
 
 
 

Automated Booking Wizard 
 
 
Part One: Teacher Selection Page 
 
You will be shown your children in tabs at the top of the page. Use these tabs to 
toggle between your children. 
 
For each child, you are required to select the teachers that you wish to make 
appointments with by ticking them. 
 

 
 
Each department section opens to show the available teachers.  Simply select the 
checkbox on the right hand side of each teacher you wish to make a booking with 
and then select the date(s) you wish to come to the Parents’ Evening.  Any teachers 
that have requested a booking with you will be highlighted by a gold star. 
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You can make bookings for all of your children at once (if they are involved in the 
same parents’ evening) by clicking on their names in the tabs above the list of 
teachers.  This will refresh the list of teachers and you can select additional teachers 
to make bookings with for the selected child.  Once you have selected all required 
teachers, select your availability at the bottom of the page and click the Orange 
button ‘Make my bookings for me’. 
 
The system will try to make the most efficient bookings with the teachers selected 
within the time period given.  If this is not possible the system will ask you to adjust 
your booking options.  
 
The system can only make bookings within the time period set so make sure that this 
covers the amount of bookings you are making with the teachers.  You can amend 
the suggested booking’s times that the system offers on the next page if required. 
 
Part Two: Confirm Bookings Page 
 
On the next page you can edit the chosen appointments, cancel all suggested 
appointments or confirm the suggested appointments. 
 

 
 
Editing a single appointment will display a pop up box with all the available times for 
the teacher.  The slots within your Arrival and Departure times are coloured Green 
and the times outside your Arrival and Departure times are Red.  The Red slots are 
still available for selection.  The Red slots just indicate that these slots are outside 
your original Arrival and Departure times. 
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Cancelling all the suggested appointments will return you to the first page to select 
teachers for the Automated Booking System.  
 
Also there is a set time period in which your suggested bookings need to be 
confirmed or the slots will be released for another parent to book. 
 
Part Three: Confirmation Page 
 

 
 
Confirming the suggested appointments will take you to a confirmation page where 
you can review your appointments add Comments to each of the appointments, 
Cancel individual appointments and Print, Email or Cancel all the appointments. 
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Printing the appointments will display the appointments in a print friendly format. 
Emailing the appointments will send a copy of your appointments to the email 
address held on the Profile page.  Cancelling all appointments will delete all your 
appointments. 
 
The Cancel all bookings button will then change to Automated Bookings button 
which takes you back to the start of the Automated Booking System to make new 
appointments.  You can cancel individual appointments at the start of the Automated 
Booking System, by opening the relevant department and clicking on the Cancel 
Booking button.  The booked slots can also be seen, as usual, on the normal 
Booking Table. 
 

 
 
At the bottom of the Confirmed Appointments page in the Automated Booking 
System you can also Leave feedback.  This works in the same was as on the 
Booking Table page.  Simple click the Leave feedback button and then type in a 
message which will be returned to the School Admin and System Developers. 

 
At any point you can click the Home button at the top left of the page and this will 
take you back to the List of Evenings page where you can just click on the Bookings 
link instead of Automated Booking link to be taken into the traditional booking table 
where you can view all the teachers slots individually. 
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