
 
How to Use Parent-Teacher Conference Maker (PTCM) 

Parent-Teacher Conference Registration 

 

 

Point your browser to the New Trier home page at http://www.newtrier.k12.il.us and click on the Parent-Teacher 

Conference link.  

 

Make sure you have the Student ID & Password before continuing. 

 

1) The first screen you see is the main page of PTCM. Here, you have the choice of reviewing instructions, 

scheduling conferences, or viewing/modifying an existing schedule.  

 

2) Click on: “Schedule Conferences” to schedule a student conference. 

 

3) The Schedule Conferences screen asks how many students you wish to register, allowing you to schedule more 

than one student without conflicts.  Select the number of students, then click “Continue.”  

 

4) Enter the student ID, password and name of person attending conferences.  Click “Continue.” 

 

5) Choose the desired conference day/time block and click “Continue.”  Note: If one of your students attends the 

Northfield Campus and the other student attends the Winnetka Campus, remember to account for this by 

selecting separate time blocks for each. 
  

6) After a conference day is chosen, you may choose the minimum time between conferences.  Be sure you allow 

enough time to travel between classes and floors.  You may choose five, ten or fifteen minutes between 

conferences. You also have the option to select a later start time during any session, which prevents conferences 

from being scheduled prior to that time. 

 

7) The next screen displays the course/teacher list for your student(s).  You must select “Yes” or “No” for each 

class/teacher.  Once you have made all selections, click “Continue.” 

 

8) Your generated schedule will display on the next screen.  You may either accept or reject the schedule.  ONCE 

YOU CLICK “ACCEPT,” YOUR SCHEDULE IS SAVED AND YOU ARE DONE. 

 

PRINT A COPY of your accepted schedule to have during the conferences.  It is also recommended that you email a 

copy to yourself.  

 

NOTE: After a schedule has been saved, you are still able to log back in and modify it until the close of registration.  On 

the PTCM main page, simply select “View/Modify Conferences” to access and make changes to your schedule. 

 

  

If any step seems unclear, you may click on the “Online Help” link in the PTCM 

for more detailed instructions. 
 

 

http://www.newtrier.k12.il.us/

