Conferences/Parent Teachers Interviews

For schools using the Compass Conferences module for Parent Student Teacher Interviews, if a
Conference cycle has been set with the Target as 'Parents’, then the parent will be able to click on
Conferences from their tools menu to make bookings and view existing bookings. If the target
audience for a cycle is set to 'Students', parents will not be able to access the cycle (please refer to the
Knowledge Base article 'Conferences' for further information).
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They can then click into one of the cycles to make/edit/view bookings.
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To make a booking, the parent needs to click on the child of theirs they want to make bookings in
relation to. This will open a screen of the potential staff they can book with. Staff showing in white
indicate the parent has not yet booked with them; staff showing in yellow indicate the staff member
requires an interview but a booking has not yet been made. Staff showing in green indicate the parent
has made a booking with them.
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Parents need to then click on the staff member they want to make a booking with. This will show them
a list of available time slots for that staff member. The parent can click the time they want to book.
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If the parent requires an Intepreter and the school has the applicable one available, the parent can
select the language from the list of options. They can then click 'Confirm Booking' to secure the time
slot.
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To move a booking, click the teacher the booking is with. Click the new time slot you would like to book
and the confirmation will then remove the existing booking and update to the newly chosen timeslot.
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To delete a booking, the parent can click on the existing booking and choose the 'Remove Booking'
option.
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If the parent wants to view their bookings for a conference, they can click the applicable cycle and then
click the book icon in the top right hand corner.
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