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Web based Course Registration and Act 48 Reporting

Objectivesfor User Training

Following this training the learner will be able to use the Internet to complete the
following:

“f Log into the system

“f Change their password (user info)

“f View their Act 48 credits (status)

Y Search for available sessions (registration)
Y Register for a session (registration)

“M Fill out a Conference Request (conference)

“m Master the User screens



The Act 48 System

The Act 48 System is Web-based so you must use either Microsoft Internet Explorer or Netscape
Navigator (version 4.0 or higher for both programs) to access the system. The program runs best
in Internet Explorer.

After starting Netscape or Explorer, go to the Web site. The URL is:
https://act48.iul2.org
Thereisaso alink from the CASD web site:
http://www.chamber sburg.k12.pa.us
Click on Curriculum and then click on the Act 48 Database link

To access the system you are required to login with a user name and password. Y our user name
will be assigned to you. Y our user name may not be changed.
Your user name will usually consist of the first letter of your first name plus you last
name. For example, Debra Miller’ s user name would be dmiller. The user name is not
case sensitive. dmiller and Dmiller would be the same login. Your initial password isthe
last four digits of your Social Security Number.

Log In Screen
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Type your User Name in the User
Name Field.

Press the Tab key to move to the
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Password Field.

Type your password in the Password ﬁA—
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Click the Log In button to begin the »

Session.
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Status Screen

After you log in, look at the screen.

Isyour school district at the top left?

Chambersburg Area School District

Isyour name at the top right?

l
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Registration | Conference | Course Pre-Approval | Status | User Info | Comments | Logout | Help
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The Status Screen displays.
e Theuser’s name and position

e Thetota Act 48 hours
accumulated within this
application

e A list of completed sessions
— Click the down arrow on the
far right of the Completed
Sessions bar to display alist
of completed sessions

e A list of pending sessions

Mark Long, BARGAINING UNIT
Certfication Date: 5/1/1995

TOTAL ACT 48 HOURS ACCUMULATED WITHIN THIS APPLICATION

Completed: 3770

Registered: 6.0 Pending: 0.0

COMPLETED SESSIONS 4!
PENDING SESSIONS

Session Hame Hours Credits Actd8  Datefs) Max/Reqst/Pending Current Status
At 48 Train the Trainers 1 - New Qeford 3000 0 Yes12HBR00T - 1641240 Repstered
At 48 Train the Trainers 2 - New Ceford 3000 Yes 12ABR0D0 1501240 Regsterad



Approval Details

Click on any Session Name to view detailed information about the class

Click on the Registered link under Current Status, to view the Approval Details.

The Approval Details displays:
The user’s name
Approval Status
Approved Date
Payment Method

If necessary, click on the Status link to go to the Status Screen.

ae amith, PC Specialist
Lincaln Intermediata Unit M. 12

Lincoln Intermediate Unit

Status | Registration | Conference | Admin | User Info | Comments | Logout | Help

Approval Details

1'of 1 Approved User: Jaraon Flickinger, Manager
Approval Status: A°PROVED Approved Date: 03/10/2001

Payment Method: NO CHARGE

Cancel Fegistration Back

The Cancel Registration button can be used to cancel your registration for this session.



View User Record

Click on the User Info link to go to the View User Record screen

The View User Record screen allows you to view your persona information. Y ou cannot edit
the information in your user profile. If your persona information changes or isincorrect (name,
address, phone, etc.), contact Peggy Weaver at the Administration Building. Peggy will provide
the appropriate forms for changing personal information. The only change you can make in the

User Record is your password.
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Registration Screen-Chambersburg Area School District Sessions

Click on the Registration link to go to the Registration Screen.

A session isaprofessional development offering such as aworkshop, summer academy, or
anin-service. Therewill usualy be aregistration deadline for the session. Check the
session description for more information.

The Registration screen displays:
e Providers— A drop down list of providers. Select Chambersburg Area School
District.
e Categories— A drop down list of categories. The session categories are specified
by the PDE.
e Session Search — Enables you to search by session Name, Location, Audience or
Date.



The session detail section includes the Session Name, ID, Act 48 hours to be given, session

date(s), audience, session enrollment numbers and status.
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If asessionis
listed as Full, you
can register but
will be placed on
awaiting list.

Session View Detail
If necessary click on the Registration link to go to the Registration Screen
Click on the name of a session to go to the Session View Detail screen.

Click on the
Register
Button to
register for a
Session.

Click on the
Session name
to view
session
details.

The Session View Detail screen shows detailed information about the session.

Chambersburg Area Schoal District
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Registration Confirmation
After you click on Register from the above screen, you must complete the Reason for Request

field for the session.

Click on Register to confirm Registration Confirmaian

your information, and register ilmﬂrm Negupss

you for the session (pending

approval if necessary). Regsiersrd Fil cul Coskrmce Fegaet Carcel
Class Typn: Activily

Provider: Chamkersburg Area Scbool Distret
Femnristed Session: Mone
Sesglon Nama: CESD Sraadants and BEgessment Fnana
Session I0:
I cinrs:
Sawsinn Descriplian;
Suan Date: oA o Enel Dada: 37570000

Registration Screen - Providers other than CASD
From the drop down list of Providers, select a provider other than CASD. Thelist of sessions

offered by that provider will be displayed. After clicking the Register button, click Register and
Fill out Conference Request to continue the registration process

Sue Brilth, PC Specialial

Lincﬂl n |I'ItE: rm Ed iate LI nlt Lrienlm Intarnediala Linil Ha 12
Status | Registration | Conference | Admin | User Info | Comments | Logoui | Help

Fegrster Feagistar and Fill gul Corerence Faguesi Cancal

If the provider is an organization other than the CASD click this button.
Class Typa: ACTNVITY

Proadidairss Lincals Infarmsadiate Ul
Pemoclativd Seassian: Mone
Seamian Nama: Excal e Begmners
Insdruciom: Suzan Smith
Sosslon Description: This wall tesch the basics of Excel
Stan Dabe: GE01 Ered Drate: &840
Start Time: 200 A Enad Time: 400 P
Boam Humbar: iraining



Conference Request Form
Conference/Workshop Outside CASD

Register and Fill Out a Conference Request opens a conference request. Y ou need to complete

the necessary information and submit it. Thiswill move your request to the approval level.
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After completing the
form, click on Submit
Form.

e You must complete all fields for the approval process.

e Thisform enters your request in the system and submits it for approval.

e It maintainsarecord of your hoursin the system. If your conference sponsor isnot PDE
approved but is district approved, this system can report your hoursto the PDE.

e Thisdoes NOT actually register you for the conference or prepay the provider.



Agreeto Pay for the Session
Employee Pays
On this screen, you need to check the box showing that you agree to pay for the conference or

class. You may also cancel your registration here.
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Approval Details

Inial Hera: | ConcelApgrrmion )| | Baci |}
When you initial the box above and click on the |l will pay| button, your registration will be

updated. The Status will no longer show Employee Pays. It will show Register ed.



Check the Approval Status
Approval Pending

The Approval Pending screen displays the status of the approval process. Y ou can view who has
approved your request and who has not. The screen can also display approval comments and
payment methods.

Stahom Ssreen M Admig. Farticipant

TOTRL BT B HOHIRS SOCI0EHIATED WETHH THIS APFLECATION

Compmbaigd 00 i Peidlag 1114

Sarmiar Haree BT Dusd MasBagParding  Cisse St Click here
F ¥ Llna o S0 9540 1T i .

Wy aridan E Bt geagi e LI To T toview the
% Appnrmied Seenent E a4 Tk iy — Approval
A PO e PO L e Details.
Lincoln Intermediate Unit Ma Adreirz Parl e

ang
Hegmhgiion | Comlersscs | Coarme Prefippreval | Sisie | Ussrinks | Conmenis | Legaee | Help

Approval Cetails

The course
1 1 Y Al e [l L, Soyfwems byt has not yet
Bppeawed gt [THDECTTED been
approved .

I Crrav Fos iy i I f=ri

Approval Denied
If approval is denied, the request will not move to the next level.



Course Pre-Approval
Click the Course Pre-Approval link

Chambersburg Area ool District

Admin | Registration | Conference | Course Pre-Approval | Status | User Info | Comments | Lo
Help

Course Pre-Approval Form

>kRleql.lired field.

Name: Cindi Minehart
Building: Chambersburg Area School District Admin
Date of request: 1/11,/2002

Course Humber:

*Course Title:l

Institution: |

Course Lucatiun:l

*Date of Cuurse:l rmmiddann through I ¢mmidding
*Number of Credits: I
*State or estimate the number of hours: ID (1 credit= 30 haurs)
Cost Per Credit: I
*Tuition:% IU— (Do not include fees)

*Under Graduate ©  Graduate
Purpose of Taking the Course:

I Submit Form II Clear Forrm Il

Complete al fields on the Course Pre-Approval Form.

L

Course Number — Enter the course number exactly as it appears in the course catalog. (No
abbreviations.)

Course Title— Enter the course title exactly asit appearsin the course catalog. (No
abbreviations.)

Course I nstitution — Enter the name of the institution offering the course.

Course L ocation — Enter the location where the course will be held

Date of Cour se — Enter the date of the course in mm/dd/yy format (e.g. Enter May 8, 2002
as 05/08/02)

Number of Credits— Enter the total number of credits given for the course



State or estimate the number of hours— Enter the total number of hours for the course
Cost Per Credit — Enter the actual cost per credit for the course

Tuition — The tuition will be automatically calculated based on the cost per credit. Y our
reimbursement will be according to your contract.

Under Graduate or Graduate — Click the appropriate radio button

Purpose of taking the Cour se — State how the course will improve your instruction. Be
specific.

After completing all fields, click the Submit Form button.
After the course has been approved, print a copy of the form.

Upon completion of the course, submit the following to Angie Gibbons in the Human Resources

office:
— copy of form
— proof of payment
— gradereport
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