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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 database, 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 in reverse order of the first account. 

 

 

 

Parents can get this program displayed in Spanish by pressing the En Español link in the upper right 
corner.  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. 
 
 

 

 

The school has the option to let the parents create their own passwords.  If that option is selected, and 
the school uploads the data file with blanks in place of passwords, the parent will get a special page 
upon attempting to log in.  Once the parent fills in the passwords, and corrects or adds their email 
address(es), they will be asked to log in again with this new information. 
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Student Schedule 

Once logged in, the first 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. 
 
 

 
 

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 a space, a comma or semi-colon) will allow the program to 
send a reminder email days before their scheduled appointment.
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Making an Appointment 

Clicking the button to the right of a class will bring up a page showing all the timeslots for each day of 
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. 
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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 office or teacher 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. 
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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. 

 

 

  



P A R E N T - T E A C H E R  C O N N E C T  U S E R ’ S  G U I D E  

© 2007-2020 SchoolSystems, LLC 9 

Email Notification 

If the parent clicks on the email icon on the student’s schedule a copy of this schedule will be sent to 
the parent’s email address(es).  

Starting on the night three days before the student’s first conference, the family will receive a daily email 
reminding them of their appointment.  A total of three emails will be sent reminding the parent.  This 
email will appear to come from the school. 

 
Video Conferences 

If the school has enabled video conferences, a button will appear to the right of each scheduled 
conference.   On the day and time of the conference, the parent will click this button to join the teacher 
in a video conference.  When that conference is over the parent will have to close their browser window 
and click the next button to start a conference with another teacher.  These buttons will also be 
included in the nightly reminder emails so the parent can click the button on this page or from inside 
the email. 

 

 
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. 
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Mobile Devices 

In today’s on-the-go society more people have smart phones and tablets.  These devices can access the 
Internet anywhere they can connect to a wireless signal either through wi-fi or cell phone reception.  
Parent-Teacher Connect has pages designed specifically for these mobile devices.  The page layouts 
have been optimized for the smaller screens and there are fewer graphics.  The page layouts are 
organized in a slightly different manner than on a desktop computer or laptop (personal computer).  
The functionality is the same between a personal computer and a mobile device.  The description below 
highlights the page layouts on mobile devices.   
 
Note:  Not all mobile devices operate the same.  Some do not report as being a mobile operating 
system and therefore the Parent-Teacher Connect will continue to display the page layouts for a 
personal computer on those devices. 
 
Only the parent pages have special mobile pages.  Teachers and the administrator can use mobile 
devices but the pages will be the same as they see on personal computers. 
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 Mobile Devices – Logging In 
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 Mobile Devices – Main Page 
 
Once logged in the parent will see a Main Page.  This will list all the children in the family (as defined by 
having the same email address in the database).  An additional button will be displayed that will allow 
the parent to add or change their email address.  This will change the email address assigned to all the 
children listed on this page. 
 
The Home icon in the upper left corner of the display will return the user to this page.  The left 
pointing arrow icon in the upper left corner of the display will go back one page. 
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 Mobile Devices – Student Schedule 
 
Selecting one of the students on the Main Page will display that student’s class schedule.  Appointments 
will be shown under the name of the class.  

 

 

Clicking anywhere on one of the gray lines will allow the parent to pick a time for conferences or 
change an existing appointment.  If video conferencing is enabled, a link to join the video conference 
will be shown beneath each appointment.  The video program being used requires the Jitsi Meet app to 
be installed on mobile devices. 
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 Mobile Devices – Making an Appointment 

All the timeslots for each day of the conferences will be shown.  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. 

 


