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FAQ: How do I login to Parents Booking?

Parents’ Evening Booking System

School Login

Username

[usemame here

Password

-, |

. /
Hetilledia 1u s

Go to www.parents-booking.co.uk and login using the credentials that have been provided.

Once Parents Booking opens, you can navigate through it using the tabs at the top of the page. You'll
begin on Dashboard and as you move along the tabs towards the right you’ll complete the tasks required
to set up and run your parents’ evening, in the correct order.

Blueberry Example School % ® Logout

’d Dashboard {9 Parents Booking

e ” . o

Dashboard

Training

Watch our
Holp Vidoo hero
Tun on
tralining tour

View Schedule

Forthcoming Events

Teacher Name

Parents Evening

Example S5ang v

View Teacher
Schedule
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http://www.parents-booking.co.uk/

Section 1: Administrator’s “Quick Start Guide”

1. First-Time Setup

We advise that during your first use of Parents Booking you personalise your school’s account settings. This is
important because it will help determine how parents and teachers log into the system, as well as set other
important preferences.

We advise that you set up the following four settings, although of course you can leave them as their defaults if
necessary/applicable:

Website address that parents will login using (always starts https://parents-booking.co.uk/.... )

Username and Password for staff/teachers

o Teachers will be able to login to their own accounts, but this is a more basic login that allows all
teachers to share one login, if the school doesn’t want to create accounts for all teachers

School contact information

Upload a school logo and/or map of classrooms

To change/set up the above, go to the ‘Set Up School’ tab. Use the ‘accordion style’ menu on this page to access

the various sections. These screenshots show where to access the items we recommend you take note of, or
change.

W sedyp School

Dashboard | Set-up

Enter or modify your details below.
Save to confirm details.

School detalls and URL link

B o Tt B b Ok 7 Mo Pe

00| | Upload Data | Parents  Teachers | Evenings  Events | Manoge Bookings | Fieponis  View Contraet

Sehool Name

Busbny Exsmpls Schosl booking.co.ukHERE

Wha do parents login? This should be a shortened verslon of your school's name, and will appear
“HERE" In the following website address, which you will then send your parents to: hitp:/parents-

School Address, Line 1

3034 Ae Sireet Workshops

Gounty Postal/ ZIP Gode:

Yorkshira LS14HT

School usemames and pagswords

School contact Information

Country

g

Your school’s personalised
website address

This is where parents will go
to make their appointments,
and it always starts
https://parents-
booking.co.uk/... - the
question here is what comes
after the / - we advise a
shortened version of your
school name, i.e.
https://parents-

Blueberry Example School

-% Set-up School

Dashiboand | Solup School | Upluud Dala | Paienls | Toachers | Evenings

© Vicon Tutmials 8 Help Doz (25 Hela Fle

Wanage: Dovkings | Acporks | View Cunliacl

Enter or modify your details balow.
Save to confirm details.

Sehool delails and URL link

) Log-out

§ Parents Booking

School usernames and passwords

School Admin Usemame Admin Password

blusbery.adin

Slall Password

The messago entered here will appear on parcets login sercen

Upload school lago and map

Payment Gatoway Sallings

booking.co.uk/aisley
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Your school’s teachers/staff’s login

Your school’s teachers will be able to
login and check their appointments.
There are two ways teachers can login:

1. Using alogin that is just for them
(compulsory if using video meetings,
see page 7 for more information on
how to set the teacher accounts up)
AND/OR

2. Using this username/password,
which acts as a sort of ‘one size fits
all’, that all teachers can share if
teachers do not need their own login

Teachers always login at https://parents-
booking.co.uk and will then be asked for
a username and password.



https://parents-booking.co.uk/
https://parents-booking.co.uk/
https://parents-booking.co.uk/
https://parents-booking.co.uk/
https://parents-booking.co.uk/aisley
https://parents-booking.co.uk/aisley

Alsley Secondary

@ Viceo Tuorils. ) HelpDask ) Halp il

School Contact Details

' G Set-up School Evening
?. P Booking System A

ESOPRRY 1 s | v | ecocs | g | crons | marage ook | nepos | ow corrc | Parents may need to

contact the school if they
are having issues making
appointments or logging
in. Please input the most
suitable e-mail and

Enter or modify your details below.
Save to confirm details.

School detalls and URL link -

School usernames and passwords

School contact Information - phone number'
Contact Person for Parents and System /
Name E-Mall Phone Number
School Office a@aa 01234 567590
Billing Contact
Name E-Mall Phone Number
Billing informtion wil bs ssnt 1o this contect
Misc. Contact
Name E-Mall Phone Number
Sales Contact
Chatnow 8

G Vidoo Ttorals 4 Help Deck 37} Hlp Fis

Alsley Secondary

School Logo and Map

@ Set-up School

o,
Destbonrs [CRMMSNNE .., D | Parris | Tschers | Eveninge | Evete | Mannge Bookings r—

@ Bosing Syertes
The school can upload a
logo, which will appear
throughout the parent,

Enter or medify your details below.
Save to confirm details.

School detalls and URL link

School usernames and passwords

School contact Information

The message entered here will appear on parents login screen.

Upload school logo and map

teacher and admin
websites, nicely
branding/personalising
the Parents Booking.

The school can also

upload a map of its
classrooms (either as an
? image file, such as a JPG,
X A .GIF or .PNG, or as a
.PDF) and this will be
attached to the parents’
paper and/or e-mail
confirmations.

You can upload an image (jpg file type) to represent your school here

You can upload an image (jpg file type) of your school map here

Choose File | Mo file chosen

Maximum picturs sizs is 1mb and meximum rssolution is S00X500.

(<]

Chatnow (=]

2. Features You Might Want to Turn On/Off

At the bottom of the ‘Set Up School’ page, find the orange ‘Preferences Page’ button. In this section you will find
an array of features you can customise. We have highlighted three you may wish to turn on/off:

e “Send Admin an e-mail with parents' new contact details (e.g. e-mail or telephone)” — Turn this feature
‘on’ to have Parents Booking send the school’s admin e-mail address the e-mail addresses of parents
who the school does not have saved in their database (SIMS, SEEMIS, etc).

e  “Should parents be able to enter comments when booking a teacher?” — Turn off if you don’t want
parents to be able to leave meeting comments for teachers while making appointments.

e “Are parents allowed to request a translator?” — Schools who want to allow parents to request a
language translator, who will join them for their appointments, should turn this feature on. A button
will then be displayed after parents have picked their appointments. This button will send the school a
notification of the language that the parent requires their translator for. Additionally, on the ‘Reports’
tab, schools will see a new report which gives an overview of all of the translator requests they have
taken, and the times of the parents’ appointments.
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3. Setting Up a Parents’ Evening

To set up a parents’ evening there are two main tasks which need to be undertaken successfully:

a) Upload the school’s pupils, parents, teachers and classes (hereafter referred to as “data”)
b) Set up your parents’ evening (by inputting the dates, times, etc.)

3(a). Uploading the School’s “Data”

Go to the ‘Upload Data’ page. On this page you will either be able to upload a spreadsheet of data from your
school’s MIS database (SIMS, SEEMIS, etc) or you will be able to import your data in one click. If this is your first
time undertaking this step, we advise clicking the big blue ‘click for instructions guide..” button (see below).

Instructions

You can upload a file of data using one of the systems described below.

= Your file size should be less than 3MB. The upload will fail if the size is larger.
e If your file is larger than 3MB please split it into two or more CSV files.
» Select one of the options below to upload the relevant file from your computer.

Click for Instructions gulde and learn how to upload data

Follow the instructions provided by the big blue button on ‘Upload Data’ page, and these will guide you through
the export and import of your school’s data into Parents Booking. If you have any questions, seek support.

FAQ #1: How often should | upload my data?:

We advise you upload your data before each parents’ evening. This ensures that the parents’ evening is as up-to-
date as possible. We advise you upload data 3-4 weeks before the parents’ evening, leaving plenty of time for
parents to make their appointments.

Data upload settings
1. By default uploads will hunt for ‘leavers’ (students who have left), to help schools keep their database of
students up-to-date.
2. Uploads will also ‘disconnect’ students from teachers/classes who no longer teach them. This is to stop
parents being shown teachers/classes from previous years/terms.
Both of these settings can be temporarily turned off, for certain uploads, at the top of the ‘Upload Data’ page.

Upload Settings
Please select your preferred data upload preferences:

Identify students who are ‘Leavers'
Remove students from old teachers/classes

Detecting ‘Leavers’

When a data upload is run, Parents Booking will look for students who were part of past uploads but not in the
most recent uploads, and ‘flag’ these as possibly having left the school. This is not an exact science, so Parents
Booking shows a list of these to the admin from time to time. This provides the admin with the opportunity to
remove true ‘leavers’ and mark the rest as still being on the school roll.

‘Leavers’ will be highlighted to the admin from the orange ‘Select and Delete ‘Leavers” button on the Upload
Data page, and from a Dashboard page notification (see below).

\

| Bepans | View Corln

D | e up St St | Poroos, | Teaghs | Foeringes | Everis " List of Pussible 'Leavers'

Dashboard

Plaass rsvisw and delata students wha are suspacted fo hava lsit school bassd on yaur last data uplasd.

Numbar of Leavers - 11

D CZD CD CEED CITED

Training
0 school Leavers

Wi have deleclzd Sludents who sppesr Lo be TeEuers’. You can raview ard ramee
i the tap rignt

Vet our
Halp Vidso here

“lum on
raining tour

he lesyers hers of minimizs his nolifisation by elicking

Forthecoming Events

View Schedule

5703705

14EA 890

rusEa

e
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021112008
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https://knowledge.parents-booking.com/support/

3(b) Setting Up Your Parents’ Evening

Once you have uploaded your data, you can proceed to the Evenings tab and set up your event.

1. On the Evenings page, create a new ‘term’ (e.g. “Spring Term”, or “Autumn Term”). Once you have
created a term, click on its name to ‘enter it’.

Evenings | M

Parents' Evening Groups

Create a new term/group for your parents' evening, or click on the term/group your parents' evening is inside of:

1. You can create a new group/term for your eveni

Name of Group End Year

2021

For example 'Spring Term'

2. Now click on the groupf/ter:

2020/2020

Edit Name Delete

spring term

2. Inside the ‘Term’ you’ve created (click on the term name to enter it), use the orange ‘Create New
Evening’ button to set up a new parents’ evening.

Complete this page to set up your event. Note that schools who have the ‘Video Calls’ functionality
turned on can choose for their parents’ evening to use video for its meetings.

Blusberry School Vidon Turiss ) Hol Dasc 433 Hala Fis

* .
* < Back Evenings | Parents Booking

Create Parents' Evening
Provide details for your new evening. Mandatary Ficids are shown with a red astorisk.

We advise thal you upload your data before crealing your new evenl. When you creale this svent, the data uploaded to the system (which could be oldfout of date) will be
usad. Honco why uploading ffresh' data is advised bafore croating your events.

Paronts’ Fvaning Namo: * Dato *
First Appointment Start Time: * Last Appointment Cnds Af: * Length of Appointments:
TODAM v TooAM

10 minutes v
What type of evening?

® Parents' Evening " Tutor Evening

How will the meetings be held?

® In-Person " Video Galls

Booking Opens on:* Booking Opens At:*

QooaN o

3. Once your parents’ evening has been set up, it should look like the below screenshot on the Evenings
page (inside the ‘Term’ you have created it in):

Blueberry Example School &« Video Tutorials ) Help Desk <3 Help File ® Log-out

. .
&' < Back Evenings {9 Parents Booking

Create or Edit an evening ( e — )

This is a list of the parents' evenings in this term/group:

Summer Term
Name Date Booking Deadline Bookings
09/07/2020 Starts: 03/12/2019 at 00.00 AM
-— 5% it v Edit Evening
Bxample S5 and S6 Evening 04.00PM-07.00PM  Ends: 09/07/2020 al 00.00 AM 9o it the Children
Edit the Teachers
Send Invite to Parents
: Print, E-mail, Block Out or
N.B. Hover on the 'Edit' button for any advanced tasks. Extend Teacher Schedules

Delete
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https://parents-booking.com/why-choose-us/video-calls/

4. After Your Event is Set Up

Once your parents’ evening has been set up, you will still want/need to make changes to it, for example:

Check the Teachers: It is very important you remove any teachers who are not required.
Go to Dashboard > Options > Edit the Teachers OR Evenings > [term name] > Edit > Edit the Teachers
and then tick the teachers/classes who are not required, then use ‘Deleted Selected’ to remove them.

Check the Class Code Assignments: We also recommend checking that the class codes are assigned to
the correct teachers. For example, classes which are shared by two teachers may not be assigned to the
correct one for this parents’ evening.

Go to Dashboard > Options > Edit the Teachers OR Evenings > [term name] > Edit > Edit the Teachers
and then click on ‘Download Class Codes’. A spreadsheet will be downloaded. Schools often e-mail this
around teachers to check if there are any incorrect assignments. We advise giving teachers a deadline to
reply by. Once you have collated all of the required changes, these need to be made in two places:

1. Goto the Teachers page and remove the class code from the wrong teacher, then add it to the
correct one. Do this by editing the teachers one-by-one, and after selecting/adding the subject that
applies to the class code, use either ‘Add Student(s)’ or ‘Delete a Class’ to add or remove the class
code (and by searching for the specific class code).

2. Once you have corrected all of the incorrect class codes assignments, go back to Dashboard >
Options > Edit the Teachers and press the orange ‘Update’ button. This will tell the parents’
evening that you have been making changes to the teachers. The pop-up that is shown may contain
new teachers who are eligible to add to your evening. Click on these (they will turn green) and they
will be included when you press ‘Add or Update..”. Once this completes, parents who login will be
shown the correct teachers.

You may need to add missing teachers (i.e. Support for Learning, SENCO, Nursery or teachers who were
not uploaded because they had no classes assigned to them). This is done in a very similar way to the
above.

1. You need to first either create the teacher on the Teachers tab, or if they already exist you need to
edit them.

2. Ensure that the subject you require the teacher for exists, and if not create it.

3. Use the ‘Add Student(s)’ button to add students or a class code to the teacher. Once this has been
done, this teacher will be eligible to be added to your parents’ evening.

4. Go to Dashboard > Options > Edit the Teachers and press the orange ‘Update’ button. This will tell
the parents’ evening that you have been making changes to the teachers. The pop-up that is shown
may contain new teachers who are eligible to add to your evening. Click on these (they will turn
green) and they will be included when you press ‘Add or Update..”. Once this completes, parents
who login will be shown the correct teachers.

You can also check if some teachers do not have enough time for all of the pupils they are expected to
take bookings for. This can be done by going to the Evenings > [term name] > Edit > Edit Teachers page.

Where a teacher does not have enough time, you can extend their schedule (see below) or remove
students from them (see above on how to edit the teacher and remove students/class codes and then
press ‘Update’ to confirm these changes in the evening).

FAQ #2: How do | add breaks or extend teacher appointment schedules?

Go to Dashboard > Options > Print, E-mail, Block Out or Extend Teachers, Click on the teacher’s name,
then use the tools above the correct day to block out appointment times, or extend the teacher’s
availability.
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5. Setting up Teacher Login Accounts (only required if you are using video calls for your meetings)

You can create teacher login accounts, any time, by inputting their e-mail address into the ‘E-Mail’ field on the
Teaches page, and then pressing ‘Save Room/E-mails’.

Once you are ready, ‘Select All’ teachers and press ‘E-mail Password Reset’. All teachers will be sent an e-mail
explaining that they need to login to Parents Booking and reset their password.

Once teachers have chosen their own password, they can login to Parents Booking and check their appointment
schedules, join their video meetings and create ‘1-to-1 video meetings’ (this can be disabled in Set Up School >
Preferences). Teachers will not be able to join video meetings unless accounts have been set up for them.

The progress of teacher account setup is shown in red, blue and green. Green indicates the teacher has set up
their account.

Blueberry Schoal

ﬁ Teachers | Parents Boolfing
Dashboard  Sel-up Sehool  Uplead Dala | Parents | Teachers | Evenings  Manage Bookings | Reporls | Wiew Conliacl,
Master list of teachers [CESiDepariments) N AddNeacher B save Aoom/-hais ) Email Password Reset

Soare by - TR

Total Number of Teachers: 16

Select All | Desslect Al

Students

Login Setup 7

E-mail address is hidden

Miss B Davidson Setup Gomplete

~ Miss B Jonos 24 Room 8 E-mail address is hidden Password Sent

Miss Care 0 Not Caonfigred

— Miss E Neill 24 Room 11 E-mail address is hidden Password Sent

Miss Hall 0 Not Configred

N.B. There are instructions for teachers here: https://knowledge.parents-booking.com/support/teachers/, as
well as on pages 11-12 of this guide.

6. Invite Parents (see much more detail in Section Three of this document — page 13)

You can send parents their invite and/or instructions in any of the following ways:

i Evenings tab > [Term/Group Name] > ‘Edit’ > Send Invite to Parents (see example below)
ii.. Downloading a template e-mail/letter from here:
https://knowledge.parents-booking.com/support/essential-downloads/

Recommended: Send parentS @ New|v O Reply|v @ Delete &= Archive Junk|vY Sweep Moveto ™ ategories ¥ eee LN T 4
our template letter (point 2

. .. e Parents' Evening Notification
above) if this is their first

parents'. ThIS WI” provide more ° automated-do-not-reply-to-this-mail@netmedia.co.uk € Reply | v
Today, 14:43
robust instructions for them, You
and help ease them into this Dear r Alzn Smith,
new Syste m. Also’ once a pare nt @Jg\\.\’;‘: school event has been set up and this notification is intended to invite you to make yo appointment(s). The details of the event are
IOgS in, We,” CO”eCt their e'mail Event name: October Parents’ Evening
e 0 o Event date: 18/10/2017 16.00 to 18.00
addreSS’ maklng It easier to Send Bookings for this event are allowed from: 17/05/2017 00.00 to 19/10/2017 00.00

them an e-mail invite next time.

‘You will have to have made your bookings by the deadlines we have set above.
To login, please go to: http://parents-booking.co uk/blueberry

This e-mail will come

Please aISO note: If you are If you have any queries, do not hesitate to contact us at the school from our Netmedla
unsure which parents you have Kind Re
gards, .
. e-mail address.
an e-mail address for, for when Orbss o ag T

info@blueberryschool co uk

sending out an e-mail invite, you
can go to Reports > ‘List of Parents Who Have Not Booked Yet’ (which will be every parent, at this stage), and
you’ll see who has no e-mail. This report can be downloaded and sorted by e-mail if this helps.

Parent instructions / videos are available here: https://knowledge.parents-booking.com/support/instructions-
for-parents
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6. Making Appointments

On the “Manage Bookings” tab, click the correct Teacher (also make sure you are on the correct day, as days are
stacked one above the other for schools whose events run across multiple days!), click on the time required,
then click the register class the student is in, then the student’s name, and finally on the parent’s name, before

‘Finish’, to make an appointment.

ol 4 (M & PrrerTs
Appanirerity

To make your booking. sekect IFe Subystt-oligwed by ihe taacher. Then chooss a inss lima Siol nom e kst

Marnch Evening. 0LORI0IT Search

03.20 PM Avallable [Cuek o resana)

03.40 PM Avalilable (Cuck o e

04.20 PM Available (Cuck io reseree)

Cancelling Bookings

As well as being
able to make
appointments, you
can cancel an
appointment, and
send a personalised
message to the
parent explaining
why, by ticking the
appointment(s) you
want to delete and
then using the
“Cancel bookings
selected below).

Below is what a cancellation e-mail looks like. Note the section highlighted in red where the school can

send a personalised explanation to the parent:

@ New|v  Reply|v i Delete & Archive Junk|Y¥ Sweep Moveto V¥  Categories ¥ see
Mr Smith - Cancellation of Appointments made for Parents Evening.

automated-do-not-reply-to-this-mail@netmedia.co.uk
«

* ¥ X 9 Undo

This e-mail will come

Today, 14:43
You ¥

Dear Mr Alan Smith,

This following list of the appointment(s) you have made for our Parents Evening have been cancelled.

from our software’s
e-mail address.

message that you can send a parent, e.g. "This teacher has called in sick”.

If the school has added a reason this booking has been cancelled, it will appear here: This is an example of the personalised part of the

4.15 PM on 18/10/2017 - For Calum Smith with Miss Care, Business Management

If you need to change your appointments you can log back in at: http://parents-bocking.co.uk/blueberry
We look forward to seeing you
Kind regards,

Blueberry Example School
Click here to reply to this mail.

1

This is an example of
where a school can
include a personalised
cancellation message.
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7. Checking Statistics, e.g. who has not booked, and printing off teacher schedules.

If you would like to see statistics on your parents’ evening(s), check who has and has not booked and chase
those parents, print off teacher appointment schedules, make breaks for staff, extend staff timetables, and
check attendances, use the Reports tab (or Dashboard > Options > Check Stats).

& Video Tutorials ) Help Desk 23 Help File

Blueberry Example School

% < Back Dashboard p Parents Booking

Dashboard = Set-up School Upload Data Parents Teachers Evenings Events & Clubs Manage Bookings Reports View Contract

Reports before parents' evenings

Number of students::
Number of parents:

Percentage of students whose parent(s) have made a
baooking:

Reports:
Register classes:
Number of bookings

Type of report

17
22
41%

Example S5 and S6 Evening
85,56,
16

List of parents who have not booked yet

List of parents who have booked:
List of bookings:

® Print schedules, e-mail reminders & edit teacher
availability:

Tasks available (in the Reports tab), after your parents’ evening has closed:

Chase parents who have not booked:

Use ‘List of parents who have not booked yet’ report to see a table of parents who have not booked.
You can now print, e-mail and/or download this list. You can also use the ‘Chase Parents’ button to send
parents a follow-up e-mail, reminding them to make appointments.

Personalise the ‘Chase’ e-mail at the top of the list of parents, then choose whether you are messaging
certain selected parents, or them all.

Print off all of your teachers’ appointment schedules:

Teachers can login and check and print their own appointment schedules but school often want to print
off all teacher appointment schedules. Do this by going to the ‘Print schedules, e-mail reminders and
edit teacher availability’ ‘Report’. You can then click any of the four buttons at the top of the page, each
of which print off a slightly different version/style of the teacher appointment schedules. You can
preview these print-offs before printing.

Send parents a reminder of the event and their bookings:

The ‘Print schedules, e-mail reminders and edit teacher availability’ page will let you see/review any
teacher’s schedule (which allows you to make breaks, extend their start and end times or print their
schedule) and send a reminder of the appointments parents have made to them again. This reminder is
useful to send on the morning of the parents’ evening.

Examples of the buttons you can press for the above tasks are shown on the next page.
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Blueberry Example School ©x video Tutorials i) HelpDesk {7 Help File [0 Log-out
Socknsyster Print off teacher

— appointment schedules
(each on a different
page) here. 4x different
options depending on
your school’s needs.

a < Back Reports Parents’ Evening

Dashboard = Set-up

List of Teachers

Autumn Term:QOctober Parents' Evening
This panel displays the list of reports available for each teacher from the Parerts-EVening. Please select a teacher from
the list below to open the report in a new window in a printable-fermat. These reports will be deleted when the Parents'
Evening is deleted.

Print All Teacher Schedules

Print Teacher Appointment Print All Teacher s (including

Print All Teacher Schedules (No

Schedules
‘Schedule(s) {Including Avaliable Times) R e N Parent Comments)

Print All Parent Appolntment Print One Parents’ Appointment  E-Mall Appolntment Reminder to
Schedules Schedule

All Parents

Send every parent a

Teacher Name Subject I X .
reminder of their
Miss Care Business Management .
bookings from here.
Miss Hall Science
Miss Jones English

iv. Extending or shortening a teacher’s schedule / making teacher breaks:
If you would like to change a teacher’s availability in any way, click on their name in the above list. This
will take you to their appointment schedule. You can now use the buttons at the top of their page to
exte\d their times or block out times.

/

This is the list of appointments for October Rarents' Evening - 18/10/2017
Autumn Term : October Parents' Evening
Mr Taylor - [History]

Print Teacher Appointment Sciedule(s)

[ Extend starttime 10 Select v and end time l% Select v ]

[ Block times between Select v and Selsct v * Bhagk Unblock

Booking Detalls Parent Detalls Booking Comments

pao If you can’t see times here, your parents’ evening
e does not have this setting set up properly. Go to

=3 the Evenings tab, then click on your term/group,
geo then ‘Edit’ your parents’ evening. Find the settings
o “Maximum slots staff are allowed to extend at the
L start/end of their schedule” and input the number
0420 of appointments you need as a minimum. Save the
o event, then return this page to make the changes.
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Section 2: Instructions for your school’s teachers

Note: You can download specific Teacher Instructions for Video Calls HERE.

Your school’s teachers can login and check their appointment schedules at any time. There are two ways they
can login. Points 1 and 2 deal with how teachers are provided with a username and password.

1. Teachers can login using the ‘one size fits all’ username and password. We call this the “School Staff”
account. The login and password for your school’s “Staff Account” is shown on the ‘Set Up School’ page of
your admin area, see screenshot below. If you do not know the password, press ‘Update Password’.

Blueberry Example School B vieeoTuine $3 e Do 15 neprie ® Log-out

* Set-y\School | Parents Booking

Dashboard | Set-up Schoql | Upload Data | Parsnts | Taschers | Evenings  Evants & Clubs | Manage Bookings | Aaports | View Conlract

Entdr or mojfy your details below. “
Save\to confitry details.

School details and URL lir -

School us.;\mmm and passwortg a

School Admiy Username Admin Passward

blusbermyadmi

Far sshaol Administishyr

School Staff Uscrhame ] Password

biusberry staff

o 8l schoal stall

School contact information v

The message entered here will appear on parents login screen -

Uplaad schoel logo and map M

Payment Gateway Settings -

2. Teachers can also have their own personal login. This is only required if you are using video calls for your
meetings. N.B. Most schools prefer to use the “School Staff” login if they are not using the video calls, to
save having to create lots of accounts.

This section was explained on page 7 of this guide, but to recap: You can create teacher login accounts, any
time, by inputting their e-mail address into the ‘E-Mail’ field on the Teaches page, and then pressing ‘Save
Room/E-mails’.

Once you are ready, ‘Select All’ teachers and press ‘E-mail Password Reset’. All teachers will be sent an e-
mail explaining that they need to login to Parents Booking and reset their password.

Once teachers have chosen their own password, they can login to Parents Booking and check their
appointment schedules, join their video meetings and create ‘1-to-1 video meetings’ (this can be disabled in
Set Up School > Preferences). Teachers will not be able to join video meetings unless accounts have been
set up for them.

The progress of teacher account setup is shown in red, blue and green. Green indicated the teacher has set
up their account.

3. Once staff have their username and password, the login at www.parents-booking.co.uk, and can do so on a
smartphone, tablet, laptop or PC.

4. If ateacher has logged in using the “School Staff” login (from point 1 above), they will be asked for their
surname, and by typing this in and choosing the correct evening will be will be shown their schedule.
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Bluebarry School @ Vidso Tutorisls ) Holp Dask 23 Hlp Fils @ Log-out

w Manage Your Appointments p Parents Booking

| Manege vour appainimonts | EEEREENER

Manage Appointments

Your surname

Select Parents Evening

Example Parents’ Evening -

a N Y

5. If, however, a teacher has logged in using their own personal login (from point 2 above), they are shown a
Dashboard which will display all parents’ evenings they are associated with.
Teachers can also join any video appointments they have, and they can also create 1-to-1 meetings.
Clicking a parents’ evening name will take the teacher to their appointment schedule.

Blueberry School @ Videa Tutorisls 3 Help Dask ) Help Fils ® Log-out
W .

Manage Your Appointments p Parents Booking
Dashbonre | Mansse Boslinge, | Rsport |

You are logged in as Miss B Davidson

Forthcoming Events

Date/Time Deadlines Bookings

= 2510812020 Starts: 28/07/2020 . T
@ e rarens vening 08.00 AM - 06.00 PM Ends: 07/06/2020 2

6. Teachers can review their appointment schedules, print these off, and where allowed by the school can
extend or block out appointment times.

This is the list of appointments for Example S5 and S6 Evening - 01/09/2020
Summer Term : Example S5 and S6 Evening
Miss Care - [Business Management]

64 slots available for 7 pending students

Print Teacher Appointment Schedule(s)

[ Extend start time to  Select ~ ‘and end time fo  Select ~

[ Block times between Select  ~ and Select v ® Block - Unblock ]

Baoking Details Parent Details Booking Teachers' Noles Attendance
Comments
04.00 Asha Boulton, Business Shelley Boulton d@d.com No comments Click to add
PM Management, S6, 01123 456 789 submitted private notes -
04.05 James Jones, Business e No comments Click to add
PM Management, S5, 12/BM/2 submitted private notes -
04.10
PM

7. Like in the Admin area, school teachers/staff can use the Manage Bookings tab to make appointments.
The ‘Request to Parent’ link on the ‘Manage Bookings’ tab will send a personalised message to one or
multiple parents.

8. Staff can use Reports to view who has and has not booked, just like an Admin can.

9. Below are links to resources which you can share with staff for introduction/training purposes:
Page 12



PowerPoint presentation: https://knowledge.parents-booking.com/support/essential-downloads/
Video: https://knowledge.parents-booking.com/teachers/

Instructions for Teachers who will be using Video Meetings: https://knowledge.parents-
booking.com/downloads/Video%20Call%20Information%20for%20Teachers.pdf

N.B. Admins can prevent staff from being able to make and cancel bookings by giving them ‘Read Only’ access.
To do this, log in to the Admin area, go to Set Up School tab, click on ‘Preferences’ in the bottom right corner and
then turn on ‘Read Only’ access for staff.
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Section 3: Instructions for your school’s parents

Your school’s parents log in via a personalised website address. The address is always in this format:
https://parents-booking.co.uk/<your-school’s-personalised-website-address>

1.

2.

If you would like to first check what your school’s personalised website address is, check/set this on the ‘Set
Up School’ page of your admin area, see screenshot below.

Blueberry Example School G Vidso Tutorisls ) HeipDesk {2 Haip Fils & Log-out

a Set-up School @ Parents’ Evening
Booking System
Dashboard)  Set-up School | Wpload Dgta = Parents = Teachers Evenings Events Manage Bookings Reports View Contract

Enter or modify yolx details below. “
Save to confirm detaNis.

School detalls and URL link -

School Name o do parents login? This should be a shortened verslon of your school's name, and wlll appear
& E" In the following website address, which you will then send your parents to: http:/parents-
Blueberry Example School bodking.co.uk/HERE
blusberry
B, Only lsttars, numbers and undsracors ars allowsd. No spacsa srs sllowsd
School Address, Line 1 School Address, Line 2 Town
30 34 Aire Streat Workshops Leeds
County Postal/ ZIP Cede Country
Yorkshire LS14HT UK
School usernames and passwords -
School contact Information hd

Parents need to be sent their invite, and/or instructions, in any of the following ways:
Evenings tab > [Term/Group Name] > ‘Edit’ > Send Invite to Parents
Downloading a template e-mail/letter from here:
https://knowledge.parents-booking.com/support/essential-downloads

Recommended: Send parents our template letter (point 2 above) if this is their first parents’ evening using
Parents Booking. This will provide more robust instructions for them, and help ease them into this new
system. Also, once a parent logs in, we’ll collect their e-mail address, making it easier to send them an e-
mail invite next time.

Please also note: If you are unsure which parents you have an e-mail address for, for when sending out an
e-mail invite, you can go to Reports > ‘List of Parents Who Have Not Booked Yet’ (which will be every
parent, at this stage), and you’ll see who has no e-mail. This report can be downloaded and sorted by e-mail
if this helps

N.B. We have also created a web page (this is the link: https://knowledge.parents-booking.com/integrate-
school-website) which provides instructions and videos which you can embed on your school’s website, if
you like. Just ask the person who manages your website to create a new web page dedicated to Parents
Booking, and use the content from our web page to fill it with information. You can then send your parents
to this web page on your school’s website, to introduce them to the product, because they login and make
their appointments.

Once parents arrive at the school’s Parents Booking login page, they will be asked to input their login
details. Generally, parents will be asked to input their title and surname, then their child’s “Known As”
name/forename and surname and date of birth only. Sometimes schools will ask parents to input a
username and password. If you would like to switch to this different login method, use the ‘Parent Login
Method’ button at the bottom of the Admin area’s ‘Set Up School’ tab to change to it.
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After the parent has logged in, they’ll be shown the parents evening(s) that are open and that they have
their children in.

Parents are offered two booking options (although either can be turned off in the Admin area > ‘Set Up
School’ tab > Preferences page).

Parents should be steered to use the Booking Wizard, especially if they have multiple children or multiple
teachers to book. This method will help parents make all their bookings in the quickest and most efficient
order possible, in just a few clicks. There is also an option to make appointments individually.

If the parent has been sent a personalised message by a teacher, as well as having received this by e-mail,
the comment will pop-up after logging in and selecting the relevant parents’ evening.

After the parent has made an appointment they can add a comment (see “1. First-Time Setup” to turn this
off).

Parents make all of their appointments and then either print or e-mail a confirmation to themselves, using
buttons offered at the end of their booking process. They then simply attend on the night.

Parents can return to make changes to their bookings. Even after the booking deadline has passed, parents
can cancel their bookings if they cannot attend.

If the appointment is a video call, parents are required to login to Parents Booking again on the day/night of
the parents’ evenings and click the red ‘Join Video Call’ button next to the parents’ evening.

4t Home S Yourprofiie  [»§ Change Child @ Video Tutorisls:

w Blueberry School

40 HelpDesk 2 Help

@ Back to Admin Area

p Parents Booking

Dashboard

You are logged in as Mr Alan Smith for Calum Smith, 21/03/2011

List of Parents' Evenings Having problems?

If you are having any problems
creating an appoiniment please
conlact us at, will@netmedia.co.uk

‘Watch our
Help Video's here

Name of Group

Parents' Evening

Example Parents' Evening
& Automated Booking Wizard
R Make Appointmenti(s) Individually

Join Video
Appointment

Example 25/08/2020  09.00 AM 06,00 PM

10. Joining the video call will take the parent to a video call page, where they are shown the teacher. All the

parent has to do is give their internet browser permission to use their microphone and camera when

requested.

1 Moo R, Yowpotle {5 CrangeChi @x Vicen Tumis: § beb Dok 73

% Blueberry School

Schedule
Time Evoning

2510812020 11.40 AN

25i08/2020 03.10 PM

Now: Miss B Davidson, Physics

Example Parents’ Evening

Fxample Parenls' Feening

Hep (O Back to Admin Area

{9 Parents Booking

Titne Remaining: 00-49

000

Child Toachor

Calum Smith, Year 12

Miss B Davidsan,

Galum Smill, Year 12
Physics
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Section 4: Setting Up a Video Call Parents’ Evening

Video Calls — Quick Setup Guide
(Video of this guide also available here.)

1. Upload your school’s “data” as per normal (see Admin Guide if you need a reminder).

2. Set up your parents’ evening like normal, but make sure you set the parents’ evening to be for
‘video calls’ rather than ‘in-person’.

Blueberry Example School @ Vidao Tutorials 35 Help Dask 22 Help Fila

D -
@ <Back| Evenings {3 Parents Booking
Dashboard Sél-‘lg Schoal Ugbﬂﬂ Data Parents Teachers Lvenings vents & Clubs MEHEE Bookil ES HEEI“S View Contract

Edit Parents' Evening
Modify the details of the evening. Mandatory Fields Are shown with a red asterisk

Parents' Evening Name: * Date *
Example Parenis’ Evening 02-September-2020

First Appointment Start Time: * Last Appointment Ends At: * Length of Appointments:
200PM v BOOPM v

5 minutes v
What type of evening?

& Parents' Evening " Tutor Efening

How will the meetings b‘eld"

In-Person ‘@ Video Calls

Booking Opens on:* Booking Opens At:"

3. Once your parents’ evening has been set up, it is VITAL that you set up logins for the teachers
who will be involved with the parents’ evening. If the teachers cannot login, they cannot join
their video calls.

Go to the Teachers page and type/paste the teacher e-mails into the Email field if they are
missing, then press ‘Save Rooms/Email’.

Blucberry Schaol

% Teachers

p Parents Booking
Dashboard | Set-up Schoel | Upload Data Parents | Teachers | Fvenings  Manage ookings Hvﬁrls The progress of teacher

account setup is shown in

Master list of teachers

red, blue and green.

Soareh by: Sumame -
Red means the teacher has
not been sent their password
reset e-mail.

Total Number of Teachars: 16

Select All | Deselect All

Name Students Email Login Setup 2

| Miss B Davidson E-mail address is hidden Setup Complete B | ue mea ns the teacher has
i B dones W\ E-mal acress Is e Password Sent \ ‘ still to choose a password.
_| Miss Care o Not Gonfigred

Green indicates the teacher
- Miss E Neill 24 Room 11 F-mail address is hidden Password Senl .

has chosen their password,
_| Miss Hall o Not Gonfigred .

— ’ \ set up their account and can
\ login.

4. Once you have saved the teacher e-mails, the “Login Setup” usually changes to blue and
“Password Sent”. This will send all selected teachers an e-mail that asks them to choose a
password. This password, combined with their work e-mail, will allow them to login to
www.parents-booking.co.uk and join their video calls. If it is still red and “Not Configured”,
press Select All and then press ‘E-Mail Password Reset’.

5. Please make sure you have completed the above steps for ALL teachers. Sometimes teachers
are shown across multiple pages of the Teachers page, so please check this too.
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10.

We suggest you ask ALL teachers to make sure they can login to www.parents-booking.co.uk in
advance of the parents’ evening, to make sure they are able to login and can join their video
calls when they start.

Participants must use a computer/device which has a webcam and microphone. We suggest
also using Chrome on a PC/laptop and Android smartphone/tablets, and use Safari on an
iPhone/iPad, however below is the official compatibility:

You must use one of the below device and internet browser combinations for the video meeting
technology to work:

e Apple iPhone/iPad (must be iOS 11+): Safari (and Chrome in iOS 14.3 onwards)

¢ Android phone/tablet: Chrome or Firefox

e  Linux computer: Chrome or Firefox

¢ Microsoft Surface: Chrome or Firefox

e Mac computer: Safari (version 11+), Chrome or Firefox

e Windows computer: Chrome, Firefox or Edge (but only the new Edge Chromium, not the
old Edge)

VITAL TESTING AND NETWORK/FIREALL CONFIGURATION

Before you have a real parents’ evening, we highly recommend your IT tests that teachers’
computers/devices which will be using the school’s network/firewall will not block the video
meetings.

There’s very important information on how to run a network test, and information on how your
IT/network team can make sure the network/firewall does not block these special types of
video meetings here:

https://knowledge.parents-booking.com/how-to-run-a-video-call-test/

Download a Teacher Instructions PDF file here:
https://knowledge.parents-
booking.com/downloads/Video%20Call%20Information%20for%20Teachers.pdf

Download a Parent Instructions PDF file here:
https://knowledge.parents-

booking.com/downloads/Video%20Call%20Information%20for%20Parents.pdf

Download a Template Parent Invite Letter here:

When you are ready to take appointments from parents, set up a real parents’ evening send
parents an invite. You can invite using your usual methods, but below is a hyperlink to a new
letter specifically written for video calls:
https://knowledge.parents-booking.com/support/essential-downloads/
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