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Instructions for Scheduling Parent-Teacher Interviews 
November 2011 

 
Scheduling website:  https://pickatime.com/client?ven=11604159 

 
Junior School Interviews 

Thursday, November 17 (1:00-8:00 p.m.) 
 
Website opens: Thursday, November 10 (9:00 a.m.) 
Website closes: Wednesday, November 16 (1:00 p.m.) 
 
 

Middle-Senior School Interviews 
Thursday, November 24 (4:00-8:00 p.m.) 

Friday, November 25 (8:00 a.m.-4:00 p.m.) 
 
Website opens: Thursday, November 17 (9:00 a.m.) 
Website closes: Wednesday, November 23 (1:00 p.m.) 
 

 
 
STEP 1: Register and create your account. 
 
• On the opening screen, choose "Login/Create Account".   
 (no other information is to be entered at this time) 
 
• On the next screen: 

 Enter your email address, first name and surname. 
 Create a password (minimum 6 characters). Click “OK”. 

 
• On the following screen: 

▫ Choose Junior School or Middle-Senior School.  
 
• For each child, provide the following information: 

 
 The student’s first name and surname, with no space between 

them, as the Student ID.  (First name is the name that Elmwood 
has been advised the student normally uses – perhaps Kathy, 
rather than Katherine.  The Student ID would be KathyBlack.) 
 

 Enter the student’s birthdate as dd/mm/yyyy. Click “Add”. 
 
 

STEP 2: Schedule appointments. 
 
• Each coloured square represents an available appointment time, and 

there is a legend that identifies the teacher.  Click on a coloured 
square to book a time. 
 

• On the next screen, choose "Create Appointment".   
 

• Repeat until all appointments have been scheduled. 
 

 
STEP 3:  Log Out. 
 
• Log out at the completion of your session.  Confirmation of your appointments will be emailed to you.  
•  You may sign back in to make appointment changes by entering your email and password on the opening screen.  
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