
Step	1:	 Click	on	“Click	Here	to	Register”	
	
	

	
	
	
	
	
	
	
	
	
	



	
Step	2:	 Fill	in	your	details	and	create	a	password.		Don’t	forget	to	write	your	

password	down!		Then	click	the	“Register	Now”	button.	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



Step	3:	 Click	the	“Add	a	Student”	button	to	add	your	children’s	names.	
	
	

	
	
	
	
	
	
	
	
	
	
	
	



Step	4:	 Fill	out	your	children’s	names	and	click	the	“Insert”	button.		Repeat	this	step	
until	all	of	your	children	are	entered.	

	
	
	

	
	
	
	
Step	5:			After	you	have	added	all	of	your	children,	click	on	the	calendar	icon	to	the	

right	of	your	children’s	names	to	bring	up	the	schedule	where	you	will	
choose	your	dates	and	times	for	students	to	come	into	the	school.	

	
	

	
	



Step	6:	 See	the	box	at	the	centre	of	the	screen	marked	“Calendars”,	scroll	and	find	
the	date	you	would	like	to	come	into	the	school.		Then	select	all	of	the	
classrooms	listed	for	the	date(s)	you	chose	as	these	are	where	classes	will	be	
taking	place.		Then	click	the	“View	Calendars”	button.	

	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



Step	7:	 Please	first	note	Grade	8-10	will	book	in	the	upper	9:00am-11:00am	time	
slots,	Grade	11-12	will	book	in	the	lower	12:00pm-2:00pm	time	slots.	

	
Simply	find	the	teacher	you	would	like	to	see	and	click	in	the	box	beneath	
that	column	and	it	will	book	you	into	that	classroom/teacher	time	slot.	

	
	 Repeat	for	the	different	dates	you	would	like	to	come	in.	
	
	

	


