Introduction to the Parent/Teacher Conference
Reservation System for Preschool
Welcome to the online Parent/Teacher Conference Reservation System from Virtual Paragon.  We hope that this system will make it easier and more convenient for you to sign up for conferences with your children’s teachers. In addition to these instructions you will find a list of teachers with their grade and classroom locations. These will be helpful in getting you through the program efficiently.

      Before you begin, please make sure you have a recent version of your browser (we recommend at least version 4.0 of Netscape Communicator or version 5.0 of Microsoft Internet Explorer).  Upgrades are available from http://www.netscape.com/browsers/ and http://www.microsoft.com/ie/, respectively. This program will allow you to sign up for May 3rd   preschool conferences during the dates below.
This program will be available from Monday, April 19th at 8:00 am until Thursday, April 29th  at 10:00 pm.  After April 29th the program will only allow you to view your schedule but not change it in any way without exception.

Here is the information you should know before you log on:
Time Slots:

You should think about what times you would like to schedule your conferences.  The system will tell you the teachers’ available slots, but it would help to think about your own availability ahead of time. All teachers are given 10 minute slots.
Teacher Location:

If you have 2 or more children in preschool, you can schedule appointments with each of their teachers consecutively or with some “travel time”.  If the classrooms are not on the same floor, you should not schedule consecutive appointments, and allow yourself travel time from one appointment to the next unless both parents will be coming. This is crucial to keeping appointments on schedule.
Program Instructions
· Go to the link for the Parent/Teacher Conference Early Childhood Reservation System located at the school’s web site www.RYNJ.org.  Then follow the steps listed below:
1. You will see that the RYNJ web page was redesigned.  Click on Parents (which you will find near the top).  When you get to that page you will see a section for Parent Teacher Conferences.  Under that heading you will see the Virtual Paragon site for preschool. Click on Virtual Paragon for Early Childhood.  Then follow directions below.
2. You will have to provide the school’s master password.  This will be provided via OneCallNow.  
3.  Create your own account.  This involves choosing a user name and password for yourself. Please keep a record of this password for future access.  Should you forget your password in the future; you can create a new one. 
4. Select the teachers you want to sign up for by clicking in the box by each teacher’s name. In addition to the name you will see the class, and room assignment.  Teachers are listed by grade. Make sure to click on the appropriate slot for your child.
5. You may click on all your teachers at one time.

6.  Reserve the slots you need by clicking in the available time slots
7. Scroll down until you see available slots
8. The program will let you know if you accidentally scheduled two teachers at once. It will not prevent you from double scheduling a timeslot in the event that more than one parent will be seeing teachers. If you did not intend to double schedule, simply scroll back to one of the slots and “un-click’ the slot.
9. The schedules of teachers you have selected will be displayed, next to each other. A running tally of your appointments can be viewed on screen.  You can scroll side to side to see the different teachers.  You can scroll up and down to see the different time slots. 
10. Press SAVE to reserve the slots you have selected so far or press DONE when you have finished making all your reservations.
· Check the list of your reservations.  If you are satisfied, you can print your reservations, log out of the system, or you can go back and make changes.

Remember:  Your selected conference time slots are not really yours until you press the SAVE or DONE button and see that your requested slots have been reserved for you.  If you have selected a conference time slot, but have not yet saved your reservation, someone else may be signing up for the same slot at the same time.  Whoever saves first gets the slot.
· Please check the site on the morning of the conferences for any last minute changes (ie. teacher absent ) 
If you have any trouble or questions pertaining to the program, please e-mail Isabel at ikogan@rynj.org
Please realize that all this effort will be worthless if parents do not respect their scheduled time slots

Dr. Annette Berger will be available to meet with parents from 7:00 pm to 9:00 pm on May 3rd.    Please call Dr. Berger directly if more than 10 minutes are needed.
Mrs. Bonnie Zitter will be available from 7:30 pm to 9:00 pm on May 3rd to speak with parents.

Morah Fran Mermelstein will be available the entire evening to speak with parents.

If you desire to speak to Dr. Berger, Mrs. Zitter or Morah Fran Mermelstein, you will be able to book appointments at the same time you book your child’s teacher.
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