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On the Agenda:



How do I login?

To login you can go to the relevant web address below, where

you can use a username and password, or one of our single

sing-on options, to access your account: 

www.parents-booking.co.uk

www.parents-booking.live (America and Canada)

www.parentsbooking.com.au (Australia)

Advice:

If you have forgotten your password, you can reset it

from the login page.

Contact your school’s office if you don’t know your

username or cannot login.



When you login, you will be shown any parents’ evenings, events or clubs you are linked to.

On the left navigation are links to the three main sections of the staff area.

Dashboard: Check your parents’ evening schedule, test your video meeting settings or create 1:1 meetings.

Manage Bookings: Make appointments on behalf of parents/carers.

Reports: Check pie charts and spreadsheets related to appointments, attendance and much more.

Dashboard

You can reveal

older parents’

evenings, to

review

appointments

or edit parent

attendance.



Checking your

Appointments

Click on the name of a parents’ evening to view

your appointment schedule.

On your schedule page you can see appointments

made by parents/guardians, and review any notes

parents have left, add private note that only you

can see, and take attendances.

Your school may also allow you to make your own

breaks/block out appointment times and/or extend

your appointment schedule’s start or end times.



Manage Bookings

To make appointment times for yourself or others,

or to edit appointments, use Manage Bookings.

Click on the parents’ evening name and then:

Select the subject the appointment is for1.

Select yourself, or the correct teacher2.

Click on any available time to start making an

appointment

3.

In the pop-up, click the class, select the student

and click the parent that the appointment is for

4.

Repeat this process for each appointment you would

like to make.  When you are finished you can print or

e-mail the parents’ appointment confirmation from

the buttons in the Control Panel.



Reports

Parents Booking offers detailed ‘Reports’ to check:
Which parents have and have not booked any appointments
Percentage of�parents who have�booked
Percentage of appointments that are left
Attendances, e.g. who did and did not attend past parents’ evenings
Which parents RSVP’d “No” to their invite
Most/least popular appointment times
And lots more!

To view reports, go to the Reports page and click on the correct term
and parents’ evening name.

Please also note that reports can be exported into Excel, printed or e-
mailed.



On the day of the parents’ evening, a blue “Join Video

Appointment” button will show on your Dashboard around

10-15 minutes before your first appointment, after you

login/refresh the page.

Any day in advance of your video meeting you can test your

internet browser, web cam, microphone and internet

connection’s compatibility by clicking ‘Video Settings’.

Joining Video Meetings

When you are ready to join your video meetings, click ‘Join

Video Appointments’. You will enter a video meeting room,

and will await your first appointment starting.

When your first appointment is due to begin, you will need to

authorize use of your microphone and web cam, and then

your meeting will start at the scheduled time. Meetings run

exactly to schedule and will end and move on automatically.



Creating a 1-to-1 Meeting

Teachers can create their own in-person or video meetings

with parents. These can be follow-up meetings, or for one-off

conversations, and you can even offer multiple families the

opportunity to book an appointment with you at pre-set times.

To start, click “Create 1-to-1 Meeting” on your Dashboard, and

complete that page to set out the times you are available to be

booked and which parents can book you.

Once the 1-to-1 is set up, you can invite the parents from your

Dashboard, and then wait for them to book appointment times.


