
1. Parentsquare: Setting Up Appointment Slots- Getting Started 
●​ Find the “New Post” button and click on the drop down menu 
●​ Select “Appointment Sign Ups” 

 

 
 
 
2. Setting Up Appointment Slots 
 

●​ Enter the your conference dates (enter each date one by one) 
●​ Enter the “Start Time” 
●​ Enter the “End Time”  
●​ (Break time is Optional - You can also enter a break time if you want) 
●​ Enter the duration of the conferences 
●​ Select “Next” 

 

 



3. Appointment Slot Page 
 

●​ The next Screen will display your list of appointment slots. 
●​ Tailor the time slots to meet your schedule.  You can delete time slots if 

needed. 
●​ After you have finished making adjustments, select “Next” 
●​ Next, you will be redirected to the “Appointment Post Page 

 

 
 
 
 
 
4. Appointment Post Page 
 

●​ On the “Appointment Post Page” edit the “Description” section.  
●​ If needed, you can select “Translate Now” (Optional) 
●​ On the bottom of the “Appointment Post Page” will see the list of 

conference slots.  You can add or remove slots if needed. 
●​ You can edit the appointment titles to offer: In - person or Zoom options. 
●​ After you have made any necessary changes, select “Post Now” 
●​ Next, parents will receive a text or email and will be able to sign up for a 

conference directly from any mobile device. 
●​ Parent names will appear in your appointment slots as they sign up. 



 

 
 
 


