[Punified Talent Course Participant User Guide “

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 [|2 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

MODESTO CITY SCHOOLS M @ Haluoroan
Home Transcript My Messages
l
HEIR LoERuG]
Course Search My Courses I-"‘-.-.

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:
e 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:

e Search for Courses

e Register for a Course

e Link to the External Calendar

e Withdraw from a Course

e View Your Transcript

e Complete a Survey



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

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

Course Search

Use quotation marks (i
for an exact phrase.

e., "science in the classroom"”) to search

o

® Courses 0 PD Playlist Advanced Search Show All

% NOTE

You can search by course title, description, section title, intended audience, subjects, or
other relevant criteria.

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

Advanced Search Option

[. Inthe Course Search channel, click Advanced Search to conduct a more detailed search.

Course Search

Use quotation marks (i.e., "science in the classroom”) to search

for an exact phrase.
o
® Courses " PD Playlist Advanced Search| Show All

2. Complete the form, then click Search.

Advanced Learning Opportunities Search _

Course Title:

‘ Select One vl ‘

Course Description: ‘Seleﬂone 3 ‘ ‘

Course Number: ‘ Select One = ‘ ‘

Beliveity Method: ‘ Select One v | | Select One v ‘

Section Title: ‘ Select One v

Section Start Date: ‘Sﬂmone v [ | mm/dd/yyyy

Section End Date: ‘ SelectOne v | | mm/dd/yyyy

Section Number:

| select one v

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

Special Section Info Tags A

Late Start Section (after 5 pm) Available
Early Start Section (3 pm) Available

Saturday Sections Available

Of if you were a teacher wanting to learn more
about Data Analysis and Manipulation, you would click in the Data Analysis

. i i K Classroom Management
and Manipulation tag under the Instructional Purpose tag section. Collaboration

Communication

Instructional Purpose

Content Creation
Content Organization and Management

Data Analysis and Manipulation

View Calendar Search Option
Clicking the Calendar icon next to your name at the upper right, will open the mini- = NOR A
calendar view. Click the Full Calendar option to view a full month view of course [ catender

options. Clicking on a listed course will open the course listing information.

15 16 17 18 19 7 8 9 10.12 13

q
14 15 16 17 18 19 20

*0ffice 365/0neDrive - .. *PowerPoint Il - Multim... *Microsoft Sway - Websi...
% B30 pm-10:30 pm M B:30am- 10:30 am ™ 500 am - 11:00 am (|21 22 23 24 25 26 27
|| |28 29 30 31
*Excel | - Spreadsheet D... a1
® 1:00 pm - 3:00 pm il Upcoming
Show More... There are no upcoming
o) events. | —
22 23 24 25 26
Full Calend, "_
*Adobe Acrobat | - PDF .. *StudySync Intermediat... *Photoshop | - Digital I... *Kahoot and Quizizz - G... *Qutlook/Web Email - O... E vl talendar
M 2:00 pm - 4:00 pm ™ 8:00 am - 3:00 pm ™ B:00 am - 10:00 am [ B:00am - 10:00 am M| &30am- 10:30 am nnect Calenda
7 p p % am pm % am am 1 am am < = = L @Ccnre_tu\endar -~ —

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

July v|| 2019 v @ @ @I

Wednesday - July 17, 2019

m 8:30 pm - 10:30 pm

Office 365 accounts to learn about the online versions of th
CTIONAL PURPQSE: #0.5% PD INCENTIVE: ¥ES Qualifies for

rticipants w
REMINDER you

Thursday - July 18, 2019

m 830am - 10:30 am *PowerPaint Il - Multimedia Presentation Software *Qualifie:
PowerPoint Il ifi

attendees will learn about additional e
D INCENTIVE: YES Qualifies for 0.5

res of PewerPoint, including animations, transitions, charts
entive - REMINDER you must take this course outside of your

= 1:00 pm - 3:00 pm *Excel | - Spreadsheet Data Manipulati
*Excel | (All) *

cessing document
will create worksheets,
rmation; it provid
farmation among groups.

Jim Alma Alexandra ngela



[Punified Talent Course Participant User Guide

Browse All Option

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

Course Search

Use quotation marks (i
for an exact phrase.

2., "science in the classroom") to search

o
® Courses © PD Playlist Advanced Search |Show All

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.

@ Instructor Led #10047 *Adobe Acrobat | - PDF Creation & Editing Tool (All) *Qualifies for 0.5%
Incentive

Adobe Acrobat DC is the ultimate PDF editing tool. Attendees will learn the advantages of using PDF documents, how to launch a PDF in
Acrobat, and the basics of editing a PDF. INSTRUCTIONAL PURPOSE: Many classroom digital files are in PDF format and require Adobe
Acrobat to digitally edit. The use of Adobe Acrobat helps facilitate the digital workflow in the classroom as well as student collaboration and
communication. Students can use the myriad of annotation tools available in both Acrobat and Reader to markup study material. The
updated highlighter tool allows students to markup text, scanned documents, and graphics. *0.5% PD INCENTIVE: YES Qualifies for 0.5%
Incentive - REMINDER you must take this course outside of your normal work hours to qualify for the incentive.

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.

Select a section to register

#10052 *Kahoot and Quizizz - Gamified Formative
Feedback *Qualifies for 0.5% Incentive 07/23/2015 @ 1030 am &3 coarerat left 0F 21

——

#10062 *Kahoot and Quizizz - Gamified Formative

Feedback *Qualifies for 0.5% Incentive 07/25/2019 @ 8:00aM & cpsteind eft of 24
® —

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

Select a section to register

03/18/2015 @ 1:00

s & seats:8 left of 50

03/18/2015 @ 1:00

ojs &, seats:4 left of 50

Responsibility to the Community Section (&)

Essential Life Skills Section (&)

Confirm the section information, then select Next to continue registration.

@ Office of Instructional Technology

ot
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Once registration is successful, the confirmation screen will appear.

o Select My Course List to view a list of

courses for which you’ve registered. @ congratulations
o Select CO urse Sea rCh tO sea rCh fO ra d d ItiO na I You have successfully registered for ADC/Angel test-demo.
courses. I My Course List Course Search

o 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 acourse hasreached its maximum enrollment, it may be designated as Full. If the
course creatorenabled awaitlist, aJoin Waitlistbutton willdisplay. Clickto be placed onthe
wait list. You willbeenrolledifaregistered participantwithdrawsoriftheinstructordecidesto
override the max course enrollmentsetting.

Calendar Updates

Click herefto connect this event and your other calendar data to an external calendar or to download the .ics file

Select a section to register

06/29/2015 @

0
12:00 PM L@ Full Join Waitlist

Thursday Session ®

Link from Calendar

llo,
B @ | e

I. Login to the platform and select the calendar icon from the main

Calendar

header.
i —]
1 Select Connect Calendar. o b e s Tou 05
3. Select the email provider for your personal account. To remove an 72 o @ fe
14 15 16 17 18 19 20
existing linked account, select the trash can. |- co0ee -
4 Choose the correct account in the popup window and allow access/ i
. . . . il Upcoming
agree to terms to finish the linking process. e s
Once the calendars are linked, any updates to your registered PD events e —
will update in your personal calendar as well. || @) comectcaiencr g

Withdraw from a Course
My Courses

|' Return to the course Catalog tab & SEs.semia\ Elements of Effective Reading

2. Locate the My Courses channel. z:igﬁgn13730 S. Union Park Ave Suite 500, Sandy, UT
4070
3. Locate the course from which you wish to St
WlthdraW and C"Ck WithdraW & SDe\fcf[ieor::n;?ted\nstrucuon

4. CI i C k withd raw aga i n tO COI’]fI rm. Iéigil;on: 7730 Union Park Avenue, Suite 500, Sandy, UT
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My Transcript section Completed [ |
l. To search for specific transcript details, enter dates in the e eTar || My |
fields provided and selectSearch. sectionEndDate |y |

Section End Date To: | mm/dd/yyyy ‘

A.  Usethe tabs at the top of the list to view course by
Secton®_ Tile SatDez  Emipue 0PElEn credittype.
oo M e s smeon s B Verify the status of your course and/or view
more details by clicking directly on the course or
2B ow o e senms mess sons  section number.

2 Your transcript will display.

Y0 | P Credis || GT Credits || TEXES Certificate || Insenvice Classified _n

A5 3. Usethebuttonsavailable to access
3 9 9 Teaching Practice Rigor 10/01/2014 12/01/2015 06/01/2015 - -
versions of your transcript that can be
S emailed or printed. These
Credits
o [cecredns functions will produce
:[cs(n the transcript in its ( Email Pdf) ( Print )
XES Certificate
Insenvice Cassiied current view.

Complete a Survey

|. To access your surveys, return to the Course Catalog tab.
2. Locate the My Surveys channel.
3. Once acourseiscompleted and the participantis

. . . . My Surveys
marked complete, asurvey willappearin this list. Y 4
CIICk on Sta rtsurvey' *STEM Professionals Teaching Teachers - Course
Feedback

The feedback that is being collected is based on two main

. areas, these areas are Presentation and P m A ment.
4. Complete the survey form and click Record & Return to Detans
Menu.

| Record & Return to Menu | Florida Writes - Course Feedback
The feedback that is being collected is based on two main
areas, these areas are Presentation and Rrog A ment.

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

Course Feedback
The feedback that is being collected is based on two main areas, these areas are 1 and Program

Select each category to Description Completion Status
complete the survey.

+ Program Assessment Program Assessment & Completed

» Presentation Assessment Pr @ Incomplete

# Click here to view your full Return to My Courses
completion status.
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