Website User’s Quick Guide

Some website features:
1. Important Information: list of announcements
2. Current announcements (up to 10)
3. Calendars or Upcoming Events: monthly calendar of events
4. Next 10 calendar events
5.

Document Center: library of district and building documents

6. Family Access: PowerSchool information
7. Food Service: access RevTrak to make deposits to lunch accounts, view menus, costs, etc.
8. Contact Us: link to our interactive staff directory
9. Join Principal’s E-mail List: add your e-mail address to our list for special notices (maintained by our
service provider, Constant Contact)
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Important Information – Announcements

Announcements can be building specific or district-wide. Click on the heading Important Information to see all
announcements for your site, even those which have dropped out of the current display. If you are at the
building/school level, you will view building specific announcements. If you are at the district level, you will
view the district announcements.

Click on a specific announcement to see more details, possible links or attached files.
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Important Information – Announcements

Click on a specific announcement (“On Our District Sign . . .” in this example) in the Important Information box
to see more details, possible links or attached files.

“On Our District Sign . . .” is a perpetual announcement created at the district level to re-cap the information which is currently
displayed on the large LED sign located near the high school at the corner of Comet Dr. and Ridge St., just off of Route 113.

Important Information announcements can contain descriptive text, images, and/or links to our web pages, to
other websites, to PDF documents, to e-mail addresses, etc.
The date when an announcement Expires is included on the form. After this date, the announcement will drop out
of the Important Information box on the home page. It will, however, remain intact in the Important Information
list which can be reached by clicking on the Important Information heading (see #1). The expiration date can be
altered to reinstate an announcement with an extended deadline or resurrect a recurring announcement.
“On Our District Sign . . .” happens to be a district announcement which has been set to “Display on [all the]
School Sites.” This is typical of district announcements; however, there could be a district announcement which is
displayed only on the district home page, not on the four (4) school sites.
At the building/school level, announcements will most often be posted to display only in that building/school’s
Important Information; however, on rare occasion, a school announcement can be “Display[ed] on [the] District
Site.” It cannot, however, be displayed on other school sites (unless it is entered as a district announcement).
The Fieldhouse is unique in that its Important Information announcements cannot be made to display on the
district site, nor can the district announcements be made to display on the Fieldhouse site. Separate entries of the
same content would be required.
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Calendars or Upcoming Events

Events can be building specific or district-wide. Click on Calendars or the heading Upcoming Events to see the
current month’s calendar and its scheduled events. Once here, users can navigate to other months or specific
calendars.

Click on a specific event to see more details, possible links or attached files.

NOTE: If you click on a District Event (gold), you will be taken to the district calendar and remain there after
closing the specific event information. You may need to re-navigate to a building level calendar.
Again, the Fieldhouse is unique in that its calendar events cannot be made to display on the district calendar, nor
can the district calendar events be made to display on the Fieldhouse calendar. Separate entries of the same
content would be required.
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Calendars or Upcoming Events

Click on the date of a specific event (“Oct 10” in this example) in the Upcoming Events box to open the event
information in a pop-up window with more details, possible links or attached files.

Click on the attachment file name to open a document connected with the event.
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Document Center

Documents available on the website can be building specific or district-wide. Click on Document Center to view or
print documents. Most, if not all, should be stored in portable document format (PDF) for ease in opening, saving,
and printing.
Clicking on Document Center from a building/school web page will allow users to view documents which pertain
to that building and to the entire district. All Document Center libraries are actually housed on the district website.
In order to return to a building/school web page from a Document Center library, users may need to use the
website’s top navigation bar or a web-browser “back arrow.”
Clicking on Document Center from a district web page will allow users to view documents which pertain to the
entire district and each of the five (5) separate buildings (4 schools + Fieldhouse).
Users can use the filters described on the next page to narrow a search for a particular document.

NOTE: This library is actually on the district website.

Click on a specific file name to open it for viewing or printing.
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Document Center

The Document Center library lists the most recently added files at the top of the list; however, it can be filtered or
organized by the column headings: Name, Building, Collection/Folder, & Date Posted.
For example, click on the drop down arrow to the right of Building and choose RCPS to filter documents which
have only been tagged for Reed-Custer Primary School, OR click on the drop down arrow to the right of
Collection/Folder and choose School Supply Lists to filter documents which have only been tagged as School
Supply Lists.

These filters can reduce the list considerably:
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Family Access

Family Access links to the district Family Access page where parents and students can log into
PowerSchool or view other PowerSchool relevant information.
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Food Service
Food Service links to the district Food Service page where users can view and print lunch menus,
access the RevTrak system to make a deposit to a student’s food service account, and view other
Food Service relevant information.

Click on the link under the “Menu”
heading to open a Lunch Menu for
viewing or printing.
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Contact Us

Contact Us is a link to our interactive staff directory. Search by Name, Position/Job Title or
Work Center/Building to retrieve the contact information needed.
Clickable links to a staff member’s Blog and E-mail are also provided.
Expand the viewable list to 10, 20 or 30 names.

A link to the Contact Us interactive staff directory is also available in each web page’s footer section.
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Join the Principal’s/Superintendent’s/Fieldhouse’s
E-mail List (Constant Contact website)
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Once you have entered an e-mail
address on our web page and clicked on
the blue arrows, you will be taken to the
Constant Contact website.
You must confirm the e-mail address,
enter a first and last name, and choose
the Reed-Custer lists to which you wish
to subscribe.
Finally, you must complete the security
captcha before clicking the “Sign Up”
button.
You always have the option of editing
your preferences or unsubscribing.
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Join the Principal’s/Superintendent’s/Fieldhouse’s
E-mail List (Constant Contact website)
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Every e-mail you receive from ReedCuster will have a link near the bottom of
the page which will allow you to update
your profile or unsubscribe.
You can also access your Constant
Contact profile through our website by
typing your e-mail address into any of the
“Join the Principal’s E-mail List”
boxes (or “Superintendent’s E-mail List”
or “Fieldhouse’s E-mail List” boxes).
Editing your e-mail preferences or
unsubscribing is easily accomplished
through the Constant Contact website.
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