
How to make an appointment to shop at LP PENCIL Box  
using the online scheduling system 

 
Step1: Click Make an Appointment (our hours are to the right) 

 
 
Step 2: Select a day and time. 
Days with available appointments are darker boxes. Once you select a day, please pick a time you 
would like to come shop. 
 

 
 
If a teacher selected April 26 at 4:00, she/he would then fill in the following information. 

 
 
 



Troubleshooting: 
� Please make the Business Name YOUR SCHOOL, and complete the other boxes.  
� Include the area code for the phone number.  
� Please make sure you type your email address in correctly because the program will email 

you a reminder. Usually the email address is First Name(period)Last name@mnps.org. (no 
spaces! i.e. sarah.killpack@mnps.org)  

� Then you would click proceed.  

 
 
Your next screen should look like this if you typed in all of your information correctly.  
If you are making an appointment for other MNPS teachers you would change the number of 
customers to include you and the other teachers coming with you. 
Then click make an appointment. 

 
 
You have made your appointment! You should receive an email reminder. Please do not forget your 
appointment, and call if you are going to miss the appointment or are running more than 15 minutes 
late. If you still have questions, please call 974-0438!  


