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Click this Link 

Enter your email address 

Enter your password 

Click this icon in upper right 

Click on SchoolSoft 

Conference Manager 

Click Richards Middle School 

If you do not have 

an account, click 

‘Create Account’ 

and enter your 

information. 

NOTE: Obtain 

your student’s 

access id from the 

Main Office. 
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Select desired conference 

schedule 

Select the teachers you 

want to meet with then 

click the NEXT button 

Select the time you want 

to book with the teacher 

After you select a time, enter your phone number and any comments you may have for that 

teacher and click Submit. Then select a time for the next teacher and repeat until finished 

booking. 

NOTE: It is recommended to leave a gap between booking times to give yourself time to travel 

to the next appointment. 

 

Your bookings will be 

displayed in the window 

on the right: 

 


