Meet the Teacher Guide

for Crowden Parent Teacher Conferences

These are instructions for using Meet the Teacher as a parent. Screenshots are included to make

the process as clear as possible.
How to Log-in
To log-in to Crowden’s Conference Scheduler, go to https://crowdenschool. meettheteacher.com/

You will see this log-in screen:

i -
= T B e gl =ty R o & H ‘: -
The Crewden School
hieat The Teacher
Frafix Firat hisaee Lam1 Hames
Erai Caalrm Ernai

Firdl hisras Laa Hams

[ri S ]

Enter your name and email, and your child’s name and grade, and click “Log In.” (If you have
multiple children, enter one name for now — you will be able to add the others later.)

! IMPORTANT !: The student name you enter has to match the one we’ve uploaded (and we
can’t upload two different options). If you get an error and your child has a nickname, please

try that as well.
Once you are logged in, you will see a home page that looks like this:
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Clicking on “Home” or the logos for Meet the Teacher or The Crowden School will always take
you back to this page. You can also click on My Bookings to view all your appointments, once
you have made them. Meet the Teacher organizes bookings by date, so you will book your
appointments one day at a time. Click on a date to continue.
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Booking Appointments

Meet the Teacher offers the option to book appointments automatically or manually. In
automatic booking, you give a range of times you are available, and mark which teachers you
want to meet with. In manual booking, you select which times you want.



In either case, only your child’s teachers will appear on the next page. If you wish to meet with
a teacher who doesn’t teach your child, the front desk can make the appointment with the
teacher’s permission. Please keep in mind that if a teacher is expecting to be fully booked, they
may not have time to meet with you.
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If you have more than one
child, you

can click “Add Another
Child” to input

their information at this
time.

A box will pop up where
you can input



this data.
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Teacher selection in Manual Booking. Again, “Student Test” is just the name of our student.

Automatic Booking

If you are using Automatic Booking, you will click “Generate Appointments” and then have an
opportunity to confirm or reject the appointments the system gives you.
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You must click accept appointments to confirm this schedule. If you reject these appointment
times, you can then book your appointments manually.

Manual Booking

When booking appointments manually, you will see your teachers’ available appointments.
Click on an appointment to book it. You will have the option to leave a teacher a message if you
have any specific concerns you want to share with them prior to conferences.
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If a teacher’s schedule is full on that day, there will be a button you can click to add yourself to a
waitlist. This will let us keep track of who would like to meet with a teacher but wasn’t able to
schedule an appointment during conferences. (Remember to check the teacher’s availability on
both days before adding yourself to the waitlist — some teachers are only available for one day of



conferences.)

You can click to confirm at the top of the scheduling page, and you will continue to your
Bookings page. Meet the Teacher will send you an email confirmation of your appointments,
and you can also view them here or print them out. If you wish to reschedule your
appointments, just click, “Amend Bookings.”
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If you want to book appointments on Friday as well, just click on Home and repeat the booking
process for Friday.



