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MDS Parent-Teacher Conferences Will Take Place On

Wednesday, March 23, 2010

1:30 – 6:00 PM
The Parent-Teacher Conference Scheduler 

on our website will open to parents on Thursday, March 3rd, 9:30 a.m.

and will close to parents on Sunday, March 20th, 11:30 p.m.

Our March conferences are by request of parents or teachers.  Using our website, you will be able to select your children’s teachers.  You can view your children’s teachers’ available time slots and reserve appointments on-line.  If your conferences are taking place in multiple locations on more than one floor, please allow yourself time to move from one floor to another instead of scheduling conferences one immediately after the other.  

Also, when scheduling conferences, please note that Early Childhood, Lower School, and Middle School conferences are 10 minutes, while Primary and Intermediate 3/4  conferences are 20 minutes.  Please make sure not to overlap time slots if you have children in multiple divisions.  The system will detect a conflict when sessions start at the same time, but the system will not detect a conflict if sessions overlap.  For example, if you schedule a 1:30-1:40 meeting for the Early Childhood Department, please make sure not to schedule a 1:30-1:50 appointment for Primary.
Please note that Mr. Eytan Apter will not be available for conferences.  If you need to speak with him, please email him at eapter@mdsweb.org to schedule a conference.  
Should you need to change or cancel a scheduled appointment you may do so on the website.  However, once the open scheduling period has passed, please email your child’s teachers to arrange another time that is mutually convenient.  Also, please ensure that your web browser allows pop-ups for www.mdsweb.org.

For technical assistance, please e-mail conferences@mdsweb.org or call (212) 376-6800 x  811.  Drop in hours for in-person assistance with conference scheduling and general use of the website will be on Mondays and Wednesdays throughout November from 8:15-9:00 am in the Computer Lab.  For general website assistance, please email website@mdsweb.org.

Instructions for Scheduling Your Parent – Teacher Conference Online

To Schedule a Conference:

1. Log into www.mdsweb.org using your login ID and password
2. Click the Schedule Conference link on your Welcome Screen
OR

2. Click Conferences from the left hand side menu

3. Click Schedule Conferences 
(hold the CTRL key if your pop-up blocker blocks the new window)

4. Click Schedule Sessions

5. Scroll down to see all of your children and their teachers

6. Select the teachers you would like to meet 
(click the circle in the Schedule Conference column)

7. Click Add Sessions

8. You will now see available time slots for your selected teachers.  Select your timeslot for each teacher (click the circle to the left of the time, it will appear in green)

9. When you have selected all of your appointments, click on the SAVE button at the top or bottom of the page

10. The saved conference sessions will display

To View and Print Your Saved Sessions:
Click View Schedule Sessions; a box with your appointments will pop up to print

To Change an Existing Time:
1. Login to the site

2. Click Conferences from the left hand side menu

3. Click Schedule Conferences

4. Your saved appointments will show

5. Click on the Edit icon next to the appointment to be changed
(you might need to scroll to the right)

6. Change the timeslot as needed and SAVE your changes
7. The changed appointment will be registered immediately
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