
Booking Conferences on Computers/Laptops 
 
Parents can make bookings by clicking the 'Book Parent Teacher Interviews' button available next to their 
student's photo on their Compass homepage, or by clicking the Dashboard Alert at the top of their Newsfeed. 
 

 
 
When attendees go to book, they will see the Description that you set in the Cycle Settings. They will also 
have two options available - Start Booking Now, which allows them to immediately begin the booking 
process, or Show Me How To Book, which includes a walkthrough explaining how to book using Compass. 
This section is highlighted in blue in the image below. If parents have multiple students at the school they can 
toggle between the staff members their students are associated with using the dropdown menu available at 
the top right of the screen, which is highlighted in red in the image below. 
 

 
 



 
There are two ways to make bookings - either by timeslot or by teacher. 

 
By Timeslot 
To book by timeslot click the timeslot and then select the teacher from the right who you would like to book 
with for this specific time. The teachers who are available during this timeslot will be shown in white. To select 
one of these teachers to book with click their name at the right.  

Teachers who the individual has already booked with but are available during the selected timeslot will be 
highlighted in green.  

If you would like to move the existing booking to this new timeslot you can click their name at the right.  

Teachers who are already booked out with another individual during the selected timeslot will be greyed out in 
the list, like Albus Dumbledore in the image below. 
 

 

  



 
By Teacher 
To book by teacher click the teacher's name in the list at the far right. The schedule to the left will display only 
the timeslots that the teacher is still available to be booked with. All timeslots that the teacher is already 
booked out for will be greyed out. Just click an available timeslot on the left to make a booking. 
 

 
 
 
 
 
Using either method of booking you will receive a confirmation popup to confirm the details of the booking - 
the time and date, the student's name, the staff member's name and the reason for the interview. 
 
 
See the image at the right for an example.  

 
 


