
PTC SCHEDULE DIRECTIONS - PARENT SCHEDULING DIRECTIONS
DIRECTIONS FOR SCHEDULING CONFERENCES AS A PARENT
1) Log on to the Skyward Family Access system and select the student
2) Click on the “Conferences” Button

3) Next, click on “All Conferences”



4) Choose a class you would like to set up a conference for, then click on “Select a Time” for that
particular class.

5) Find a time that is open and click “Select” on the row that matches the desired time.



6) A pop up window will show you the details for the time slot you have selected. If everything is correct,
hit save in the bottom left corner.

7) Once this is saved, your scheduled conference will appear on your “All Conference” list. The details will
also be listed for that particular conference. Continue in the same manner until all of the conferences
you wish to schedule are completed.

8) IF YOU NEED TO CANCEL A SCHEDULED CONFERENCE, click on the “View Scheduled Times” tab.
Then find the conference you wish to cancel and click “Unschedule”.


