Skyward General Conference
Office - Individual Staff Setup Instructions

To access the General Conference Scheduler, proceed to Staff, Staff.
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Choose a teacher and open the staff record by clicking on the arrow to the left..
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Expand Conferences by clicking on the arrow to the left.

Home ‘v Families

4l staff Browse W

Student

Educator  Advanced Federal/State Custom qQ
Senices |

. Access Plus  Features = Reporting  Reports
| A B @ ravortesy T new windo
TiwE # G

Office | Administration

Views: General - Fiters: *Only Rctive Staff in Entity «

Last Name a First Middle Primary Phone

- ou— T )

Expand Al Collapse Al Modify Details (displaying 9 of 9) View Printable Details

Staff Key s* |Emp. D

b Address EditAddress Edit Maiing Address

b Schedule View Schedule Matrix for Current/Next Year and Edit ‘Do Not Schedule' time

b Qualifications Add Qualifications.

b Staff Types Add Staff Types

+ Conferences

P Parent-Teacher Conferences Mass Add View All Classes.

» General Staff Conferences Add Confersnce Mass AddDelete View All Availabilty Groups Topic Codes

+ Entity

General Staff Conferences are for situations where a teacher, such as a resource teacher, does not
have students scheduled into a class, yet would like to create time slots for appointments. Or when a
teacher with a scheduled class would like to conference with a group of students at one time.



Create an Availability Group and Add Members

An Availability Group is created and student names are added to the Group. Only parent/guardians of
the members of the group will be able to schedule an appointment through Family Access.

Select Availability Groups.
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This staff member has not set up any Conference Topics.

Select Add to add a new Availability Group.
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Enter Code name and Description.

Select Save & Add Members.

Availability Group Maintenance AN By

Sav
Members

Availability Group Maintenarfy

* Code: [HMR /

* Description: |Homeroom Class
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Two options are available, Add Individual or Mass Add.

Option 1
Select Add Individual to add members to the Group. This option gives you the ability to add one student
at a time to the Availability Group.
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Click Student.

Individual Student Selection o | ? | 4Back
Individual Student(s) Selections
OK
Select a Name
Selected Names
Remove
Remove All
A district-wide list of students appears.
Students = | ?] 48ack
Views: [Student Details w| Flters:[*Active Students Only v T W & E) @ [ selet
Select | Last Name & First Middie Gr SedlS N s |ca |6 advor Ohe e
LN BT WEE O O N A T
O w a 0034 1 161 161 F G 1 548;
O a D T w0294 A 161 (161 M G 9513
O w 3 w9 A A 70 70 M 835
O w K o w023A 1 108 (108 M B 8400
O w s 2264 A 161 161 F 400
O a K v w0294 A 180 B M A 952;
O a z N 20294 A 167 B F  GA. 952;

You may create a filter to show only students at your school by clicking on the filter icon. Enter your entity
number in the Schl high and low range. Click Apply Filter.
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Search for a student by entering their last name or other ID in Last Name/Other ID: search field.
Add check mark in the Select column to select a student.

Click Select to save selected names.
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Names appear under Selected Names. Click OK to return to Availability Group Maintenance.



Option 2

Select Mass Add to add members to the group. This option gives you the ability to select a range of
students to add to the Availability Group, such as a homeroom class, grade of students, etc.

From Availability Group Maintenance select Mass Add.
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Add Students box will appear. Select By Range and click on Ranges.
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Range Maintenance will give you the options to select the group of students you are wanting to add to
the group. There are many options in the Range Maintenance. The set up will vary depending on the
group of students you need for the General Conference time slot.

Suggested ranges to adjust:

* By Individual Grades:
Click Grade Levels link, and
select grade level. Save.
* Student Status: Select
active students.

* Include all Homerooms:
Uncheck, then click the
Homerooms link. Select
the homeroom teacher
you are setting up the
General Conference for.
Save.
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When your ranges are set up, click Save. You will be returned to the Add Students screen. Select
Process.
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Select Preview Data to Process.
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Preview process has completed and has found records to process.
Select the 'Preview Data to Process’ button to continue.

Process Options
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In the preview you will be able to see the students that will be added to the group.
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To create the group, click Back and Run the Update.

A warning will pop up, read and click OK.
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Preview process has completed and has found records to process.
Select the 'Preview Data to Process' button to continue.

Process Options By clicking OK the update process will be run, making
permanent changes that cannot be undone!

Preview Data to Process
The update process will be run on the print queue and the status
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Click Display Report to view the students in the Availability Group.
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The report Process Load Students From Ranges has
finished processing.
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Click Back to return to Add Students. Click back to return to Availability Group Maintenance.
Student names are now in the Availability Group.
Select Save.
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Select Back to return to General Staff Conferences.



Create Topic Code and Attach Availability Group
A Topic Code is required before a conference time slot is added.
Navigate to the General Staff Conferences.

Select Topic Codes.
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This staff member has not st up any Conference Topics.

Select Add to add a new Topic Code.
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Add Code name and Description.
Click Availability Group. Click on the desired Group. Click Select

Select Save.
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* Description: |Homeroom
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Select Back to return to General Staff Conferences.



Add Multiple Conference Time Slots

Expand General Staff Conferences by clicking on the arrow to the left.
Select Mass Add/Delete.
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Topic Description
F  Add Time HRM Homeroom

Verify Process = Add.

The Title will auto fill General Staff Conference. The title can be edited.
Select a Topic.

Enter Date range for time slots.

Enter Start Time and End Time.

Enter Conference Length (increment between time slots).

Enter Buffer Length (time between conferences).

Leave Building and Room blank.

Click on Entity drop down menu and select your entity.

Enter how many student attendees should be allowed during each time slot in Attendee Limit.
0 (zero) = No limit, 1 (one) = one student per time slot, etc.

Select Process.
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Staff Information Process
Back
Mame: N C 01
Processing Ranges 10 Minutes per
Process: Add - conference

* Title: |General Staff Conference 0 Mi t bet
Inutes between

* Topic: |[HRM * Homeroom
Low High conferences
* Date: [09/26/2017  |[] 09/27/2017 |4
* Start Time: [03:00 |PM * End Time: [04:00 |PM Attendee Limit
* Conference Length: 30| Minutes per conference should be set at the
* Buffer Length: 5| Minutes between conferences number of testers
Description: assigned to your
building
Building: -
Room: hd
Entity: 132 - HEARTLAND ELEMENTARY il

Attendee Limit: 1|[Z]




A prompt will ask “Are you sure you wish to begin the Mass Add process?”
Select Yes.

Process Confirmation

Are you sure you wish to begin the Mass Add process?

| Yes Mo

A warning will appear if the times you are mass adding overlap with a “Do Not Schedule” time or with
previously created time slots. Click OK.

A window will appear showing the conflict(s). Your options are to proceed with your mass add, or edit or
delete the conflicting time slots. If you proceed, the mass added times will overlap with the conflict time
slot.

Expand the Topic by clicking on the arrow to the left.

The time slots appear in Conferences under the Topic.
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General Staff Conferences Add Conference Mass AddDelete Availabiity Groups Topic Codes  View All »

Topic Description Avail Group
w  Add Time HRK Homeroom HKMR
Date Start Time End Time Stu Attnd Title Entity
b Edit Delete 0902672017 3:00 pm 3:30 pm 0 General Staff Conference 132
b Edit Delete 082772017 3:00 pm 3:30 pm 0 General Staff Conference 132

Conferences 1-2 of 2 Shown

*Only conferences from 08/19/2017 and onward are shown.




Add Individual Group Conference Time Slot

This will add a group conference time slot - where you can meet with more than one student/guardian at a
time.

Expand General Staff Conferences by clicking on the arrow to the left.
Click on Add Time next to the Topic name that you wish to add a time slot to.
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Topic Description
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This staff member has not set up any general staff conferences for this topic.

The Title and Topic will auto fill based on the topic selected.

Enter Date for time slot.

Enter start and end Time.

Leave Building and Room blank.

Click on Entity drop down menu and select your entity.

Enter how many student attendees should be allowed during the time slot in Attendee Limit.
0 (zero) = No limit, 1(one) = one student per time slot, etc.

Select Save.
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Description:
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A warning will appear if the times you are mass adding overlap with a “Do Not Schedule” time or with
previously created time slots. Click OK.

A window will appear showing the conflict(s). Your options are to proceed with your mass add, or edit or
delete the conflicting time slots. If you proceed, the mass added times will overlap with the conflict time
slot.

The time slot appears in Conferences under the selected Topic.
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