
 

 

 

 

 

 

 

 

Award winning school management  

software for independent schools 

 

 

Booking Parents Evening 

appointments in the 

Parent Portal  

 
 

 

www.engagesmis.com 

 

 

 

 



 

  

 

© copyright Double First Ltd  All Rights Reserved and use of this material subject to Terms and Conditions 

2 

 

Parents Evening in the Parent Portal 

This document describes how to view and book Parents Evening appointments in the Parent Portal. 

The Parent Evenings page in the Parent Portal allows the parents to view available timeslots with their 

children’s teachers, make bookings and send notes to Staff. Parents can also export a Parents Evening 

summary to PDF or excel. 

 

Important Information 

• This document describes how to use the Parents Evening page in the Parent Portal. Please 

view our other videos and documents on how to use the Portal 

• Parents must have an active Parent Portal account to be able to access the Parents Evening 

page 

• Please ensure you are running the latest version of the software for the most up to date 

functionality 

• If you are unsure of any part of this process please raise a case in the Support Centre  
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Booking Parents Evening in the Parent Portal 
1. There are 2 ways of accessing the Parents Evening bookings screen in the Parent Portal. 

When a parent logs into the Portal, in the My Notices section they will have a notice about 

the Parents Evening. 

 

 

 

 

 

2. Click on the notice to see a link to the Parents Evening Bookings page.  

 

 

 

 

 

 

 

 

 

3. Alternatively, next to each child who has a Parents Evening there will be a Book Parents 

Evening button. N.B if a Parents Evening is Read Only the button will say View Parents 

Evening. Click to go to the Parents Evening screen 
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4. A grid will display the timeslots and teachers for that Parents Evening. Any timeslots that are 

unavailable for booking will be grey. If the teacher has booked the appointment it will show 

as a green booking. The top of the page shows how many bookings are needed for 

completion. 

 

5. A parent can add a note for the teacher by clicking on the blue icon or they can undo the 

booking by clicking on the blue arrow. 

 

 

 

 

 

 

6. A parent can click on a Book Time button to instantly book the timeslot with that teacher. A 

notice will be sent to the teacher with the new booking. 
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7. Once the parent has completed their bookings all the column headers will go green and the 

parent will receive a notice to say that their booking is complete 

 

 

 

 

 

8. Parents can also export a Parents Evening summary in PDF or Excel to print out and take 

with them. 
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