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Creating a Sign-Up Genius
Parent-Teacher Conference with
Multiple Dates

1 Navigate to https://www.signupgenius.com/index.cfm?go=c.myaccount#

Use the login -- forms@summit.school and the provided password.

2 Locate last year's teacher conference click on the More Actions icon.
Click "Duplicate".

https://summit.school
https://www.signupgenius.com/index.cfm?go=c.myaccount#/
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3 Click the "Create Copy" button
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4 Now go to the "Back to Sign Ups Page" to find the duplicated sign up. It will
appear in green and read "unpublished"

IMPORTANT: The system doesn't automatically duplicate. It takes 60-120 seconds
for the duplicate to be created. Use the refresh button on your browser for it to
appear.

NOTE: You can duplicate multiple teacher sign up pages at once if you would like.

5 Refresh your browser until the duplicate form appears.
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6 Once the unpublished duplicate appears, click "Edit Sign Up"

7 You'll need to edit the description to update the new dates and times. Copy and
paste from from a text file or word document.
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8 Paste the updated content and click "Done"

9 Click "Save and Continue"
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10 Now we need to delete the old time slots and add new slots. Select multiple dates
but leave one. (The system requires you to leave one, which you will delete at the
end.)
Click "Delete (27)"
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11 Click "Yes, Delete Dates"

12 Click "Add Dates"
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13 Choose the new calendar dates. In this case, October 8 and 15.
Click "08"
Click "15"

14 Now add the times for the conferences. 4:00pm to 7:30pm.
Then add a conference location.
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15 Choose the conference location from the list.
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16 Click "Add" to finalize the times.

17 Next, we need to add the individual time slots. Click "Add Slots"
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18 Click "Bulk Slots"

Paste the times form your text file or word document.

Click "Save"
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19 Remember that extra time slot that we kept a few steps ago? Now it's time to
delete it.
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20 Finally, go to the publish tab and click "Save Draft"
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21 AFTER you have created the draft for the new year, it's time to archive last year's
or last semester's conference. Click the more actions menu and click "Archive".

The reason I choose not to publish in the previous step is to avoid confusion when
archiving the old sign up.
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22 Click the "Archive" button and begin again with the next teacher.


