
Scarsdale High School
Parent-Teacher Conferences Sign-up Guide

Sign In:

To access PTC Wizard, log into the Campus Parent Portal. If you do not have a Campus Portal user
account, or if you don’t remember your username or password, please see the PTC Wizard FAQ.

In the Campus Parent Portal, in the Message Center, click the links for the Teacher Conference
Room Locations and Floor Plans and print them as needed.

When you are ready to proceed,  Click More > PTC Wizard.

Please note, once a conference schedule is created for a student, each guardian listed in Infinite
Campus will receive a confirmation email. Only the guardian who has created the schedule will be
able to make adjustments. If any changes are made to the schedule, an additional confirmation
email will be sent to each guardian associated with the student.

Add a Meeting:

Click on the large maroon
Add a Meeting button.

Step 1: Choose the Conference:

Check the box next to your Parent-Teacher conference night, and then click Continue.

Step 2: Choose Teachers:
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Your children’s teachers are listed on this page. Remove the check marks for those teachers with
whom you don't want to schedule an appointment. Then click Continue.

Step 3: Choose Time Slots:

Select a time slot for each teacher with whom you want to meet. Give yourself several minutes
between appointments. You may need to scroll to the right to see the schedules for all the
teachers. If a check box is greyed out, it means that another parent has already booked that time
slot or that the time slot was set aside for parents who do not wish to sign up online.
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When you select a time slot for a teacher
that teaches more than one of your children,
you will be prompted with a popup window
that shows your children’s names. Click the
radio button to the left of one child’s name.
You can then proceed to making another
appointment for the other child.

After you have made all your selections, click Continue in the top right corner of the screen.

Confirmation:

You will see a popup window. Click Close. This will bring
you back to the main landing page of PTC Wizard.

Each guardian listed in Infinite Campus will receive a
confirmation email within approximately 15 minutes.

On the main landing page, you will see all your
appointments. From here, you can print your schedule,
export it to your calendar, or make changes.

If you are happy with your schedule, click SIGN OUT in the top right corner of the screen. If you
would like to make changes to your schedule, please follow the instructions on the next page.
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Making Changes to your Schedule:

Only the guardian who has created the schedule will be able to make adjustments. If any changes
are made to the schedule, an additional confirmation email will be sent to each guardian associated
with the student.

To cancel an appointment, remain on the main landing page and click the trash icon to the right of
the respective appointment.

You will be prompted
with a confirmation
popup. If you are sure
that you want to cancel,
click Yes, if not, click No.

After canceling your appointment, you can choose a different time slot for the respective teacher.
To do so, click Add a Meeting and start over.

Don’t forget to SIGN OUT when you are done.
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