HOW TO SCHEDULE A CONFERENCE TIME

Login into Family Access

For your reference, we have also posted a video on the login page of Family Access on how to
schedule your Teacher Conference.
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Please note: If you have forgotten your login and password, select the link titled “Forgot
Login/Password?” and it will instruct you on how to gain access to that information.

Select the student you are wanting to schedule, by clicking the down arrow and clicking on the
student’s name.
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Select “Select a Time”
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Select “Select” next to the left of the time slot that you would like to attend.



Schedule a Conference Time with Team BB

Conference Time Slots Status | Building/Room
Tue Oct 24, 2017 4:15 pm - 4:45 pm Open WEST MIDDLE / GYM Select
Tue Oct 24, 2017 4:15 pm - 4:45 pm Open WEST MIDDL! Select

Tue Oct 24, 2017 4:15 pm - 4: LE / GYM Select

Select the link

Tue Oct 24, 2017 4:15 pm - 4] titled “Select”

MIDDLE / GYM Select

Tue Oct 24, 2017 4:15 pm - 4: MIDDLE / GYM Select

Tue Oct 24, 2017 4:45 pm - 5:15 pm Open WEST MIDDLE / GYM Select
Tue Oct 24, 2017 4:45 pm - 5:15 pm Open WEST MIDDLE / GYM Select
Tue Oct 24, 2017 4:45 pm - 5:15 pm Open WEST MIDDLE / GYM Select
Tue Oct 24, 2017 4:45 pm - 5:15 pm Open WEST MIDDLE / GYM Select
Tue Oct 24, 2017 4:45 pm - 5:15 pm Open WEST MIDDLE / GYM Select
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It will list the details of the conference you have selected, including the student’s name. Once
verified that this is the correct information, please select “Save”.

e Oct 24, 2017 4:15 pm - 4:45 pm Open WEST MIDDLE / GYM Select
e Oct 24, 2017 4:15 pm - 4:45 pm Open WEST MIDOLE / GYM Select
e Oct 24, Select
e Oct 24, Team: 8B -8 BLUE Select
e 0ct 24, Entity: = 051 - Wayzata West Middle School Select
e Oct 24, Date: | Tue Oct 24, 2017 Select
e Oct 24, Time: 4:15 PM - 4:45 PM Select
e Qct 24, Select
e Oct 24, Student:  ENESIGGSEE Select
e Oct 24, Building: 051 - WEST MIDDLE Select
Room:  GYM -GYM
e Oct 24, Select
A confirmation e-mail will be sent to: [ IR
e Oct 24, Select
e Oct 24, Select
[ save | of—
e Oct 24, Select
e Oct 24, 2017 5:45 pm - 6:15 pm Open 'WEST MIDDLE / GYM Select

You will receive an email confirmation of these details.



