Creating a New PD Title
1. Login

2. Click on the PD Titles Tab

3. Click on Create New PD Title

4. Enter the information in the following fields:

a. PD Title – the name of the activity

b. PD Title number – use your school/dept. code from the JefCo list

c. Title Content – check all that apply

d. Proficiency levels – use the drop down to choose the one that is appropriate

e. Specific Grades – check those that apply

f. Hours Credit – enter the length of the session in hours

g. PD Title Status 

i. if you are ready for people to register, select active

ii. if you are not ready for people to register or see this entry, select pending

h. PD Title Approved Date – put in the date of creation of the entry

i. Project Leader – list the person that is in charge of the training/conference

i. School inservice – use the principal’s name

ii. COB inservice – use director’s or supervisor’s name

j. Fees – put amount if a fee is attached to the training

k. Prerequisites – if attendees should have prior knowledge to attend, list it here

l. Description – “brief” description of the session, usually one line.  This will print on the certificate of attendance.

m. Objectives – list the standards that are being addressed in this training.

5. Click Add Now

To Edit the PD Title
6. On the PD Title Tab

7. Search the PD Title Catalog

8. On the right side where it says PD Title Number, enter the school/dept code that you used

9. Click Search Now

10. Scroll and find the session that you entered.

11. Click on Edit the PD title

12. Where it says Program, click the EDIT button

a. Check the box(es) that apply to the PD Title

13. Scroll to the bottom, click UPDATE NOW.

To Add a Session

14. 14. On the PD Title Tab

15. Search the PD Title Catalog

16. On the right side where it says PD Title Number, enter the school/dept code that you used

17. Click Search Now

18. Scroll and find the session that you entered.

19. Click Add A Session

20. New Session Form:
a. PD Title Number – already filled in for you

b. Session Delivery Format – use the drop down to choose the correct one

c. First Session Date/Last Session Date – click the pick date button to enter the first/last date of the activity

i. If it is a one day event – you will put the same date in both boxes (first/last)

ii. If it is an event that will be over 2/3 days etc… put the first date and the last date in their appropriate boxes

iii. If it is an event that would be over an extended period (ex. Every Tuesday for 6 weeks), put date of the first meeting in the first session date box and the date of the last meeting in the last session date box

d. Start/End times – use the pick time boxes to select the appropriate times

e. Allow online enrollment – choose yes

f. Funding Source – check if necessary

g. Additional session information – do they need to bring anything, special instructions, etc…

h. Instructor – use the drop down box to select – there is a list for the LEA, the region and the state – choose the list and then you the drop down to select.

i. Other instructor – same as above

j. Follow up/Feedback Info – list what is necessary

k. Session Location – choose from the drop down menu

i. Only locations in your LEA will show – if you need a location added, email lboyd@jefcoed.com
ii. If using the COB – click the change room option to select the appropriate room in the building

l. Limit enrollees to my school/location

i. If the session is just for your school staff, choose yes
ii. If the session is for your staff plus others in the district and/or state, choose no

1. Place a checkmark beside the districts that are allowed to register – Jefferson County will already be checked by default

m. Maximum Enrollment – Enter the highest number that will be allowed to attend

n. Session Status – use the drop down to select

o. If you have created an evaluation(s) to be used before, during or after the session, enter that information here. (more details in the manual)

p. Session Confirmation Message

i. Type the message that you would like emailed to people when they register for you session.

q. Automatically Send Reminder Emails – always select yes, it will send an email 3 days before the session to remind the attendees

r. Click ADD NOW

Note:  When you first create a PD Title, you do not have the option to Attach Programs or References.  This may be done after the PD Title has been created by editing the PD title.





Note:  There are two options to choose from when adding a session to a PD Title.  You may either add a session using a NEW Session form or you may copy and use information from a previously scheduled session that you entered for this PD Title.








