
Instructions for booking Parents Evening appointments

Booking An Appointment

1. Make sure you are logged into Google Chrome using your child's AHSC email
address. This is the email address you will use to access Google Classroom. You
can check you are signed in by clicking on the icon in the top right of the screen in
Google.

If you need to sign in click the icon in the top right and click manage accounts and the
add account in the new window. Sign in using your child's account details.

Tip: If you have issues where Chrome defaults to another account try signing out with
all other accounts, other than your child's AHSC account.
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2. Open the document which has the list of teacher appointment links and click on the
link for the first teacher you wish to make a booking with. This will take you through to
the booking page for that individual teacher.

3. Navigate to the date that you wish to book for. This can be done by using the arrows
in the top left of the page or by clicking on the link in the idle of the page which will
take you to the next available appointment slot.
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4. Click on the time that you wish to make a booking. These are labeled by form class,
to see the full name and time hover the curser over the grey appointment block. To
book this click on the time required. This will bring up a new window, in the what field
type your child's name and the subject you are booking for (Student Name, Maths),
then click save.

5. Your appointment has now been made and will have turned blue on the appointment
booking page. This will show in your child's Google Calendar. Repeat this for all the
appointments you need to make.
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Attending the appointment

Attending these virtual appointments is very simple.

1. Make sure you are logged into Google Chrome using your child's AHSC email
address. This is the email address you will use to access Google Classroom. You
can check you are signed in by clicking on the icon in the top right of the screen in
Google.

2. Click the waffle icon in the top right and select Google Calendar. .

3. You will see your bookings as individual time slots with your child's name and the
subject.
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4. Click on the relevant meeting at the correct time and then click Join Meet.

5. At the end of the meeting close the Meet window and click on the next appointment.
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