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Workshop Roles

These apply to District Courses, School Courses & eCourses.

Professional Development « Manage all aspects of SchoolObjects:workshop including setup options,

Administrator feature enabling, course creating, attendance management, credit request
reviews, course manager assignment, etc.

¢ Best limited to a small number of users

Principal « View staff portfolios
« Review credit requests
e Limited reports

Note: Principal only views staff associated with his/her school

School Course Editor * Create, edit and manage school courses
District Course Editor « Create, edit and manage all district courses
Instructor Course Editor « Create and manage courses where user is an instructor

Note: User is first added as an instructor in the management tab and then
assigned to the course

District Credit Approver * Approve credit requests at the district level
Limited Course Manager « Manage courses when designated as the Course Manager
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Tabs in Workshop

Workshop » Course Registration — search and register for courses
My Portfolio — track all staff development courses and credits, certifications, and wizard
to request outside credit
 Go Shopping (if enabled) — purchase items in shopping cart
» Submit Courses (if enabled) — propose course ideas to professional development
managers
Note: All eduphoria! users have the Workshop Tab
Manage « Development Events - create, manage, and edit courses, school courses & eCourses;
review course ideas
« Staff Management - view portfolios, credit requests for review, and locked staff
 Workshop Setup - general options, enable and manage features
Principal * View Staff Portfolios — only staff associated with his/her school
» Credit Item Requests (if enabled in general options)
Instructor/Author » Standard Courses

o Overview

o Class notes

o Discussion

0 Attendance — mark attendees absent

0 Survey — enabling option and results after course is closed

» eCourses

o Overview

o Participants — pending review, active participants, credit earned & credit denied (if
given instructor rights for particular eCourse)

o0 Author — add course content and assessments (if given author rights for particular
eCourse)

Credit Review

» Credit Type Review - reviews requests for specific credit types

Reports (Manager)

* NCLB ¢ Professional Levels**

e Catalog Body e Staff Certification**

*  Guest Enroliment o  Staff Absence**

* Instructor Course ¢ Substitute**

e Stipend e Course Spreadsheet Export
» Staff Enrollment** « Staff Spreadsheet Export

e  Staff Credit** ¢ Enroliment Statistics Report
* Goals**

Reports (Principal)

** Reports for Principal view
Note: Principal reports only include staff associated with his/her school
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Workshop Setup

Workshop Setup allows you to configure the various settings and parameters that determine how Workshop functions.
These elements are typically established during initial startup and then left alone. Remember to Save Changes after

making any modifications.

Under the Manage Tab, General Options allow
districts to customize Workshop to meet their

individual needs.

Management Tools
L@ Development Events
& StaffManagement
'ﬂ@ Workshop Setup

% General Options

Features Tab

Selecting a particular Workshop
feature will display the description at
the bottom of the screen.

Additional information about these
features is explained in later sections
of this manual.

Use the toggle on the toolbar to
Disable This Feature or Enable
This Feature . Disabled features will
display [Disabled] to the right of
their names.

[ Enable This Feature

No content or materials demonstrating the usage of eduphoria! SchoolObjects may be posted or displayed on any external website or public domain.

Features Workshop Options

ETE School Courses
Professional Development Levels
‘ﬁ‘:{-_; Goals Integration
& Guest Access
) Staff Course Suggestions

@ eCourses

i
-
.:z Shopping Cart

[# Disable This Feature

Enable guests to enroll in courses designated For guest access,

-}
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Workshop Options Tab

Features Wiorkshop Ophions
[+ @* General Options

# B Certification Management

General Options

Setting these options will affect the
entire district. Expand the list under
the General Options heading by
clicking on the + sign to the left of the
heading.

[= & General Cptions.
i) Time Period
[:- Credit Request Approvals
E‘i Scheduling & Regiskration

= Defaulk Course Options
B Certificate Builder

| Peport Image
(—] Messaging

s Absence Lockout

Time Period

From the drop-down list, select the
month that starts each year’s
professional development period.

This is important for accountability
reports and portfolio organization.

No content or materials demonstrating the usage of eduphoria! SchoolObjects may be posted or displayed on any external website or public domain.

Select the month that starts each year's
professional development period.

This is important for accountability reports and portfolio

organization,

June w

Janary
February
March
April

Maé

July
Augusk
September
Ockober
Movember

December
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Credit Request Approval

Automatically approve — Every credit
request from staff members will be approved
and updated in their portfolios.

Principals approve — Credit requests from
staff members will be directed to the
respective principals for approval.

Professional Development Managers
approve — Credit requests from staff
members will all be directed to the Workshop
Professional Development Administrators.

Edit Credit Requests — After a staff member
submits a credit request, the administrator has
the option to edit the details (number of credits
and credit type) before approving.

Select an option for credit request approval.
Moke: this is not the same option For professional development levels.

O Automatically approve requests For credit,
® Principals should approve credit requests,

() Professional development managers should approve requests,

Allowy Workshop administrators to edit approved credit requests

Note: If specific credit types have a designated approver, then that
person must approve the request first before credit is granted.

Scheduling & Registration

General Course Scheduling Guidelines:
Scheduling guidelines allow districts to control
the default timelines for staff registration.

Set the default registration timelines for all
courses that are created using the drop-down
options.

Note: This is only the default setting. These
can be edited within each particular course.

Registration Conflicts:  Specify whether or
not to allow partial credit by preventing
registration conflicts.

Registration Service:  Temporarily pause
registration for all staff members by clicking on
the link. Staff members will be notified of the
pause in registration when viewing a course.
This option is a toggle. Click once to enable
the pause, and click again to disable it.

Mew courses should use the following scheduling
guidelines:

{Staff members should be able bo view new courses
|& % || Week(s) | before aclass beqins,

Staff members should be able ta register For courses
|6 w||\Week(s) “  before a class begins.

Registration should close |1 % :'_DQ}H:S]!_ * |before
a class beqins,

Attendeess should not be able to register For bwo
courses at the same time

ii Temporarily Pause Reaqistration For Staff Members
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Default Course Options

Default Options: Districts can define the
default maximum seating for courses.

Survey Requirements: If a district
requires surveys to be completed for
every course, check this box.

Auto Complete Courses: Set the
number of days after a class ends to
automate the completion of the course.

Course Credit Timing: To delay either
credit approval or certificate printing until
the course is marked complete, check
either or both of the boxes.

Stipends: To enable stipend
management for courses, check this box.
Details regarding stipends are defined in
the management of individual courses.

The default maximum seating setting for courses should be set bo | 22

Fl Surveys should be required on courses by default.

Automatically mark a class as 'Completed' | 14 % | dawv(s) after a class ends,

FI Delay credit assignment For standard courses until the course is marked completed.

Ll Delay certificate printing For skandard courses until the course is marked compleked.

Enable stipend management for courses,

Certificate Builder

Browse for an image (district
logo, seal, etc.) and upload it.
The image will appear on
Workshop certificates.

Note the image requirements
for best results.

Browse for an image to appear on the certificates:
For best results, the image should be in JPEG Format with an approximate image size of 200 ¥ 200 (pixels,:

Browse.. || Upload |

Report Image

Browse for an image (district logo,
seal, etc.) and upload it. The image
will appear on Workshop reports in
PDF format.

Browse for an image to appear on applicable Workshop reports:
The image will print 1 inch % Linch, and it will aukomatically size the image.,
For best results, vwou should pre-scale the image to the appropriate size;

[ Browse... ][ Upload ]

LR

iil

]
I(

fiil

Bls
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Email Messaging

Messaging options control how Workshop will
communicate with staff members.

Enable Messaging: Uncheck this box to disable email
messaging. No email messages will be sent while this
is unchecked.

Reminder Notification:  Registered course attendees
can receive an email reminder prior to the course start
date. Workshop administrators determine when this

email goes out by changing the settings in this section.

Instructor/Manager Attendance Email: Workshop
administrators can choose to automate emails
informing instructors of courses that may not have
enough attendees enrolled. Specify how many days
before a course begins that this notification should be
emailed. Also, specify the minimum number of
enrollees to prevent this naotification.

Note: This is only an email. No action automatically
occurs to cancel or postpone the course.

Email Dialogs: If checked, Workshop will launch the
Windows default email client when sending emails.

Enable Waorkshop Messaging

Send reminder messages | 3
class beqins,

* | daw(s) before a

Send amessage |5 % | day(s) before a class
beqins to course instruckors

if at least |5 % | staff members

are nok enrolled,

Thie show'd He bafore Fhe requiar course raminger emais
are fent.

IJse mail client for email dialogs

Absence Lockout

Staff Absence Lockout:  This feature allows districts
to prevent frequently absent staff from registering for
courses.

If enabled, the lockout feature specifies how many
absences should be allowed before a staff member is
locked out. As noted, prior absences will not be
counted.

Note: Manual lockout will not be available unless this
option is enabled. If a district does not want to use
automatic lockout, only manual, then set the number of
required absences to a value that cannot be reached.

Reset Locks: By clicking on the Clear All Locks link,
all staff members that have been locked out will be
restored. Once restored, absences that counted
toward the lockout will no longer count. Staff portfolios
will still reflect the absence, but these absences will no
longer count towards a future lockout, only new
absences.
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The absence lockout feature enables the district
to set a threshold to prevent self-registration
for excessive absences.

Enable the absence lockout Feature and prevent

staff members from reqistering after |15
From the time this Feature is enabled.

absences

Nafa: prior abrances will nof be counfed foward (e
ahsance fockout count,

To clear all registration locks, select the button
below:

i Clear Al Locks
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Certification Management

Features Workshop Options
[ @ General Options
= B Certification Management

Wy Certification Areas

B SEEC

Certification Areas

Teacher Certification Areas:
This section provides the list of
all possible certifications held
by educators.

Note: As the state renames
and changes certification
areas, use the Add, Edit, and
Remove buttons to update this
list.

Enter new certification areas or select an entry to edit

¥ All-Level Music

% All-Level Physical Education

., Assistant Principal

+ Counselor

w4 Driver Education

4., Early Childhood Education

4, Early Childhood Education-Handicapped
3, Educational Diagnostician

¥, Elementary Biology

%4 Elementary Early Childhood Education
. Elementary Earth Science

+- Elementary English

. Elementary French

[

[£

Edit Item

SBEC

Texas SBEC Management:
Check the box to allow your
district to specify your SBEC

number and certification classes.

By default, Texas SBEC will be
enabled. Simply uncheck the
box to disable that feature.
Enter the SBEC CPE Provider
ID.

Instructor Credit:  Set the
number of credits instructors
may earn towards certification
renewal.

Certification Classes:  Districts
can modify the criteria for
certification renewal. Use the
Add, Edit, and Remove buttons
to modify these classes as the
state changes requirements.

Enable Texas SBEC
If wour district is a SBEC CPE provider, enter vour provider ID: l 555555

Instructors may earn '15 | credits toward certification renewal,

Enter new certification classes or select an entry to edit

Class Mame: ‘Years to Renew: Hours Required:

4, Classroom Teacher {150 clock hours every 5 years) #
% Counselor (200 clock hours every 5 years)
‘4, Education Aide (0 clock hours every 5 years)

¥, Education Diagnostician (200 clock hours every 5 years)

% Librarian/Learning Resource Specialist (200 clock hours every 5 years)

4y Master Teacher (200 clock hours every 5 years)

. Principal (200 clock hours every 5 years) i

- Reading Specialist {200 clock hours every 5 years) bl
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The Shopping Cart is an easy way to track rewards based on professional development credits. The cart is composed of a
series of items with various details and credit costs. Workshop can track inventory and purchases within the shopping cart.

Add New Shopping Cart Items New Shopping Cart Item
To meate a new shopping cart item,
Select Add New Item enter the details of the item below,
Item Title:

Shopping Cart Options

Lyt Add New Ttem Description:

Complete the Wizard with title, description, and
initial quantity on hand. If an unlimited quantity
exists, select “Do not track quantities.” Select
Next then Finish .

Repeat this process for all items in the — -
Shopping Cart inventory. Initial Quantity On Hand:
I:I [10o not track quantities:

Item Details Tab kH save | () nactive | 3€ Delete

Edit the title, description, and quantity Shopping Cart het
as needed. The Options heading e
o " . Edit the shopping cart item below,

allows districts to disable quantity i bt
tracking, automatically approve Item Details | Item Picture  Awards
requests, and allow multiple rewards. © oitems ha ey =

ems ve been awal a r‘EEI‘Eﬂ.Iﬂ'EIIﬂ\" requests.
shopping cart item details

Ttem Title:

Credits Required:  Specify which 1 GB Flash Drive
credits are required to purchase this Description:

item. Each credit type that is allowed Flash Drive, 1GB

for the shopping cart will be displayed

here. Each credit type displayed can

have various values, and each value will Quantity On Hand: 20
have to be met in order to purchase the @ Increase Quantity
item. Options:

[ oo not track quantities
[ Automatically approve requests
[ allow multiple awards

Credits Reguired

Tech Bucks D
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Item Picture Tab

Browse for an image and upload it. This
image will appear along with the item
description in the shopping cart for staff
members.

Item Details ~ ItemPicture  Awards

Item Picture

Browse for an image to appear for this shopping item:
For best results, the image should be in PNG format with an image
size of 200 X 200 (pixels):

The image wil display best if wivite space is set as fransparent

! _![ Browse... J[ Upload ]

Awards Tab

View a list of all Pending Requests and
Awarded items. Use this tab to approve
pending rewards if requests are not
automatically approved.

Select the individual request and Approve
or Return Item to the staff member.

Item Dietails Item Picture Awards

Pending Requests Totan 1
il Abbott, Sharon
Reguested: 10/10/2008

Awarded —

- @ AR Aed A o g P gt gh.

| »" approve 3 Return Ttem

Active/lnactive button:  Toggle to make the
item available to staff for purchase from the cart

or hide it from view.

Save or Delete as necessary.

|HSa'u'e i Active | 3 Delete |
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Add Instructors to the list by selecting
the Add Instructor link in the lower left
corner. Choose either a Staff Member or
a Guest Instructor as the instructor type.
Enter the name or email address to locate
a user account.

Note: Before adding a guest to the
Instructors list, that guest account first
needs to be created under Guests .
(Enabling this feature is discussed later in
the manual.) Guests are identified in the
Instructors list.

Instructor Oplions
£z Add Instructor

Instructors
& Abbott; Sharon
& Acuff, Karen 7 Jones, Bobby
4 Benton, Debbie & Kilgo, Mary (Guest)
& Black, Angeles A ki
4 Coffman, Wendy
L Gt et o, BRR]

Edit Instructor

Instructor Tab: Update the phone
number and biography for an instructor.

Survey Results Tab:  Survey outcomes
are viewable as a Cumulative Report or
by Specific Courses. Use the drop-down
lists to choose the survey or course. Print
the survey results as needed.

Signature Tab: Browse for an image to
appear as the Instructor's Signature on
course certificates.

t Instruschos

Edit instructor information in
the following fields, Remaving
instructors from the system
al=o removes them from the
course catalog information.

Instructor Survey Results | Signature

Phillips, sarah

Instructor Survey Results Signature
tor Survey Results
€ Cumulative View  TJ Course View (5 Print Survey

Select professional development survey:
[District Survey ~|

Did you find this course helpful to you and if so in what way?

"'-M*WM““N g

Instructor Survey Results Signature
nstrucTor Siemature

Browse for an image to appear as the
instructor's signature on course certificates:
For best results, the image should be in JPEG format
with an approximate image size of 175W X 50H
(pixels);

| |[ Browse... || Upload |

Page 13 of 87 eduphoria!

No content or materials demonstrating the usage of eduphoria! SchoolObjects may be posted or displayed on any external website or public domain.



Add Guest: Click on the Add Guest
link in the lower left corner to create
a new guest account. Guest
accounts can be used for instructors
as well as attendees of courses as
defined by the district.

Guest Opbions

5 Add Guest

Enter first and last names, email
address, and password for all guest
accounts. Clicking on a guest's
name will allow editing of their
information.

Save or Delete as necessary.

&
=
o
"
5
n

B2 B B9 B3 B2 B B2 6o B9 0o B0 B B0 B0

Blair, Tonya

D, Aaron
Frederickson, Laura
Gail, Tonya
Guest, Captain
Gueskt, Guest
Jackson, Kevin
Kilgo, Mary

M, Colin
Smith, Ronald
Tapp, Michael
Tapp, Tonya
Tapp, Tonya
Test, Colin

b save Guest B Delete Guest

Edit Glest

Enter the information below For a guest
account, Guest may logon ko SchoolCbjects
Far limited application access,

ame

First Name:

Last Name:

e oo
1T |._-I| AAHINESS
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Credit Type Options

[ Create Mew Credit Type

Create New Credit Type: Enter the
details of the credit type under General
Options, or select a specific credit type
to edit the details.

General Options Tab:

« Title of the credit type

¢ A short description (optional)

e Should the credit type be active
(default)

¢ Should the credit type be
available for school courses
(default)

« Should the type be available for
outside credit (default)

e Should the credit type be
hidden on the registration page

¢ Should the type be available for
the shopping cart

¢ The image used to represent
the credit type

Credit Review Tab: The district is
able to assign a staff member to review
and pre-approve the course credits
which involve a specific credit type.
Add Staff or Remove Staff as needed.

For example, the Gifted & Talented
(GT) Credit Type could be assigned to
the GT Coordinator. By assigning the
GT Coordinator as the credit type
reviewer, this allows the GT Coordinator
to control requests for the GT credit
type. The GT Coordinator would need
to review all GT credit type requests
before credit can be granted by the
designated district or school approver.

Save, or Delete as necessary.

Credit Types

[ Comp 06-07
% Comp 07-08
[ Comp 0B-09
® District Credit
{7 GT Credit

B Tech Bucks

w@ Technology
2 Title 1

H Save Credit Type x Delete Credit Type

Enter the details For a credit
tvpe granted For various
bypes af courses,

zener al Options Credit Review

adr Type Detak

Title:

Description:

This credit tvpe is active

This credit bype is available For school courses
This credit bype is available for outside credit
[ Hide thiis credit kype on the course registration
page

[ This credit bype is available For use in the
shopping cart

Select an image that best represents the
credit type.

o Set Credit Type Image

General Options

& Romalati, Daniel

Credit Review

bt =T =T :_:,'; a faviaw SEiT meambars

Add Staff
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Course Categories help organize
courses into particular areas for easier
registration by staff members. Standard
and Group categories can be created.

Course Category Options
|| Add Standard Category
x| Add Group Category

Standard Category: A single group of
like courses

When creating a new Standard
Category, enter the details of the
course category, or select a specific
category to edit the details.
e Category name
« A brief description (optional);
This description will appear on
the Course Registration page
and will take up real estate.
¢ An alternate URL which can be
used to redirect the user to an
alternate registration site (i.e.
regional service center, college,
neighboring district, etc.)
e Category image

Group Category: A collection of
subgroups of like courses

When creating a new Group Category
enter the details of the course category,
or select a specific category to edit the
details. Similar information is entered
for both Standard and Group categories.

Note: Alternate URLs are not an option
within Group Categories.

Group Items Tab: Enter subgroups to
further define course categories.

For example, if Math is a Group
Category, the group items might include
“Elementary,” “Middle,” and “High”
levels or items.

Save, or Delete as necessary.

Course Categories

Group Categories -,
|@ Math

[&z] Electives

Standard Categories -

' Assessment
B Differentiated Learning

&8 Fine Arts
@ Language Arts
[ Math

@ Science _ Bl _
i 3 Edit course categaories in the Following fields, Cotrse
@ Social Studies categaries allow staff members bo view groups of like

y Technology courses when registering.

H Save Category x Delete Category

Arafory L lerals

Category Name:

Description:

Alternate URL:

An alternate URL will send users to a web
address outside SchoolObjects:Workshop,
This could be used For reqistration at
service centers, ekbc,

Select an image that best represents the course category.
& Set Category Image

Group Options Group Ikems

Enter or edit items belonging to this category

Add Ikem

Edit Item
Move Lp
Mowe Down

Remove Ikem
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Training Location Options

% Add Training Location

When adding a Training Location , enter the
details for the location, or select an existing
location to edit the details.

Training Location Details:

e Location name

¢ Physical address of the location

« Driving directions to the location

¢ URL to an online map

e Maximum seating
Note: This number will NOT be used
to determine registration cutoff.

* Any special notes about the location
(optional)

Save, or Delete as necessary.

k= save Location  §¢ Delete Location

raiming Locanan

Edit training location in the fields below, Use a descriptive title,
so that is easier to identify the location when creating courses,

Idarre

Al clress Imfarmetian

Physical Address:

Driving Directions:

URL to Online Map:

[Mesirmim Seerrg

o |

spacal [sotes
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Professional Development Levels
enable districts to configure the
development levels for staff to
achieve.

To create a new Level, select Add
New Level.

[£] Add Mew Level

General Tab:

Type a Title, Description and select
an image to best represent the PD
level.

Mavigate the tabs below boedit information about & professional
development level.

General Credit Requirerents Frerequisite Levels Questionnaire Skaff

orel Davalopimant Lavel Datals

Title:
Gold |

Description:

T T e

F't SR e

Select an image that best represents the professional development program
level.

7 Set Image

Credit Requirements Tab:

Credit Items: Enter the number of credits
for each credit type that must be earned for
a staff member to achieve the specific PD
level. A combination of various credit types
or just one credit type can factor into PD
level achievement.

Granting Credit: Select how credit should
be approved and granted to staff members.
¢ Automatically, once the
requirements are earned
e Principals should approve the
request
e Curriculum administrators should
approve the request

General Credit Requiremnents Prerequisite Levels Quest

To achieve this level, the following credits must be earned:
Comp 06-07

Comp 07-05
Comp 03-09
Diskrick Credit
aT Credit

Tech Bucks
Technology

Title 1

Texas SBEC CPE

NN NN

Instructor Credit

How should credit be granted to teachers?

O Automatically, once the requirements are earned
® Principals should approve the requesk

) Curriculumn administrators should approve the request
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Prerequisite Levels Tab:

If staff members must complete one
professional development level
before completing another level,
select the prerequisite level here.

[ Gold

|:| Bronze

General Credit Requirements Prerequisite Levels Questionnaire Skaff

staff members must already hold one of these professional development
levels to qualify for this level.

Questionnaire Tab:

Once credit is earned for a
professional development level,
questionnaire completion might be
required of staff members. Enter a
guestion and select Add Item . The
item can be edited or removed.

The answers to the questionnaire will
be included in credit requests that
require principal or manager
approval.

General Credit Requirements

Prerequisite Levels Questionnaire Staff

Enter any questions that should accompany a request to earn this level:

., Rate this program.

add Ikem
Edit Ikem

%, How would you describe the experience to someone else?

Staff Tab:

This tab lists all staff members who
have been awarded the PD level
along with the date.

Assign Level — This allows district
staff to manually award a
professional development level to
staff members or groups.

Change Award Date — The calendar
is used to adjust the date awarded.

General Credit Fequirements

fmarded 110212007

= Admin, Intervention
Awarded 11022007

,;, Andrews, Lynn
Bwarded 110212007

,,';. Baskeyfield, Ronald
fwarded 1122007

& Benton, Debbie
fuwarded 1122007

,; Black, Angeles
Swarded 110212007

Prerequisite Levels  Questionnaire  Skaff

Lr- Assign Level

Remove Level

Change Award Date
= Movember 2007 =
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A course survey is either required for attendees or not used at all. If required, attendees MUST complete a survey to
receive credit for a course. Once the course has ended or the instructor has enabled the survey, attendees can complete
and submit the survey. Once the course has been marked completed, the survey is no longer active and attendees cannot

complete the survey.

Add New Survey to create a new survey in
Workshop. If surveys already exist, select one
from the list to copy and then edit its contents.

Give the survey a descriptive title. Begin adding
questions by selecting Add Question. A list of
question types will open.

« Instruction Block — Directions or
information regarding the survey

¢ Multiple Choice - A group of choices and
the attendee can select only one option
that would apply to the question.

¢ Multiple Selection — A group of choices
and the attendee can select as many
options that would apply to the question.

e True/False

* Text — The attendee can type a response
into the text field

¢ Matrix — Columns and rows that allow
attendees to select from a range of
choices. For example, rate aspects of the
class by Outstanding, Satisfactory, Below
Satisfactory, and Does Not Meet
Expectations.

e Calendar — The ability to select a date on
a given calendar

The question type will then appear as text in the
list. Select “Click to Edit Question” to add the data
to the question. Don't forget to click SAVE!

Options to Delete the Survey or Question are
shown on the toolbar. Also, use the blue up and
down arrows to edit the order of the questions.

Once complete, select Publish & Lock . As
courses are created, the choices of all the surveys
are displayed. Once a survey is published and
locked, it cannot be changed due to the fact that
data is already submitted based on that survey.

Create New Survey

To copy an existing survey, select one
in the list below, Otherwise, dick the
next button.

Existing Surveys:
Digtrict Survey
Matri< Question Test
New Survey

I i

(G Publish & Lock | € Delete Survey (5 Delete Question 8 4 | %, Add Question

Title: |Technolagy Survey

s, Add Question |_

* [=| Instruction Block
1 [£] Multiple Choice
[Z] Multiple Selection
[Z] True/False
(=] Text

|Z] Calendar

L -
Delete Survey |5 Delete Question & 4 | %, Add Question
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The goals section allows districts to align
staff development courses to school and
districts goals or improvement plans.

Select Add New Document . Insert the
title with the school/district name.

Identify whether the document is a district-
wide or a school/campus-based
document. If school is selected, identify
the correct school/campus next.

On the Goals Tab, enter the goal number
and text. The goals can then be edited,
moved, or removed.

Save or Delete.

Publish only when all components of the
document have been entered and are
ready to be displayed to district staff
members.

In the future if the goals are modified,
either archive the goal (especially if there
are workshop courses connected to the
goals) or delete it.

*rkkk Report Alert *xxxx
The Goals report displays district goals

data assigned to course and portfolio
events.

Create New Goals Document

To create a new goals document,
enter a title below,

Goals Document Title:

Note: The &ile showd have the school
name inclided,

Is this a district-wide goals document

or a school document?
Document Type:
(® District
) schodl

Select a schoal assodated with this
goals document,

Select School:

il Blue Elementary

[l Colors Administration
Green Elementary

MH# .

k save [E Publish | 8 Archive

& Delete

Enter the goals document details below.,

Document Details

Goal Number:
{ex. I, II, ITI, etc)

Goal Text:

ié a.. The science scores will improve through proper
= teacher education.

Goals

Add Ttem

Edit Item
Move Up

Mowe Down

Remove Item
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Custom fields can be created to allow
additional information to be requested or
added to district courses. This feature
allows districts to customize their workshop
data.

Custom Field Options
|n| Add Custom Field

In Custom Field Options, select Add Custom
Field.

Complete the name and description of the
field.

The Data Type drop-down allows
administrators to choose the type of
information to be entered by the attendee or
manager. These types of data include:

e Text

¢ Number

¢ Decimal

e Currency

¢ Check Box

¢ Phone Number
e Option List *

* Long Text

e Date

¢« Date and Time

* An option list will allow the administrator to
enter customized choices for the attendees.

Choose which types of events should
contain each particular custom field.

Options include requiring the information
AFTER registration and/or actually being
hidden from attendees.

Designate either the Course Manager or the
Attendee to submit the information.

After being saved, each custom property will
be available in the designated event types.

st Pl

IJse the options below ko configure this custom Figld,

Toparty

Descriptiol

This custom property should be assigned to:

[ standard Course [ 1Book Study [ outside Workshop

¥ Campus Course [ professional Development Level [ outside College Course
|:| eCourse

[ This information should be completed/visible after reqistration

[IThis field should be hidden from attendees
Designate the person to submit this information:

() submitted by Manager () submitted by Attendee

[ata Type

Text |£|

Number Custom Properties ‘i‘ Q

Decimal [n] Sub Code
Currency @@ Phone Number

Check Box e i :
Phone Mumber :— Teaching Experience
Option List
Long Text
Date

Date and Time
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DISTRICT AND SCHOOL COURSES

Courses are events that occur at the district level, the local school or virtually over the internet (eCourses). Courses can
involve large groups of participants, small groups or one-on-one meetings with staff members. The term “course” can
represent any professional development or staff development opportunity that is offered throughout the district. The life
of a course begins when a course is created and ends when the course is marked complete. Additional details appear in
the chart below.

= * Course title, description, and credit information are entered.
Course is Created « Dates for publication, registration and course completion are
entered.

Published courses are visible for staff members to view, but not
for registration.

» Courses are published automatically, based on information
provided during course creation.

)3

Course is Published

Registration Begins « Staff members may register for courses, and if courses are full
they can register with pending status.

Registration can be set to close to prevent last-minute

Registration Closes withdrawals and to allow for “walk-ins” the day of the workshop.

g2 | go

Course Occurs * Instructors may take attendance during the course.

e Attendance can be taken by the Course Instructor (if enabled)
or the Professional Development Administrator.

e If asurvey is required, the survey can be enabled during the
course or after course completion.

Attendance &
Surveys

Lol o

¢ Once the course is completed, the Professional Development
Administrator marks the course as completed. This can occur
automatically as well.

Credit (and stipends if selected) is awarded to staff members in
attendance or when a survey is complete.

Course Completes

&l
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Under the Manage Tab on
the left side of the screen,
select Development Events.

Select Courses to see all
district courses.

Management Tools
@ Development Events
'\? Courses

Campus Courzes

| September 2005 M &

& Colin's Course of Testing
9/15/2008 at 3:15 &M

‘% Michelle's TAKS Prep Class
5/18/2008 at 8:30 AM

2 Book Study
9/159/2008 at 5:00 AM

@ Microsoft Word Class
9,/19/2008 at 8:00 AM

@ eCourses & Michelle's Technology Course
= 3 Y
9. Lourse Tdans 9/19/2008 at 2:00 PM
- .; Kindergarten Reading
Strategies
92272008 at 8:00 AM
@ Microsoft PowerPoint
g9,/22/2008 at 8:00 AM
= Gradebook class
9,/22/2008 at 3:00 PM
Narrow the course choices September 2008 e
by choosing the month/year v =
from the drop-down list. phakies g =
January 2006 f :
February 2008 | Search by Keyword v| -
) March 2006 =
Search by Keyword will April 2006 | Math| | @
narrow the search by topic, May 2008
credit, title, etc. June 2008
July 2008
August 2006 _
September 2005 19
October 2008 |
m Change the view by )
selecting Courses or 2 ,H

Sessions from the drop-down
icon.
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Under Course Options,
select Add New Course .

Select New, empty course .

OR

Select Copy existing
course to copy the

information from a course
already in the system.

Course Opbions
[ Add New Course

Create New Course

Would you like to create a new, empty course or copy content from an existing course?

@ Mew, empty course

O Copy existing course

Enter course title and

description.

Enter course dates and

times.

Select Begin Editing
Course.

Course Title

Enter the course title:

| GIT Coordinators Meeting

Enter the course description {optional):

Course Dates

Select the dates and times for the course. If this course
will have multiple sessions, only set the dates for the first

session:

AT Lareand! 1 i

|8126/2008 8:00 AM

|

End Esreand Time:

|8/26/2008 11:00 AM

|

‘ |  Begin Editing Course |

Page 25 of 87

eduphorial

No content or materials demonstrating the usage of eduphoria! SchoolObjects may be posted or displayed on any external website or public domain.



Setup Tab

Manage Tab >
Development Events >
Courses >
Select Course >
Setup Tab

Select Setup Tab to enter the course information and details.

Management Tools |Dctuber20-03 vl 2 - Elsave 3 5 - (0 @ Mark Completed
# Development Events 2 T e
T Courses Teachers iscipline Soa b Tiley Taathers
10/2/2008 at 3:00 AM
a Campus Courses Enrolled: 1
@ eCourses Overview _.C\ttendees Survey | Motes | Discussion
A . Discipline Soateges for Mew Teachers
& StaffManagement
(- S V7 PR o iy e Sy

Title & Description oLrsa e

Information from the New Course Hands Cn Science Workshop
Wizard will be displayed here for Description:

editing.

This session will inchide hands on science experiments that incorporate
Prerequisites and/or Requirements curriculum standards and problem solving skills,

can be listed to alert staff
members of course prerequisites. - )
Prerequisite=Fequiremeani=:
A Direct URL is displayed and can
be used (copy and pasted) to send
to staff members to register for a
specific course.

Science Teacher - Grades 5 -6

Direct LLIRL

Copy the following link for users to enroll directly in a course:

http: ffeduservia, schoolobjects . comfwshopfdefault, aspxrcid=209
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Additional Information

Customized fields are set by the
Professional Development
Administrator in the Workshop
Setup Section.

This additional information could
include a text field, a check box, a
drop-down list, and more.

View Attendee Replies - a report
of attendee responses can be
viewed and then printed.

Complete the following additional administrative information:

Sub Code
\987E54 |

Phone Murmber

Teaching Experience

13-20 vears
21 + vears

'-.-'iew Attendee Fln3|:||in:;II

o

=

Complete the following additional administrative information:

Sub Code
| |

The following questions are to be completed by attendees of this
COUFSE:

# Phone Mumber
# Teaching Expetience

Sessions & Locations

:721;') Start & End Date/Time — Edit the
= dates and times.

Location — Select a location from the
drop-down list. Note: These locations are
preloaded by the PD Administrator in the
Workshop setup section.

Publication Dates Default — Note: Default
publication dates are set in the Workshop
setup section; however, they are editable
for each course.

Substitute — A check box is available to
track if substitutes are required for a
session.

= Report Tab Alert

A substitute report can be created to show
the number of substitutes needed on a
specific campus or district on a certain
date.

Hsave & >
Start Date/Time: [9/24/2005 5:00 aM | e
End Date;/Time: |3/24/2008 11:00 AM | o
Location: i_t?_'_:'e determined v;
Keep publication dates aligned to default options.
[l & substitute teacher is reguired fFor this session,
Page 27 of 87 eduphoria!
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Multiple Sessions

If the course includes more
than one session or

meeting time, use this icon

[E] Add additional sessions

to add additional dates, times, and b save 22 b4
locations. Dates, times, locations,
default publication dates, and Start Date,/Time: |9(24/2008 8:00 AM | g
substitutes all apply to additional
sessions. End Date, Time: |5/24/2008 11:00 4 | &
Location: i_-['E_l_:'E determined v.i
keep publication dates aligned to default options,
[ 14 substitute teacher is required Far this session,

(¥) 9/30/2008 at 8:00 AM to 9/30/2008 at 11:00 AM
Location: To be deter
Status: Session Pers
Substitute Reguired: Mo

E) 10,/1/2008 at 11:00 A™ to 10/1,/2008 at 2:00 PM
Location: Stephen F. Austin Middke School
Stabus: Ses : ]
Subshituke Required: Mo

¥) 10/2/2008 at 2:00 PM to 10,/2/2008 at 5:00 PM

Location: Stephen F. Austin Middls School
Status: Session Pending
Substitute Reguired: Mo

mirsed

Note: When attendees register for
this course, they will automatically
be registered for all sessions.
Attendance is then taken during
each session depending on how
many absences are allowed
throughout the entire course.

Allowed Absences

If the course has multiple &2 Allowed Absences: 0 |
sessions, the default option does
not allow any absences. This
means attendees must attend ALL

Change Allowed Absences: 9,/30,/2008 at 8:00 AM to 9/30/2008 at 11:00 AM

|E | Location: Tobe determined
= Status: Session Pending

sessions to automatically earn
credit for the course.

However, in order to allow
attendees to earn full credit for
attending some of the sessions,
edit the “Allowed Absences” icon.
Click on the Allowed Absences
button and edit the number of
sessions allowed to miss and still
earn full credit for the course.

Subskibute Fequired: Mo

") 10/1,/2008 at 11:00 AM ko 10/1/2008 at 2:00 PM

Location: Stephen F, Austin Middle School
Status: Session Pending
Substitute Required: Mo

i¥) 10,/2/2008 at 2:00 PM to 10,/2,/2008 at 5:00 PM
Location: Stephen F, dustin Middle School
Skatus: Session Pending
Substitute Required: Mo

(¥) Sessions & Locations
[ Publication Dates

& Instructors

'53 Course Managers

[El Course Survey

P
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Publication and Registration Dates
"’.’gTD Edit any dates and times.

Publish — the date/time when the course
information appears on the Workshop
registration page.

Enable Registration - the date/time when
staff members can register for the course.

Close Staff Registration — the date/time
when no more staff members can register.
Note: This can occur after the actual session
date/time.

Enable Course Survey - can occur during or
anytime after the course session date and
time. Note: This option will appear only if a
course survey is required to receive credit.
(See survey button).

Hidden Course - if checked, the course will
not appear on the registration page.

Publish in the course catalog on:
5/19/2008 5:00 AM e

Enable staff members to register on:
5/19/2008 5:00 AM o

Close staff registration on:
9/29/2005 5:00 AM o

Enable the course survey on:
102{2008 5:00 PM i

Check the box below to hide this course on the registration page

| Hide this course

Instructors

Select Course Instructors — Check as
many instructors for the course as
needed. Note: This alphabetical list is
populated in the Workshop Setup
section by the Workshop Professional
Development Administrator.

Instructor Options — Enter any number
of credits that the instructor can earn
from teaching the course.

Grant the instructor the ability to take
attendance.

] Hale, Janie
L] Jackson, Kevin
Jones, Bobby
Ol Kilgo, Mary
Link, Tara

Ol Maxwell, Tim
Ol Phillips, Sarab
O Steele, Arlene
| Winn, Alison

Instructar credik earned Far beaching this course: [0

Allove the instruckar ko kake attendance

Course Managers

Course Managers - Select staff that will
only manage courses they create or
courses they are assigned.

This alphabetical list is populated by
giving a staff member the role of Limited
Course Manager for Workshop in
System Management.

Note: The Course Manager does not
have to be an instructor of the course.

manage courses they create or are assigned,

Baldwin, Michael Ol Jones, Bobbey

Zourse managers have the "Limited Course Manager” role and can only
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Course Survey

Select a district created survey from the drop-
down list.

Requiring the survey will automatically grant
credit to present staff members who complete the
survey.

Enter a value if a different SBEC number should
be printed on certificates. This is useful when
another district is using your facilities and/or
instructors.

Note: Any staff marked absent will not be able to
take the survey. Once the course is Marked
Complete, those who have not taken the survey
will be denied credit. If a survey is NOT required,
it will not be available to the staff to complete.

Select a survey for this course:
Diskrick Survesy

If this course should print a different SBEC

number, specify the value below:

& survey is required to receive course credit,

number an certificates than the district's SBEC

Linked Courses

Selecting linked courses allows
multiple courses to be linked
together for registration purposes.
When a course is linked to another
course(s), registering for any of
the courses will automatically
register the staff member for all
courses.

[ email test {32808
. Curriculumn wWriting (6,5/05)

Book Study (9/19/08)

. Microsaft Word Class (9§ 19/08)

. Kindergarten Reading Strateqgies {9/ 22/03)
[ Micrasoft PowerPaint (9(22j08)

Linked courses require attendees to enroll in the selected courses
when registering for this course.

Y

Course Restrictions

Selecting criteria will specify which
groups are allowed to register for
this course. Limiting the
registration to multiple criteria is
available by selecting as many
criteria as needed.

* School

» District position
* Grade level

e Subject area

e Custom group

[ Teacher

Cehe Elermentary:
[ calors Administration

[ areen Elernentary

] Paraprofessional

To limit enrollment to a particular type of staff member, select the criteria below:

Ol Orange Middle School
O Purple Elementary
[red High Schoal

O Principal P
] Superintendentfsst, Supk,

[ white Intermediate
[ vellow Elementary

[ cother

A

Note: With no selections made,
everyone will be allowed to
register. The criteria ties to
eduphoria users’ profiles.

No content or materials demonstrating the usage of eduphoria! SchoolObjects may be posted or displayed on any external website or public domain.
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Course Credit

Enter values that specify what
credits will be rewarded for
attending a course.

Different values for any number of
credit types can be entered as
needed.

Decimal values are also allowed.
Note: Course Credit Types are

created in the Workshop setup
section.

Enter credit values For completing this course:
CompO6-07 [0 |
Comp07-08 [0 |
Comp0s-03 [0 |
District Credit [0 |
GT Credit
Tech Bucks EI
Technology
Title 1 o
Texas SBEC CPE

Elective Credit

credit.

Allow staff members to elect [ NoNe * | of the following credits to add to
Elective credit can be entered allowing staff | the standard course credit: TDHE
to choose which credit they want to receive. ER—
Comp06-07 |0 | .
_ Comp07-02 |0 | 4
Choose from the drop-down window how Comp 05-0% 5
many credits to be allowed as elective omp te- g
District Credit EI .
GT Credit 3
10
Tech Bucks EI
Technology
. ) Title 1
When attendees register for courses with EI
elective credit, they are immediately sent to Texas SHEC CPE El
their portfolio and prompted to choose
which type of electric credit to receive for
attending and completing the course.

E - A F B T, !
NECEW el fe i I

Owerview Instructor Notes My Notes

New teachers will learn how to complete report cards for the six weeks,
Discussion Survey

0 Be sure to choose your elective credit by clicking on the 'Elective Credit’ button on the toolbar.

No content or materials demonstrating the usage of eduphoria! SchoolObjects may be posted or displayed on any external website or public domain.
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Select 1 items below for elective credit
[rechnology {1 credits)
Citle 1 (1 credits)
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Course Categories

Multiple categories can be
selected for each course. The
courses will then be listed under

Select categories for browsing courses:

the categorles_ Sele_Cted on the [ assessment [ILanguage arts [ Social Studies
Workshop registration page.
[ Differentiated Learning CImath L Technology

Note: Course Categories are [ 1Fine Arts [¥] 5cience
created in the Workshop setup
section.
Course Stipends

) ) Instructor Stipend: $100,00
Course Stipends can be added and managed if enabled
under General Options.
Stipends can be awarded to course attendees and/or Attendee Stipend: $50,00
instructors. Enter the value into the specified field.

If no stipends are involved in the course, simply leave
the values at $0.00.

Options

Stipends can be awarded to attendees when credit is
earned.

OR

Stipends can be awarded to attendees when they
choose the selected elective credit. Choose from the
drop-down list which elective credit warrants the set
stipend.

Manage Stipend Awards

Clicking on the Manage Stipend Awards icon will open
a window with a list of stipend recipients. The blue-
shirted icon represents the instructor, while the red-
shirted icon represents a course attendee.

Printing the Spreadsheet will export the following data:

* Name

« Staff ID (SSN or Local) if part of user profile
e Course Title

» Stipend Type

«  Amount

» Paid Status

* Course Date
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(¥ dward the attendee stipend when credit is
earnead

) when elective credit is used, award stipend
when atkendees select the Following credit bype:

() Award the attendee stipend when credit is
earned

() when elective credit is used, award stipend
when attendees select the Fallowing credit tvpe:

Comp 06-07 b

Comp 06-07
Comp 07-02
Comp 05-09
District Credit
GT Credit
Tech Bucks

Technology
Title 1
Texas SBEC CPE

[ Print Spreadsheet

& Phillips, Sarsh

Ao

& Abbott, Sharon
Amount: 550.00

& Baskeyfield, Ronald
Amount: 550.00

& Blair, Gail

]

Amount: 530

; Mewman, Victoria

No content or materials demonstrating the usage of eduphoria! SchoolObjects may be posted or displayed on any external website or public domain.
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= Report Tab Alert
——

The stipend report creates a spreadsheet of staff

stipend data earned from course participation by school

or district, filtered by dates.

Course Goals
Select which district and school Select goals associated with this course:
gqals should be associated with = Document; Colors ISD Diskrick Goals b
this course. )
Gaal 1. Provide a safe, secure and
orderly environment at school and at
Any number of goals can be school-sponsored events For skaff,
selected. students, parents and patrons of the
Colars IS0,
Goal 21 Continue bo infuse bechnalogy
— into teaching and learning in meaningful
=) Report Tab Alert ways to improve student achievement,
= Goal 3; Achieve an exemplary Diskrick
The Goals report displays district rating in Texas with each campus
goals data assigned to course and achieving a rating above academically
. acceptable and meeting Mo Child Left
portfolio events. Behind standards. v
NCLB
Use the drop-down list to select
thg appropriate subject area for Mathematics
this course and enter the values
for the duration (in hours) and time
period (in days). ]
=  Report Tab Alert ;
The report will display staff
development statistics to assist
with NCLB reporting.
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Attendees that register for courses will be listed with the date and time they registered
listed on one page before having to tab to additional pages.

Enrolled: 4

o Enroll | % - | -
& Abbaott, Sharon
Enrolled: 9f22/2008 at 10:16 4M

& Baldwin, Michael
Enralled: 9,1'22,!'2008 ak 10116 AM

& Mewman, Yictoria
Enrolled: 9f22/2005 at 10:16 AM

a Tapp, Michael
Erralled: 92202008 at 10:16 4K

Owerview  Setup  Attendees  Survey

Motes  Discussion

ﬁ Max Seating: &

Once attendees are granted or denied credit, the icon next to the attendee’s name changes.

ey Preadiig Siraca

Enrolied: 4

Owerview | Setup | Attendees  Survey

an Eneall | By - | 3 -
& Abbott, Sharon
Enrolled: 9f22/2005 at 10:16 AM

a5 Baldwin, Michael
Enrolled: 9/22/2005 at 10:16 AM

& Mewman, ¥ictoria (75% Credit Earned)
Enrolled: 9f22 /2008 at 10:16 AM

ﬁ Tapp, Michael
Enralled: 2f22f2008 at 10: 16 4M

. Two hundred names can be

& Actively Enrolled

" Registration Pending
- (Inactive Status)
Pl Marked Absent
& Earned Credit

) Denied Credit

Multiple Sessions

Navigate between sessions by using the drop-down

arrow to select the correct session based on date and

time.

10202008 s:00:00 am{ v}

10{2012005 5:00:00 4M

10/2712005 g:00:00 A
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Enrolling Attendees

In addition to having staff members register for
a course, Course Managers can also enroll
attendees on this tab.

Simply type an email address or name,
and then select the staff member to enroll in
the course.

Enrollment can occur by selecting individual
staff members, groups or guests.

Choose View Groups to see school and
district groups. Only check staff members
wanting to enroll. Notice the Uncheck All
button at the bottom of the list.

ai Enroll l

% View Staff O View Groups () View Guests

Enter an Email Address or Name T

i, Enroll
() view Staff (&) view Groups () View Guests
[¥|Corder, Janet (Yellow Elementary) ~

Fennmore, Lauren (Blue Elementary, Green
Elementary, Purple Elementary, Yelow
Elementary)

Mewman, Victoria (Yellow Elementary)
[“] Romalati, Daniel (vellow Elementary)
T.E||:||:|r Michael {Yellow Elementary)

] Tapn, Tonva (rellow Elementary)
Uncheck Al ;

Options

@ Course instructors or managers can modify the district
default “Max Seating” number by selecting the icon.

®

Allow Overflow for Registrations

auditorium events.

— Checking this
option will allow unlimited enrollment. This is useful for large

Iﬂ Max Seating: &

Change Maximum Seating:
s |
Enroll pending staff members

Disable Waiting List — Checking this option allows a course to
be capped and prevents a waiting list from being formed.

However, any attendee manually enrolled in the course by an

administrator will be entered on a waiting list.

Temporarily Disable Email Messages

Enable Guest Registration
this course.

Un-enroll All Attendees - Clicking this option will
automatically un-enroll all attendees at one time.

— Checking this option
will allow you to temporarily disable email notifications to
attendees for this course while you make changes in this tab.

— Checking this option will allow
guest attendees, usually from outside the district, to register for

:}| T!
Allow CQverflow for Registrations
Disable Waiting List

Enable Guest Registration
& Unenroll All Attendees

E% Grant Al Credit

Temporarily Disable Email Messages

Grant All Credit — Clicking this option will automatically grant
all registered attendees credit for the course at one time.
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Sorting Views

a

[~}
The ﬁE icon allows the instructor or manager to sort
the views of attendees based on name or enrollment.

i)

%"  Sortby Mame (Ascending)
Sort by Mame (Descending)
Sort by Enrollment (Ascending)

Sort by Enrollment (Descending)

Messaging Options

& When this icon is showing (green circle with “check”), email messaging is enabled for course attendees.

[[E1 When this icon is showing (red box with “x”), email messaging is temporarily disabled for course attendees.

Attendee Options

First select an attendee, and the new option bar will

appear at the bottom of the screen.

iy Status Options = &% Credit Options = Zs Custom Credit

Orverview Setup Attendees Survey Motes Discussion
& Errol | % - K- (@ O me
Enrolled; 4/22/2009 at 11:20 AM
& Acuff, Karen
Enrolled; 4/22/2009 at 11:20 AM
; Baskeyfield, Ronald
Enrolled: 4/22/2009 at 11:20 AM
& Blair, Gail
Errolled: 4/22{2009 at 11:20 AM
& Brewer, Sheri
Enrollad; 4/22/2009 at 11:20 AM
& Carlton, Brad
Enrolled; 4/22/2009 at 11:20 AM

- ; Campusadmin, FE

lled! 4/22/2009 at 11:20 AM

a
a Coffman,
Enrolled: 4/22/2009 3

[ I

= =
C;‘g Status Options = g% Credit Options = Sy, Custom Credit )

Status Options

Selecting Status Options will allow the
instructor or manager to change the status
of the attendee to Active, Inactive, Absent,
or Unenroll from the course.

If a course has multiple sessions,
additional options for marking an attendee
Active and Absent for individual sessions
are available.

Mark Active in Course Roster
Mark Inactive in Course Roster

Mark Absent from Course

& 5 W

Unenroll from Course

;g Status Options. =

Mark Active in Course Roster
Mark Inactive in Course Roster
Mark Absent from Course

Mark Active {This Session)
Mark Absent (This Session)

Unenrall from Course

B & B8 BB B

Status Options -

Credit Options

Selecting Credit Options will allow the instructor or
manager to grant credit or to remove credit from the

attendee.
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a5 Credit Options ~

&5 Remove Credit from Attendee

&h Grant Attendee Credit
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Custom Credit Options

If an attendee needs a customized credit for
attending the course, select Custom Credit .
The choices include Standard, Percentage, or
Custom.

Standard is the regular amount of credit as
defined in the course setup.

A Percentage Credit allows the manager to
grant a portion of the credit for the course. For
example, if an attendee left halfway through a
day-long course, 50% can be granted to that
attendee.

A Custom Credit allows the manager to grant
specific amounts of credits to the attendee.

For example, if an attendee attended two hours
of a four-credit course, then two credits can be
awarded for the credit type of that course. This
is a very flexible option which also allows
credits not typically associated with that course
to be applied.

Custom Credit Type: &) standard ) Percentage ) Custom

35 Custom Credit

Custom Credit Type: O standard (®) Percentage ) custom

Select the percentage of course credit to award:

100 e

Custom Credit Type: O standard O Percentage (¥ custom

Enter Custom Credit:

Comp 08-09
District Credit |0
GT Credit

Tech Bucks

i

T

Right-Click Options

Right-clicking on an attendee’s name gives
the following options:

e Grant Attendee Credit

e Mark Absent from Course

e Mark Active in Course Roster

e Unenroll from Course

» Show Portfolio - This option
opens a window with the current
Portfolio Summary, Entries, and
Certifications for the attendee.

If a course has multiple sessions, an
additional option of marking absent for an
individual session is available.

No content or materials demonstrating the usage of eduphoria! SchoolObjects may be posted or displayed on any external website or public domain.

ﬁ Tapp, Michael

Right Click

Enrolled: 9f2212008 at 1016 A

1 & 8 5 @

Show Portfolio

Grant Attendee Credit
Mark abzent from Course
Mark Active in Course Roster

Unenroll from Course

Grant Attendee Credit .
Mark Absent from Course
Mark &bsent (This Session)
Mark Active in Course Roster
Unenroll from Course

Show Portfolio

i & 0§ b &
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The survey results will be combined and averaged once the course is marked complete.

Results can be printed by using the “Print Survey” option.

[es Reading Sorareses Clas

Enrolled: 4

Owerview  Setup  Attendees  Survey  Notes | Discussion

rf-f‘g Prink Survey

Did you find this course helpful to you and if so in what way?

Mot really, 1 already knew evervthing, :
WES ¥ES YESIIIT Was FANTASTICH ) A
Some of the things were helpfull T really liked the reading group activity that we practiced. Loved the inkeractivity =
during the warkshop, .

W as the instructor knowledgeable in the subject area presented? Pick a number with 5 being the
most knowledgeable and 1 being the least.

Responses Percenktage
1 0 0%
2 0 0%
3 1 33%
4 1 353%
5 1 33%
The instructor was kind and patient.
Responses Percentage
fes 3 100%:
Mo 0 0%

The Notes Tab allows instructors or course managers Instructor Notes -
to communicate information (materials, reminders, —
content, etc.) about the course to attendees or EER =Yl == A

reminder notes to themselves.
Bring Sirategies Binder to class.
The “Notes Visible” check box allows course Dress is casual!

attendees to be able to read the notes posted by the
instructor.

Course File Attachments can be uploaded by
selecting this icon. Simply browse for the file
and upload it. These files can be MS Office files, PDF Course File Attachments Y
documents, media files, and more.

Motes Yisible []

[E1Class Agenda_strategies.doc
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Course instructors and attendees

can use the Discussion Board to
dialogue about course content. Overview | Setup  Attendees | Survey | Notes  Discussion
) | Mew Thread | %y, = !
r‘}% New threads and replies are :
clearly visible and can be |Open the discussion in a new window,
sorted from oldest to newest or r

newest to oldest using the wrench
icon. The system can email the
course creator when new discussion
items are posted. % *l
Note: Discussion Board entries are
permanent and can NOT be deleted.

View Threads Cldest to Newest

(i=1") reads Newes (=]
%" View Threads Newest to Oldest
i"
“p By selecting this icon Email me when a Mew Post is Added

discussions can be opened
in a new window.

Additional Icons - -
|HSEWE # % 0 @Mark Completed

H Save — saves changes to the course information.

Delete — removes course from Workshop and removes all credit granted to attendees. Do Not delete courses
x unless you want all history and credit of that course to be removed permanently from Workshop.

l";i Print Options — additional details follow

[;§ Email Class — opens an editor to compose an email message that will be sent to all attendees. Note: If the option
~ "use mail client for email dialogs" is enabled under General Options Tab > Messaging, the email will not be sent by
the server. Instead it will open your default email program and populate the "To:" field with the email address of every
attendee. This will allow you to send the email as yourself instead of as the system.”
=
Senda to course partici
BAaR|VIEEBI D

Tose

@ Mark Completed — Once a course is completed, attendance has been taken, surveys have been completed, and
any custom credit has been granted, select Mark Completed to close the course.
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Print Options

Print Course Details - displays
details about a course in PDF.

Print Sign-In Sheet — Complete the
wizard to add special notes and
special columns for additional
information needed for attendees.
Select whether or not to include
attendees registered with pending
status. Up to ten blank signature
lines can be added at the bottom of
the sign-in sheet.

Print Certificates — Complete the
wizard to generate certificates to
use with most special certificate
papers or as stand-alone reports.
Choose to print in PDF or Word
format. Select various certificate
options. The certificates will display
as one document for editing,
printing, or emailing.

Print Course Credit — displays
details of survey completion and
credit earned for course attendees
as a PDF.

TI

-

= Print Course Details

Gl Print Sign-In Sheet
B Print Certificates

- &3 Print Course Credit

Sign-In Sheet Wizard

The sign-in sheet wizard enables you
to provide spedal notes for a course,
include a special column, such as 55N,
for attendees to complete and indicate
whether or not to indude reserve
enrolments.

Add Special Hotes:

Sign-In Sheet Wizard

Would you like to indude attendees
that are registered with pending
status?

O fes @’ Mo

Indude I_U_ _‘_’_| blank signature lines
at the bottom of the sign-in sheet.

Ada specil Colums
Add Second Column:
Certificate Report Wizard Certificate Report Wizard
The Certificate Report Wizard wil Select certificate options:

generate certificates suitable for
printing with most special certificate
papers or as a stand-alone report,

select a print format:
(%) Print to PDF

) Print to Word

Page 40 of 87

Show Document Borders
Show Instructor Signature Line

Show Instructor's Electronic
Signature

Show District Logo

|  Print Certificates
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A school course is an event created specifically for one school within a district. This might include staff meetings, school-
based trainings and staff development, etc. A school course is created and edited the same way a regular course is with a
few exceptions. Note: A school course, which is already restricted to staff only at that school, cannot have any further

enrollment restrictions.

Creating a NEW School Course

Add the course title and course description which is optional.

Select the school from the drop-down menu.

When staff members are registering for a specific school course,
they can look for the course in the “School Course” category on

the registration page.

Hew School Course Wizard

Course Title

Enter the course title:

Enter the course description (optional):

Select a school to associate with this course:
Blue Elementary b

Biue Elementary
Colors Administration
- Green Elementary
Orange Middle School
Purple Elementary
Red High School
White Intermediate
“ellow Elementary

School courses are organized by
month/year and by school.

Management Tools
@ Development Events
;‘ Courses

School Courses

B e T I R e
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Select Month: | Apri 2009

Biue Elementary

Fﬁ Staff Development Day
4232009 at 8:00 AM

Yellow Elementary

Bl ESL Strategies
4{24/2009 at 5:00 PM
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Staff members can suggest courses they would like to teach or have others teach, including outside guests.
Staff members will input the requested information when submitting a course. This section demonstrates how to
review a submitted course idea and either convert it to an active course or return it to the staff member.

Manage Tab >
Management Tools >
Development Events >
Course Ideas

Management Tools
Z Development Events

;] Courses
@ School Courses

@ eCourses

W Course Ideas.
Submitted Courses Sibmiitied Courses iz -
This list includes all of the staff- My Submissions to Review -

submitted courses for review.

Sorting

g' Selecting this icon will sort
= the submitted courses by

Attendee or Submission Date.

. Using "Clickers"” in the
¥ Classroom

Abbiott, Sharon

Date: 10/6/2008

Other Submissions A
Writing Strategies for Grades
¥ 2.4

Abbott, Sharon
Diate; 1072008

£ |
%' SortBy Attendee
Sort By Submit Date

Reviewing Submissions

Select a course to see the information submitted by the staff

member.

Updates to the information can be made on this screen.

H Save — Saving will update any edited information for that

course.

Convert to Course — Once the course information is
G updated, selecting Convert to Course will move this
course to the Development Events section.

' Return to Staff— If the course does not qualify or Gt =
'ﬁ requires different course information, the Professional elecr( -
Development Manager can select Return to Staff. A pop-up 3 PH— [Fie pets Clvate  []socsl snudiec
window will appear to type notes to the staff member. An emalil | Oloffecensatedtesnng  [ltanguagears  [Jscence [ZTechnology

will be sent to the staff member.

Cotrse Information

Prerequisites/Requirements:

ooyt
| Admin Conputer Lab

| Jones, Bobby

Date & Time

[T Set Course Start Date/Tme

[™: Set Course End Date/Time:

This course should be approved by:

The course begins on 10/6/2008 at 3:30 PM

The course ends on 10/6/2008 at 5:00 PM

I H Save a Convert to Course .& Return to Staff
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eCourses

An eCourse is a self-paced online course that allows many staff members to complete course requirements in a virtual
environment. eCourses include the ability to view media files and complete assessments to earn district credit.

New eCourse is created and options are selected.

Instructor/Author writes content and assessments in Draft state.

eCourse is moved to Active state.
Enroll attendees or registrations can occur. Attendees can access course
content immediately from portfolio.

eCourse attendees view self-paced course content and use discussion
boards as needed.
Author/Instructor participates in discussion board.

Once all content and assessments are completed, eCourse participants
request credit and submit a survey if required.

Depending on the method of assigning course credit, the eCourse instructor
reviews attendee details (assessments, file uploads, time on sessions,
discussion entries, etc.).

Instructor grants or denies credit.

Archive an eCourse only after the course is no longer applicable for staff
members.
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Select Add New eCourse .

elourse Options
i Add New eCourse

When creating new eCourses, the interface is
similar to creating standard courses with a few
minor exceptions.

New eCourse Wizard

Create New eCourse

an existing course?
(5} New, empty eCourse

) Copy existing eCourse

Would you like to create a new, empty course or copy content from

Enter the course title and description.

Select Begin Editing eCourse.

eCourse Title

Enter the course title:

Enter the course description (optional):

Enter description information below and click the next button:

l Begin Editing eCourse J
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eCourse Setup

The sections of Title & Description, Course
Managers and Course Survey are the same as
with standard courses and will not be
duplicated in this section. Please refer to the
section on District and School Courses.

Overview  Setup

= (=] Course Description:
[=] Title & Description
& Instructors
S Content Authors
‘g Course Managers
E-j Course Survey

eCourse Instructors

Instructors for eCourses are selected the same
way as for standard courses. eCourse
Instructors can do all of the following:

« Enter and edit course content

¢ Review assessments and scores

*  View time details for individual
participants

* View filtered discussion board
comments for participants

e Grant or deny credit

e AR

O Coffman, Wendy
Dinkelkamp, Gail
D Guest, Captain
O Hale, Janie

O Hale, Janie

O Jackson, Kevin

[

Jones, Bobbey
O Kilgo, Mary
[lrirl: Taes

Instructor credic earned for teaching this course:

eCourse Content Authors

For eCourses, Content Authors are selected to
enter and edit course content (chapters, topics
and assessments) on the Instructor/Author
Tab.

O abbott, Sharon
F Acuff, Karen
[IBenton, Debbie
| Black, Angeles
[T coffman, Wendy
| Dinkelkamp, Gail
|:| Guest, Captain
O Hale, Janie

F Hale, Janie

Credits & Categories

The sections of Elective Credit, Course
Categories, Course Stipends, and Course
Goals are the same as with courses and will
not be duplicated in this section. Please refer
to the section on District and School Courses.

No content or materials demonstrating the usage of eduphoria! SchoolObjects may be posted or displayed on any external website or public domain.
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[T Course Credit

W Course Goals

= || Credits & Categories

[ Elective Credit
IE Zourse Cateqgoties
i) Course Stipends
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Course Credit Values

Enter the credit values course attendees will earn for
completing the eCourse. Inputting values for multiple
credit types is acceptable.

Course Retake : Selecting this option will allow course
attendees to retake the course if they fail to earn
credit.

Scoring Credit:

e Pass/Fail — Based on course requirements,
course instructor assigns either pass or fail to
attendees.

* Instructor Review Based on Grade* — Instructor
must review class participation/ requirements and
give a score based on a passing percentage on
objective questions in assessments. If passing
percentage is met, credit will be earned.

¢ Automatic Credit Based on Grade* — Once
course participants receive a passing percentage
score on objective questions in assessments,
credit is automatically earned.

* If one of these options is selected, a value of
passing percentage needs to be entered in the box.

Enter credit yalues for completing this course:

Comp 03-09 o

Districk Credit |:| |
T Credit o]
Tech Bucks EI |
Technalogy lo |

Select the method to assign staff credit

() Instructor assigns pass/fail

The passing percentage on objective questions is:

0 1%

(] allow attendees ta retake the course if they Fail ko earn credic

'@' Instructar reviews and scares based on passing percentage

& Syskem automatically grants credit based on passing percentage

Attendees

Attendees may enroll themselves or be entered
by a Course Manager or Professional
Development Administrator, the same as for
District and School Courses.

[ E
=3
==

This icon allows the Course Manager to
sort the views of attendees.

Use the wrench icon to unenroll all
attendees or grant all credit.

.@

H Save x

@ Draft - | ia T [

Enrolied: 4

Oner e Setup Atkendees Motes

{ £l
& Baldwin, Michael
Emrolled: 10/21/2008 at 4:01 M

,;. Fennmore, Lauren
Enrolled: 10/21 /2005 at 4:01 PM

~ = -
& Mewman, Yictoria

SuUpvey

] [

Discussion

Enrolled: 100212002 at 4:01 PM

& Romalati, Daniel *
Enrolled: 10/21/2008 at 4:01 PM

-

% Grant All Credit

g Unenrall All Attendees
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Status and Credit Options

Once an attendee is highlighted, selecting am Reset to Active &5 Deny Attendee Credit

Status Options allows the attendee to be reset
to active status or be unenrolled from the course.

&, Unenroll from Course & Grant Attendee Credit
& Status Options ~ &% Credit Options -

Once an attendee is highlighted, selecting Credit
Options allows the Course Manager to deny or
grant credit to the attendee.

Right-Click Options

Once an attendee is highlighted, right-click to & Romalati, Daniel - 4 &

grant attendee credit, unenroll from the course, Errolled: 10/21/2008 &t 401 PM 48 # rantAtienace tredit
or view the staff development portfolio of the staff & Unenroll from Course

member.

= Show Portfolio

The Survey, Notes, and Discussion Tabs are the same as in District and School Courses.

Additional Icons

)

Hsave 3 @ Active » | 50~ [

Save — saves changes to the eCourse information.

Delete — removes eCourse from Workshop and removes all credit previously granted to attendees. Do Not delete

-

eCourses unless you want all history and credit of that course to be removed permanently from Workshop.

Print Options — same as for standard courses

Email Class — opens an editor to compose an email message that will be sent to all attendees. Note: If the option
"use mail client for email dialogs" is enabled under General Options Tab > Messaging, the email will not be sent by
the server. Instead it will open your default email program and populate the "To:" field with the email address of
every attendee. This will allow you to send the email as yourself instead of as the system.”

Send a message to course participants:
2 BV |iEEB U
Page 47 of 87 eduphoria!

No content or materials demonstrating the usage of eduphoria! SchoolObjects may be posted or displayed on any external website or public domain.



eCour se Status

The eCourses are divided into active, draft, and
archived states. Use the collapsible triangle to expand
any of the lists.

Draft eCourses are newly created and can be
authored and edited but are not available for
registration.

Active eCourses are those that have been completed
and are now ready for registration.

Archived eCourses no longer allow additional
enrollment. The completion status of each attendee is
retained, along with content; however no further staff
will be able to register for this eCourse.

eCourses

Active el ourses

Draft eCourses

Archived eCourses

i Draft =
@  Draft

@ Active
@ Archive

If designated as an Author of the eCourse, the
staff member will be able to design and create
content for the course.

Select the course to display the Author button.

Note: If the Course Author is different from the
Instructor, the author will only see the Author
button and not the Overview and Participants
buttons.

Instruckorfauthar

Instructor & Author Courses

L4 Standard Courses
Q eCourses

.@ Good to Great: Becoming
Highly Qualified

Instructor & Author Courses
e Standard Courses
@ eCourses

@ Good to Great: Becoming
Highly Qualified
tﬁ Course Cverview

= nts

@ Author

eCourse elements include chapters, topics, and assessments. Each chapter may contain numerous topics and
assessments. However, a topic or assessment must be housed within a chapter and cannot stand alone.

Select Create a New Element to begin creating
content within the eCourse.

elourse Options

[ Create a Mew Element

Options for elements include
e Chapter
e Topic and
* Assessment

Select an action below
eCourse element.

O Create Topic

Add New Course Element

(%) Create Chapter

O Create Assessment

to create a new
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Chapter

Chapters are like chapters in a book. They can hold
numerous topics and assessments.

Enter a title and description for the chapter.

The system automatically assigns Roman numerals to the
chapters.

Save or Delete as needed.

Enter a title for the new chapter.

Title:

Topic

Add New Course Element

Enter a title for the topic. Associate the
new element/topic with a previously

Enter a title for the new topic.

Select & chapter to assodate with the
new element:

created chapter. Title: ¥ Introduction
| & Goals
¥ Learning to Learn
Editing Topics
Enter text into the space and : T =T
modify the text using the H ¥ W v ztopn v b 7 X ' B + @ @ &
various text editing tools on the Sl EE E|liE=EE Ty N a o

toolbar. Hovering over any

button provides help
information. Topics can include
text, hyperlinks, images, media
files, documents, etc.
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ana

Additional Features a o _J = 1

Insert/Modify Image — Browse for an Select Image: | |(Browse... |
image to upload to the topic page. Edit plternats text: | |
the text of the name of the file, the / oAt v
layout and spacing as needed. Upload to insert aigrment: [paseine ¥ Horortsl; ||
to the topic. The image size can be edited by e e S :|

using the handles.
Image Presigw:

Cancel
£ Toggle HTML Source - Use this icon to
view HTML code for the topic.
=== Topic Properties — Edit the topic title —— X
— — asneeded. Upload and attach media = C
=~ files by browsing from the computer — Topic Title:
_ files and entering a t|t|¢. These files Eronte Goms and Pan
can include PDF, word processing, spreadsheet,
presentation, video, sound, etc., documents.
Topic Media Files
Media File Title:
Attach File:
Browse. .
Attach
() Topic Preview - Selecting this icon will
- open a Web preview of the topic.
Page 50 of 87 eduphoria!
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Assessments 3€ Delete Assessment |5 Delete Question & 4 %y Add Question  £] 4,

~ Add Question — To add a question, choose from the
2% drop-down list of question types.

"4 Add Question I
e Instruction Block for providing directions
e Multiple Choice (Graded by the system)
e True/False (Graded by the system)

[=| Instruction Block
[Z] Multiple Choice

« Text for fill-in-the-blank, short answer and essay [=] True/False
questions (=] Text
e File Upload to allow enrolled participants to upload an | File Upload

electronic document for the Course Author/Instructor to
view. (Examples: presentation file, research paper, etc.)

@ Use the arrows to shift the order of selected
guestions within the assessment.
— Assessment Title:
= = Quiz #1
— - Assessment Properties — Edit the title as needed. — o e
Choose between Practice (not graded) or Required Essm_E" L
Test for Credit (graded). Upload and attach media files by @ Practice
browsing from the computer files and entering a title. These ) Required Test for Credit
files can include PDF, word processing, spreadsheet,
presentation, video, sound, etc., documents. Update
Note: Course Instructors will only be able to view assessment
results that are required for credit. Assessment Media Files
Media File Title:
C> Assessment Preview — Selecting this icon will open a Attach File:
% Web preview of the assessment. Browse...
Attach
Delete — removes a question or the entire assessment
as needed.
Copy Course Element
Add New Course Element
Select Copy Course Element to allow a choice Eg:u"—rtszne‘?ﬂgtbauw SEErTE G HEw
of an existing course element to copy. Then i '
specify a new title for that element. i2) Create Chapter
i:? Create Topic
i:? Create Assessment
K Copy Course Element
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Moving Course Content

§% eCourse elements can be shifted up
and down between chapters using the blue up
and down arrows.

P W

Course Content
-4 I: Introduction

Bk Self-Analysis
C-4 II: Goals

----- Create Goal and Plan

@)

If designated as an Instructor of an eCourse, Instructor & Author Courses
additional Course Overview and Participants J Standard Courses Tt rtictor B AnIhne Conrsee
buttons are available.
& eCourses e Standard Courses
D Good to Great: Becoming @ eCourses
Note: An Instructor is also able to create and Highly Quaiified gy Good to Great: Becoming
edit course content and assessments. = HaTiE
E < tﬁ Course Cverview
:%: = Participants
[
= @ Author
i
Course Overview
& Print Course Credit

The Overview Tab shows the credit that is
granted for a completed course as well as
the Course Chapters.

Selecting Print Course Credit will open a PDF
document with a list of:

« eCourse Attendees

e Enroliment Date

e Enroliment Status

e Survey Completion Status
e Credit Earned

et Baescmming et

Instructor overview for this eCourse
Owverview Course Discussion

Course Credit

® District Credit, 12 Credits
Course Chapters

Chapter I Introduction
(@ Chapter I1: Goals

The following credit is given when the course is completed:
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Course Discussion Overview  Course Discussion

S MewThread | % - o |
| Beginning Thoughts Abbott, Sharon, 10/29/2008, 9:23 AM
=/ RE: Beginning Thoughts Fennmore, Lauren, 10/29/2008, 9:26 AM

New Threads are created to begin a
G new topic of discussion. Attendees T
- can reply to the thread or begin a e T
new thread. At
Comment:

> New threads and replies are clearly
“%._  visible and can be sorted from
" oldest to newest or newest to
oldest. The system can email the course
creator when new discussion items are

posted.

can be opened in a new window. " View Threads Oldest to Newest
View Threads Mewest to Oldest

‘E By selecting this icon, discussions * I

Email me when a Mew Postis Added

Participants Good to Great:
@ Becoming Highly
Instructors for an eCourse can view enrolled staff by Quialified
their status in the eCourse. Choose which list of @B Course Overview
attendees/staff members to view by selecting the globe =
icon: aa Partidpants
: 3 '|
. _ & author h
« Pending Review &8 Pending Review
* Active Participants = . .
. @ Active Participants
* Credit Earned G Aciive Poxtidoen
e Credit Denied % Credit Earmed
&) CreditDenied
%" Sort By Attendee
J Each list can be sorted by:
Sort By School
* Attendee Sort By Enrollment Date
e School

¢ Enrollment Date
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Active Participants

Once a participant is highlighted, their eCourse
participation details are viewable.

Once an attendee has requested credit,
additional information appears.

Review the eCourse participant's information below.

Cverview Time Details Staff Discussion

Al e Tk
ALEnoe g

idee I mabtion

.;. Attendee: Victoria Mewman
il schools: Yellow Elementary
[ Enroll Date: 10/21/2003

; Attendee: Daniel Romalati

rim Schools: Yellow Elementary

%% Score on Objective Questions: 0% (The score doss not
meet the passing score of 70%4G)

[ Enroll Date: 10/21/2008

@ Course Attempts: 1

Notes

The Author/Instructor may also write notes by
selecting the View Notes button on the right side
of the top tool bar. Any notes written will be
visible to the attendee.

E}J View Motes \

Time Details

View Session Details allows the
Author/Instructor to view dates and total time the
course attendee was actively logged into the
eCourse content by selecting each session.

Summary Sessions show the dates and times
the eCourse attendee was logged into the course
content.

Overview = Time Details | Staff Discussion

I’y View Session Details

(%) 10/29/2008, 0 hour{s), & minute(s), 19 second(s)
(%) 11/4/2008, 0 hour(s), O minute(s), 16 second(s)

Select Session: | Ch IT: Quiz #1

v

Sessions:
Q'j) 11042008 10:04:37 &M
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Discussion

Staff Discussion — This tab lists only the discussion entries by that eCourse attendee.

Overview

=' Questions!

Time Details Staff Discussion

= RE: Beginning Thoughts

I am looking forward to learning what research has to say about becoming & better teacher.

Anybody else having questions about the reading this week?

e i g whummhﬁmmMﬁMmm—_Mdﬂ b i

Fennmore, Lauren, 10/29/2008, 9:26 AM

Fennmore, Lauren, 11/3/2008, 3:34 PM

Pending Participants

Once a participant has
requested credit after completing
the eCourse, an Assessments
tab will be available. Select the
assessment from the drop-down
menu to see the question set,
the responses, and the
percentage correct (if scored).
Note: Only “required”
assessments will be listed here.

In addition, any uploaded files
from course patrticipants will be
available for viewing or
downloading by the Author.

Y

“~ Redo Assessment -Ifa
course attendee fails an
assessment, the Course Author
can allow them to redo the
assessment. The Instructor
should add notes for the
attendee. Then select Return to
Attendee to allow them to redo
the assessment.

Chverview Assessments Time Details

Select Assessment:

Staff Discussion

What's the best way you learn?

The correct answer is All of the Above

Upload powerpoint
presentation

E Lesson Planning.ppt

% Redo Assessment

& Grant Credit ©) Deny Credit | &3 Return to Attendee

Review the eCourse particpant's information below.

Civerview Assessments Time Details

Select Assessment:

Staff Discussion

| Quiz #2

LT &£

N

Assigning Credit

Grant or Deny Credit — The eCourse
Instructor/Author may either grant or
deny credit to the course attendee.

& Grant Credit &9 Deny Credit
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Staff Portfolios

A Staff Portfolio is a collection of a staff member’s professional development levels achieved, credits earned, workshop
course registrations and state/national certifications.

Professional Development Administrators and Principals can view Staff Portfolios several ways.

Professional Development Administrator Management Tools
Z Development Events

a Staff Management
Manage Tab > < ;
Management Tools > @ View Portfolios
Staff Management > @ Credit Requests
View Portfolios N
ua Locked Staff

'-‘3‘.:‘, Workshop Setup

Enter a staff member’'s name and search to Management Tools Staff Members
view that portfolio. @ Development Everits

& Staff Management

Search for Staff Members @,

E View Portfolins
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This view of a staff portfolio is the same for a
principal and a staff member.

1. Portfolio Summary

» District Professional Development
Levels Earned - display of any
completed PD levels

» Total credits earned to date — sum of
credits earned within the Workshop
application since its initial
implementation.

2. Certifications — display of state
certifications entered by the staff member.
Staff members enter any new certifications
earned.

3. Portfolio Entries

e Credit Items — summary of credits
earned during the current staff
development year.

» Professional Development Events -
list of all registered district courses,
requested outside credits, and status of
credits earned for the current staff
development year.

» Earned Goals — summary of district or
school goals earned by attending
courses associated with those goals.

Note: The beginning month for the
professional development year is established in
the Workshop General Setup on the Manage
Tab.

4. Portfolio Entries from Previous Years  —
includes credit item summary, professional
development events and earned goals from
previous years.

i5a Print ﬁ Registration Lock

District Professional Development Levels Earned:
i Bronze

Total credits earned to date:
=5 GT Credit, 147.5 Credit(s)

Wi Technology, 12 Credit(s)

= Title 1, 10 Credit{s)
B Texas SBEC CPE, 22 Credit{s)
£ Instructor Credit, 44.5 Credit{s)
B, Tech Bucks, 11.5 Credit(s)

': District Credit, 103 Credit(s)
& Comp 07-08, 33 Credit{s)

[ Comp 06-07, & Credit{s)

B Elementary Life-Earth Science (Lifetime Status)
Bl Assistant Principal (Expires January 2009)
B Elementary Earth Sdence {Expires March 2010)

Credit Items:

.0 GT Credit, 3.5 Credit(s)

w4 Technology, & Credit(s)

2 Title 1, 10 Credit(s)

B Texas SBEC CPE, 10 Credit(s)
& Instructor Credit, 24,5 Credit(s)
B Tech Bucks, 2.5 Credit(s)

Professional Development Events:

= Workshop Training, October 20, 2008

2 Survey Test, October 14, 2008 [Registered]

@ Test entry, October 13, 2008 [Request for Credit Denied]
& Janet's Course, October 12, 2008 [Absent]

@ First Aid Training, October 8, 2008 [Registered]

+ Gradebook Preparation, October 2, 2008 [Registered]
L Colin's Course of Testing 2, September 24, 2008

4 Michelle's Technology Course, September 19, 2008
@ Colin's Course of Testing, September 18, 2008

.; Colin's Course of Testing, September 18, 2003

@ NECC, July 2, 2008 [Request for Credit Denied]

& Math Curriculum Writing, June 10, 2008 [Registered]
@ Curriculum Writing, June 5, 2008 [Registered]

Earned Goals:
12 Colors 1SD District Goals

Goal: 1.. Provide a safe, secure and orderly environment at school
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Credit Earned per Course & Using "Clickers” in the Classroom, October 20, 2008
i Silver, October 20, 2008
;? PowerPoint for Beginners, October 16, 2003
m Technology, 3 Credit({s) @
(s Texas SEEC CPE, 3 Cradit(s)
@ PowerPoint for Beginners, October 16, 2008

L& Survey Test, October 14, 2008 [Registered]
“‘h—w&m*,m

By selecting a course title, the credits earned will
appear beneath the course entry.

Print & Registration Lock

Print — displays a PDF document for printing.

el
M Registration Lock - this option can be used to manually lock (SaPrint | g Registration Lock
B  a staff member from enrolling in courses.

Note: An automatic registration lock after a certain number of
absences can be enabled on the Workshop General Setup on the
Manage Tab.

When a staff member wants to transfer their k™ Portfolio Transfer -
eduphoria! Workshop portfolio, the district _
administrator may Create Export File to a .wxe [ Create Export File

file. This can be saved and taken (emailed) to LY ImportPortfolio Wizard

another Workshop district.

Import Transfer Portfolio | oad Import File
Select a file provided by another school district and click the upload button.
When a new staff member has a | |[Browss... ]| Upload |
Workshop portfolio file to import, follow
the Import Wizard. R I S

Source Staff Name: Sharon Abbott
Local staff Member: Sharon Abbott

Search for the staff member and select
the name to open the portfolio. Select
Import Portfolio Wizard.

If this is correct, click the next button at the bottom, right of the screen.

| Credit Type Matching
Upload the .wxe file and make sure the

names of the staff member are both Match imported credit types with local district credit types.
correct. Credit types not matched will be ignored.

Imported Credit Types  Local Credit Types
Match the imported credit types with local

and district credit types. Any credit types District Credit [DistrictCreat ||

that are not matched will be ignored and

therefore, not imported. Title 1 | Do Not Import |
Technology | Do Mot Import v.|

Complete Import Process
Select Complete Import Process |[ d d ]i
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Attendee Tab

Professional Development
Administrators have the option to
view staff portfolios from the course
Attendees Tab.

Right-click on an attendee’s name for
the option to show their portfolio.

Ovepwiew

S Enroll

Setup
B v | W2

Survey

Mokes Discussion:

45 Abbott, Sharon

Enralled: 10/12/2008 at SR

Grant Attendee Credit

Mark Absent from Course
Mark Absent {This Session)
Mark Active in Course Foster
Unenroll from Course

Show Portfolio

LUIR SO T o

Principals

On the Principal Tab, select View
Staff Portfolios to search for a staff

Principal Tools
& View Staff Portfolios

staff Members

member’s portfolio. This view of a Seaecti: R SUH Mnticns | @
staff portfolio is the same for the @ Credit Item Requests
Professional Development
Administrator and the staff member.
Staff Members
Registration & Portfolic My Portfolio
A staff members’ portfolio view is similar o I
to the Principal and Professional E + Course Registration @ Portfolio Summary
Developme_nt Administrator’s view - with 5 @ My Partfolio Cortifications T
one exception. Staff members see the =
current certifications and courses in a list 41 Ga Shopping! Ba Technology Applications

view.

The list allows staff members to make a
selection of a certification or course and
find more options.

A certification entry can be printed or
deleted. For certifications that have
expiration dates, staff members can print,
delete, and edit the start and renewal
dates. The credits that apply to earning
that certification are also listed so the staff
member is always aware of certification
standing.
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B Elementary Self-Contained
Lifetime Status

June 2008 to May 2009 -
J PowerPoint for Beginners
DOctober 16, 2008

? Survey Test
October 14, 2008

% Bronze
October 13, 2008

= Discipline Strategies for New
Teachers
October 13, 2003

=@ Tech Refresher
October 10, 2008
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Portfolio Icons

o= Discipline Strategies for New
Teachers
October 13, 2008
&9 Book Study with Team
October 13, 2008
a Master's Reading Program
O-:U:".:.-EI' EE. 2003

o

No content or materials demonstrating the usage of eduphoria! SchoolObjects may be posted or displayed on any external website or public domain.

District or School Course

Portfolio Entry
(Submitted for Approval for District Credit)

0| @l

Portfolio Entry
(Not Submitted for Approval for District Credit)

77
ey
~

eCourse
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Add New Certification

Staff members enter their own certifications
through their portfolio in Workshop.

In Portfolio Options, select Add New

Add New Certification

Select a certification below to add to your certification list:

Certification. 5, All-Level Art A
%, All-Level Learning Resources Specialist =
Portfolio Options oy All-Level Music =
_ #a All-Level Physical Education
& Add Mew Portfolic Entry @ Assistant Principal
Be: Add New Certification 4., Counselor
¥, Driver Education
‘¥, Early Childhood Education
Select a type of Texas certification to add to the W, Early Childhood Education-Handicapped
portfolio. For multiple certifications, this process %, Educational Diagnostician
will need to be completed for each type of 4, Elementary Biology
certification held. %, Elementary Early Childhood Education
o ) ) ¥, Elementary Earth Science =
Once the certification type is selected, click
Next.
Renewal Requirements Renewal Req uirements
Does the certification need to be Is this certification subject to SBEC renewal requirements?
renewed? Select Yes or No. @‘Fes, I will need to renew this certification
O Ma, I met the requirements for a lifetime designation
If YES is selected: Next Renewal Date
Next Renewal Date Select the month and year when this certification will
need to be renewed:
Select the month and year when the Month:
certification needs to be renewed. | October v|
. . . Lo . Year:
This date will be marked with the certification 2008 v
and is a good reminder for the staff member
and administrators.
Classification
Classification Howy is this certification classified?
O Classroom Teacher {150 dock hours every 5 years)
Ne>_(t, select how the certification is classified, () Gounsclor (200 duck hours every. 5 years)
noting the nu_mbe_r of clock hours needed to O Education Aide (0 dock hours every 5 years)
fulfill the certification renewal. o
O Education Diagnostician (200 dock hours every 5 years)
O Librarian Learning Resource Spedalist (200 dodk hours every
i 5 years)
WOTkShOp WI” then keep traCk Of the OMasher Teacher (200 dock hours every 5 years)
certifications and the number of credits (clock
hours) earned to date for the renewall O e e g T
O Reading Spedialist (200 dock hours every 5 years)
) superintendent {200 dock hours every 5 years)
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Start and Renewal Dates can be modified
as needed by the staff member.

If NO is selected:

Select how the certification is classified.

For Texas Lifetime Certifications, it is simply noted in the staff
member’s portfolio.

= Print | 8 Delete Certification | & “ial Dabe | 2

h Classification: Classroom Teacher

Lifetime Certification Status

=aPrint 3 Delete Certification = ) StartDate = ¥ Renewal Date

h Classification: Classroom Teacher, Renewal Dates:

Start=April 2005 Renewal=April 2010
150 CPE clock hours are required each 5 years

0 Visit www.sbec.state.beus for information regarding teacher
certifications and renewal information.
OPE Credits
The following SBEC CPE credits were earned during the required
renewal period:
2 PowerPoint for Beginners
October 16, 2008 (3 SBEC credit hours)
2 Discipline Strategies for New Teachers
October 13, 2008 (12 SBEC credit hours)

# Michelle's Technology Course
September 13, 2008 (2 SBEC credit hours)

Total CPE Hours: 17

Classification

Howy is this certification classified?
() Classroom Teacher
) Counselar
() Education Aide
() Education Diagnostican
O Librarian/Learning Resource Spedialist
() Master Teacher
O Principal
O Reading Specialist

() Superintendent
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Credit Item Requests

Staff members who attend non-district staff development, college courses, conferences (not using eduphoria! Workshop
registration), etc., can add them manually to their workshop portfolio. If the staff member is not seeking district credit for
the course, the entry will be added to their workshop portfolio.

If the staff member is seeking district credit for the outside course, additional information is needed and approval is
required. The District Professional Development Administrator sets the standards for how these new credit requests will
be approved. (Note: Workshop General Setup)

Requesting Credit Items

New Portfolio Entry

Staff members enter their own course information through
their portfolio in Workshop.

In Portfolio Options, select Add New Portfolio Entry.

| What type of entry do you want to include in your portfolio?

Portolio Options . .
KL EIONG Op LIS (* outside workshop or conference

@ Add New Portfolio Entry () Request for district professional development level
lc_g Add Mew Certification () College course
) other

Select the type of portfolio entry to be added.

Note: Requests for District Professional Development
Levels is explained under the Levels section of this manual.

Enter a title and description of the type of
portfolio credit request.
Enter a title for this entry:

Enter a description:

_Enter _the _Start and End Dates, Enter the date when this entry began: Enter the date when this entry concluded:
including times.
October 2008 September 2008
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
28 2 i 2 3 1 i1 1 2 3 34 3 &
5 65 Z & 8 44 14 Z 8 8 1 1 13 13
i 13 18 15 1 17 18 & 15 16 I¥ 18 18 20
19 28 21 2 23 24 25 21 22 23 24 2 X &
26 27 28 29 30 31 1 23 29 30 2 3 =5
g G 8 s e g = &. 1 @& § 1 ‘1i
Select the starting time for the entry: Select the ending time for the entry:
08 (%30 vl AN w [03 %]:[30 w[pu |w
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If No is selected:

District Credit
The er.]try will be add.ed to the .Staff mem_ber’s Would you like to request district credit for this entry?
portfolio and no credit hours will be applied to
the entry. Ofes
& o
If YES is selected:
Credit Types

Enter the number of credits requested for each
of the credit types for the out-of-district course.

For example, a teacher who attends a two-day
Regional Service Center workshop in the
summer for 14 hours might enter “14” for Comp
08-09 and “14” Texas SBEC CPE credit.

Multiple types of credits can be selected in the
request.

Associate Goals

If district or school goals are achieved by
attending the outside course, select the
individual goals met by expanding the goals
listed.

Enter the value of district credit requested:
Comp 06-07 0
Comp 07-08 0
Comp 08-09 0

District Credit 0

GT Credit 0
Tech Bucks 0
Technology 0
Title 1 0

Texas SBEC CPE |0

Include any comments about the credit request below:

Associate Goals

To associate goals with this request, expand the items
below and check the appropriate goals

Document: Colors ISD District Goals

Document: Blue Elementary - Campus Goals

Submit Request for Credit

Submit the request now OR wait until a later
date so that modifications can be made and
attachments can be added.

Submit Request for Credit

Would you like to submit your request for credit now or at a later time?
Submitting at later time will allow you to modify the information
supplied in this wizard and add file attachments.

O Mow

(&) At a later time, after I modify the entry
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If a credit request is delayed until later, the staff member selects the entry from their portfolio to make modifications.

Notes can be added to the request and attachments can be uploaded. Select the paperclip to upload electronic
documents such as PDF files, Word documents, etc.

Credit types requested and associated goals can be modified also.

Save, or Delete as needed.

Entry Details MNotes Credit Requested

Ha s B FIiEEB L U

Goals

K save

[B] submit for Approval 3 Delete Entry

Technology Integration Class

Entry Details = Motes = CreditReguested = Goals

o Credit has not yet been requested for this entry.

Request Details

Request Type:
This credit request is for an outside workshop,

Entry Date:
September 30, 2008 at 8:30 AM

End Date:
October 1, 2008 at 3:30 PM

Description:
Technology Integration Class

Credit Reguested:

Technology, 14 Credit(s)

Once complete, the staff member selects Submit for Approval.

Status notes are added to the level request.

H Save

@ Submit for Approval x Delete Entry t

o Credit has been requested and is pending approval.
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Once submitted for approval, Professional Development Administrators or Principals need to view the requests.

To approve credit requests, navigate to the Manage Tab.

Manage Tab >
Management Tools >
Staff Management >
Credit Requests

Management Tools
& Development Events
= Staff Management
a View Portfolios

@ CreditRequests
i Lodked Staff

% ‘Weorkshop Setup

Credit Item Reguests
4@ Abbott, Sharon

& foprove 3 Deny Credit

-

Yellow Elementary

Datet September 30, 2008
Reguest Delails
Request Type:

This credit request is for an

Regional Service Center Workshop,

outside workshop,

September 30, 2008

For Principals, navigate to the Principal Tab and then Credit Item Requests

Select a staff member’'s name from the list of Credit tem Requests. The staff member’s portfolio will appear along with

the specific details of the request.

Districts may designate certain credit types to be approved by a certain staff member. That credit type has to be reviewed
and approved first, before the entire credit request can be approved.

Credit Types

[f) Comp 06-07
% Comp 07-08
@ Comp 08-09%
5 District Credit
{7 GT Credit

B, Tech Bucks
iy Technology
@ Title1

b save Credit Type 38 Delete Credit Type

Enter the details For a credit bype granted for warious bypes
of courses,

Credit Review

General Options

aprar
arbers

& Romalati, Daniel

Add Staff
Remowve Staff

For example, a district Technology Director, Daniel Romalati, has to review and approve technology credit requests first.
Then the credit request moves to the staff member’s principal for approval. Once approved by both administrators, credit
will be awarded to the staff member.

District Credit |0

Greredt [0 |

Tech Bucks D

Technology (&) This credit type is being reviewed.
Title 1 0

e TS L
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As credit requests are being reviewed, the Professional Development Administrator has the rights to modify the credit
items requested. Simply edit the values in the Credit Item section.

Credit Type Review Credit Review Requests & Approve 3 Deny Credit
=S
5 @ Credit Type Review @ Newman, Victoria
ke Tech Conference ~ < I
2 @ Abbott, Sharon “ Regional Service Center Workshop, September 30, 2008
Regional Service Center War...
=
@
@ Request Type:
5 This credit request is for an outside workshop,
k=1
o
& Entry Date:

September 30, 2008 at 8:30 AM

End Date:
October 1, 2008 at 3:30 PM

Description:
Technology Integration Class

This portfolia request has been flagged for review, due to the following credit requests

Credit Type: Technology
Credit Value: 14

Comp 06-07 0

compoz8 [0 |
compogoa [0 |
DistrictCredit [0 |
araedt [0 |
Tech Bucks E‘
Technology 24 1

Either Approve or Deny the Credit. A text box will appear to create a note to the staff member explaining the credit
decision.
3 Deny Creditl

Select Submit or finalize the request. B XA i=EiEs LU

" Approve [x Deny Credit

I
=
N
=

EE R et =

Congratulations!

A message is emailed to the staff member explaining the status of the request.

Yfour request for credit for Silver has been approved by Bobby Jones. You can view this entry in
your portfolio at hitp:Yeduseria schoolobjects. comfwshop.

Once credit has been granted, the status note will be adjusted in the staff member’s portfolio.

0 Credit has been granted for this request. Comments: Congratulations!
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If credit type changes were made by the credit reviewer, those changes will be noted along with any notes from the
reviewer.

District Credit [0 |
GTCredt [0 |
TechBuds [0 |

-~ ) This credit type has been approved by Daniel Romalati.
Technology |12 .
—— Comments : You really should only receive 12 hours due to lunch,

Title 1 o0
e S L NS CPS—————
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Professional Development Levels

Professional Development Levels (PD Levels) are stages that staff members can reach by completing specific staff
development hours. The district designates which credit requirements staff members must achieve to reach a level. The
district also decides if the completion of a level should be granted automatically or approved by a district staff member.
When a staff member completes a staff development level, he or she will request approval of that level. Once approved,
the new credit level will appear in the staff member’s portfolio.

Create New PD Level

Mavigate the tabs below to edit information about & professional
development level.

To create a new level, select Add
New Level.

[2] Add New Level

General Credit Requirements Prerequisite Levels Questionnaire Staff

Title:
|mald

Description:

Under the General Tab, enter a title,
description and select an image to
best represent the PD level. T

Select an image that best represents the professional development program
level.

7 Set Image

Credit Requirements General | Credi Requirements | Prerequisite Levels  Quest
Enter how many credits of each type must be To achieve this level, the following credits must be earned:
earned for a staff member to be awarded this Comp 06-07 D
PD level. Requirements can include a Comp 07-05 D
combination of multiple credit types or just
; Compo3-03 [0 |
one credit type.
District Credit [0 |
Select how credit should be approved and GT Credit D
granted to staff members. Tech Bucks D
Technology EI
- . Title 1
« Credit is automatically granted once the He D
requirements are met. Texas SBECCPE[D |
»  Principals should approve the request. Instruckar CreditEl
Requests will be sent to staff member’s
respective principal. How should credit be granted to teachers?
¢ Professional Development Administrators () awkamatically, ance the requirements are earned

should approve the request. All requests
will be available for all PD Administrators
to approve or deny.

® Principals shiould approve the request

() Curriculum administratars should approve the requesk
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Prerequisite Levels

Genetal Credit Requirements Prerequisite Levels Queskionnaire Skaff

If staff members must complete one
professional development level ]
before completing another level Staff members must already hold one of these professional development

_ levels to qualify for this level.
select the prerequisite level here. qualty

[ Gald
|:| Bronze

Questionnaire General Credit Requirements Prerequisite Levels Questionnaire Staff

Once credit is earned for a PD level, : ’
a questionnaire might be required of Enter any questions that should accompany a request to earn this level:

staff members. Enter a question and

select Add Item . Add additional

items if needed. The item/question . Rate this program.

can be edited or removed. %, How would you describe the experience to someone else?
Staff General Credit Requirements Prerequisite Levels Questionnaire Skaff
This tab allows district staff to Awarded 1122007 A
manually award a PD level to staff S Admin, Intervention '
members or groups. Awarded 11/Z]2007
& Andrews, Lynn
Awarded 11/2f2007 Change Award Date
,,'; Baskeyfield, Ronald % Movember 2007 =
Awarded 1122007 SMTWTTF S
& Benton, Debbie % % % 3?—1 é % 13
; rag 4 26 £ 8 2 10
- fwarded 11/2/2007 012 13 14 15 16 17
@ Black, Angeles : 18 19 20 21 22 23 24
Awarded 11022007 w25 26 27 26 29 30 1
2 3 4 5 6 7 8
To award a PD level. select ASSign General Credit Requirements Prerequisite Levels Questionnaire Staff
Level. Search for staff members “
individually by name or by groups of @) view Staff Merbers ) view Groups
staff members. Click Here and Enter an Email Address or Staff Member's Mame o,
—_
Save Delete
Once selected, the level can be : o _ _
removed and the Calendar can be :\lei\éllgate the tabs below to edit information about a professional development
Used tO adJUSt the date aWarded General Credit Requirements Prerequisite Levels Cuuestionnaire Staff
& Mewman, Victoria
Awarded 10/20/2008
Change Award Date
& Ockober 2008 =
SMTWTFS
28 2930 1 2 3 4
5 6 7 8 2 1011
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 28 30 31 1
2 3456 78
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EXAMPLE

Teacher Sharon has earned 23
Technology credits. To reach the
Silver PD level, she needs to earn a
minimum of 20 credits. She now
needs apply for that level by
submitting a request.

Once a staff member has earned the
minimum amount of credits to
achieve a professional development
level, he or she must apply for the
PD level.

Portfolio Summmary for Sharon Abbott

ﬂ' Bronze

'I'utal credits earned to date:
- Instructor Credit, 0 Credit{s)

5 District Credit, 13 Credit(s)
2 Title 1, 6 Credit{s)

District Professional Development Levels Earned:

The staff member completes these steps
during the PD level application process:

1. Under Portfolio Options, select
Add New Portfolio Entry.

Portfolio Options
@ Add Mew Portfolio Entry

2. Select the “Request for district
professional development level”
button.

3. Select the PD level requested.

4. Answer the questions to complete
the application.

No content or materials demonstrating the usage of eduphoria! SchoolObjects may be posted or displayed on any external website or public domain.

Mew Portfolio Entry Wizard

New Portfolio Entry

() Qutside workshop or conference
REquEst for district professional deveiupmentieu’é o

O Crllcas ol
) Other

What type of entry do you want to include in your portfolio?

Professional Development Level
Request

Which district professional development program level
would you like to request?

O cold

(*) Silver

Professional Development Questions

Please answer the following questions to complete your application for this level.

Explain new knowledge gained through this accomplishment.

Comments or suggestions on the process of earning this level.
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5. Submit the request now or at a
later date. Delayed submission
enables the requestor to make
modifications and add
attachments.

Request

O MNow

() At a later time, after I modify the entry

Submit Professional Development Level

Would you like to submit your request for credit now or at a later time?
Submitting at later time will allows you to modify the information supplied
in this wizard and add file attachments.

If a request is delayed, a staff
member selects the PD level request
from their portfolio.

Notes can be added and
attachments can be uploaded as part
of the request.

Select the paperclip to upload

K save | [ submit for Approval 3 Delete Entry

Entry Details Motes

0 Credit has not yet been requested for this entry.

Entry Details

Professional Development Reguest
Silver

Request Date

Questionnaire Goals

electronic documents such as October 20, 2003 R T R P
PDF files, Word documents, etc. bt Quesiionanes | Gans
.Request Quegtiopnajr| v Fotes -
Questionnaire answers can be HeEy B (Flizi=B I U
modified before submitting the
request for approval.
Save, or Delete as needed.
ortfolio File Attachments %

Once updated and complete, the _
staff member selects Submit for b save [ submit for Approval € Delete Entry
Approval.
Status notes are added to the PD Entry Details
level request.

0 Credit has been requested and is pending approval.

Entry Delaiils

Professional Development Request

Silver

Request Date

QOctober 20, 2003

Request Questionnaire

-Explain new knguladae
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Once submitted for approval, Professional Development Administrators or Principals need to view the requests.

To approve Professional Development Level requests, navigate to the Manage Tab.

Manage Tab >
Management Tools >
Staff Management >
Credit Requests

Management Tools
& Development Events
& Staff Management
& ‘View Portfolios

P Credit Requests

Credit Item Requests 2 - o Approve 3€ Deny Credit
@ Abbott, Sharon

Yellow Elementary
Date: October 2

u Requesting Silver

Select a staff member’'s name from the list of Credit tem Requests. The staff member’s portfolio will appear along with the

specific details of the request.

Either Approve or Deny the credit
request. A text box will appear to
create a note to the staff member
explaining the credit decision.

Select Submit to finalize the request
approval or denial.

An email will be sent to the staff
member explaining the status of the
request.

Once credit has been granted, the
status note will be adjusted and
comments will appear for the staff
member in their portfolio.

3 Deny Credit I

BeB| V| iE=EB I U

" Approve lx Deny Credit

=

2 d B(WVIEEER 7
Congratulations!

Your request for credit for Silver has been approved by Bobby Jones. You can wiew this entry in
wour portfolio at http:ffedusemia. schoolobjects. comfwshop.

9 Credit has been granted for this request. Comments: Congratulations!

If a staff member tries to create a PD

Level request without earning the
necessary credits, they will not be

able to complete the request wizard.

Create Entry

There are no professional development levels available to apply for.
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Report Tab Alert

Professional Development Levels Report  — displays
which PD levels staff members have earned or been
awarded.

Choose between the different document views.

View levels by staff member - lists staff members
and PD level(s) earned

View levels by staff members (include all staff
members) - lists all staff members and PD level(s)
earned or not earned

View staff members by level - lists PD level(s) and
staff members who have earned each level

Choose All Levels or a specific Professional
Development Level, and then filter by district or
specific school.

This report will export to a PDF document.

Page 74 of 87

() View levels by stalf member
2 View levels by staff member {Indude Al Staff Members)
O view staff members by bevel

Professional Development Level:

All Levels -
Filter Campus:
Entire District -

4 Submit Report
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Shopping Cart

The Shopping Cart is an easy way to track rewards based on professional development. The cart is composed of a series
of items with various details and costs for staff members to “buy” with their workshop “credits.” Items in the shopping cart
typically are technology related, curriculum and lab equipment, or can be customized to meet a district’'s unique incentives.

Enable Shopping Cart Feature

Management Tools I save Changes
;Y'_Q Development Events

&  Staff Management

Manage Tab >

4 Workshop Setup Mavigate the kabs below to edit general
Management Tools > @ Gerieral Optians options for SchoolCbjects: Warkshop,
WOI‘kShOp Setup > 4l Shopping Cart Features  ‘Workshop Options

General Options >

=
& Instructors
Features Tab

= =
&8 Guests EiE] School Courses
[ CreditTypes —

) Professional Development Levels
[Z] Course Categaries ;

ﬁé Goals Integration

Confirm that the Shopping Cart % Training Locations o

Feature is enabled. PO Levels (= Guest Access
.Q] Course Surveys b,’ Staff Course Suggestions
2 coals ,El,l eCourses

Note: Unless noted as [Disabled]
the feature is working and visible to
district staff members.

[N Custom Fields

; Shopping Cart

Create Shopping Cart Credit Type

When creating credit types, designate at least one that is available for use in the shopping cart.

Management Tools Credit Types Save Credit T Delete Credit T
Yp ype ¥pe
53 Devel t Events =
.:? velopment Even ) Comp 06-07
@ St=ffManagement 4 Comp 07-08
% Warkshop Setup 7 Comp 08-09 Enter the details for a credit bype
@ General Options ¥ District Credit granted for various types of courses,
,;J Shopping Cart 7 GT Credit General Optians Credit Review
; Instructors a gediiucis i
L ¥ Technology %
& Guests Title:
= o Title 1
. Tech Bucks |
D Credit Types
ﬂ Course Categories Description:
5 Training Locations These classes wil earn points

that can be spent in the store!
PD Levels

@ course surveys
12 Goals

[n] Custom Fields

This credit type is active

This credit bype is available for school courses

1 This credit type is available for outside credic

[ Hide this credit tvpe on the course reqistration page

h} This credit type is available for use in the shopping car_D

Select an image that best represents the credit type.
B, Set Credit Type Image

Note: More than one credit type can be used for the shopping cart in the system. However, do not use a credit type for
the shopping cart that is also used for maintaining certification or professional development levels.
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Managing Shopping Cart

Manage Tab >
Management Tools >
Workshop Setup >
Shopping Cart

All of the Shopping Cart Items will be
listed on this screen once entered.

Management Tools
';] Development Events
& Staff Management
% VWorkshop Setup

@ General Options

[ =4

o

"M

[}

I} Credit Types

.j—_ Course Categaories
-‘5 Training Locabions
PL Levels

d courze Surveys
is Goals

(n] custom Fields

Manage Shopping Cart

Shopping Cart Items
& Projector
0 Pending, Status: 10 Available

ﬁ Listening Center
0 Pending, Status: Inachve

= Math Manipulatives Grades K-
.‘?d‘_ 5

0 Pending, Status: Inactve
& Elmo Visual Presenter

0 Pending, Status: Unlimited Gty
i Tlominated Globe

0 Pending, Status: 15 Available
;ﬁ Dell Laptop Computer

0 Pending, Status; 20 Available
7l Example Ttem

0 Pending, Status: Inactive

i 1 GB Flash Drive
0 Pending, Status: 19 Available

Add New Shopping Cart Item

Select Add New ltem .

Shopping Cart Options
Lol Add New Ttem

Complete the Wizard with title, description, and
initial quantity on hand. Select Next then

Finish.

Repeat for all items in the inventory.

No content or materials demonstrating the usage of eduphoria! SchoolObjects may be posted or displayed on any external website or public domain.
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New Shopping Cart Ttem

To create a new shopping cart item,
enter the details of the item below,

Ttem Title:

Description:

Initial Quantity On Hand:
0 [ 1D not track quantities
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Item Details

Edit title, description, and quantity as
needed.

The Item Details Tab allows districts to:

» Disable quantity tracking - if quantity
is not relevant for items. (Example:
Item is a “free substitute for a day.”)

» Automatically approve requests - if
district level approval will not be
required for the staff member to “buy”
the item.

» Allow multiple rewards - if the same
staff member is allowed to receive the
award more than once.

Increase Quantity — Click this
button to increase the number of
items in inventory.

Credits Required — Specify which credit
types are required to purchase this item.
Each credit type that is designated for the
shopping cart will be displayed here. Each
credit type displayed can have various
values, and each value will have to be met
in order to purchase the item.

Hsave | (@ nactive. | 3 Delete

Edit the shopping cart item below.
Item Details Item Picture Awards

'B 0 items have been awarded and there are currently 0 requests.

Shopping cart item details

Ttem Title:

[TG:EFIash Dirive |

IQua ntity On Hand: 20

@I Increase Quantity

Options:

[1Do riot track quantities

Ll Automatically approve reguests
] Allaw multiple awards

cdits Required

TechBucds[0 |

@ Increase Quantity Increase Quantity By:

:[J_ __i Close

Active/lnactive

Toggle this button to make the item
available for staff to purchase from the
cart or hide it from view.

Instead of deleting a shopping cart item

when inventory is depleted, it is better to
make it inactive in order to save records
of prior awards.

Hsave | @ active | 3 Delete i

H save | (@ mnactive | 3 Delete
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Item Picture Ttem Details Item Picture Awards

Item Picture

Browse for an image and upload it. Browse for an image to appear for this shopping item:
He P Far best results, the image should be in PNG format with an image

This image will appear to staff cize of 200 X 200 (pixals)

members when shopping. The image will display best if white spave is set as transparent

“_ Browse... J[ Upload]

Note the image requirements for best

results.

Awards Item Detalls | Item Picture = Awards
This tab shows a list of all Pending and Pending Requests

Awarded items. Use this tab to approve 4! Abbott, Sharon

pending awards if requests are not Requested: 4/24/2009

automatically approved.

Awarded

'ﬂ Hewman, Victoria
Approved: 10/21/2005 Approved By: Sharon Abbott

The Pr_ofessiongl Devglopment _ Shopping Cart Ttems -~ T
Administrator will receive an email I . ANOpRpEng Lart hem
stating there is a pending request for # Projector _ Edit the shopping cart item
a shopping cart item. = 0 Pending, Status: 10 Available b
i Listening Center
Manage Tab > 0 Pending, Status: Inactive Item Details | Item Picture  Awards
Management Tools > @ Math Manipulatives Grades K- ; =
Workshop Setup > 3 . Pending Requests Total: 1 &
Shopping Cart > 0 Pending, Status: Inactive il Newman, Victoria
! Elmo Visual Presenter Requested: 10/21/2008
1 Pending, Status: Lnlimited Qty
The number of pending items 4 Huminated Globe Awarded Totsi:0 =
awaiting approval will be listed along 0 Pending, Status: 15 Available
with all other shopping cart Items. SN S————— |
Select the item with any pending o ’ Aol
requests.
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Approve or Return ltems

If Approved :

The shopping cart credits will be
deducted from the staff member’s
account.

The item will then be moved to
Awarded Status for the district view
and the staff member view.

If Returned:
The shopping cart credits for that
item will not be deducted from the

staff member’s account.

The request will then be removed
from the pending requests.

L‘] Save a Active

3 Delete

Shopping Cartham
PRing\ =
Edit the shopping cart item below.

Ttem Details Item Picture Awards

—

Pending Requests
',ﬁ Newman, Victoria
Requested; 10/21/2008

Awarded

Q Apprfwg x Return If:eD_

g (SRR, | . T .
Elmo Visual Presentet

port for computer aukomation

i ,// Requested by Yictoria Newman
Credits required For the entey:

Tech Bucks

&
51

Total: 0 &

|

»

24 x Max, Power Zoom 56% smaller Footprint and 30% lighter

[ in weight than traditional document carmeras Full pan/tilt head
= positioning capability 24 max, power zaoom rangs (12x optical
iEioni bility 24 12 i al

'1' + 2x digital) Fully automatic camera settings RS-232C control

Staff members select the “Go Shopping!” option on the Workshop Tab. A list of active shopping items, descriptions and
costs are visible. Also, a total number of Shopping Cart credits earned will appear here.

Registration & Portfolio
ﬁ% ;] Course Registration
g_ & My Portfalio
') submit Courses
4! Go Shopping!

" 127 Tech Bucks

Shopping Tkems -

—w__ Projector Cost: 75 Tech Bucks
‘, Epson Projector Resolution: XGA {1024 x 768) Display Type: LCD; Epson Poly-

silicon TFT Active Matrix Brightness; 2000 lumens Weight: 5.9 Ibs. Contrast: 400:1

Cost: 100 Tech Bucks

24 x Max, Power Zoom 56% smaller footprint and 30% lighter in weight than
traditional document cameras Full pan/tilt head positioning capability 24x max.,
power zoom range {12x optical + 2x digital) Fuly automatic camera settings RS-
232C control pert for computer automation

Q THuminated Globe
l Dell Laptop Computer

1 GB Flash Drive
R Flash Drive, 1 GB

Elmo Visual Presenter

—

Cost: 30 Tech Bucks

Cost: 75 Tech Bucks

Cost: 3 Tech Bucks
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Select an item to order to see if enough credits are available.

Select Order this Item to request the “purchasing” of the item.

. Elmo Visual Presenter

Cost: 100 Tech Bucks
t cameras Full p head
3 settings R5-232C controf port

ht than traditional documen
igital) Fully automatic car

24 % Max. Power Zoom 56% smaller Footprint and 30% lighter in weight than traditional document
cameras Full panftilt head positioning capability 24x max. power zoom range (12x optical + 2x digital)
Fully automatic camera settings RS-232C control part for computer automation

To order this item, you will need the following credits:

Tech Bucks: 100 credits (You will have 22 credits remaining after ordering this item)

.s4 Order this Item

The request will be submitted and the staff member will be informed once the request has been reviewed.

If a staff member attempts to order
an item and does not have enough
credits to purchase it, the Order this
Item button will not be active.

Or, if the item has a limit of one per
person (Allow multiple rewards
option in Workshop Setup), a
message will appear that the staff
member cannot request more than
one of the item.

To order this item, you will need the following credits:
Tech Bucks: 75 credits (¥ou will need 53 credits to purchase this item)

You nead more credits (o purchase BhiE stam.
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Reports

The Reports Tab is available to Professional Development Administrators and Principals in the Workshop application.
Reports are categorized into Administrative reports, Staff reports, and Analysis and Export reports. A district option also
exists for many reports, allowing district wide reports to be easily generated. These reports are used to help optimize and
improve performance.

NCLB Report .
Starting Year:
2008 -
This report includes staff development

statistics to assist with NCLB reporting. Atasting Honlth:

September b
Ending Year:
Select starting year and month as well as 2009 v
ending year and month, and then click
Submit Report. Ending Month:
September b

This report will export to a PDF document.

Note: This report is only available to PD v;{"lr!, SU bmlt Report

Administrators.

Catalog Body Report Catalog BOd)/ Report

Select the properties below to indude in the body of a printed course catalog.

This report will export your existing courses

into a printable catalog. S e
District Courses [[15choo! Courses
Starting Year: B
Select the types of events to include in the 2009 v
report, and then specify the starting/ending iy il _
year and month. April =
Ending Year: z
. . . 2010 v
Specific course information can be selected :
to include in the report. Once completed, Ending Month: z
click Submit Report. Apel |
Included Fields:
[“l course Title Prerequisites Course Credits
This report will export to M|qrosoﬂ Word to T — ¥ instructor(s) Ll —
enable course Catalog creation. Descriph’on Location Course Categories

Note: This report is only available to PD

Administrators. HEE‘ Submit Repor‘t
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Guest Enroliment Report
This report displays enroliment information

for guests attending in-district staff
development courses.

Enter start and end date to create report.

This report will export to a PDF document.

Note: This report is only available to PD
Administrators.

19/20/2008

_F_nd Date:
_Q.'EQJ?UG'Q

=B

o

E

Submit Report

Instructor Course Report
This report displays courses by instructor,

date and instructor credit earned.

Enter start and end date as well as the
choice of All Instructors or only one specific
instructor.

This report will export to a PDF document.

Note: This report is only available to PD
Administrators.

| Start Date:

6/9/2008

End Date:
& 1_0.‘2[”]9

:l.rrsl:rucbur-_.."

Al In structors bt

=

™

Submit Report

Stipend Report

This report generates a spreadsheet of staff

stipend data earned from course
participation.

Select stipend paid status, start and end
date, and filter by school if desired.

This report will export to Excel.

Note: This report is only available to PD
Administrators.

stpend ot status:
Shaw All bt
Show Paid Stipends
|| Show Unpaid Stipends
| Stipend Paid Status:
Show All v
. Filter Event Dates:
Start Dates
B/9/2008 | B
End Date:
aM10/2009 ™
| Filter Campus:
Entire Distrct et
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Enrollment Report

This report displays upcoming enroliments
for given dates and schools.

Enter start and end date and filter by entire
district or a specific school.

This report will export to a PDF document.
Note: This report is only available to PD

Administrators and Principals (only for staff
associated with his/her school).

| Start Date:
9/29/2008 2
End Date:
9/29/2009 |
Filter Campus:
Entire Distnct v

4 Submit Report

Staff Credit Report

This report displays earned credits by staff member
or credit type.

Choose from the different document views.

View credits by staff member - displays individual
staff members with their credits listed by type

View credits by staff member, including event
tittes — displays individual staff members with their
credits listed by type and event title

View staff members by credit type - displays a
credit type and all the staff members with the
number of credits earned for that type

Select the credit types to include, but selecting no
credit types will include all in the report.

Enter start and end date and filter by entire district or
a specific school.

This report will export to a PDF document.
Note: This report is only available to PD

Administrators and Principals (only for staff
associated with his/her school).

Document Views:

(&) view aredits by staff member

O view oredits by staff member, induding event tities

O view staff membars by credit type

Credit Types: {Selecting no credit types will include all in the report)
[l comp 0507 [J comp 07-08 [Clcomp 0808
[ osstrict Credit Cler credt [Jrech Bucks
[l rechnoloagy [l vitte 1 [l rexas sBEC CPE

Start Date:
6/9/2008 ™

End Date:
B10/2009 i

Filter Campus:
Entire Distnct w

4 Submit Report
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Goals Report

This report displays district goals data assigned to
course and portfolio events.

Choose from the different document views.

View course by goals - lists district or school
goals and the courses that meet those goals

View goals by courses - lists the courses and
the goals met by those courses.

View goals by staff member - lists staff
members, then goals (with counts) that have been
met by courses attended

Enter start and end date and filter by entire district
or a specific school.

This report will export to a PDF document.
Note: This report is only available to PD

Administrators and Principals (only for staff
associated with his/her school).

| Document View:
(%3 View courses by goals
() View goals by courses
(1 view goals by staff member

Filter Event Dates:

Start Date:

6/9/2008 [
End Date:

6/10/2009 )
Filter Campus:

Entire District ¥

—4 Submit Report

Professional Development Levels Report

This report displays which PD levels staff
members have earned or been awarded.

Choose from the different document views.

View levels by staff member - lists staff
members and PD level earned (only staff who
have earned a level)

View levels by staff members (Include All Staff
Members) - lists all staff members and PD levels
earned or not earned

View Staff Members by Level - lists individual
PD levels and staff members who have earned
each level

Choose All Levels or a specific Professional
Development Level, and then filter by district or
specific school.

This report will export to a PDF document.
Note: This report is only available to PD

Administrators and Principals (only for staff
associated with his/her school).

. Document Vlﬂ'!:

) View levels by staff member
) view levels by staff member (Incude Al Staff Members)
i view staff members by level

Professional Development Level

All Levels b
Filter Campus:
Entire Distnct -

72 Submit Report
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Staff Certification Report

This report displays staff certifications and their
expiration dates, when applicable.

Choose from the different document views.
View certifications by staff member - lists
each staff member and the certifications each
holds

View staff members by certifications - lists
each type of certification and the staff members
who hold that type

Choose entire district or specific school.

This report will export to a PDF document.
Note: This report is only available to PD

Administrators and Principals (only for staff
associated with his/her school).

Document View:

=) View certifications by staff member
Chview staff members by certifications

Filter Campus:
Entire Distnct v

~4 Submit Report

Staff Absence Report

This report displays a list of absences for each
staff member within a given time period.

Enter start and end date and filter by entire
district or a specific school.

This report will export to a PDF document.
Note: This report is only available to PD

Administrators and Principals (only for staff
associated with his/her school).

Start Date:

82972007 [m
End Date:

97292008 |
Filter Campus:

Entire District v

4 Submit Report

Substitute Report

This report displays registered staff members
and dates of courses that have been
designated as requiring a substitute teacher.

Enter start and end date and filter by entire
district or a specific school.

This report will export to a PDF document.
Note: This report is only available to PD

Administrators and Principals (only for staff
associated with his/her school).

| Start Date:
92972008 B
End Date:
11729/2008 m
Filter Campus:
| Entire Distnct w

—1 Submit Report
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Course Spreadsheet Export

This report allows managers to
export customizable reports based
on selected fields and filters.

Use Report Fields to select
information about the course,
attendance, credit, category, and
goals. Any combination of the above
can be selected.

Use Filter Items to narrow down the
report by time period, course type,
credit type, course category, and
school.

Export will generate a report in
Excel format.

Reset will clear all fields and filter

items to generate a new report.

Note: This report is only available to
PD Administrators.

Select fields and filter criteria below to export course information
to a spreadsheet.
Export
[£] Report Fields Course Felds -
2 Course Fields
r [¥]Title
a5 Attendance Fields
|:| Description
Credit Fields
E_!? ] Prerequisites
|=| Category Fields
= [start Date
14 Goals Fields
. [Clend Date
%y Filter Items
|:| Instructors =
[ course Type
[ ] Guest Enabled
| Survey Required o
E Reset
[E] Report Fields Select a start and end date to filter (Not
%7 Filter Items applicable for eCourses)
[*f] Course Dates (Required)  Start Date:
@ Course Types |‘5"'9~"2":”JB | [
[ Credit Types End Date:
|=] Course Categaries |ﬁ"I1 0iz008 l L
il Schools
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Staff Spreadsheet Export

Select fields and filter criteria below to export staff information to a
Similar to the Course Spreadsheet Speeor
Export, this report will allow you to Export
customize an Excel export containing
staff information. [5] Report Fields Staff Fields
e Stafbricidy [¥] Last Mame
i Attendance Fields :
Use the Report Fields section to specify I Crect Feld [“IFirst Name
information about the staff member, their - Cstaffmo
. . |=| Category Fields
attendance, credit earned, categories of = ce B omps Lt
courses taken, and goals earned. {4 Goals Fields
[CIEmail Address
*y Filter Ttems
[username
Use Filter Items to narrow down the [l siingual Status
report by event dates, staff profile
information, district group membership,
credit type of credit earned, and school.
[l Reset
Export will generate a report in Excel
format. [£] Report Fields Select a start and end date to
“r Filter Items filter
[ Event Dates Start Date:
Reset will clear all fields and filter items & Staff Profile Mot Set | (8
to generate a new report. €8 District Groups End Date: i
[ Credit Types l_N_Ut_SZSt 7| (9
Note: This report is only available to PD il Schools
Administrators.
Enroliment Statistics Report
This report displays enrollment data, grouped by
course categories or credit types, for a specific date
range grmsre t * ..
(=) View all anroliment data

Choose from the different document views. i
) View enroliment data by oedit types

View all enrollment data - lists all courses within the O View enroliment data by categaries
specified date range including: Sibar Evant Dikes
+ Course date St_nrlt Date: .
* Max seating 6/9/2008 T
* Active staff —

«  Pending staff 6/10/2009 i
» Absent staff
+ Attendance percentage

View enrollment data by credit types  — displays the Lt 1
above information but organizes the courses by credit i;'}l Smelt Report
type granted.

View enrollment data by categories - displays similar
information but organizes by course categories.

Note: This report is only available to PD Administrators.
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