FAST  DIRECT  TIPS

Dear Parents,

We have been receiving a number of questions regarding the procedures for using the

Fast Direct parent/school information website.

We have come up with a few tips that may be helpful to you.  If you have any further questions please click on the “FAQ” icon on the Fast Direct website.  If you still have questions after referring to “FAQ” please give the school office a call and we will try to help you.
· login at www.fastdir.com/sppscatholic
· input your Screen Name and Password

· If you have not accessed Fast Direct yet you will need to call the school office to get your Screen Name and Password

· How does a parent change their password?
Click Display Parent Data. Scroll to the bottom of the page. In the text boxes you may delete your old screen name and password and type a new screen name and password. Click Change Data As Shown Above.
· My screen name and password stopped working.
The system is doing its job protecting your privacy. Make sure the caps lock key is not on and that you are using the correct spelling and appropriate capitalization. If you are still unable to log on, complete the parent activation form again using the 5 digit activation code provided by your school. If you do not have record of your parent activation code, please contact your school office for assistance.
· Where can I view my child's class list?
At the bottom of the home page some "Lists for Printing" are available. Click on the box "Students-class order" to view a list of a specific child's class. To view students listed by alphabetical order click, "Students-A-Z order," and to view a list of parents click "Parents-A-Z order."
· Can I create a copy list in the FastDirect Communications eMessaging System ?
Yes, we call it a group. Click Groups, type in the group name, click Create Group, then add members to the group one at a time. Add yourself first if you would like to see a copy of the eMessage. The recipients can reply only to you or to everyone in the group. Lastly, this group is owned by the author and others can easily make their own.
· How do I compose a new eMessage?
Click Compose, select a recipient from the drop down boxes of Teacher/Staff, Groups, Parents, Students, type your message in the text box, click Send. The Reply function may also be used to compose a message in response to a received eMessage. In this case, click Reply, type your message in the text box, click send. The message will be delivered to the previous sender.

· How do I view teacher web pages?

Go to Planner. Select the group, select the teacher, click “Calendar” in that row to view public content by that author. Important: You must log on to view assignments from GradeBook and to view information not available to the general public in both the bulletin board and calendar.
· How do I view my child's Report Card?
If the school has permissioned the parents to view GradeBook, Progress Report or Report Card, a View button will appear on the home page next to your child's name under the column for Report Card. Click View and the Report Card will appear.  You must scroll down to the bottom of your Home Page to view grades after logging in.
· Is there a way that teachers can find out which parents from their class have logged on to FastDirect and have received eMessages ?
There are a couple methods in knowing whether the parents are receiving e-messages. 

1. The Teachers can click the 'sent messages' button in their e-messages and see if it has been viewed by the parents. This can be seen under the column marked "Date-Time Read"

2. Other features in e-Messaging include Never Delete which will retain a record of the message for sender, Allow Delete will then remove message from records. Also, Unsend can be selected by the sender, if the recipient has not yet seen the eMessage it can be removed from their inbox. 


· How can I get in touch with other parents?
At the bottom of the homepage click the button, "Parents-A-Z order". This will open up the Online Buzz Book. You will see an alphabetical listing of parental contact info, although only parents who have permissioned their contact info to be put into the Online Buzz Book will be visible.
· How do you print from Fast Direct?

Once the message display is turned on, one will be able to view all their messages.  In the gray bar above the message there is a button labeled, “Print.”  Press this button and a new window will automatically open.  At the top of the newly opened window, in the tool bar, click on the printer icon and the message should print.
· How often should parents check Fast Direct?

It is recommended to check your messages often, daily if possible.  Grades are updated regularly and it would be good to view your child’s grade book at least once a week.
· How do parents know what features teachers use?
The best way to look for the teacher features is to start at your logged in home page.  At the top of the page, click on the “Planner.”  From there, scroll down to the teacher of your choice and click on either the bulletin board or their calendar.  Most often, teachers use the calendar to post homework, tests, or projects.
