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Entering Volunteer Hours 

1. Click on My School 

2. Click on Service Logs 

3. Click on New Log at the top right and a new window will pop up. 

4. Choose the date you volunteered and the time. Choose the 

category of volunteering you participated in by clicking on the 

drop-down box titled Opportunity.  

5. Record how many hours in total you volunteered on this occasion. 

6. If it is helpful to provide some explanation or description, please 

enter it in the Notes 

7. Click on Submit to save. 

8. Once your submission has been approved, it will appear in your 

total volunteer hours. 

Parent Teacher Interview Scheduling 

1. Click on My School 

2. Click on P/T Conference 

3. Choose a Student and an interview Date 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. A chart will appear with that teacher’s schedule. Green means they are available and 

red means that they are not available. 

 

*** It is highly recommended that you look at the schedule for each teacher you want to 

meet before you start booking appointments. You will want to book an appointment with 

the teacher who has the least availability so that you can try and arrange your other 

appointments around that first one that you book. 

5. Click on the green timeslot that you want for the interview. You will be asked to 

confirm this choice in a popup window before it is actually booked. 

6. Choose the next student from the drop-down and book their timeslot. The program 

will mark the previous time you booked for your first student in red on the chart so 

that you don’t double-book yourself. 

7. Once you are done booking appointments, click on the blue Summary button at the 

top-right for a review of your bookings that you can also Print from the pop up 

window. 

8. If you make a mistake or need to reset your choices to try again, please contact the 

front office, office@guelphccs.ca or email Karlene Patrick at 

karlene.patrick@guelphccs.ca 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Accessing the Family Directory 

1. Log in to Sycamore 

2. Click on Front Desk à Family Directory  

3. The directory is organized alphabetically by last name. Choose 

the letter you want and find the family. 

4. Or, you can look for a student’s name in the Student Search 

field at the top right. 

a. Type in the student’s first name and a listing of all the 

families with a student of that name will appear.  

Accessing the Classroom – News and Directory 

1. Log in to Sycamore 

2. Look to the Right Hand Sidebar and scroll down to Featured, which has a listing of the 

Classes. 

3. Click on the Class Name you are looking for and a new window or tab will appear for 

that class. 

4. Classroom News will be available in the centre of the screen 

5. For photos of the students in this class, look at the Left Hand Sidebar and click on Front 

Desk and Students.  

6. For the directory of families in this class, look at the Left Hand Sidebar and click on 

Front Desk and Directory. 

7. A listing of the students and their parents/guardians along with home address and 

home number will be available to view and/or print. 

8. If you need an email, look in the Family Directory on the School Home page for that 

information. 

9. Close the window or tab to go back to the School Home page.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Accessing Student Homework 

1. Log in to Sycamore 

2. Look to the Right Hand Sidebar where your child’s photo is 

located. 

3. Hover your mouse over the face of your child and a menu will 

appear. 

4. Click on HW/Assign and a new window will appear with the 

homework listings for that week. 

5. Click Print to print it off for your fridge. 

6. If you want to look at a previous or upcoming week, change the 

date and click Go. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Accessing School News 

The Sycamore school home page lists an overview of the news and events at the school. Click 

on the news titles to read more.  


