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How to Access Parent-Teacher Sign Up
Lists

1 Navigate to https://www.signupgenius.com/ and click "Log In" in the top right
corner.

https://summit.school
https://www.signupgenius.com/
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2 You must log in using your @summit.school email address. If you don't remember
your password for SignUpGenius, click the "forgot your password?" link at the
bottom.

Click "Log In"
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3 You may see two log in options if you have your own private SignUpGenius
account. To access your Parent-Teacher Conference Sign up, click "Log In as
Admin".

4 You should see your sign up in the list. Click on the title to open it.
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5 Clicking edit content will allow you to edit all the details of your Parent-Teacher
Conference sign ups.

6 The most important area of the "Edit Sign Up" section is the SLOTS tab. This is
where you can add, delete, or edit specific time slots. When you are ready, click
the VIEW tab to go back to your sign up menu.
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7 There are several ways to view your sign up list. The first is the "Add/Edit/Delete"
button in your sign up menu.
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8 The "add/edit/delete" section will allow you to see your sign up, manually add sign
ups, or delete slots.
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9 Another way is using the "Reports & Stats" button on your sign up menu.
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10 Here you can set the dates to export your sign-up list of sign ups for export to
excel (the last report style option.)
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11 Once you are happy with your export selection, click create report.


