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Documentation Key 
 

Path: 
A sequence of clicks to access a specific area of 
Web Access 

Note: 
Information provided to clarify a process or 
provide additional details 

 
Important message regarding functionality 

Back: A boxed word indicates a button in Web Access 

Hyperlink: An underlined Link to a new screen or process 

 
 
 
 
 
 
 
 
TERMS OF USE:  The information contained herein is licensed, trade-secret and proprietary and 
may not be used, disclosed or reproduced without permission of the licensing authorities, WSIPC 
and/or Skyward, Inc.  As a condition of use, the User agrees to protect and keep the information 
from disclosure or falling into the public domain.  The failure to comply with this agreement 
may result in the immediate termination of the User’s right to access the information. 
 
 
Published by 
Northwest Regional Data Center 
2121 W. Casino Road 
Everett, WA 98204 
 
All rights reserved.  Reproduction of any part of this manual, in any medium without written 
permission of Northwest Regional Data Center is prohibited. 
 
This edition is printed in the United States of America and the contents are subject to change 
without notice.  
 
Skyward ® is the registered trademark for Skyward, Inc. located in Stevens Point, Wisconsin. 
 



 

Conference Scheduler for Guardians Tip Sheet  Page 1 of 5 
December 2015 

 
 

Conference Scheduler for Guardians 
 

Scheduling a Conference 
 
The Conference Scheduler feature allows guardians to schedule parent teacher conferences 
online.  To access Conference Scheduler, select Teacher Conferences from the Family Access 
menu. 
 

  
 
1. Click All Conference, click Select a Time to pick a time slot for a student’s class. 
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2. Click Select to the right of the Conference Time Slot signing-up for. 
 

  
 

3. The Select Time Slot dialog box will appear.  Click Save  

 

    
   
 
Repeat steps 1-3 until slots have been scheduled for all of the student’s classes. 
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Reschedule a Conference 
 
If, after a conference is scheduled, the date or time needs to be changed, it is possible do so. 
 
1. Click View Scheduled Times to view all scheduled times. 
 

 
 

2. Click Unschedule to unschedule a class. 
 

 
 

4. The Delete Time Slot dialog box will appear.  Click Save  
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5. Click All Conferences to return to the All Conferences tab.  Click Select a Time to pick 
a new time slot for a student’s class. 

 

 
 

Note:  When a parent is on the Schedule Conferences Report screen, the class and teacher name 
are hyperlinks.  Clicking on the class will open the class info screen.  Clicking on the teacher 
name will open the teacher info screen which also provides an email hyperlink. 
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On the Scheduled Conferences Report screen there is an option to Print All Scheduled 
Conferences.  When clicked, the Print Options screen opens and provides print options for the 
guardian. 
 

 
 

 


