Using pickAtime® to Schedule
Parent/Teacher Conferences

At our pickAtime home page, enter your email address.
You will get a message telling you to create your account.

Click/tap on the link and follow the on-screen instructions.

After creating an account and logging in, you will be at the
home page of the scheduler.

Read the information at the top, and then click/tap on the
afternoon or evening session for your appointments.

\

Signin

Your email adggess is not registered.
Please ¢l @ cign up.

Email address*

:szv%n:s

Enter your student’s name and birthdate, following the
instructions on screen.

Click/tap Add Student.
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ident'sFirst Nome + Last N 0
spaces or punctuation(example: BenjominFranklin) *

Student's birthday in theform mm-dd-yyyy (example 08~
28-1996) *

Your student’s name will show on the right side.
Add another student if necessary or Proceed.

Home
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Enter the values for an additional student and push

Ty My Student(-s)
Enter your student'sFirst Name + Last Namewith no — -
spaces or punctuation(example: BenjaminFrankiin) *
Student's birthday in theform mm-dd-yyyy (example 08+
28-1996) *

Student has been added successfully

Add Another Student
Proceed

After all your students are added, click/tap Next Step.

Home
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At the next screen, select ONLY the teachers you need to
make appointments with. You don’t necessarily have to
meet with all of them.

When done, click/tap Filter Slots.

Students Teachers

Teacher iaz Alex:

[] Austrums, Brock - Fren 1

Baltzer, Kyle - Cadet Band
aughan, Nicole - Biol Hnrs
[ aregory, Chrystal - Alg 1 Hnrs
[J Gura, Dawn - Eng 1 Hnrs

[ Lubert, Kimber - Counselor
[J Moss, Laura - Intro Tech

I [ olivetti, Moira = Fnd Cath 1

Select the appointment slot, and then complete the
information on the screen.

Click/Tap Create Appointment.

Note: During the evening session, you cannot make back-to-
back appointments. This will allow for travel time in
between your conferences.

© Failed to reserve the time-slot.

Sorry, you have back-to-back appointment(-s) for this time,

Notifications

We'll always let you know about important changes, but you can choose what else you'd like us to do for you.

O 1 would like to add this appointment to my calendar.

Appointment Details

Please double check this information before moving forward,

Teacher:  Baltzer, Kyle
Class: Cadet Band

Stude Dioz Alex

Appointment #1
Make sure you have filled all the required fields.

Preferred Contact Method for afternoon appointments *
QO Video Conference via Microsoft Teams
@ Phone Call from teacher

Parent Cell Phone *

234-543-4567]

Cancel ‘ Create Appointment ’

Click/tap Return to Booking to schedule your next
appointment(s).

You will see your appointments in gray.
You can click on it to edit or cancel.

When you are done, click/tap Sign Out.

At any time, you can log in and check or print your schedule.
Just click/tap on Printable Schedule on the left side.

You will also receive a reminder email on the Monday prior
to conferences with your schedule and additional
information.

Appointment Details

Students Teachers. Diaz Atex

= saizer kyle

rock - Fren 1 4stots 2

Bottzer, Kyle - Cadet Bond 0530PM +
‘Goughan, Nicole - Biol Hars osa0PM
[ Gregory, Chrystal- Alg 1 Hors o345 oM

[ Gura, Down~ng 1 Hors S

1 Lubert, Kimber - Counsetor oo
01 Moss, Lowr - o Tech
owoom
J O ot voro-rracans
outsom + ¥

Printable Schedule

Appointments for
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