p Parents Booking

Exporting secondary school SEEMIS data for Parents Booking — instructions version 2.8

These notes detail how to create two reports to extract data for Parents Booking — one for exporting pupil and contact
information and another for curricular data. These reports will later be uploaded to Parents Booking so as to create

parents’ evening events.

The first time you use this document, follow pages 2-7 to create the reports. You should only need to do this the first
time. Each time (in the future) that you come back to run more events, you can pick up on Page 8-13.

Contents
Section 1: First Time Set Up

e Creating the Contacts report - pages 2 -5
e (Creating the Curriculum/Teacher report - pages 6 — 7

Please note that the creation of the above reports is a one-off exercise. Once they have been
created they will be saved and can be run again for each future data extraction.

You can move directly to Section 2 if you or the school have previously completed Section 1.

Section 2: Extracting the two data spreadsheets you need

e Exporting the Contact information - pages 8 — 9
e Optional: Changes to consider making to your Contacts file — page 10
e Optional: Before Exporting the Curricular Information — page 11

e Exporting the Curriculum/Teacher Information - pages 12 - 13
Section 3: Optional Extra Advice

e Optional: How to edit your spreadsheet of Curriculum/Teacher data before uploading it — page 14
e Optional: How to set up your parents’ evening events from start to finish — pages 15 - 16

Creating the Contacts Export



https://parents-booking.com/

Go to Application > Reports > Custom Reports

Click on the plus + sign next to Student and then Student
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The student folder will open up as shown above
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In the list that appears under Student, find SEEMIS Reference and then click and drag the field over to the empty space
on the right hand side of the screen.



Creating the Contacts Export

Repeat this process for the following fields: -

Known As

Surname
Date of Birth
Registration Group

side of the screen as shown below.

These fields should appear on the right-hand
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Now, on the left-hand side of the screen, scroll down to the Contact folder. Click on the + sign to open the folder and
then click on the + sign in the Contact folder that appears below.
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Click and drag the below fields onto the right hand side of the screen. Once completed, the screen should look the
same as above.

Contact’s Title
Contact’s Forename

Contact’s Surname
Contact’s Mobile Telephone
Parent’s Email

e To import both parent/guardians, continue to page 4
e Toimport only one Parent/Guardian, skip page 4 and move to page 5

Next: Decide whether you want to import both parents (the ‘Main Contact’ and ‘Parental Rights’ contacts) or only
1 parent/guardian for each student (the ‘Main Contact’ in SEEMIS). We recommend uploading BOTH.




We recommend uploading a Mum and Dad wherever possible, e.g. Main Contact and Parental Rights parents/carers.
This is not so that both parents can book, but so that either can. This will also allow both to join the same video
meetings from different location if the situation arises (as is likely to be the case for some parents).

Instructions to import the ‘Main Contact’ and ‘Parental Rights’ parent/guardian contacts for each pupil:

Click on the Conditions tab

/
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On the left-hand side of the screen, in this very specific order, find the below conditions in theiy respective ‘sections’
and drag them over to the conditions (blue) area...

e Student > Admission > Current Pupil
e Contact > Contact > Main Contact

e Student > Student > Year/Stage

e Student > Admission > Current Pupil
e Contact > Contact > Parental Rights
e Student > Student > Year/Stage

Next click on the floppy disk icon to save the custom report...
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Name the report Parents Evening and then click on Save.

Do not add a “to the name (i.e. Parents’ Evening).

Also make sure that the first ‘Year/Stage’ has an
‘OR’ in this drop-down. All the other drop-downs
should be ‘AND’, while the last should be blank.

\
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Now skip to page 6 to create your ‘Curriculum’ custom report.




Tip: If you want to only upload Main Contact (which we do not recommend, we believe this will cause you extra work

later where other parents need access and will not have access), use these instructions.

Instructions for schools who only want to import the ‘Main (parent/guardian) Contact’ from SEEMIS for each pupil:

Click on the Conditions tab —
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On the left-hand side of the screen, scroll back up to the Student folder and then drag over Year / Stage.
Scroll back down to the Contact folder and then drag over Main Contact.

The Conditions tab should now look the same as the screenshot above.

Click on the floppy disk icon

=

to save the custom report.
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Name the report Parents Evening and then click on Save. Do not add a “to the name (i.e. Parents’ Evening).
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Now skip to page 6 to create your ‘Curriculum’ custom report




Creating the Curriculum/Teacher Export

Go to Application > Reports > Custom Reports (Curriculum)

Select a Stage from the drop down list at the top of the screen (note — it doesn’t matter which stage you select — this

can be changed when running the report)

— ———
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On the left hand side of the screen, double click on the following field:-

SEEMIS Reference

On the right hand side of the screen, double click on the following fields:-

Section

Title

Teacher’s First Name
Teacher’s Surname
Subject Name




Creating the Curriculum/Teacher Export

The fields you have double clicked on should now appear in the lower part of the screen, which should look like the
screenshot below.

g
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Add Akl
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Cpen List S Mt
Randy 4 Traning sadonday 72

Click on Save

Name the report Parents Evening and then click on Save
N.B. Do not add a “to the name (i.e. Parents’ Evening) or the report will not save
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| save || cancel |




Exporting the Contact information

Go to Application > Reports > Custom Reports

|
Click on the yellow folder icon L
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From the list of reports that appears, select the Parents Evening report and then click on Open
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Click on the conditions tab
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Extracting the correct year group: Make sure the correct year group is in all of the ‘Year Stage’ text boxes shown. If

you leave these blank the whole school will extract. As an example, you can type in: “S1” or “S4”.




Exporting the Contact Information

Click on the View tab
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The information to be exported will be displayed as shown below.
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Right click anywhere on the list and then left click on Copy All

Open a blank workbook in Excel
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3 | 111222333 Leon Bennett HersRsRs P7

4 111222111 Asha Boulton mERswEER PT7

5 222555666 Harvey  Cripps FEREREER P7

6 444777888 Summer Dews FRRERENE P7 /

PR Pictures

Strict Open XML Spreadsheet (*xlsx)

File name: openDocument Spreadsheet (*.0ds)
Save as type: Excel Workbook (*xlsx)

Authors:  Will Mackenzie Tags: Addatag Title: Add atitle

() save Thumbnail

Click on the Paste button
A Hide Folders Tools ~ Save Cancel

Save the spreadsheet as a CSV (Comma delimited) file (ideally the CSV UTF-8 if your Excel has this option), with a
suitable name, (e.g. “S4 Parents Evening Contacts 2022").

On the following page (page 10) are some tweaks you may
wish to consider, but can probably skip.




Optional: Changes to consider making to your Contacts file

There will be problems caused later if:
e Register Classes (Column E) are of a ‘vertical’ year group format (e.g. they do not have a year-specific number
which shows that the class is related to a year group — 3A, 3B, 3C), because this will make it hard tell each
parents’ evening which students are meant to be in the event

e Some Register Class cells are blank, because the school has guest/visitor/consortium students on roll

e Some Register Classes have commas in them

You can fix these issues by changing the data in the Register Class column. Example 1: Replace vertical year groups
with something year-specific (i.e. “Secondary 3” for an S3 data extract — see Figure 1 below); Example 2: replace blank
cells with ‘Consortium’; Example 3: Use “Find and Replace” (see figures 2 and 3 below) to replace all commas with a

hyphen, perhaps.
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4 |07G31024ECO08 Rhyanne Watson 01-Jan-00 XHT Miss Lisa

5 |07G56524EC010  Abbie Watt 01-Jan-00 XHT Mrs Lisa Jane Kg
6 |0SH13722EC045  Cara McGaff 01-Jan-00 XHT Mrs Susan

7 |07G13924EC024  Claire McGhee 01-Jan-00 XHT Miss Debbie
8 |07FOL324ECO0L Adam Aitken 01-Jan-00 TBH Mrs Nicky

9 |07G57424EC017  Jordan McEwan 01-Jan-00 TBH Mrs Marie
10 |06E15019EC034  Shanea Aiyenigba 01-Jan-00 TBH Ms Pauline
11 |07G17924EC026  Ellie McKenna 01-Jan-00 TBH Mrs Melanie
12 |06E09319ECO69  Holly Alexander 01-Jan-00 TBH Mrs Angela
- il P 2 — s Sl
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Figure 1: Change Vertical Yeargroups

Type the new Register Class name into
the first cell, then click the very small
box in the bottom right of the cell and
this will let you drag the new class
name over all other cells in this
column. Drag all the way down to
replace all old Register Classes.
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Find and Replace
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Figure 3: Find and Replace Commas

In this example, type a comma into the
‘Find what’ and a hyphen into the
‘Replace with’ and then press ‘Replace
All’ to have the commas replaced by a
— throughout your spreadsheet (which
should just be in your Register Classes).

Remember to save your spreadsheet now that you have made these changes. Saving is explained on Page 9.
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Optional: Before Exporting the Curricular Information

Before you extract your Curriculum spreadsheet, consider pressing the button in SEEMIS explained below, which will
make sure that the timetable/curriculum data to be extracted is the most up-to-date timetable data available. This
could save you having to make lots of changes to your class/teacher data later.

In SEEMIS go to:

Application > Data Utilities > Access Control > Add Current Classes — All Staff

On the page that is shown (see below) click on the “Add Current Classes — All Staff” button.

-Applicat:.on] My Profile My Menu Help History £ «|

Admissions & Leavers * A S 7 o & A 4
B iy Pressing this butbon will update permission for all current staff on all classes assigned to them. This may take a few seconds

Add Current Classes - All StaF H—

Attendance L2

Behaviour
Re

Progress

ds

Tracking
Management
Staff
Reports

This Session
Next Session
SQA

9 Data Utilities

ScotXed

Print labels v
External Agency Feeds v
Text Messaging
Pilot

Swire Flu

Custorn Authority Defired Fields v
Glow data feed
Address Verification

Exit Export 12

Electoral Roll 4

Transport Contracts
User-Defined Fields

Authority Defined Fislds

Access Control t Set My Menu Default

Add Current Classes - All Staff
Edit Other User's Menu
Edit My Menu

System Tests Reset Password

Assign User Profiles

Edit User Profiles
Edit Data Settings

Progress + Achievernent Access

Clicking on this button will update your timetable (which was likely last updated/set up at the start of the academic
year) so that, in the next steps, when you extract all of your classes, all of the teachers should be correctly assigned
to their correct classes.

This is a big help for schools who:

e Have had teachers join or leave the school

e Have has classes move from one teacher to another

e Have classes which are shared by two teachers (this tool will assign the class to the teacher who teaches the
class most)

Once the above button has been pressed, and the task has finished, you
can move directly to the next step, which is to extract your
teacher/curriculum data, which is on Page 12.
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Exporting the Curriculum/Teacher Information

Go to Application > Reports > Custom Reports (Curriculum)

Click on the Open List button in the bottom left corner of the screen

[=1o=2) o o] k]
Destination
Doctor

Add Remove

Save

v

Ready

Select Parents Evening from the drop down list and then click on OK

Select List : ﬂ

D'Parents Ewvening - '

> oK | [ Cancel ]

Select the appropriate Stage from the drop down list
If you are exporting multiple years, begin with one and export others later by repeating these steps.

13 90KX072: Click+Go for Miss H Madsen - Custom Reports (Curriculum) - TraTi‘lg secondary 72
- e ——————

Application My Profile My Menu Help
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Arts 1 (P1-56) = ||5G Presentation Level

Click on Next in the bottom right of the screen

I5]

acher's firsk name
acher's Surname
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> (e |

| Training secondary 72

Exporting the Curriculum/Teacher Information
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The curricular information will be displayed. Ensure you ‘view vertically’ (do not change to view horizontally).

iy 24ED003: Click+Go for Mr G Andrew - Custom Reports (Curriculum) - Lasswade Hig

Application Wy Brofile My Menu Help

SEEMIS ref... Section Title Teacher'sF... Teacher's... Subject name
|EMCEAS Miss M. English
MACEES Miss C. Makhematics
MSCECZ M R. Modern Stu...
BMCEDZ Mrs C. Business Ma...
SCCEEC Mrs B opy Selected Science
PECEFZ Miss Physical Edu. ..
CRI1GZ G CopyAll Constructio. .,
CPCEH1 M ) Compuking s...
PRCELZ mr | & Print Selected Product Design
PE3SAZ Miss| 2 Print At Physical Edu...
RE35A3 Pl = Religious St...
pe=en e Ira Darcanal 8. &

Right click anywhere on the screen and then left click on Copy all

Open a blank workbook in Excel

PEEED
b |
—/P Home Insert Page Layout Formulas Data Review Vi
—> B d Cut Calibri M PRI SRR | ==
P_ : 153 Copy A ——
aj : fFormatPainter e Il T 7| .
Clipboard ] Font IFi
Al ~ 2 I | SEEMIS reference
A B = D E F G
1 [SEEMIS re!Section Title Teacher's Teacher's Subject name
2 {ENCEAS Miss M. English
3 IMACEBS Miss C. Mathematics
4 IMSCECZ  Mr R. Modern Studies
5 IBMCED2 Mrs C. Business Managemsd
6 ISCCEEC  Mrs D. Science
7 {PECEF2  Mliss C. Physical Education

Click on the Paste button

Save the spreadsheet as a CSV (Comma delimited), (ideally the CSV UTF-8 if your Excel has this option) with a suitable

name (e.g. “S4 Parents Evening Curriculum 2022").
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Optional: How to edit your spreadsheet of Curriculum/Teacher data before uploading it

Although you can edit pupil, parent, teacher and class data that you upload inside Parents Booking, sometimes
schools want to edit their Curriculum/Teacher spreadsheet before uploading it. You may want to:

e Remove classes/subjects that are not required
e Swap teachers for classes that are incorrectly assigned to the wrong teacher (split/shared classes usually)

If so, here are the instructions:

1. To make this process easy, let’s add a Filter to each column. Click on Row 1 to highlight all column headers,
then click on ‘Sort and Filter’ and then ‘Filter’ to add a filter to each header. This will help you search for what you

are looking for.

Teachers.csv - Excel Will Mackenzie
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Calibri -1 - A A === - EFWapText General - = = By | emm = T p
Pasie 2 C ¢ d' I F - o |EEI EE: rlgl - 52 & Find &
aste B I U -|Fi«|38~ - === &=3= M 8 Center - &= . % ¢ €0 .00 onditional Format as €l nsert Delete Format ort in
- ¥ Format Painter == < €232 | B Merge & Center B i WRe S@me 0 o @ Clear ~ Filter = Select -
Clipboard [ Font [ Alignment [} Number ] Styles Cells Editi gl SotAtoZ ~
Al - J || SEEMIS reference Al sgtZroa v
A B c o 3 = - 1. Highlight row 1 by clicking on the number 1 R Custom Sort.. U=
i ing “ ilter’ i ——— Y Fit —
Wfﬁm‘ritle Teacher's| Teacher's Subject name 2. .5gfl:lta fl'llter to each header by selecting ‘Sort & Filter’ and click Y Eilter
2 P1 Miss M. Carberry Primary Curriculum on ‘rilter
3 P1 Miss M. Carberry Primary Curriculum
4 P1 Miss M. Carberry Primary Curriculum
5 P21 Miss M. Vickers  Primary Curriculum
6 P1 Miss M. Carberry Primary Curriculum
2. If you need to delete a class from the spreadsheet, so that it does not upload, search for the class using the

filter on the ‘Section’ column. Search for the exact class code and the spreadsheet will only show those entries.
Highlight and delete all of the rows which are left, to take these out of your spreadsheet.

G8 W fe AB2 < 3
A B C D E F G H A B C D E F G
1 |SEEMIS v |Sectio Title |+ |Teache *|Teache/~ | Subject = ime 1 |SEEMIS ~ |Section ¥ Title |~ Teache v Teache ~ Subjecl ~ime
A SotAtoZ Todd English 62 P3 Miss M. Martinez English
1] sonZioA Ward Mathematics 63 P3 Miss M. Martinez English
. Douglas  Physics €calibi ~[11 /A Ao 0 Martinez English
Sort by Color " .
Y £ _ e Martinez English
. . B Izé‘)vAv.-=-=-<-ogjg ~
ar 1. Click on a column filter £ - Martinez English
2. Un-tick ‘Select AllI" 5 na Miss M Martinez English
) 3. Click on the class code ¢ Miss M. Martinez English
Text Filters you would like to show 7B Copy Miss M. Martinez English
Search R ,4- Press ‘OK’ 7| Paste Options: i M Martinez English
W] (Select All A . 7 M s
41 ™ To bring back all classes, 7 1. Highlight all of the
Md . : | filtered rows (the row
-[J4c1 click on the column filter 7 .
Tacz M{ again, press ‘Select All’ to = Ineert Rous e - numbers will turn blue)
cH tick all opti d | e : : 2. Right click on one of
M fc;:KJa options and press 4 Delete Row M!SS M the blue row numbers
) ! Clear Contents MES : 3. Select ‘Delete Row’
Ja £ Miss M.
-[] ARN4ET Howard Biology g ] Format Cell.. Miss M. All rows for this class
E fl\fﬁ‘j?j v MacLeod Design & Manufacture £ Row Height... Miss M. will now be removed
Russell PE g Hide Miss M. and will not be
Cancel Wright  Personal & Social Education € Unhide Miss M. uploaded.
) Ross Religious Studies Su o Miss M.
22 am1 Mr T. Gilliland Personal Support 87 P3 Miss M. Martinez English
3. Change a teacher in the same way. Either search for the class code via the Section column, or the Teacher

Surname column, and then replace the teacher’s name on all of the entries which need changed. You can copy the
replacement teacher and paste the name over all other cells to make this process quick.

N.B. Schools sometimes want to give half of one class to a different teacher, in which case replace the teacher’s
name with the new teacher for half of the entries provided.
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Optional: Instructions for how to set up a parents’ evening from start to finish

We recommend that you download our Admin Manual, because it is a comprehensive manual, with pictures,
showing you how to set up a parents’ evening from start to finish. However, the below will also serve as a helpful
guide for you too.

Download our Admin Manual from here.

Steps required to set up a parents’ evening:

1. Follow Pages 8 to 13 of our instructions guide (above) and export the data for the relevant year(s). These
steps will leave you with 1x .CSV spreadsheet for your Parent Contacts and 1x .CSV for your Curriculum.

2. Consider the following spreadsheet edits:

o Linking twins to the same parent
Parents of twins (or parents who have more than one student in the parents’ evening event) must
have an e-mail address against both their rows, otherwise our system won'’t be certain this is the
same parent. If you Sort the spreadsheet A-Z in the Parent First Name and then the Surname
columns, you’ll be able to put all of the parents next to each other. If you see the same parent twice
or more in the spreadsheet and they do not have an e-mail, please enter one for both of their rows
OR make one up (i.e. a@a.com or b@b.com). This will link the parent to both/all of their students.

e Schools with vertical year groups (see Page 10)
If your school utilises a vertical year group system, we should change the parents/contacts
spreadsheet so that you can make events which are specific to the year group you are creating them
for. If you do not make this change, our system will not know which years the students are in,
meaning that when you set up an event it will not know which students to include and which to
exclude.
Solution: Open your parents/contacts spreadsheet. Locate Column E (“Registration group”). In cell 2
(the first cell below the header “Registration group”, input the year group name, e.g. “S4”, over the
existing cell contents. Now Copy this cell (CTRL + C). Now highlight all of the cells below this cell, all
the way down the spreadsheet. Once all cells in this row (except the header “Registration group”)
are highlighted, Paste (CTRL+V) the year group (e.g. S4) over all cells. This will allow you to input only
S4 in the ‘Register Classes’ box when setting up your event (Step 7 below).

e Schools with consortium students (see Page 10)
If your school has students without a register class, such as consortium students / guest students /
students not linked to a school register class, these students will not upload unless they are given a
Register Class (column E). Should you upload students without a Register Class, you will receive an
error during the upload.
To fix this issue (i.e. if you want to upload these students), simply replace these students’ blank
Register Class (column E) cells with a replacement register class. Perhaps: “Consortium”. To do this,
add a filter to the ‘Register Class’ header, then search for only the ‘Blank’ cells. This will let you then
copy and paste the word “Consortium” into the blank cells. These students will not upload properly.

3. If you want to make changes to your Curriculum spreadsheet before you upload it, to remove classes you
don’t need, or swap teacher assignments, read the instructions on page 14.

4. Once you’re satisfied your spreadsheets are correct, go to Parents Booking (www.parents-booking.co.uk)
and login as an Admin, then go to ‘Upload Data’.
e Go down to the ‘Add CSV File’ button and upload the Parent Contacts file first
o  When the Parent Contacts file has uploaded 100%, upload the Curriculum spreadsheet and wait for
this to also go to 100%.

5. Once the two spreadsheets have been uploaded, you can add any Pupil Support teachers, or other teachers
who are not timetabled in SEEMIS (but who you want in the parents’ evening). To do this:
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e Go to ‘Teachers’ tab and either edit the Pupil Support teachers OR, if they don’t exist, add them
(‘Add New Teacher)

e After you've added or found a Pupil Support teacher, ‘edit’ their account

e Add all of the correct and relevant students to them using ‘Add Child or Class’. The teachers won’t
appear in your event when you create it unless you add students to them.

Once you're happy that all of the data has been uploaded and extra teachers have been added or set up, go
to ‘Evenings’ and create your event. You may need to create a new term or group, but then click on the
correct Term or Group name and in side of this create your event. Press ‘Create New Evening’ to set up your
event. Complete all of the required fields (marked with a *) and then save your event.

Once you've set up your event, click the down arrow next to the ‘Edit’ beside your event and click on “Edit
the Teachers in this Event” to check that there are no teachers missing, or to delete any you do not need to
include.
o If teachers need removed, tick them and then use ‘Delete Selected’ to remove them
e Add new teachers in the Teachers tab by following step 5 above, then return to this page (the Edit
the Teachers in this Event’ page) and press ‘Update’ to bring the teachers into the event, then
remember to once again remove any teachers who shouldn’t be included
o Use ‘Download Class Codes’ to download a spreadsheet of all teacher and class assignments in the
parents’ evening and send this around colleagues to check that all split classes have the correct
assignment. Again, make changes on the Teachers tab (Step 5) and then return to this page to press
‘Update’ and have those changes appear in your event.

Finally, if you need to add breaks or block out times, once your parents’ evenings has been set up:
e Go to ‘Dashboard’ tab > blue Options button > Add Breaks

You can now send out a letter to parents inviting them to book. If you would like to download our template
instruction letter for parents, go to https://knowledge.parents-booking.com/support/essential-downloads/

16


https://knowledge.parents-booking.com/support/essential-downloads/

