
Thomas Jefferson Middle School 
Step-by-Step Conference Scheduling Instructions 

 
Welcome to the Thomas Jefferson Middle School Conference Scheduling System!  This 

semester, you will use PTCFast.com to schedule a conference with your student’s TA teacher. 
 

If you have questions or are not able to schedule your appointment online, 
please call the TJMS Main Office at 703-228-5900. 

 
1. Click on the conference scheduling link from the 

TJMS website or go to 
www.ptcfast.com/schools/tjms 
 

2. On the next screen, check the box next to the name 
of your student’s TA teacher.  If you have more than 
one student, only check one of the TA teachers 
names.  Then scroll to the bottom and press 
“Submit.” 

 
3. On the next page, enter your student’s first and last 

name, your name, your email address, and your 
telephone number. Then press “Submit.” 
 

4. Next, go to your email Inbox and look for an email 
from PTCFast.com.  It sometimes takes up to 15 
minutes for the email to go through.  You may also 
want to check your SPAM folder.  Click on the access 
link or where it says “Click here to select conference 
time.” 
 

 



 
5. On this page, you can see which conference times are 

available and unavailable.  Check the box next to one of 
the “available” appointment times in order to schedule 
your conference time.  Your student’s name will appear 
on the line once you have finished. 

 
6. If you have a special request, such as a phone 

conference or an interpreter, scroll to the bottom of 
the screen and click on “Add special request.”  Type 
your request (including interpreter language) in the box 
and click “Save” to save your changes.   
 

7. If you only needed to schedule a conference for ONE 
student skip to step 10. If you need to schedule 
conferences for an additional student, click the text 
that says “Add a different student at Thomas Jefferson 
Middle School” from the left side of the page.  Like with 
the first conference, you will select the TA teacher 
name, click submit, enter the student’s name, and click 
submit again. 

 
8. You will be redirected to the conference scheduling 

page so you can see both TA teacher schedules side-by-
side.  Select the times you would like by checking the 
box next to the time. The students’ names will show up 
on the schedule.  

 
9. If you have a special request to enter (interpreter or 

phone conference, click “special request” at the bottom 
of each conference, type in your request, and click 
“Save.” 

 
10. Click on “confirm selections and exit” at the bottom 

right of the screen.  You will also receive an email 
confirming your appointment times and a link to 
modify/cancel your conference.  Additional reminders 
will be sent by email closer to the conference date. 

 
11. If you need to change the date or time of your appointment, click on the access link in 

your confirmation email.  You can add, change, or remove appointments until the day 
before conferences are held.  


