September 2011
Dear Upper School Parents:

Our online sign-up for Upper School Parent-Teacher Conferences is now live and ready for you!  Below are instructions for registering with each of your students’ teachers.  Please read through the entire letter before beginning.  I’ve tried to be as detailed as possible with the directions; please take your time navigating the site with this letter close at hand, referring to it often!  (
To begin, you’ll need a list of the teacher’s names that you will be signing up to see.   Go to The Covenant School’s website (www.covenantschool.org); click on the Parents tab, then choose the Parents link.  Then click on the Sign Up for Parent-Teacher Conferences icon. The page should open to a screen which lists all teachers’ names.  Click on the green tab titled My Account.  This is where you will create your log in information for the first time (or log in as a member for future visits to the site).  If you are a returning member, the next screen will show the appointments that you’ve already made.  To enter for the first time or to change appointments, you’ll want to click on the green tab titled Find a Sign Up.  On the next screen, in the box for Sign Up List’s Creator, enter ebinder@covenantschool.org (this is a security function).   
An alphabetical list of all teachers will appear for Thursday, Oct. 27.  Scroll down for an identical list for Friday, Oct. 28.  Select the first teacher and day for which you’d like to register.  Choose the time that works for you and click the red Sign Up button.  The screen will change to that teacher’s individual list of appointments.  Be sure to enter your STUDENT’s first AND last names in the My Comment field, then hit Sign Up.  You’ll then see that you are now in the system for that time, although the screen will display your log-in name, not your student’s name.  
To proceed to another teacher:  hit the green Find a Sign Up tab again at the top of the page. You will also need to re-enter ebinder@covenantschool.org at this point, and for each subsequent entry.  You will return to the complete list of teacher names.  Continue to enter your times individually as described above.
If you find that you need to edit or delete an entry:
Click on that teacher’s listing for the date you need to change.
Click Edit or Delete as necessary.  On the Edit page, changing the quantity to “0” will effectively delete your entry as well.  Please DO NOT check the box to inform the administrator about the changes that you make!
LOG OUT and then log in again to be sure that your corrections have been made permanent.
At any point during this process, going to the My Account tab will enable you to see a list of the appointments you’ve scheduled.   This is also where you can change or retrieve your password if necessary.
A few notes of which to be aware:

1.  The Sign Up Genius is pre-programmed to email a reminder to you 4 days before your conference dates.
2.  You will note that several teachers have previous commitments (i.e. coaching) which prevent them from holding conferences during every slot.  As you prepare to sign up, you may want to glance through each desired teacher’s page to be sure they are available on the day you have in mind.
3.  If you are unable to secure a time slot with a particular teacher,

please email that teacher (address is: first initial of first name, last name, @covenantschool.org) to make alternative arrangements.  

Navigate around the Genius for a bit to get comfortable with it before you begin your sign-ups.  It is quite easy to use, and we are confident that you will find it a convenient way to arrange to meet with your students’ teachers.  However, as with anything new, we may need an extra dose of patience.  Please email me at ebinder@covenantschool.org if you have any questions.  I will do my best to resolve your issues as quickly as I can!

Sincerely,

Ellen R. Binder

Assistant to Upper School Director and Dean of Academics

