.com - Conferen(}\‘ SChEdI,IIer Mrs. Wiscount i Room 216 (9t grade) OR 9t i 12th grade)

Locks Notice Settings ~ En vils ~ Reports/Deadlines = Laun’.i  Manage Conference  Logout

Help/FAQ
estions or 5i ions?

Add New Conference

4

Name of your Conference : | PAHS Parent-Teacher Conference - Mrs. Wiscount

-- for naming your parent/teacher conference to the
parents, e.g., "Parent/ Teacher conference with Mr.
Jones"

Grade level :

To start with the same time block structure as an existing conference, check it here:

{® start with blank

( Enter my choices and create Time Blocks )

Cancel (do not create new conference and return to Manage Conference) )

Copyright © 2010 www.ptcfast.com All rights reserved.




If you launched a
conference last year, it
uses the same
Conference Name.

To Change the
Conference Name 1
Go To Manage
Conference 1
Scroll Down to bottom
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Step Three (Time Blocks) - Create 15t Block i
5:00 p.m. T 8:00 p.m. w/15 min. sessions

A e ] FUUIIY 8 UUUYIE MR e || DS CUUIL SUIUUIS Ve g COLEPUIL RE — VEEUSILG. il LIYILar LSS e T L LISENIWEaYEl TULUIIGES G LY DHYE D1 i, | OUULIE LUyUs. uuyis,.
Emails Start by defining your first block, then press "Submit Selected Times and Display Modified Schedule™.
L . Your block will be displayed and from there you can add the other new blocks.
Reports/Deadlines Don't worry - anything you do can be easily edited and changed.
— ]
Launch November 9, 2011
Ly A TR Su Mo Tu We Th Fr Sa

1 2 3 4 &

6 7 s Pwo n 2

13 14 15 16 17 18 19
0 M 22 2324 25 26
. ]

Start Time (first appointment):

Gap between end of one meeting and the start of the next (optional)
{e.g., for 15 mi i foll d by 5 mi breaks, select 15 minute length and 5 minute gap)

Select end of last appointment in time block (i.e., when do you wish to be done?):

3:00 PM (12 slots) [=]

You will create 12 appointment slots of 15 minutes length.

\
\ "._. (minutes):
\
\

(CSubmit Selected Times and Display Scheduie |

S— [ Discard Ch to Time Block and displ Previnussdlelllle]

Copyright & 2011 wwnw.ptcfast.com All rights reserved.




Screen Shot of 15t Block of Conference Schedule
- if you made an error click Edit Block or
Delete Block to start over with this day of meetings

TN WSO U paa. 0o
r4. Wiscount - Room 216 (Oth-12th Grade)

Palmyra Area High School

PTCFast.com - Conference Scheduler

Time Blocks Notice Settings Emails Reports/Deadlines =~ Launch = Manage Conference Logout

Status Time Blocks
Time Blocks
Nov 9, 2011 Your Time Block(s) are listed below. Click on any of the lin z ge or add information.
5:00 PM - 8:00 PM
Errors? 15 minutes
. No Appts Mrs. Wiscount - Room 217 (9th00 i Grade)
C||Ck on MNotice Settings Click Here to Add New Block
a Seleched
Ed It BIOCk _ Simple nor-code Wednesday, November 9, 2011 A Iot Of
Emai 15 minute appointments ’)
Selected Edit Block Delete Block @ E rors:-
Reports/Deadlines 5:00 PM  unfilled .
s 5:15 PM unfilled ) CI I C k O n
one 530 PM  unfillad 12 meetings
Launch 5:45PM  unfilled for Del ete
Ready to Launch 6:00 PM unfillad
e 6:15PM  unfilled November BIOCk
6:30 PM unfillad 9th
6:45 PM unfillad
7:00 PM unfilled
7:15 PM unfilled
7:30 PM unfilled
7:45 PM unfilled

Mote: parent and student data will be kept for 14 days after the last day of a conference.

No
Errors?
Click on

Click Here
to Add
New
Block



Step Three (Time Blocks) - Create 2" Block i
5:00 p.m. T 8:00 p.m. w/15 min. sessions

Status Edit/Create Time Block

Tirmee Blocles
Nowv 8, 2011 Please Read Before Using
5:00 PM - 8:00 PM
15 rfinubes This is where you create time blocks for your conference. You might have just one block, e.g.,
No Appks 9-5, Oct. 23, or you can have multiple blocks, even several per day, e.g., 2 blocks on each of
Notioe Settings two days - maybe 9-noon and 1:20 to 4:00 on two different days.
Selected: Start by defining your first block, then press "Submit Selected Times and Display Modified
- Simple no-code Schedule”. Your block will be displayed and from there you can add the other new blocks.
Emssil
5 Don't worry - anything you do can be easily edited and changed.
Selected

— -

Nowember 10, 2011 [Noveriberle] H|

Selections
Laurch S5u Mo Tu We Th Fr Sa
Ready to Launch

1 2 3 4 3§
Start Time (first ppointment):

75 s

13 1415 16 17 18 13
0 M2 DU X
PO e ]

Length of meeting (minutes):

[t5 [+l

Gap between end of one meeting and the start of the nexdt (optional)
(&g, for 15 minute meetings followed by 5 minute breaks, select 15 minute length and 5 minute gap)

Select end of last appointment in time block (i.e., when do you wish bo be done?)s

8:00 PM [12 slots) [w]

You will create 12 appointment slots of 15 minutes length.

vy

[ Times and Display ] -

[ Distard Changes to Time Block and Redi: Previous ] »




Screen Shot of 1st & 2" Blocks of Conference
Schedule - if you made an error click Edit
Block or Delete Block to start over with this
day of meetings

Palmyra Area High School

PTCFast.com - Conference Scheduler

Time Blocks Notice Settings Emails Reparts/Deadlines Launch  Manage Conference  Logout

Status Time Blocks
Time Blocks
Mow 9, 2011 Your Time Block(s) are listed below. Click on any of the links to change or add information.
5:00 PM - 8:00 PM A Iot Of
15 minutes
LIRS Mrs. Wiscount - Room 216 (9th-12th Grade) Errors on
Errors on e Click Here to Add New Block
. 15 miinutes Second
fl rSt DRI Wednesday, November 9, 2011 Thursdiry, November 10, 2011
bl k? i ettings 15 minut= appointm 15 minut= appointments block?
OCK MO;‘?:"JI A Edit Block Delete Block Edit Block Delete Block CI X k
. - 5:00 PM  unfilled 5:00 PM  unfilled I1C on
CI |Ck on Ennisils 5:15 PM  unfilled 5:15PM  unfilled
. S 5:30 PM  unfilled 530 PM  unfilled
Ed|t BlOCk ) 545 FM  unfilled 545 FM  unfilled Delete
Reéports/Desdlines 6:00 PM  unfilled 600 PM  unfilled BIOCk
Selections made 6:15 PM  unfilled 6:15 PM  unfilled
ey 6:30 PM  unfilled 6:30 PM  unfilled
— 6:45 PM  unfilled 6:45 PM  unfilled
R 7:00 PM  unfilled 7:00 PM  unfilled
. 7:15 PM  unfilled 7:15PM  unfilled
12 meetings for 1st block on November 9th 730 PM  pnfilled 730PM  unfilled
12 meetings for 2" block on November 10th 7ASEM  unfilled TASEM  unfilled
Total Possible Meetings = 24
. No
_ Errors?
Mote: parent and student data will be kept for 14 days after the last day of a conference, L g
. Click on

Print Schedule




Step Four (Notice Settings) 1
Select No Code

F 1wl G3lWAJSITT - WG SIS Wl ISWulSl

Logout
Help/FAQ

estions?

Time Blocks Emails Launch

Notice Settings

Reports/Deadlines Manage Conference

uestions or Su

Status

Time Blocks

Nov 11, 2010
12:00 PM - 3:45 PM 15 minutes
No Appts

5:30 PM - B:15 PM 15 minutes
No Appts

Notice Settings

Not selected

Emails

Not selected

No Selections made

Launch

Not Ready to Launch

Notice Settings

Next you need to select options for notifying parents.

system will be (e.g, against student pranks).

Simple No-Code Option

We provide you with a letter which you distribute to all
parents (e.g., via mail or backpack mail). The letter
contains a link which parents enter into their web
browser. At the web site, they provide their email
address and pick a time slot. Parents will not be able to
register without a working emall address. For additional
security, the letter could be delivered directly to parents,
via mail or in person (e.g., at an Open House event at
school).

6 No Code Option

Submit Selection

The method you select determines how secure the

Parent Code Option

If you desire a little more security, we offer another plan.
You input the names of the students. We provide a
unigue letter to distribute to each parent. The letter
contains a link and a six-letter security code, which
parents enter into their browser. For additional security,
the letter and code could be delivered directly to parents,
via mail or in person (e.g., at an Open House event at
school}.

O Parent Code Option



Step Five (Emails) i
Enter Teacher Specific Info for Parent Email
Confirmation

Tirme Blocks Notice Settings Emails Reports/Deadlines Launch Manage Conference  Logout
Help /Fi
Questions or Sugqestions?

Status

Emails
Tirree Blocks
.;;:':E;mm This is where you enter the information that will be used in the various letters ang
i 1 g to your parents.

Mame of Conference: (required)

Mrs, Wiscount - Room 216 (9th-12th Grade)
- &g, "Parent/Tescher conference with Mr, Jones”

Locstion (Required):

Computer lab 216 #t the Palmyra Area High School
- &g, "Roam 32 (behind the library) st Shedow Mountsin School.”

Beports / Desdlin s

ions made
Launch @] “If you do not hawve internet sccess, plesse contact usg via phone at
Reidy to Lsunch
@ "I you do not hawe internet access, please send me a nobe with requested Hmes,”

What should parents be told to do if they do not have internet scoess?

)] “If you do not héwe internet access,
— Euga,Sbop in bo see me before or sfter class,”

@ Do not say anything in the letber about what to do if they do not hawe internet sccess,

\ Any final sentence you want to sdd to the letter?: (optional)
1 hope you will be able to stbend.

- &g, "1 sincerely hope you will be able to sttend.”

Whao the letters and email are from: (required)

Mrs, Melanie Wiscount

- &.g., "Ms. Joan Smith” or "Mr. Smith, 3rd Grade Teacher”
[ Submit My Choices | [ Clear My Changes | -




Step Six (Reports & Deadlines) i
Decide Reports & Deadlines

M wes: 4]

Palmyra Area High School

PTCFast.com - Conference Scheduler

Time Blocks Matice Settings Emails Reports/Deadlines Launch Manage Conference  Logout

Fizk gy or £l =f the folloeig ressrting sotom:

Every[Hangsy [ until 1wk bafors the casfarence

— (2L v batore thm zonfarance
\ L] crewn tomform thvm cfmrmencn
P

Salwcted
Esoorty /Decclioe

‘Salwctiom mpde
Lpusiy

1] ] ]

i . R p— parata aign up in the [5 [ deys
bafars the canfarance.

/

Epsh marning of the canferenz e azhedule
Cardinm for sorant @ mem (eorante e be et Ted of tre deedine o thes nste
'!«'ndad..u-rntm:md.'

':_:' End of dey before mech conference dey (defeult]

Dazignete collesgues to verw or modidy tha conference

You mey dmignete one or more peophe (typicslly teschera) to hewe scocma to thia conference. You snter their smeil
eddranyam end thay then rezerve sopa of the 3ignun schedules ex degneted shove. Tou slws sen gies them sghts
to modifly certein conference informetion end for to menege their schedule.

\ i g o
{antar anm ar mare ameil eddrenam, aenereted by commes)

=
Lmdﬂﬁmhnuiriq:iw-n:d-uu.-lwu-nhn-hwmﬂn-im end chonge
awttinga on Emeils end Reporta /Accma poge.

—
anﬁq:pﬂ'ﬁi{lj-d*u‘whw_wnﬂrh“ {im., chengs timm (deyal.

Fitw: I you chucked (1) ar {2) sbove, thy will receirs © Tescher Acceas Link which will provide the specifed
mezwna (thay weill not need to login wing © wwrneme end praaeard).

=
S-dc!wrc‘ i ™ an {if chwcied sbova) to the sccount edminm tretar, in edditian ta
‘the copy thet goun to the teecher.

\
\ Grede Laval {reguired)
\Mﬁhﬂ:—ﬂmhnwﬂu:dﬂhlﬂ—twﬁhﬁw‘m

[ bt ey choicwn | [ Ruators awttings to defeult |




ep Sevenl Launch Conference

Palmyra Area High School

PTCFast.com - Conference Scheduler

Time Blocks Motice Settings Emails Reports/Deadlines  Launch Manage Conference  Logout

Status Launch

Mov 9, 2011 STATUS: Ready to Launch (please check selections before pressing "Launch™
5’“"’""“’“"" below, although even after launch you can change settings)

This page Summarizes your choices, and when complete, is where you launch the conference —
15 milnutes i ating the links for parent signups and reporting.

SIELL: Your Timeblocks
Emalis Movember §, 2011, 5:00 PM to 7:45 PM, 15 minute time slots

Mowember 10, 2011, 5:00 PM to 7:45 PM, 15 minube time slots

Notice Settings

Option 1 - Simple Mo Code Option - Click here to change or view setting

Emalis

Ermail text entered - Click here to edit texct of notices and reminders sent to parents

Reports/ Deadiines

Selections made - Click here to change

— Press to activate your conference websie and to prepare ketters to be given to parents.

Uniaunch Confarznce




Step Eighti Confirm Launch

Palmyra Area High School

PTCFast.com - Conference Scheduler

Time Blocks.

Nov 9. 2011
S0 PM - B:00 PM

Nov 10. 2011

Notice Settings Emails Reports/Deadlines = Launch | Manage Conference | Logout

Launch

STATUS: Ready to Launch (please check selections before pressing "Launch”
below, although even after launch you can change settings)

page summarizes your choic and when complete, is where you launch the conference —

ing the links for parént signups and reporting.

Your Timeblocks

Nowember 9, 2011, 5:00 PM to 7:45 PM, 15 minube time slobs

Nowvember 10, 2011, 5:00 PM to 7:45 PM, 15 minute time slots

cli dit b

Notice Scttings

Dption 1 - Simple No Code Option - Click here to change or view setting

Ermail tesct entered - Click here to edit text of notices and reminders sent to parents

Raports/ Deadiines

Selections made - Click here to change

— Pre=s to activate your conference website and to prepare ketters to be glven to parents.

By CONFIRMING LAUNCH, you will activate your conferenoe website
and will b2 taken to the sorean from which you Can print the ktters to
your parents.

I agres to the PTCFast. com Terms of Service.




Email You Will Receive to Confirm Launch

F|:rnr:. ::Tri:ﬁ:c?f::::er 9,2010 12:36 PM Click on
SuhjeTc: ﬁ::ﬁﬁmm!::::i@;::‘:;:f Launch - PAHS Parent-Teacher Conference - Mrs. Wiscount M an a‘g em y
conterence 10r

Dear PTCFast.com User,

next step

Scheduling for conference PAHS Parent-Teacher Conference - Mrs. Wiscount 51 . After distribute the printed letters to the 15, will be able to use the link in the letter to sign up i iately.
Yyour you prini parent Sign up

“You may print a list of appointments at Manage mv Conference. At this link vou can also:

Modify time blocks (for times that do not already have appointments)

Change the name of the conference and other general information

Modify your login information.
You can also manually create appointments (e.g., for students whose parents don't use the internet and may call you on the telephone for an appointment} & Manuallv Enter Appointments.
If you have difficulty using any of the links above, you can sign in to manage the conference at www ptefast.com. Your login information is:

Email Address: melanie_wiscount@pasd.us




IS Screen & Click on
nference

—




