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Parent’s Guide

Logging In

The parent will enter the student’s first and last name along with a password. The password will be
provided by the school and is not case sensitive (can be entered in upper case, lower case, or mixed). If
the parent has forgotten their password they can click on the link titled “Forgot password?” That will
allow them to enter their student’s first and last name. If that student is found in the data file, and they
have one or more email addresses on file, a message containing their password will be sent to them.

For students from a split family, a second user account can be created. For those situations, the
additional account will be the student’s first name, their last name with a number appended to the end
of it, and the password.

Development Site

5823 Wells Ln

Cedar Rapids, 1A 52411
319.560.1336

Help Parents Teachers Admin En Espafiol Logout

Parent/Student Login

Student’s First Name:

Student’s Last Name:

Password:

(PowerSchool PW given to you by your school)

Forgot password?

Parents can get this program displayed in Spanish by pressing the En Espafiol link in the upper right
corer. For the parents, every page will be displayed in Spanish. Names of the classes will be as defined
in the school database, most likely English.

Teacher’s and Administrator’s pages will all be in English.
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Should the parent try to log in to schedule conferences before the allowed sign-up start time, they will
receive a message indicating that the conference sign-up is not yet enabled. The administrator sets the
date and time when conferences start; the parent log-in is disabled before that. Teachers and the
administrator can log in before the parent’s allowed log-in time.

Your School's Name
111 Qak Street

Cedar Rapids, 14 52411
319.560.1336

Help Parents Teachers Admin En Espafiol Logout

Parent/Student Login

Sorry, the conference calendar program for Your School's Name is not enabled until
September 14, 2009 at 8:00 am.

Please try again after that time.
Currently: September 8, 2009 12:23 am

© 2007-2012 SchoolSystems, LLC 4
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Student Schedule

The next page the parent will see is a listing of the classes and teachers the student is enrolled with. The
parent can schedule an appointment with each teacher by clicking the button on the right of the line.

Xavier High School
6300 42nd St. NE
Cedar Rapids, IA 52411
(219) 294-6635

Quick jump to sibling's
Help Parents  Teachers Admin - schedules En Espafiol Logout

[ NicholasBall ][ ThomasBall |

Conf Schedul _ Optional note to parents
| onrerence >chedule for Christopher Ball |*______ (presently blank)

Teacher Class Room Date Time Lgv:
.
Julie Kadlec FIT/WELL 10 152
. Friday
e -
Barbara Miltner ALGEBRA II 107 October 21, 2011 09:00 AM
. Friday .
Daniel Thraen ~ SCRIPTURES I 201 toper o1, 2011 09710 AM
Friday
e -
Scott Schaub  CHEMISTRY 127 Gctoper o1, 2011 09120 AM
Daniel Swanson SOCIAL ISSUES TODAY™* 208 Friday 09:30 AM
October 21, 2011 )
David Sulivan  HUMAN ANAT/PHYS * 117 Friday 09:50 AM
October 21, 2011
Ashley Kimbal ~ SPANISH II 209 Friday 10:00 AM
October 21, 2011
Tracie Marshall ENGLISH II* 223 Friday 10:15 AM

October 21, 2011

Enter your Email Address to receive a reminder of your appointment
(separate email addresses by a space, a comma, or semi-colon):

[ SubmitEmail Address

Conference Calendar ver 5.1002 & Copyright 2007-2011, All Rights Reserved Site hosted by ITS
SchoaolSystems, LLC, Cedar Rapids, 1A

There will be a prompt for the parent to enter an email address at the bottom of this page. Entering an
email address (or multiple ones separated by commas or semicolons) will allow the program to send a
reminder email days before their scheduled appointment.

© 2007-2012 SchoolSystems, LLC 5
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Making an Appointment

€C_o

This will bring up a page showing all the timeslots for each day of the conferences. A red “x” indicates
a timeslot that is already taken or is blocked by the teacher. Open circles (radio buttons) are available to
be selected.

The program can be configured by the school’s administration
to force “travel time” between conference appointments. If
this is set, parents cannot select conferences back-to-back. A
time period of one conference length between conferences will
be enforced by the program. This will ensure parents can get
from one teacher to the next and keep the conferences running
on-time.

Your School's Mame
111 Dak Street

Cedar Rapids, 14 52411
(555 123-4567

Help Parents Teachers Admin Logout

Schedule a Confarence for Jacob Gunner with Erin Milner

Thursday Friday Monday
Nowv 08, 2007 Nov 09, 2007  Now 12, 2007
0400 © o400 O 01:00 O
04:15 © 04:15 3 01:15 O
04:30 O 04:30 X 01:30 O
0445 O 04:45 O 0145 %
05:00 © 05:00 © 0z2:00 O
05:15 O 05:15 O 02:15 O
05:30 X 0530 @ 0z:30 Q
05:45 K 05:45 & 02045 O
os:00 O 0g:00 Q 03:00 XK
06:15 O 0&:15 O 0315 O
06:30 O 06:30 X 03320 O
06:45 © 06:45 O 03:45 O
0700 3% 07:00 XK

0715 O 07:15 O

0730 O o7:30 O

07:45 O 07:45 O

Cancel appointment with this teacher O

Schedule Time ] [ Back to Class List ]

© 2007-2012 SchoolSystems, LLC 6
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The parent will choose the desired timeslot by clicking in the open radio button and then clicking on
the “Schedule Time” button. On a certain date, determined by the school administrator, the parent will
not be able to schedule or change their appointments. The teacher and administrator will still be able to
make changes and schedule appointments on behalf of the parents. This prevents parents from making
changes at the last minute without the school office being aware of it.

After scheduling a time, the student’s list will appear with the selected conference shown. This
appointment can be changed by clicking the button on the right of the line.

Your School's Mame
111 Oak Street

Cedar Rapids, IA 52411
(555} 123-4567

Help Parents Teachers Admin Logout

Conference Schedule for Ted Adams

Teacher Class Room Date Time

Schedule

L
X
=
Liz Cecak AP ENGLISH 1211 Tuesday 4g:p0
April 21, 2009
Rebecca Blocker AP US HIST  E135A Teaday omag
April 21, 2009
Robert Anderson  HS Homeroom  A101 - Schedule
Meredith Petersen HS TAG L109 Schedule
Steve Schuett PE WAIVER Guidance Schedule

Jessica Maassen PRE-CALCULUS F157 e

© 2007-2012 SchoolSystems, LLC 7
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Some schools limit the number of conferences a parent can sign up for. This number can be set by the
administrator in the set-up procedure. When the parent reaches the limit, a message is displayed and
they can no longer schedule any more conferences. Teachers and the administrator can schedule an
unlimited number of conferences for a parent.
=2\
" Your School's Name
111 Oak Street

1
% Cedar Rapids, IA 52411
(555) 123-4567

Help Parents Teachers Admin Logout

Conference Schedule for Ted Adams

Parents can only sign up for 3 conferences. You have reached that limit.

Teacher Class Room Date Time

s

f

A

Tuesday 04:00
April 21, 2009
04120

Robert Anderson HS Homeroom  A101 --- -

Liz Cecak AP ENGLISH 1211

Tuesday
April 21, 2009

Rebecca Blocker AP US HIST E135A
Meredith Petersen HS TAG L109 [ -

Steve Schuett PE WAIVER Guidance --- -

Jessica Maassen  PRE-CALCULUS F157 April 21, 2009

Email Notification

Three days before the scheduled conference, the family will receive a daily email reminding them of
their appointment. This email will appear to come from the email address which the administrator
entered in the program setup.

Getting Help

If the parent should require assistance, clicking on the “Help” link in the upper left corner of the
window will open their email program with the To: field filled in with the email address of the
designated administrator from the school.

© 2007-2012 SchoolSystems, LLC 8
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Teacher’s Guide

Logging In

The teacher will enter their first and last name along with a password. The password will be provided
by the school and is not case sensitive (can be entered in upper case, lower case, or mixed).

B Development Site

9 % 5823 Wells Ln

¥ Cedar Rapids, IA 52411

/ 319.560.1336

Help Parents Teachers Admin En Espafiol Logout

Teacher Login

Teacher's First Name:
Teacher's Last Name:
Password:

{School Defined)

© 2007-2012 SchoolSystems, LLC 9
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Viewing Conference Schedule

The next page the teacher will see is a listing of appointments. If there are no appointments yet a
message will indicate such.

At the top of the teacher’s schedule will be options to show or hide the student’s names, and to show or
hide the blocked timeslots. Choosing to hide the student’s name will replace all names with the word
“Unavailable”. Some school like to print the schedules and post in the hallways and prefer to hide the
student’s names. This way parents can still see what timeslots are available without seeing who has
signed up for which time slots.

Choosing to hide the blocked timeslots will do just that, not show the timeslots that are blocked for that
teacher. This will shorten the printout.

© 2007-2012 SchoolSystems, LLC 10
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//v\
\ Your School's Name
W 111 Oak Street
’ Cedar Rapids, 1A 52411
319.560.1336
Help Parents Teachers Admin En Espafiol Logout
© Schedule Blocking OPTIONS:

User's Manual

@ Show Names

© Hide Names
@ Show Blocked Times |

de Blocked Times

Conference Schedule for Teresa Barrer, Room: 111

No-
Show Date

Mon May 20, 2013

Mon May 20, 2013

[] Mon May 20, 2013

Mon May 20, 2013

Mon May 20, 2013

Mon May 20, 2013

Mon May 20, 2013

Mon May 20, 2013

Mon May 20, 2013

[F] Mon May 20, 2013

Mon May 20, 2013

Mon May 20, 2013

Time

03:
03:
04:
04:
04:
05:
05:
05:
06:
06:
06:
07:

30p
50p
10p
30p
50p
10p
30p
50p
10p
30p
50p
10p

Student
Jordan Barry

Blocked
Blocked
Peter Jacobs

L
L

Conference Schedule for Teresa Barrer, Room: 111

No-
Show Date

Tue May 21, 2013

Tue May 21, 2013

[ Tue May 21, 2013

Tue May 21, 2013

Tue May 21, 2013

Tue May 21, 2013

Tue May 21, 2013

Tue May 21, 2013

Tue May 21, 2013

Tue May 21, 2013

Tue May 21, 2013

Tue May 21, 2013

Time
03:30p
03:50p

04:

10p

04:30p
04:50p

05:

10p

05:30p
05:50p

06:

10p

06:30p
06:50p

07:

10p

Student
Andrew Ireland

Blocked
Blocked
L

L
.

Conference Schedule for Teresa Barrer, Room: 111

No-
Show Date
Thu May 23, 2013
Thu May 23, 2013
Thu May 23, 2013
Thu May 23, 2013
Thu May 23, 2013
Thu May 23, 2013
Thu May 23, 2013
Thu May 23, 2013
Thu May 23, 2013
Thu May 23, 2013
Thu May 23, 2013
Thu May 23, 2013
Thu May 23, 2013
Thu May 23, 2013
Thu May 23, 2013
Thu May 23, 2013
Thu May 23, 2013
Thu May 23, 2013

Time

08
08
08
09
09
09
10
10
10
11
11
11

Submit No-Shows and Drop-ins

:00a
:20a
:40a
:00a
:20a
:40a
:00a
:20a
:40a
:00a
:20a
:40a
12:
12:
12:
01:
o1
01:

0op
20p
40p
00p
20p
40p

Student

Blocked
Blocked

Conferance Calendar ver 3.1002

© 2007-2012 Scnivuidysterns, Lo

& Copyright 2007-2012, All Rights Reserved
SchoolSystems, LLC, Cedar Rapids, IA

Site hosted by ITS
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Some schools like to keep track of the number of parents that do not show up for their conferences
(no-shows). If desired, after a conference day or session, the teachers can view their schedules and
check off the students that did not show up. The administrator can run a report to get the number of
no-shows.

Also, if a family “drops in” for an unscheduled conference the student’s name can be typed directly into
the teacher’s schedule. This will help provide an accurate count of the number of conferences held.
Names entered here are not matched with the student list so a student may have “dropped-in” for a
conference but will show as not registered.

Blocking Time

The teacher can block times if they will be unavailable or would like to take breaks. The teacher would
click on the “Schedule Blocking” button on the left side. As many boxes can be checked as necessary.
Clicking on the “Block Times” button at the bottom of the page will block those timeslots. A red “X”
indicates an appointment has already been made for that time and therefore cannot be blocked.

© 2007-2012 SchoolSystems, LLC 12
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Help Parents Teachers  Admin

Your School's Name
111 Oak Street

Cedar Rapids, 1A 52411
319.560.1336

En Espafiol Logout

(© Schedule Blocking ) Block Conference Times for kim Bowen

(© View Conference Schedule )
(© Students Not SignedUp )

(© All Student Schedules ) Tuesday

= Aug 24, 2010
(@ View Other Teachers ) 09:00

09:
09:
10:
10:
10:
11:
11:
11:
12:
12:
12:
01:
01:
01:
02:
02:
02:
03:
03:
03:

Block Times

20
40
00
20
40
00
20
40
00
20
40
00
20
40
00
20
40
00
20
40

000000 0xOO0O0O0OxOOxOxxO

Wednesday
Aug 25, 2010

03:
03:
03:
04:
04:
04:
05:
05:
05:
06:
06:
06:
07:
07:

O

00

ey
(=]
OOOoOoOoooooooonO

Conference Calendar ver 2.1002

© Copyright 2007-2010, All Rights Reserved

SchoolSystems, LLC, Cedar Rapids, IA

Site hosted by ITS
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Checking/Reserving Student Appointments

The teacher can see which students have not signed up for a conference with them yet. Clicking on the
“Students Not Signed Up” button on the left side will bring up a list of all students that have this
teacher and have not signed up for a conference with them yet.

The teacher can click on the “Schedule” button next to the name of any of these students to make an
appointment with them. This may be helpful if a family does not have Internet access and has asked
the teacher to reserve a time for them.

Your School's Name
111 Oak Street

Cedar Rapids, 1A 52411
319.560.1336

Help Parents Teachers Admin En Espafiol Logout

(©_Schedule Blocking ) Students Not Signed Up with Kim Bowen
(© View Conference Schedule )

(©_Students Not Signed Up ) [ Schedule | Colton Bulicek
(© All Student Schedules )
(@ View Other Teachers ) [ Schedule | Alicia Cole

Schedule |Joseph Dighton

Schedule | Randi Henning

Schedule |Devann Horras

Schedule |Jared Jirak

Schedule | Rachel Kirkpatrick

The teacher also has access to all the student’s schedules. This is provided so the teacher can schedule
other conferences for any student in the building. Clicking the button titled “All Student Schedules”
will bring up a list of all student names which the teacher can then select.

The teacher can also see the schedules of the other teacher’s in the building. By clicking the button
titled “View Other Teachers” this teacher can select a teacher and be able to see their conference
schedule. This is provided in case a teacher is trying to arrange appointments for a family that wants to
coordinate conferences with certain teachers or that have other children they would also like to
coordinate conferences with.

© 2007-2012 SchoolSystems, LLC 14
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Getting Help

If the teacher should require assistance, clicking on the “Help” link in the upper left corner of the
window will open their email program with the To: field filled in with the email address of the
designated administrator from the school.

© 2007-2012 SchoolSystems, LLC 15
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Administrator’s Guide

Logging In

The administrator will enter their username along with a password. The password will be
provided by SchoolSystems and can be changed by the administrator after logging in. The
password is not case sensitive (can be entered in upper case, lower case, or mixed). If the
administrator has forgotten their password they can click on the link titled “Forgot password?”
That will allow them to enter their email address. If that email address is found in the data file, a

message containing their username and password will be sent to them.

/\'
\‘ Development Site
LY
oy Cedar Rapids, IA 52411
319.560.1336
Help  Parents Teachers Admin En Espafiol Logout
.. 1 .
Administrator's Login
Administrator’'s Username:
Password:
Forgot password?
Conferance Calendar ver 5.1002 € Copyright 2007-2011, All Rights Reserved Site hosted by ITS

SchoolSystems, LLC, Cedar Rapids, TA

Password Notification

If you have forgotten your password you can have it emailed to you.
Enter your email address here. This will be used to locate your password.

Administrator's Email:

© 2007-2012 SchoolSystems, LLC 16
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Once logged in, a menu will appear giving the administrator many functions to choose from. The
main page will also show a synopsis of the conference setup for a quick check that everything is
correct.

\ Development Site

\ % 5823 wells Ln

» Cedar Rapids, IA 52411

319.560.1336

Help  Parents Teachers Admin En Espafiol Logout
(© Setup Conferences ) Conference Schedule Program

(© Student Log-in Information ) ) _
(© Teacher Log-in Information )Use the menu on the left to select an action

(© _Show Duplicate Log-in Info_)
(© Create 2nd Conf for Student )
(© Add a Class to all Schedules )

15 minute conferences will be held on:

(O View Student Schedule ) ",.cqay, oct 11, 2011 from 9:00 am to 4:00 pm
(© View Teacher Schedule ) Thursday, Oct 13, 2011 from 9:00 am to 4:00 pm

Sign-Up starts:
Saturday, Oct 01, 2011 7:00 am

(o Schedule Blocking ) Tuesday, Oct 18, 2011 from 4:00 pm to 8:00 pm
Sign-Up ends on:

(o Change Student Info ) Monday, Oct 10, 2011 at 10:00 pm

Co Change Teasher Info ) Wednesday, Oct 12, 2011 at 10:00 pm

Monday, Oct 17, 2011 at 10:00 pm
(© Change Admin Info D Y P

(© Statistics )

User's Manual

Conference Calendar ver 5.1002 © Copyright 2007-2011, All Rights Reserved Site hosted by ITS
SchoolSystems, LLC, Cedar Rapids, IA

Each button on the left side will be discussed on the following pages.

Student/Teacher Log-In Information

The buttons ©_Student Log-in Information ) . (© Teacher Log-in Information ) .,

display the student and teacher log-in names and passwords.

This is useful if a parent or teacher forgets their password, or is confused about what first or last
name to log in with.

On the Student Log-in page, a button at the top of the page titled “Student Log-in Excel File” is
shown. Clicking this button will generate a Microsoft Excel file with all the student log-in
information including their first and last names, passwords and email addresses. This can be used
to create a mail-merge in Excel for sending a note home to the parents with their username and
password.

© 2007-2012 SchoolSystems, LLC 17
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Show Duplicate Log-in Info

The button (© Show Duplicate Log-in Info ) will display the student log-in names and

passwords for those students which had duplicate accounts created.

Create a 2" Conf for Student

The button (O Create 2nd Conf for Student ) will create a second account for a student. This
is useful when a student is from a divorced or separated family and the parents desire to have
separate conferences. When one or more students are selected to have a duplicate log-in, their
schedule is copied to a new user with the same first name, their last name will have a number
appended to the end of it, the password will be the same as the original student’s except it will be
in reverse order (123 becomes 321), and the email address for the second account will be blanked.
Conferences can be scheduled for this duplicate student independent of the original account.

Add a Class to all Schedules

The button l::ﬂ Add a Class to all E:hedulﬂ) will place a teacher/class on all student’s
schedules. This is useful to add a specials teacher that may not be scheduled with students in the
school database. Such classes as Guidance and Reading Specialist have been added using this
feature.

View Student Schedule

The button (O View Student Schedule ) will first show a list of all students in the school.
Selecting a student will then show the list of classes/teachers they ate enrolled with along with the
appointments made.  The administrator can also make appointments and/or change
appointments on behalf of the parent.

View Teacher Schedule

The button (O View Teacher Schedule ) will first show a list of all teachers in the school.
Selecting a teacher will then show the list of students and the appointments that have been made.
These appointments cannot be changed from this view.

Schedule Blocking

The button (0 Schedule Blocking ) will first show a list of all teachers in the school.
Selecting a teacher will then allow the administrator to block timeslots for the teacher. The page is
identical to the one used by the teachers in their log-in. Some schools prefer if the teachers block
their own times, other schools like the administrator to schedule the teachet’s breaks.

© 2007-2012 SchoolSystems, LLC 18
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Change Student Info

The button Co Change Student Info ) will first show a list of all students in the school
as well as a button to add a new student. Selecting a student will display the personal information
on this student and will allow the administrator to change any of it (except for the ID number of
students already in the database). Students cannot be deleted from the database.

For new and existing students, fields are provided to add two classes. The teacher must be
selected from the drop-down list; the title of the course is a free text field. If more than two
classes are desired, you can save the information and then go back and select the same student
again, thus entering two at a time as many times as you wish. Once classes are entered, they
cannot be edited but can be deleted.

A button is also provided to allow the school administrator to assign random passwords to
students that have no password. After running the set-up and loading the student data, if one or
more students do not have passwords extracted from the school database, this button will
generate random numeric passwords.

Change Teacher Info

The button Co GBI C2EEr [ ) will first show a list of all teachers in the school
as well as offer a button to add a new teacher. Selecting a teacher will display the personal
information on this teacher and will allow the administrator to change any of it (except for the ID
number of teachers already in the database).

Teachers can be deleted from the database if they do not teach any classes. This allows the
administrator to remove non-teaching staff members from the program.

Change Admin Info

The button (© _Change Admin Info ) will allow the administrator to create other
administrator accounts and change the passwords they log in with. Multiple administrator
account can be created. At this time, all accounts have equal permissions and privileges.
Provisions have been made for expanding the role of a “super” user. The setting chosen for this
is currently not active.

Statistics

The button (© statistics ) will show some information gathered from the
databases. The total number of students and teachers/staff will be presented along with the
number of students (families) signed up for conferences.

Next to the teachers is a link called (more...). Clicking on that will show a list of all teachers and
will show the number of scheduled timeslots per day and the number of timeslots blocked per
day along with the total number of conferences and total number of blocked timeslots.

© 2007-2012 SchoolSystems, LLC 19
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The number of drop-ins and the number of no-shows are displayed. The total number of
conferences scheduled and the number of actual conferences held will be shown. The number of
actual conferences held will take into account the number scheduled, minus the number of no-
shows, and adding in the number of drop-ins.

The number of students not signed up will be presented along with a button to see the names of
those students and a button to see the names of the students that did sign up for conferences.

Another button is present on the statistics page to show a report of all the errors recorded in the
system. Errors are logged whenever there is a failed attempt at logging in and when certain
system errors have occurred (such as a file read error).

Getting Help

If the administrator should require assistance, clicking on the “Help” link in the upper left corner
of the window will open their email program with the To: field filled in with the email address of
the support person at SchoolSystems, LLC.

© 2007-2012 SchoolSystems, LLC 20
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Setting Up Conferences

The administrator will set up the Conference Calendar program before every conference event.
In most situations, all 8 steps of the set up will need to be run.

\ Your School's Name

4 111 Oak Street
¥ Cedar Rapids, IA 52411
319.560.1336

Help Parents Teachers Admin En Espafiol Logout

(o Return to Main Menu } :"/;l-\': [ Confirm School Information ]

Upload Data Files

[ Set Conference Dates and Times ]

.

-
4

o
SN

w

i
PN

y [ Create Mew Student Files ]

$  After clicking this button it may take up te 1 minute befare finishing.
Please be patient, the screen vill change after the student files are created.

|/— I
LY

=
i

[ Create Mew Teacher Files ]

e

) (O

SN,

[ Set dates/times when sign-up ends ]

S
~d

’ Block Times for ALL Teachers ]

" | Validate Setup

' After clicking this button it may take several minutes before finishing.
Please be patient, the screen vill change after the completion of the
verification.

e

Conference Calendar © Copyright 2007-2009, SchoolSystems, LLC, Cedar Rapids, 1A (31%) 560-1336 Site hosted by
var 9.1002 All Rights Reserved ITs

Step 1: Confirm School Information

Step one of the set-up is to enter/confirm the school’s information. Information such as the
school’s name, address, email, conference sign-up start date/time, and other information will be
entered here. Step 1 will have to be run before every parent-teacher conference session and can
be changed at anytime without affecting sign-ups.

© 2007-2012 SchoolSystems, LLC 21
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Development Site

5823 wells Ln

Cedar Rapids, IA 52411
319.560.1336

Help  Parents Teachers Admin En Espafiol Logout

(© Return to Main Menu ) Confirm School Information

School Name: Development Site
5823 Wells Ln
Address:
Cedar Rapids. IA 52411
Phone: 3195601336
Email: info@mySchoolSystems.com
URL: http:/fwww.mySchoolSystems.com/

PowerSchool PW given to you by your

Parent Password Help: school

Teacher Password Help: School Defined

Sign-up start date: |October  [v] /[ 30]v] /[2011]¥]
Sign-up start time: 7 || '

Your local time zone:

Allow teachers to block their own timeslots:
Yes @
No O

Force "Travel Time" gap between conferences:

Have = one period gap between scheduled appointments.

Yes @
No O

Maximum number of conferences parents can sign up for:

If a student has the same teacher for more than one class allow a separate conference with
this same teacher:

Allow multiple conferences ®

One conference per teacher O

Optional Note to include on student/class schedule page (in English):

Parents - please schedule a conference with your child's |#
homeroom teacher. Conferences with art, music and
wellness are optional. For Grade 5 band and orchestra

are also optional.
Optional Note to include on student/class schedule page (in Spanish):

Los padres - planifica por favor una conferencia con ~
maestro de la aula del curso de su nifio. Las
confarancias con al arta, |2 misica v ol bienastar son
opcionales.

<

Save Information/Proceed

Conference Calendar ver 5.1002 & Copyright 2007-2011, All Rights Reserved Site hosted by ITS
SchoolSystems, LLC, Cedar Rapids, IA
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When the information is entered, or if all information is correct, click the button labeled
Save Information/Proceed.

Step 2: Upload Data Files to the Web Server

Certain data will have to be made available by the school office and uploaded to the web server.
Three files will have to be generated and formatted for use by this program. This data is usually
extracted from a school wide database program such as PowerSchool™:, JMC™ or from a
spreadsheet. Files in Excel™s CSV (comma-separated values) format can also be used.

The Conference Calendar program will need these files to be in an ASCII text format that is
either “comma” delimited or “tab” delimited.

Development Site

5823 Wells Ln

Cedar Rapids, IA 52411
319.560.1336

Help Parents  Teachers Admin En Espafiol Logout

(©_Return to Main Menu D] Upload data files to the web server

[ Upload Student Data File ]

[ Upload Teacher Data File ]

[ Upload Class Data File |

[ Combine Teacher/Classes ]
Cptional

[ Limit Classes to Conference With ]
Cptional

Return to Setup Menu

Each file will be loaded one at a time from a menu (above). If data in one file changes that does
not affect the others then only the changed file(s) needs to be uploaded. Once all files have been
uploaded the user can return to the setup menu.

'The button labeled Combine Teacher/Classes is used when conferences are conducted in teacher
pairs, or by a grade level unit and not by individual teachers. Two teachers are selected, one a

! PowerSchool is a registered trademark of Pearson School Systems
2 JMC is a registered trademark of JMC Inc.

3 Excel is a registered trademark of Microsoft Corp.
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primary, the other a secondary. A name is given for the class. When the rest of the setup steps

are complete all students in either class are now part of this combined class.

The button labeled Limit Classes to Conference With is used when schools only want the parents
to conference with a few of the student’s classes, such as only the Homeroom teacher. Clicking
this button will display all classes offered, the administrator will choose the classes they want to
include (deleting the rest). When the data files are built in steps 4 and 5 only the classes chosen

here will be included.

The figure below shows the upload data file screen.

/‘I
\ Your School's Name
3 111 Oak Street
¥ Cedar Rapids, IA 52411
319.560.1336

Help Parents Teachers Admin En Espafiol Logout

(© Return to Main Menu ) Upload Student Data File

Warning - The file being uploaded must meet the stringent
requirements of this computer program. Please refer to the
user's guide for detailed information on how this file should
be formatted. Uploading a file in the wrong format will cause
unexpected results.

Student Data File:

Please note that the files being uploaded to the Conference Calendar program must be in a

specified format for the program to operate correctly. The files and their format are listed below:

© 2007-2012 SchoolSystems, LLC 24
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Student Data File

Column 1 Column 2 Column 3 Column 4 Column 5 Column 6 Column 7

Student ID Student First Name Student Last Name Password 2 Grade Email

Number Password Address
(optional) (optional)

All optional fields must still be represented in the data file (see second entry in the example
below).

Example file:
8004, Theodore,Harrison, ABNET,3HJWQ, 12, Theolaol.com
8006, Jennifer,Rickles, HEYD7,,12,
9285,Kristin,Engels, HJUW3,YUSWX, 11,
9293,Emily, Fox, LKYUX,UWOID, 11, foxes@isp.net
9294, Jacob, Gunner, SDFGT,ZXCV3,11,gunnerfamily@hotmail.com
9312, Tyler,Greis, POIXG,TYUTR, 11, tyler54@gmail.com
9318, Ame, Brothers, KJUCN,89UYT, 11, 3brothers@yahoo.com
10088, Kathryn, Schulz,QTYHS,PLKJY,10, k.schulz@TSA.gov
10090, Logan,Moreland, POMFD,R4ES5T, 10, richard.moreland@bigcorp.com
10091, Maggie, Grades, 8UYNS,, TR56G, 10,
10094, Katlynne, Tucker, IODFG,ASD963, 10,

Teacher Data File

Column 1 Column 2 Column 3 Column 4 Column 5
Teacher 1D Teacher First Name Teacher Last Name Password Room
Number (optional)

All optional fields must still be represented in the data file.

Example file:
8105-133322,Stu,Bahn,YUI3E, 242
8105-4040, Teresa,Ball,BGH7Z,121
8105-4041, Doug,Barnhardt,KIO5D, 111
8105-124434,J0o,Beading, ASB4D, 125
8105-4043,Elizabeth, Bogg, XCU6F, 109
8105-133323,Russ, Byer, LKION, 226
8105-4045,Mike, Caccho,ASR47,115
8105-132109, Becky, Cervant, YUD2B, 233
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Class Data File

Column 1 Column 2 Column 3

Student ID Number | Course Title | Teacher ID Number

All data in this table is required.

Example file:
9294 ,ALGEBRA II,8105-4070
9294, CHEMISTRY, 8105-4075
9294,ENGLISH III,8105-4086
9294 ,FIT/WELL 11,8105-4057
9294, PSYCHOLOGY I,8105-4066
9294,SPANISH III,8105-132112
9294,WORLD CIVILIZATION,8105-4085
9300,ALGEBRA II,8105-4070
9300, CON-MAR BAND, 8105-131906
9300, ENGLISH III,8105-4086
9300,FIT/WELL 11,8105-4057
9300,MUSIC THEORY,8105-131906
9300, SPANISH I,8105-4054
9300, WORLD CIVILIZATION,8105-4051
9306,ADV NEWSP PROD,8105-133323
9306,ALGEBRA II,8105-4043
9306, ENGLISH III,8105-119694
9306,FIT/WELL 11,8105-4066
9306, HUMAN ANAT/PHYS, 8105-4081
9306, SPANISH III,8105-132112
9306, WORLD CIVILIZATION,8105-4051
9308, ALGEBRA II,8105-4070
9308,BASIC ART FORMS,119
9308, CHEMISTRY, 8105-4081
9308, ENGLISH III,8105-119694
9308, FIT/WELL 11,8105-4057
9308, SPANISH I,8105-4047
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Step 3: Set Conference Dates and Times
After uploading the data files, the conference dates and times will be set.

Note that every conference timeslot on every day must be the same length. You can not have 10
minute conferences on the first day and 15 minute conferences the second day. Each teacher
must also have conferences on the same day(s) and at the same time(s), and of the same length.

Up to ten days/sessions of conferences can be selected. It is requited that one day be filled in,
days 2-10 are optional, but if any information is entered on any of those subsequent days then all
the information for that day must be filled in.

Enter if na rmore daws

When the last day’s information is set, clicking any of the buttons titled
will save this information.
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/'\

Help  Parents Teachers

Development Site

5823 wells Ln

Cedar Rapids, 1A 52411
319.560.1336

En Esparfiol Logout

(@ Return to Main Menu ']

Clear All Fields on Form ]

Length of each conference: |15 Minutes

First day/session of conferences
Month: _ Day: | 11> Year: | 2011 |»

Start Time of first conference: |9 am Vl : |DU ¥| Hour : Minute

Finish Time of last conference: |i@17@ 2 @ Hour : Minute

Enter if no more days ]

Second day/session of conferences

Month: | October |V| Day: |13 viYear: |20H i
Start Time of first conference: |9am . : _ Hour : Minute
Finish Time of last conference: : Hour : Minute

[ Enter if no more days ]

Third day/session of conferences

Month: | October  |%| Day: |18 %] vear: | 2011 |+

Start Time of first conference: : Hour : Minute
Finish Time of last conference: : Hour : Minute

[ Enter if no more days ]

Fourth day/session of conferences
Month: ¥| Day: I_MYear: I_M

Start Time of first conference: : Hour : Minute
Finish Time of last conference: : Hour : Minute

[ Enter if no more days ]

Fifth dAawv /ecacecinn nf rnanfarancrac

© 2007-2012 SchoolSystems, LLC

28



CONFERENCE CALENDAR USER’S GUIDE

Step 3: Change Conference Dates

Once the conference sign-up period has begun the dates of conferences can still be changed. In
place of the previous page a message will be displayed warning the administrator that some
students may have already signed up for conferences on these days.

\ Your School's Name

4 111 Oak Street

# Cedar Rapids, IA 52411

319.560.1336

Help Parents Teachers Admin En Espafiol Logout
(o Return to Main Menu )The conference sign-up period has begun.

In certain situations you may want to reschedule the dates of conferences. Those
students already signed-up will be signed up for the same timeslot on the
rescheduled day.

Would you like to reschedule conferences?

Yes

The administrator can reschedule conferences (to accommodate a school closing or other reason
that requires the conference day to change). Rescheduling a day will keep all the appointments for
the same time of day, only a change of date is allowed.

/‘\ )
Development Site

- 5823 wells Ln
i Cedar Rapids, 1A 52411
319.560.1336

Help  Parents Teachers Admin En Espafiol Logout

(©_Return to Main Menu D Reschedule Conferences

Current Days
Tuesday, October 11, 2011 9:00 am to 4:00 pm

[ Reschedule This Day ]

Thursday, October 13, 2011 9:00 am to 4:00 pm

[ Reschedule This Day ]

Tuesday, October 18, 2011 4:00 pm to 8:00 pm

[ Reschedule This Day ]

[ Return to Setup Menu ]
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Steps 4 & 5: Set Times for Students and Teachers

Steps 4 and 5 of the set-up process will build all the datafiles for the students and teachers.
Depending on the number of students and teachers in the school this can take a couple minutes.
These steps will delete all information recorded for the conferences and, therefore, cannot be
done once conference sign-up has begun. Both steps 4 and 5 must be run before each
conference cycle to reset all the data and start fresh for the next conferences. If, after setting up
the program, changes are made that require changes to steps 2 or 3, then steps 4 and 5 must be

run again.
Step 6: Set Date/Times When Signup Ends

The date and time when the parents can no longer sign up for conferences is defined in step 6.
Each day of conferences can have a different date when sign-up ends. Some schools will want
these all to be the same, other schools want to allow the parents a chance to sign up for one of the
later conferences after the first conference days have begun.

\ Development Site
Y 5822 wells Ln
» Cedar Rapids, 1A 52411
319.560.1336
Help  Parents Teachers Admin En Esparfiol Logout
(© Return to Main Menu ) Set the Date and Time Sign-up Ends for Each Conference Day
For the conferences on: Tuesday, October 11, 2011 5:00 am to 4:00 pm
- Sign-up ends on: Month: |October | ¥| Day: |10 |¥| vear: | 2011 |¥|
Time to End Sign-Up: (10 | : |00 pm ¥
= For the conferences on: Thursday, October 13, 2011 9:00 am to 4:00 pm
Sign-up ends on: Month: |October  |v| Day: |12|¥| Year: | 2011 |+
Time to End Sign-Up: (100 | : |00 pm ||
For the conferences on: Tuesday, October 18, 2011 4:00 pm to 8:00 pm
Sign-up ends on: Month: |October %] Day: |17 %] vear: | 2011 ||
Time to End Sign-Up: |10 | : |00 pm | v |
[ Return to Setup Menu
Conference Calendar ver 5.1002 © Copyright 2007-2011, &ll Rights Reserved Site hosted by ITS

SchoolSystems, LLC, Cedar Rapids, IA
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Step 7: Block Times for All Teachers

The administrator can block teacher times in two ways. During the set up process, timeslots for
all teachers can be set at once. Step 7 allows the administrator to select timeslots for the different
conference days. This will block the same timeslots for all teachers. This is useful to block out a
lunch or dinner hour for all teachers.

/'\ )
Development Site

- 5823 wells Ln
i Cedar Rapids, 1A 52411
319.560.1336

Help  Parents Teachers Admin En Esparfiol Logout
(©_Return to Main Menu ) Block the Same Conference Times for all teachers
Tuesday Thursday Tuesday
Oct 11, 2011 Oct 13, 2011 Oct 18, 2011
09:00 O 09:00 O 04:00 O
09:15 O 09:15 O 04:15 O
09:30 O 09:30 O 04:30 O
09:45 [ 09:45 [J 04:45 O
10:00 O 10:00 O 05:00 O
10:15 O 10:15 O 05:15 B
10:30 O 10:30 O 05:30 O
10:45 O 10:45 O 05:45 O
11:00 O 11:00 O 06:00 [
11:15 FE 11:15 E 06:15 O
11:30 O 11:30 O 06:30 O
11:45 O 11:45 O 06:45 [
12:00 O 12:00 O 07:00 O
12:15 [0 12;15° [ 07:15 B
12:30 O 12:30 O 07:30 O
12:45 [ 12:45 [ 07:45 O
01:00 O 01:00 O
01:15 O 01:15 O
01:30 O 01:30 O
01:45 [ 01:45 O
0z:00 O 02:00 O
02:15 O 02:15 O
02:30 O 02:30 O
02:4a5 O 02:45 O
03:00 O 03:00 O
03:15 O 03:15 O
03:30 O 03:30 O
03:45 O 03:45 [
[ Return to Setup Menu
Conference Calendar ver 5.1002 & Copyright 2007-2011, Al Rights Reserved Site hosted by ITS

SchoolSystems, LLC, Cedar Rapids, IA
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Step 8: Validate Setup

Step 8 of the setup should be run to make sure there are no errors. This validation will check for
the following conditions:

That all teachers actually teacher a class — may be fine if the teacher list includes administrative
staff, may indicate an error in the class data file that was uploaded.

That all student’s are scheduled for at least one class — may indicate an error in the data files

uploaded to this program.

That every teacher in a the student’s schedule actually exists — in the class file uploaded to this
program some classes may not have a teacher’s name associated with it.

That no student is already signed up for a conference —indicates step 4 of the setup was not run.
That no teacher is already scheduled for a conference — indicates step 5 of the setup was not run.

That the dates and times set for the teachers match that of the students — this indicates step 4 of
the setup was run but not step 5.

And that at least one teacher has a timeslot blocked — indicates step 7 was not run.

Your School's Name
111 Oak Street

Cedar Rapids, IA 52411
319.560.1336

Help Parents Teachers Admin En Espafiol Logout

(© Return to Main Menu ) Setup Validation

Victoria Althoff is already signed-up for a conferance -
may have to run step 4 of the satup.

slexander Andersen is already signed-up for a conferance -
may have to run step 4 of the setup.

Michaelz Beatty is already signed-up for a conference -
may have to run step 4 of the setup.

Tyler Back is not registered for any courses -
may have to upload a new class data file or delete this student.

Jacqueline Blanchard is already signed-up for a conference -
may have to run step 4 of the satup.

Nicale Carclan is not registered for any courses -
may have to upload a new class data file or delete this student.

Danielle Ellis is already signed-up for a conference -
may have to run step 4 of the setup.
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Appendix 1 - Exporting Data from PowerSchool

The administrator will need to export data from a school database or spreadsheet to be loaded
into the Conference Calendar program. This Appendix describes how to export the three
necessary files from PowerSchool. These instructions are for a personal computer running a
Windows operating system and the Firefox web browser. Slight differences will be encountered if
using the Internet Explorer or Safari web browsers or if using a different version of PowerSchool.
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Exporting Data Files

Someone from the school must log into PowerSchool as an “Admin”. These instructions assume
the templates that will export the data in the expected format already exist and are called PT
Conference — Students, PT Conferences Classes, and PT Conferences — Teachers. The names of
your templates are likely to be different.

Student File

Once logged into PowerSchool as an Administrator, you need to select which students to export
data on. Some schools are combined elementary, middle, and/or high schools with different
conference formats for different grade levels. This first example shows how to pull only the
elementary students in a multi-grade level school. In the Search Students field, type

grade_level in 0,1,2,3,4,5

Where grade level 0 is Kindergarten. Make sure there are no spaces after the commas between
the grades. For schools with preschools, grade_levels of -1 and -2 denote the 4 year olds (PK4)
and 3 year olds (PK3).

School: St Jozeph Catholic Schoal - Marion

Powersc h 00 I Terme 07-058 Semester 1
Functions Search Students
fbzartes Repart grade_levelin 0.1,2.3.4.5 @

Caily Bulletin
Enrallment Summary
Master Schedule
PaowearLunch

Reports Browse Students
Special Functions
A B CDDEFGHTIIKLM

Teacher Schedules
Mo P QR 5T UMW W Y 2
K12345672 M Fall Current Selection [209)

Wiew Field List How ta Search

Setup

Parsonalize

Schoal Stored Options
g:-z?em Stored Searches  Stored Selections
Click on the magnifying glass g
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For schools that are purely elementary, middle, or high school where all the students in the school
are following the same conference format, you can click on the small “All” under Browse
Students.

Search Students

Wiew Field List  How to Search

Browse Studeants

A B CDDEFSGHTIIHKLHM
M o P QRS TUWW XY 2
9101112 M Fall Current Selection [779)

A list of selected students is displayed. Select the drop down list.

(18337
(20005)
(17078)
(10037
(17041}

{21 Ahlers, Grace Katherine
(K) Althoff Andrew J.

(3) Althoff, Fyan Richard
(4) Anderson, Mitchell Lee
(31 Annis, Keaton Mark
15206) (5) Ball. Thomas Arthur
7124y (3) Barish, Zachary Stephen
15005} (5) Bauer, Katherine Rose
17168 (3) Beadle, Timothy FPatrick
20014y (k) Bechen, Parker J.
5224y (5) Becker, Noah Henry
(180051 (2) Behrens, Emma
(20023 (K) Behrens, Evan Duane
6060 (4) Bellner, Allyson Faith
(20032) (K) Bering, Briley Micole

Select a function for this group of students

T
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The drop-down window that appears will have a choice for Export Using Template.

WS S SRS M WS S S S

Y
Attendance Change
Counselor's Screen
Enrallment Summary
Export Llsing Template %
Fee Functions
ID/Fassword Assignment
LOAF Directony Synchronization
List Students
bass Enroll in Classes
hass Frint A Student Screen
Mext School Indicatar
Frint Feport
Frint kdailing Labeals
Cluick Export
Fe-Enroll in Schoal
Feports hbanu
Save Stored Selection
search By GFA
oearch By Grades/Aftendance [

Select this choice.

The Export Using Template screen that appears will prompt you for the type of export. For the
student file choose Students.

Export Using Template

Option Value

Type of Export:
Students
Courses
Student Schedules
Teachers

Historical Grades
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The next screen will prompt you for the name of the export template. Choose
PT Conferences — Students (or the appropriate named template for your school).

Option Value

Type of Export: Students

Export template ? Class RankData E
Class RankData

For Which Records? | o) SIER BASIC DEMOGRAPHICS
EAEIER EXTENDED DEMOGRAFHICE
Health Database - Emails

Health Database - Students

Health Emergencies

LifeTouch Photography
PTCanerﬂnDE:s- Students [% -

Then click on the submit button.

Option Value
Type of Export: Students
Export template ? FT Conferences - Students M

For Which Records? '@} The selected 217 students

! Submit \
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It will take some time for this export to run. Once it is complete, a dialog box will appear (if using
Firefox on a Windows PC). This file does not require any editing so choose Save to Disk by
selecting the radio button next to “Save to Disk” and clicking on the OK button.

Opening student.export.text

¥ou have chosen to open

[£] student.export.text
which is a: Text Fila
from: http:f{ps-crme. gwasa.org

what should Firefox do with this file?

P

[ Do this automatically For files like this From now on.

I Ok %J [ Cancel ]

The pop-up dialogue box for the Internet Explorer browser is shown below. Click on the Save
button to save the file.

File Download

Do you want to save this file. or find a program online to open
it?

] Mame: student.export.text

Type: Unknown File Type

From: ps-crmc.gwaea.org

Find ] ’ Save ] [ Cancel l

harm your computer. f you do not trust the source, do not find @

I--""-l While files from the Intemet can be useful, some files can potentially
b
= program to open this file or sawe this file. What s the rsk?
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The file being exported will most likely be saved in the temp folder on your computer unless you
choose a different location. You will have to locate this file before you can import it into the
Conference Calendar program. You will also need to make note of the file name.

@ Downloads [Z]@

|':_::| student.exparki2). text Qpen
= Daone Remave

All files downloaded to: (53 temp Clean Up
[
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Class File

To export the class data, click on either the PowerSchool logo in the upper left corner of the
window or the “Start Page” link below the logo to get back to the PowerSchool home page.

PowerSchool

Start Page > Special Functions > Irmpot

s I

Click on all students or select the range of grade levels described in the section above.

Search Students

Q

Wiew Field List  How to Search

Browse Studeants

A B CDDEFSGHTIIHKLHM
M o P QRS TUWW XY 2
9101112 M Fall Current Selection [779)

A list of all selected students is displayed. Select the drop down list.

(18337
(20005)
(17078)
(10037
(17041}

{21 Ahlers, Grace Katherine
(K) Althoff Andrew J.

(3) Althoff, Fyan Richard
(4) Anderson, Mitchell Lee
(31 Annis, Keaton Mark
15206) (5) Ball. Thomas Arthur
7124y (3) Barish, Zachary Stephen
15005} (5) Bauer, Katherine Rose
17168 (3) Beadle, Timothy FPatrick
20014y (k) Bechen, Parker J.
5224y (5) Becker, Noah Henry
(180051 (2) Behrens, Emma
(20023 (K) Behrens, Evan Duane
6060 (4) Bellner, Allyson Faith
(20032) (K) Bering, Briley Micole

Select a function for this group of students

T
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The drop-down window that appears will have a choice for Export Using Template.

WS S SRS M WS S S S

Y
Attendance Change
Counselor's Screen
Enrallment Summary
Export Llsing Template %
Fee Functions
ID/Fassword Assignment
LOAF Directony Synchronization
List Students
bass Enroll in Classes
hass Frint A Student Screen
Mext School Indicatar
Frint Feport
Frint kdailing Labeals
Cluick Export
Fe-Enroll in Schoal
Feports hbanu
Save Stored Selection
search By GFA
oearch By Grades/Aftendance [

Select this choice.

The Export Using Template screen that appears will prompt you for the type of export. For the
class file choose Student Schedules.

Export Using Template

Option Value

Type of Export:
Students
Courses
Student Schedules
Teachers %

Historical Grades
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Select the template called PT Conferences, Classes (or the appropriately named template for your
school).

Export Using Template
Option Value
Type of Export: Student Schedules
Exporttemplate? | PT Conferences, Classes Jﬂ

PT Conferences, Classes

'E':'Dnl-,- schedules for the 24 selected students

For Which Records ?

Note: A few rinutes may pass before exporting starts,

Make sure the lower radio button is selected to get this report for just the students selected.
Export Using Template

Option Value
Type of Export: Student Schedules
Exporttemplate?  [FT Conferences, Classes v

lC}ﬁxll 120404 records in this file

i 7
R e e @ Only schedules for the 24 selected students

Maote: A few minutes may pass before exporting starts,

! Submit ‘

f Subrmit \

Click on the submit button.

This file will be very large so it may take a long time for this report to finish. Once it is complete,
a dialog box will appear. This file may require any editing so choose to Save to Disk by selecting
the radio button next to “Save to Disk” and clicking on the OK button. You may want to save
this file with a “.csv”” extension to make it easier to edit with Microsoft Excel (make sure to save
again in .csv format after making changes in Excel).
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COpening export. txt

YYou have chosen to open

expork.bxt
whichis a: Text File
From: http:/jps-crmc.gwaea.org

what should Firefox do with this file?

) Openwith | Notepad {default) [v]

[] Do this automatically For files like this from now on. %

ok || cancel |

As with the student file, the file being exported will most likely be saved in the temp folder on
your computer. You will have to locate this file before you can import it into the Conference
Calendar program. You will also need to make note of the file name.

-

’@ Downloads E]@

= export, bxt Qpen
= Done Remove

All files downloaded to: [ temp Clean Up
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Teacher File

To export the teacher data, click on the word Staff in the left navigation menu. Newer versions
of PowerSchool call this Staff Search.

PowerSchool

Start Page > Special Functions

Functions E)([

Abzentes Report
Caily Bulletin
Enrollment Sumrmnary
Master Schedule
PowerLunch

Reports

Special Functions
Teacher Schedules

Setup

Personalize
School

At the staff page, select Teachers, or, to get all faculty, just click on the magnifying glass to the
right of the “All” drop-down box. Selecting all faculty will include guidance counselors and some
specialist that may not be classified as teachers. Extra faculty in this file will not be visible to the
parents.

Search Staff
Al v

View Field List How to Search

Browse Staff

AR CDEFGHTIIELM
Mo P QRS TUOW W &Y 2
TEEChE:\[En) Staff Lunch Staff Substitutes M OF
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At the bottom of the list of teachers, click on the Functions button.

Andresws, Armanda
Baumann, Leslie
Bluml, Bonnie
Bodensteiner, Margie
Bopp. Joann
Brawner, Victoria,
Cepowski, Margene
Feltrman, Dawn
Hamlett, Dee
Hansek, Michasl
Heddinger. Laurie
Hemphill, Kellky
Hewitt, Brenda
Hinz, Amanda,
Kardick, Cannie
Lord, Diana
Rhinehart, Angie
Shawwver, Sara
Stephensan, Tim
Wilkins, Fegina
Wisor. Fosanne
Wark, Ben

Wright, Paity
‘rounce, Rosemary

f Functions 3

R

Then choose Export Using Template.

What do vou want to do for the 24 staff members you have selected?

Export Uzing Termplate Uses a termplate to export data on cur
List Staff Members Printz a quick list of currently selected
Print Mailing Labels Prints rnailing labels for currently selec
Print & Repart Printz a report far currently zelacted te
Guick Export Exports data on currently selected teac
Set Staff Field Value Changes the value of a teacher field £

LOAR Directary Synchronization Synchronize Staff and Teacher Login I

Select Teachers By Hand Allows selecting teachers from current
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The next page will prompt you for the name of the export template. From the drop down list,
choose PT Conferences — Teachers (or the appropriately named template for your school). Click

on the submit button @

Export ternplate? H '[h
Health Database - Staff
FT Conferences - Class, Elem
FT Conferances - Teacher, Elem

FT Conferences - Teachers

W

It will not take long for this report to finish. Once it is complete, a dialog box will appear. This
file does not require any editing so choose Save to Disk by selecting the radio button next to

“Save to Disk” and clicking on the OK button.

COpening export. txt

YYou have chosen to open

[l export.txt
whichis a: Text File
From: http:/jps-crmc.gwaea.org

what should Firefox do with this file?

) Openwith | Notepad {default) [v]

[] Do this automatically For files like this from now on. %

| ok || cancel |

As with the student and class files, the file being exported will most likely be saved in the temp
folder on your computer. You will have to locate this file before you can import it into the

Conference Calendar program. You will also need to make note of the file name.
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f@ Downloads E]@ﬂ

export, bxt
Done

'Q
fud
ju}

Remove

All files downloaded to: [ temp @ Clean Up

At this point, all the data files referenced in the 4" Section (Setting Up Conferences) of this User’s
Guide have been exported from PowerSchool and are now located on your computer. Follow

the instructions in the Setting Up Conferences section of this User’s Guide to upload these files
into the Conference Calendar program.
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Appendix 2 - Creating Export Templates in
PowerSchool

If the school uses PowerSchool export templates can be created which will allow all schools in the
district an easy way to export data consistently from one conference session to another. This
Appendix describes how to create the three export templates in PowerSchool. These instructions
show screen captures from an older version of PowerSchool. Slight differences will be noted if
using a different version of PowerSchool.

Student Data File Export Template

Use the Students table.

Label Value
Hame of this template FT Caonferences - Students
Export from this table Students

Delimited or fixed-field length? | Delimited |+

| o v
Field delimiter C':'mma. J

{ignored for fixed-field length) D 5 4 field vl " fes (")
UFroun 1= Balues Wi quotes

End-of-line {record) delimiter CRLF V

Column Titles I:l Put column titles on first row

Mime Type
{leave Blank for default)

Humber Of Columns
In Thig Template

Total Width 0 [if using fixed-field langth]
Export thiz template

{ Delete ¥ € Submit Y
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 New Y
) Cumulative
Column  Title Width* Bow Wicdth
1 Student ID o 0
z First Marme a o
= Last Mame 0 o
4 Pazsword 1 0 0
5 PazswaordZ2 Q 0
[ Grade 0 0
7 Ernail Address 0 o

*width applies only to fixed-width impaort termplates,
not delimited templates.,

Back to Ternplates for Exporting

Option Value

Title Heading Student D

Data To Export {Fields) | Student_MNumber

If Blank, Export This [optional)
Column Humber 1 [zaro to place at and)

Width In Characters 1] (used only for fixed field lengths)
Alignment Left || (used only for fixed field langths)

I"T Delete f_ Submit ¥
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Option Value

Title Heading First Mame

Data To Export (Fields) |First_name

If Blank, Export This [optionall
Column Humber ¢ [zero to place at end)

Wiidth In Characters 0 (used only for fixed field langths)
Alignment Lett ] (used only for fixed field lengths)

f Delete Y f— Submit ¥

Option Value

Title Heading Last Mame

Data Te Export {Fields) |Last_Mame

If Blank, Export This [optional)
Column Humber 3 (zero to place at end)

Wiidth In Characters 1] [uzed anly for fixed field langths)
Alignment Left || cused only for fixed fizld langths)

f Delete Y f_ Submit ¥
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Option Value

Title Heading Fasswaord 1

Data To Export (Fields) | Student_‘Weh Fassword

If Blank, Export This [optional)
Column Humber 4 (zero to place at end)

Wiidth In Characters 0 (uzed anly for fixed field lengths)
Alignment Lett  [w| tused anly for fixed field lengths)

f Delete Y ( Submit ¥

Option Value

Title Heading Fassword?

Data To Export {Fields) ‘Welh_Passwaord

If Blank, Export This [optional)
Column Humber b [zero to place at end)

Widlth In Characters 0 (uzed only for fixed field lengths)
Alignment Left || (uzed only for fixed fizld langths)

i Delete Y f_ Submit ¥

Option Value

Title Heading Grade

Data To Export (Fields) |grade_lewvel

If Blank, Export This [optional)
Column Humber B [zero to place at end)

Wiclth In Characters 1] [used anly for fixed field langths)
Alignment Lett ] (used only for fixad field lengths)

f Delete Y € submit
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Option Value

Title Heading Email Address

Data To Export (Fields) | “(cntl_email) “(cntZ_email)

If Blank, Export This [optional)
Colurmn Humber 7 [zero to place at end)

Width In Characters 0 (uzed anly for fixed field lengths)
Alignment Left V [uszed anly far fixed field lengths)

{ Delete ¥ € Submit )

Teacher Data File Export Template

Use the Staff table
Label Value
Hame of this template FT Conferences - Teachers
Exprort from this table Staff

Delimited or fixed-field length? | Delimited V

w
Field delimiter Comma I

{ignored for fixed-field length} |:| . 4 fild val ith quotas (" ")
Urroun 2 vales W

End-of-line {record) delimiter CRLF V

Column Titles ] put colurnn titles on first row

Mime Type
{leave Blank for default)

Humber Of Columns
In This Template

Total Width 0 [[if uzing fixed-field langth)
Export this termplate

( Delete Y € Submit 3
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(" New
] Cumulative
Column  Title Wicth' Bow Width
1 Teacher ID o o
z First Marnea 0 o
e} Lazt Mamea 0 o
E Password o u
5 Raarm Murmber i) 0

*width applies only to fixed-width import termplates,
not delirmited ternplatas,

Back to Ternplates for Exporting

Option Value

Title Heading Teacher D

Data To Export (Fields) | TeacherMNumber

If Blank, Export This [optionall
Column Humber 1 [zero to place at end)

Width In Characters 1] (used only for fixed field lengths)
Alignment Lett  [w| (used anly for fixed field lengths)

( Delete ) € Submit ¥

Option Value

Title Heading First Mame

Data To Export (Fields} |First_Mame

If Blank, Export This [optional)
Column Humber 2 [zaro to place at end)

Width In Characters 1] (used only for fixed field lengths)
Alignment Left || (used only for fixed field lengths)

( Delete ) € Submit )
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Option Value

Title Heading Last Mame

Data To Export (Fields) | Last_MName

If Blank, Export This [optional)
Column Humber 3 [zero to place at end)

Widlth In Characters 0 (uszed only for fixed field langths)
Alignment Left [V] [uzed anly far fixed field lengths)

" Delete ¥ ! Submit ¥

Option Value

Title Heading Fassword

Data To Export {Fields) | TeacherMNumber

If Blank, Export This [optional)
Column Humiber 4 [zera to place at end)

Wichth In Characters 0 [used only for fized field langths)
Alignment Lett  [s] (used only for fixed field lengths)

f Delate € Submit
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Option Value

Title Heading Foom Mumber

Data To Export {Fields) |Sched Homeroom

If Blank, Export This [optional)
Column Humber ] [zero to place at end)

Wiidth In Characters 1] [used only for fized field lengths)
Alignment Left || (used only for fixed field lengths)

f Delete Y f— Submit ¥

Class Data File Export Template
Use the Student Schedules table.

Label Value
Hame of this template FT Conferences Clazszses
Export from this table Student Schedules

Delimited or fixed-field length? | Delimited [V]

¥
Field delimiter Cormma [ ]

{ignored for fixed-field length} D . 4 field val " fes (")
Urroun 1= alues wi quotes

End-of-line {record) delimiter CRLF [v]

Column Titles I:l Put column titles on first row

Mime Type
{leave Hank for default)

Humber Of Columns
In This Template

Total Width 0 [if uzing fixed-field length)

Export thiz template

{ Delete Y [ Submit ¥
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fmew Y
. Cumulative
Column Title Width*
Pow Width
1 Student ID ] 0
2 Course Mame u] u}
a Teachers ID u] u]

*ywidth applies only to fixed-width impaort ternplates,
not delimited templates.

Back to Ternplates for Exporting

Option Value

Title Heading Student ID

Data To Export [studentz]Student_Number
If Blank, Export This
Column Humber 1 [zero to place at end)

Wictth In Characters |[J

Alignment Left

APPENDIX

[optional)

[used anly for fixed field lengths)

[V] [used anly for fixed field lengths=]

f Delete Y

Option Value

Title Heading Course Name
Data To Export [courses|Course_name
If Blank, Export This

Column Humber 2 [zero to place at end)

Wichth In Characters |[J

Alignment Left

! Submit 3

[optional)

[uzed anly far fixed field lengths)

[V] [used only for fixed field lengths)

f Delete Y

f Submit 3
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Option Value
Title Heading Teachers 1D
Data To Export [teachers] TeacherMumber
If Blank, Export This [optional)
Column Humber 3 [zero to place at end)
Wiith In Characters ([ [uzed only for fized field lengths)
Alignment Left [V] [uzed anly far fixed field lengths)
(Delete ) (Submit )
Option Value
Title Heading Teacher IO
Data To Export [teachers] Teacher™Number
If Blank, Export This [optional)
Column Humber 3 (zero to place at end)
Wiilth In Characters |0 (uzed only for fixed field lengths)
Alignment Left [V] [uzed anly for fixed field lengths]

f Delete Y ! Submit ¥
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