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This document provides step-by-step instructions for finding, enrolling in, and withdrawing from 
courses, and for tracking your personal transcript. 
 

Access and Login 
Unified Talent is a District application that can be accessed via the MCS PD Catalog link or from the MCS Staff > 
Staff Applications webpage. (Look for the Professional Development Catalog icon.) If you are not 
already logged in to the district network (like from a home computer) you will have to login with your district 
credentials. 
 

Application Resource Icons and Menu Bar 

As you navigate through the application, a common set of resource links will consistently be accessible from 

the top of each page.   

Banner Bar 
This banner area includes icon shortcuts to:  

• My Messages 

• Calendar 

• Product Documentation (Help) 

• Manage Profile / Logout 

 

 

 

Home Page 
The Home Page consists of a variety of resource sections that provide quick access to course 
information. Here you can search for courses by title or course tags, see required or 
recommended trainings, access course surveys and learn how to use the Performance Matters 
mobile app. Included below are directions to: 

• Search for Courses 

• Register for a Course 

• Link to the External Calendar 

• Withdraw from a Course 

• View Your Transcript 

• Complete a Survey 

  

https://mcs4kids.truenorthlogic.com/
https://www.mcs4kids.com/staff/applications
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Search for Courses 
Basic Search Option 

1. In the Course Search channel, enter a search term, then click Search. 

 
 

 

2. A list of all courses matching the criteria and accessible to you (location, 
demographics) displays. 

 

Advanced Search Option 

1. In the Course Search channel, click Advanced Search to conduct a more detailed search. 

 

2. Complete the form, then click Search. 

 

3. A list of all courses matching the criteria and accessible to you (location, 
demographics) displays. 

NOTE 
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Find Courses by Tags Option 

Most courses in the catalog have been flagged with tags based on Subject Level, Grade Level, 
Instructional Purpose, or Special Section Availability. 

For example, if you wanted to know which 
courses were offered after 5:00 pm, clicking on 
the Special Section Info Tags option for Late Start 
Section, would bring up all courses that have 
been flagged as a late start. 

Of if you were a teacher wanting to learn more 
about Data Analysis and Manipulation, you would click in the Data Analysis 
and Manipulation tag under the Instructional Purpose tag section. 

 
 
 

View Calendar Search Option 
Clicking the Calendar icon next to your name at the upper right, will open the mini-
calendar view. Click the Full Calendar option to view a full month view of course 
options. Clicking on a listed course will open the course listing information. 

 
A variation on this view would be to click on the List View icon 
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Browse All Option 

1. In the Course Search channel, click Show All to display a list of all available courses. 

 

2. A list of all courses accessible to you (location, demographics) displays. 
 

Course Search Results 
A course catalog search listing includes the Course Title, Course Description (may include 
Instructional Purpose for certificated staff), PD Incentive information and possibly more. 

 
Below each Course Listing will be a listing of Section opportunities indicating when and where a section is 
available for you to take. *In rare instances, a 0.5% Paid Incentive course section time option may 
inadvertently appear that falls within your normal working hours. REMEMBER you must take courses outside 

of your normal work hours to qualify for the Paid PD Incentive.  

 
Once you’ve located the course you want to take, click Register for the desired section. 

 

Confirm the section information, then select Next to continue registration. 
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Once registration is successful, the confirmation screen will appear. 
 

⚫ Select My Course List to view a list of 
courses for which you’ve registered. 

⚫ Select Course Search to search for additional 
courses. 

⚫ Select Click here to link your Professional 
Development calendar to your personal 
calendar. For more information, see Link to 
External Calendar. 

Join a Wait List 
Once a course has reached its maximum enrollment, it may be designated as Full. If the 
course creator enabled a wait list, a Join Waitlist button will display. Click to be placed on the 
wait list. You will be enrolled if a registered participant withdraws or if the instructor decides to 
override the max course enrollment setting. 

 
 

Link from Calendar 

1. Login to the platform and select the calendar icon from the main 
header.  

2. Select Connect Calendar. 

3. Select the email provider for your personal account. To remove an 
existing linked account, select the trash can. 

4. Choose the correct account in the popup window and allow access/ 
agree to terms to finish the linking process. 

Once the calendars are linked, any updates to your registered PD events 
will update in your personal calendar as well. 

 

Withdraw from a Course 

1. Return to the Course Catalog tab. 

2. Locate the My Courses channel. 

3. Locate the course from which you wish to 
withdraw and click Withdraw. 

4. Click Withdraw again to confirm. 
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My Transcript 

1. To search for specific transcript details, enter dates in the 
fields provided and select Search. 
 
 
 

2. Your transcript will display.  

A. Use the tabs at the top of the list to view course by 
credit type. 

B. Verify the status of your course and/or view 
more details by clicking directly on the course or 
section number. 

3. Use the buttons available to access 
versions of your transcript that can be 
emailed or printed. These 
functions will produce 
the transcript in its 
current view. 

 

 

Complete a Survey 

1. To access your surveys, return to the Course Catalog tab. 

2. Locate the My Surveys channel. 

3. Once a course is completed and the participant is 
marked complete, a survey will appear in this list. 
Click on Start Survey. 

 

4. Complete the survey form and click Record & Return to 
Menu. 

 

5. A status summary of the survey will display. If 
necessary, click a category name to complete it. 

 

 


