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Overview

The Online Permit Management System is a new CPS system for reserving and managing
facilities within the district. It is used mainly for after school and weekend rentals (paid and
unpaid).

This tutorial familiarizes building administrators with the calendar of room reservations.

Log In

To get started, go to the Cambridge Public Schools (CPS) website (www.cpsd.us) and the
Facilities Department page (from the CPS home page, click on Departments, then select
Facilities and then click Community Use of School Facilities from the drop down list).

Enter your user name and password and click Login.
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Dashboard

The Dashboard screen shows the Facilities Calendar link.

[} Facilities Calendar )| Reports || Requests || Help

Facility Scheduler Ver. 4.0

Welcome User...

© 2013 rSchoolToday.com - Facilities Scheduler | Terms of Service

Facilities Calendar

The Facilities Calendar affords a comprehensive view of the activity bookings in the district.
Bookings can be displayed in various view formats. Filters allow users to narrow their focus
to a specific building, location or type. When you first login, typically only your building
appears.

Use the filters to select a Location Type, Building Type, Building or Location, or use
-ALL- . Filters should be clicked from left to right. Then click Check Availability. The Show
list allows you to customize what appears for each activity.
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<< Previous Month Next Month >>
Baldwin School - October 2017
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On the right, check Set as my default if this is a view you will be using often. Be sure to
uncheck it when temporarily using another filter.

Set as my default

In the upper right corner, you can select the type of view: Month, Week, Day or List (week).

view: [ Month 4] Vie
Print

Week
Day [
List

The Calendar on the left can be used to choose a date to view.
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In Month view, you can also cycle through months by clicking the Next and Previous links
on the right. Similarly for other views.

P

f,f Previous Month Next Month ?.i)
-ALL- - October 2017

Friday Saturday

If you want to check availability for only one building, you can select the filters again and
click Check Availability. Again, check Set as my default if you prefer this filter permanently.

Log out

When finished with the calendar, simply close the window.

To log off Facility Scheduler, click the Sign Out button in the upper right corner.
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