
Automatic Online 

Scheduler 

Palmyra Area High School 

Parent/Teacher Conferences 
 



Free Online  

Parent/Teacher Conference Scheduler 



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 

·A link 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 ï Create User Account 

Must be: 

Palmyra 

Area High 

School 

Very 

Important!!! 



You will receive an Email to Confirm 

Registration 

This registration 

confirmation email to the 

teacher will provide you 

with your  

username and password.  

Keep this email on record 

so you have your 

username and password 

handy. 



Step Two ï Create Conference ï 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 ï You may not see this screen. ;) 

For Consistency Across Teacher Conference Listings, Name your 

Conference using this Example: 

Mrs. Smith ï Room 100 (9th - 12th Grades) ï Ignore what you see in print screen in Name of 

Conference fieldï I shortened it and added my room number. 

Select the 

Grade, or 

Highest Grade 

if you teach 

more than one 

grade level, 

since Only 

One Grade 

Can Be 

Selected 

 (the reason why all 

grades you teach is in 

your Conference 

Name) 

Mrs. Wiscount ï Room 216 (9th grade) OR 9th ï 12th grade) 



If you launched a 

conference last year, it 

uses the same 

Conference Name. 

To Change the 

Conference Name ï  

Go To Manage 

Conference ï 

Scroll Down to bottom 

of page 
To Change Conference Name 

[If you are in a new room or 

teach new grade level(s)] 



Step Three (Time Blocks) - Create 1st Block ï 

5:00 p.m. ï 8:00 p.m. w/15 min. sessions 



No 

Errors? 

Click on 

Click Here 

to Add 

New 

Block 

Errors? 

Click on 

Edit Block A lot of 

Errors? 

Click on 

Delete 

Block 

12 meetings 

for 

November 

9th 



Step Three (Time Blocks) - Create 2nd Block ï 

5:00 p.m. ï 8:00 p.m. w/15 min. sessions 



Screen Shot of 1st & 2nd Blocks of Conference 

Schedule - if you made an error click Edit 

Block or Delete Block to start over with this 

day of meetings 

No 

Errors? 

Click on 

Done with 

Times 

Errors on 

first 

block? 

Click on 

Edit Block 

A lot of 

Errors on 

second 

block? 

Click on 

Delete 

Block 

12 meetings for  1st block on November 9th 

12 meetings for 2nd  block on November 10th 

Total Possible Meetings = 24  



Step Four (Notice Settings)  ï  

Select No Code 



Step Five (Emails) ï  

Enter Teacher Specific Info for Parent Email 

Confirmation 

This information 

will be included in 

the conference 

confirmation email 

the 

parent/guardian 

will receive. 



Step Six (Reports & Deadlines) ï  

Decide Reports & Deadlines 

You decide when 

you want to receive 

email 

communication 

alerting you to 

scheduled 

conferences. 



Step Sevenï Launch Conference 

Double 

check your 

input 

before 

launching. 

You can 

change 

anything at 

this time! 



Step Eightï Confirm Launch 



Email You Will Receive to Confirm Launch 

This registration 

confirmation email to 

the teacher will 

provide you with your 

username and 

password and 

directions to Manage 

your Conference 

Scheduler 

. 

Click on 

Manage my 

Conference for 

next step 



IF you get this, Ignore this Screen & Click on  

Manage Conference 


