
 

 

 

Setting up your PTO Access  
 
Access the College website at http://www.sac.qld.edu.au  
Select Portals           Parent Portal (NOTE: you will need to have set up access to the Parent 
Portal in order to access PTO) 
Select the PTO tab  
 
You will be presented with the following screen 

 

 
 Enter your email address 

 A message will appear advising whether or not your request has been successful 

 An email will be sent to your email address containing your login details 

 After retrieving your login details, return to the Parent Portal and again click on 
the PTO tab 

 Select Log into PTO – NOTE: enter your Surname only (note your email address) 
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You will be presented with the following screen 
Select the (Make booking) tab 
 

 
 
 
Follow the steps to make a booking with your son’s teacher by first selecting a time from 
the drop down box and then click “Make booking” 
 

 
  



 

 

 
 
Once your selection has been booked, you will receive confirmation through a dialogue 
box, and the confirmed booking will appear in green as per below 
 

 
 
 

NOTE: If you see this symbol  next to one of your son’s teacher’s names, then the 
teacher has made a request for an interview. It is expected that such requests are 
honoured. 
 

 
 


