
Online Parent Meetings 

Dear Parents 

Unfortunately, due to ongoing Covid 19 restrictions we are not in a position to invite you into the 

school for the face to face parent teacher meeting that we offered in the past. This year we will 

conduct the parent meeting online using Microsoft Office Teams and a Parent Teacher organiser 

website called PTMO. 

There are 4 stages to the process 

 Parents access VSware ID 

 Parents indicate the teachers they would like to meet with. 

 Parents will receive a timetable for the meetings. 

 Parents log in on the evening of the meeting and receive a call from the teachers. 

 

 

How does it work? 

There are a few stages and I will go through them one by one. 

Stage one. 

 Parents need to log into VSware and locate their son’s VSware ID,  

 

 Go to the school website and click on the VSware tab 

 

 Log in as usual, reset your password if you need to. 

 

 When logged in click on your son’s profile picture. 

 

 

 Click on Personal Information and learn more. 

 

 Click on School on the tab at the top of the page. 

 

 

 VSware ID is shown here. 

 

 Record the number for use later. 

 

 



 

 

 

 

Stage 2 

 With your VSware ID you can now go to the school 

website and log into the Parent teacher Organiser click on 

this tab. 

 This will take you directly to the Parent Teacher Meeting 

Organiser website 

 

 The school Roll number is prefilled for you.  61661P  

 

 

 

 

 You enter your VSware ID for student ID 

Click Login 

 

 

 

 

 

 

 

 You will now be able to enter your 

preferences in order for the teachers 

you would like to meet with. 

 1,2,3 = High Priority 

 8, 9, 10 = Low Priority 

 0 = Do not require a meeting 

 

 

 

 

 

 

 

 



 

 

Step 3 

 At this point the software will draw up 

a timetable for each parent and 

teacher based on the preferences 

returned from the parents.  

 Once the timetable has been finalised 

it will be published to the parents and 

they can access it in the same manner 

as they did to enter their preferences 

above 

 An example of a completed timetable is 

shown.  

 It is a good idea to print a copy or record the details for the day of the meeting. 

 

Step 4 (The meeting) 

 The 3rd year parent meeting is scheduled for Monday 22nd Nov from 16:15-18-45 

 You will need to have your timetable to hand before you start the meetings. 

 You will be contacted by your son’s subject teachers at the allocated time through Microsoft 

Office Teams. 

 All students in Salesian College have a Microsoft Office 365 account registered in their name.  

 Microsoft Office gives the students access to a variety of Apps eg Microsoft Word, Excel, 

PowerPoint, Teams and lots more. We will be using Teams to conduct the Parent Teacher 

Meeting. 

 On the evening of the meeting your son will log into his Microsoft Office Account and open 

the Teams App.  

 At the required time your device will indicate an incoming call and you click accept. 

 You will now be in a one to one meeting with your son’s teacher. 

 The length of the meeting is set at 5 minutes max per teacher. The teacher may end the 

meeting sooner if both parties are satisfied that there is nothing left to discuss. 

 Meetings cannot run over the 5-minute slot. 

 

 

Confused (Don’t be, it’s very simple) 

 Don’t worry if you haven’t switched on a computer in years, your 

son has been using Microsoft Teams for all his classes during 

Lockdown and will be able to show you what to do. 

 It is a good idea to run through logging into the Microsoft Office 

account and the Teams app in advance of the meeting. 

 For many of you online meetings are a daily occurrence and this will 

be second nature to you. 

 For others this may be new and it is worth spending a little time on it in advance.  

 It is a good idea to check that your sons account is working from home in advance of the 

meeting. 



 

 

A few recommendations 

 Log into VSware in advance you will need your sons VSware ID, if you have any difficulty click 

on the link below for assistance. 

 http://www.salesianscelbridge.com/uploads/1/0/4/1/10419441/logging_into_vsware_pare

nts_account.pdf 

 Get your son to log into his school account in advance of the parent meeting and open the 

Teams app. 

 Have the login details written down just in case your device logs you out at some point 

during the meeting. 

 We recommend where possible that you are connected to a WiFi connection as it will give 

you a better reception than a phone data connection. 

 Please do not record the meeting. 

 Please make sure that your camera is working. 

 Please make sure that you limit the conversation to academic performance, behaviour, 

homework, and where there is room for improvement. 

 If you think there is other information that the teacher or school should know about your 

son, please contact the office and we can arrange a further meeting with more time to 

discuss any issues. 

 

This is new to us too so please be patient, if you have any questions in relation to the 

meeting please let us know. We will be happy to help. 

 

office@salesianscelbridge.com or mkerins@salesianscelbridge.com  

 

 

 

 

Deadline for making your selection is: 

 6:00pm Thur 18th Nov 
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