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Welcome Screen 

After Login 

The Welcome Screen appears after login. This screen will display the user’s name 
and any announcements posted by PD Manager. Options available include: 

• My Profile 

• My Sessions 

• My History 

• Communities 
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PD Titles Catalog 

Searching PD Titles Catalog 

Step 1 
To begin a search for available Professional Development Titles, click on the PD 
Titles tab located on the menu bar. This will open up the PD Titles screen. 

 

 

Step 2 
Click the Search the PD Title Catalog link. This will bring up the search screen.  
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Step 3 
Enter search criteria in the data fields provided and click the Search Now button to 
proceed with the search.  

• To view all PD Titles, leave the data fields blank.  

• The search parameters may also be narrowed by checking the 
applicable content and/or grade level boxes.  

 

 

Step 4 
All PD Titles matching the search criteria will be displayed. To view details of a 
session schedule or to enroll, click on the Session Schedule link.  

Note: Results may be sorted by Name or by Number. To continue with the search, 
click the Do Another Search link located both at the top right hand corner and 
bottom of the screen.  
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Enrolling for a Session 

Step 1 
Click the View Session Schedule link (located on the Manage PD Titles screen) 
for the session in which you wish to enroll (see previous page). A detailed schedule 
will be displayed. To enroll in a specific session, click the Enroll for This Class 
link. 

 

 

Step 2 
The user will be asked to confirm session enrollment. Be sure to verify details of the 
session. To continue enrolling for the session, click Yes. Click Cancel to exit the 
enrollment process.  
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Step 3 
After enrolling for the session, click Close This Window to exit.  
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My Sessions 

Viewing Session Schedule Calendar 

Step 1 
To view the schedule of sessions, click the My Sessions link located on the menu 
bar (or click the My Classes tab).  

 

 
 

From this screen, you may view sessions you are teaching or sessions in which you 
are enrolled. 
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Step 2 
To view the details of a specific session, click on the appropriate session in the 
calendar. 

 

 

Note: For the user’s convenience, this screen may be used to view different months, 
weeks or even days.  

Step 3 
To submit a session request, click on the Submit Class Request button. 
Attendance and session status history may also be viewed here.  
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Step 4 
The user may indicate when the session schedule would be most convenient and also 
edit or delete any previous PD Titles requests that were submitted.  

 

 

Step 5 
To view sessions you are teaching, click the Sessions Taught link (see Step 1 
above).  
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In the calendar, click any session name link to view to view the particular session 
details. 

 

 
 

 
 

Instructors will use this screen to use to take attendance, grant hours and submit 
session status. Users may also print rosters and sign-in sheets here, as well as e-
mailing enrolled students and sending reminders for evaluations.  

When finished working in this screen, click the Save Roster Changes button to 
save the information.  
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My Training History 

Viewing Training History 

Step 1 
To view training history, click the My History link located on the menu bar.  

 

 

Note: The training history screen outlines the date, name and location of the user’s 
training sessions. In addition, proficiency level, attendance, salary, points, credits 
and status are listed.  

Step 2 
From this screen, the user may view and submit new training items for approval.  

Click Submit New Training History Item for Approval to add items to be 
approved for your history.  
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Step 3 
Select any additional session(s) for training history and click the Add link to add the 
record. Click Cancel to exit without adding any items.  

 

 

Note: These additional sessions will then be added as pending approval items from 
your manager.  
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My Profile 

Viewing/Editing Profile 

Step 1 
To view your personal profile, click the My Profile button, located on the menu bar.  

 

 

Step 2 
Click Login Username and/or Password to change your user name or 
password.  

 

 

Step 3 
Click Contact Information to change any of your personal data.  

Important Note: The profile screen contains your name and the address information 
that the district currently has for you. To update this information, use the online 
form. Additionally, you should see your office manager and fill out a name and 
address card.  
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Step 4 
STI PD Information access allows you to make any changes using this form. Click 
the Update Now button to submit changes. The user may also choose to Cancel 
without saving the changes.  

 

 

Step 5 
Employment information may be edited in this screen. Be sure to click Update to 
save any changes.  

Note: Some information displayed in this screen cannot be edited. If this information 
does not appear to be correct, please notify your system administrator. 
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Learning Communities 

About Learning Communities 

The Learning Communities feature is provided to allow employees to post 
messages for other employees to view.  

To access learning communities, click either Communities link.  
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Logout 

About Logging Out 

The user may log out any time during a session by clicking the Logout link located 
on the menu bar.  
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