Instructions for Entering Workshops/Meetings on PDS
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INDEPENDENT SCHOOL DISTRICT

Step 1: Log into Rapididentity

Login Need help?

Don't have an accoun yet? Claim your account

Claim Your Account

You should see your log-in name here. If
not, call secretary @ 632-8414.
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Step 2: Click on “Categories”
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Step 3: Click on “PDS — Professional
1 Cateaories D | t
-.F Favorite Applications evelopmen
G - All Applications

N . AR - Administrative Resources
DI - District Information
ER - Employee Resources
. FAQ - Freguently Asked Questions
: Q GOOG - Google
Reglon One IR - Instructional Resources
1S - Skyward/Sungard

| pns - 1 or_ Ol ps - staf | pns - 517 MS - Microsoft

MNEWS - News and Weather

NM - Network Management

PDS - Professional Development
€1 VEND - Vendors

Step 4: Click on “PDS...”

fAHome  SWpyContent i@ Workshops ~+ @@ Calendar B8 Administration

You should now be on the home page.
Your name should be showing here. If
you are not logged in at this point,
please call Staff Development. Do not
create a new profile, etc.

Upcoming Workshops

All Online Courses

73112 - CTE Counselor's Meeting .

ek BT SRR T If you see this button, you have been
76250 - STAAR ALT 2 TRAINING glven admlnlstratlve rlghts to create
November 15, 2017 8:00 AM - November 15, 2017 4:00 PM . .
BROSERHRES & GUIDLINES REGION ONE WILL BE meetings and workshops. If you don't

see it, please contact secretary at
632-8414.
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There are two types of sessions:

1. Workshop - participants will receive credit for attending

2. Meeting - participants will not receive credit for attending
(used mainly when attendance verification and/or sign-in is required
is needed)

To enter a workshop follow the below instructions:

A Home ®®MyContent & Workshops ~ @& Calendar B8 Administration & CheckIn ~ 4 Welcome Debra ~

Search Q

Administration

* iz
My Workshops Create Workshop Create Meeting Global Reports
Reservation Approval Check in Edit Users Room Management
.
G Lihl * "4
Dashboards Out Of District Certification Approval Customize Theme

Copyright @ 2018 Region One Software, 1900 West Schunior, Edinburg, Texas 78541 USA. All rights reserved.
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A Home ®BMyContent & Workshops v @ Calendar & Administration & CheckIn ~ 4 Welcome Debra

Search Q

Create Workshop

————> Title*
Professioiial Development/Grants Training
————> Description *

Please enter workshop descr\i:tion

Participants will learn how to enter a workshop and a meeting.

—————> special Instructions (will be appended to registration email) "Wl NOT be dispizyed with D

Please enter any special instructions (will be appended to registration email)

Please bring in fully charged laptop or IPad.

% Audience *

department secretaries, clerks, paraprofessionals

Minimum Participants = —> Maximum Participants * —————> Registration Deadline Date * ————> CPEHours*
1 18Q) Participants 02/21/2018 8:00 pm CpEGiours
Evaluation Window Provided by Region One * Stipend Rate

@ Oves @no Stipend Rate

Minutes Before End

Tag/Subject Information
Please Choose Subject Area(s) from the left for this workshop * (At least one subject is required)
’% Available Subjects Subjects You Have Selected
Paraptotéssional (PARA 42000) >> Paraprofessional (PARA 42000)
21st Century Community Learning Centers (21ST CCLC 73000)
Administrators' Academy (ADMN 41000) &) ; .
Advanced Academic Studies (GTED 11000)
Assement (ASMT 806000)
Athletics (ATH 386000) =
BilingualESL (BIL12000)
Business (BUSI 34000) <<

Campus-Based (C-BASED 44000)

Campus-Based Achieve (CB-ACHV 720000)

Campus-Based Alvarez (CB-ALV 410000)

Campus-Based Bonham (CB-BON 420000) v
Campus-Based Brown (CB-BRN 630000)

Workshop Materials

Choose Documents to Upload You can upload files you want the registrants to view.

[ Browse...

IMax files to upload: 10 files
Upload file size limit- 10 MB
Allowed file types: doc, docx, rif, jpg, jpeg, bmp, png, tiff, tif, pdf, zip, ppt, pptx, xis, xlsx, tet

] Make document(s) public

Create Workshop
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Create Workshop

Workshop successiully created. Your workshop numiger is: 80444

Make sure to write this number down then
click on "close"

Edit Workshop Once you click on "Close" you should see the below screen.

Workshop: 80444 - Professional Development/Grants Training-TEST Pending Approved Dropped
Status: Incomplete - This workshop either has missing information, or none of the requested reservations have No records fo display
been approved.

Created By: Chelf, Debra (debra.chelfi@mcallenisd.net) 2/1/2018 2:39:00 PM

Cancel Workshop Close Workshop Copy Workshop Mofify Staff

Check all of the general information to make sure
General Info Options Contact Info Reservations Registrations Reports it iS correct. If all Of the infor mation iS correct

the next step is to go on to the "Options” section.
Title *
Professional Development/Grants Training-TEST

Description *

Participants will learn how to enter a workshop and a meeting.

Special Instructions (will be appended to registration email) *Will NOT be displayed with workshop description

Please bring in fully charged laptop or Ipad.

Audience *

department secretaries, clerks, paraprofessionals

Minimum Participants * Maximum Participants * Registration Deadline Date * CPE Hours *
1 50 2/21/2018 6:00 PM 3
Evaluation Window Provided by Region One * Stipend Rate

OYes ®No 0

Tag/Subject Information
Please Choose Subject Area(s) from the left for this workshop * (At least one subject is required)
Available Subjects Subjects You Have Selected
Filter subject name . Paraprofessional (PARA 42000)

21st Century Community Learning Centers (21ST CCLC 73000)
Administrators' Academy (ADMN 41000) ~
Advanced Academic Studies (GTED 11000)

Assement (ASMT 806000)

Athletics (ATH 386000) =
Bilingual/ESL (BIL12000)

Business (BUSI 34000)

Campus-Based (C-BASED 44000)

Campus-Based Achieve (CB-ACHV 720000)

Campus-Based Alvarez (CB-ALV 410000)

Campus-Based Bonham (CB-BON 420000) v
Campus-Based Brown (CB-BRN 630000)

R
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This section is where you assign who is allowed to attend the session.

Workshop: 80517 - -Professional Development System Training

Pending Approved Dropped
Status: Open - All required information has been entered. 0 5 0
Created By: Chelf, Debra (debra.chelf@mcallenisd.net) 2/2/2018 9:15:38 AM
General Info Options Contact Info Reservations Registrations Reports
Select the campus you want to give access to
[ select/Deselect All
- Elementary -
] select/Deselect All Elementary
¥} Alvarez Elg/entary [ Blanca E Sanchez [JBonham Elementary
[ TBowie Schoal [[] Castaneda Elementary [ crockett Annex
[JDr Pablo Perez [[] Early Childhood Center [JEscandon Elementary
[J Fields Elementary [J Garza Elementary [J Gonzalez Elementary
[ Houston Elementary [[JJackson Elementary [ Lucile Hendricks EI
I Mcauliffe Elementary I Milam Elementary [INavarro Elementary
[ONewEl 6 [J Rayburn Elementary [JRoosevelt Elementary
[] seguin Elementary [I Thigpen Elementary [IThigpen-Zavala EI
[ wilson Elementary [[] zavala Elementary
- Middle School -
[[] select/Deselect All Middle School
[ Brown Middle School [ cathey Middle School [JDe Leon Middle School
[JLincoln Middle School [IMichael E Fossum M S CImorris Middle School
[ Travis Middle School
- High Schoal -
[J selectDeselect Al High School
[] Achieve Early College H S [ instr/Guid Center I Lamar Academy
[J Mcallen High School [J Mcallen Ind Leaming Center [Jmemorial High School
] Rowe High School [ southwest Key Program
- Administration/Other -
[J select/Deselect All Administration
[ Administration

Never check this box. If you check this box everyone, including

/ outside of District can register.

[J open to Evel udes Out of District)

Click here to advance to next step
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Workshop Creation

Workshop: 80444 - Professional Development/Grants Training-TEST

Pending Approved Dropped
Status: Incomplete - This workshop either has missing information, or none of the requested reservations have No records fo display.
been approved.
Created By: Chelf, Debra (debra.chelf@mcallenisd.net) 2/1/2018 2:39:00 PM
General Info Options Contact Info Reservations Registrations Reports
Intemnal Staff
Staff * Hold the CTRL key to selected multiple people Presenter

elizon start tYPing name Elizondo, Jr., Paz (paz.ElizondoJr) N

Elizondo, L (Lazaro.£lizondo) " select presenter (optional) .
Elizondo, Maribelle (maribelle_elizondo)

ELIZONDO, NELLY (Nelly.Elizondo)
Elizondo, Paulina (Pauline_elizondo)

x
Elizondo, Rhodora (rhodora elizondo)
Elzondo‘ Saharai saharai_elizondo Contact *
Elizondo_Jr_Paz ( Chelf, Debra (debra.chelf) N
Add Contact
select contact(s) (required) v
This person(s) can make changes tg workshop.
Facilitator
Add Facilitator »
v
x
External Contact
Enter Email *
* Qutside Contact Must Have a Valid Professional Development Account
Search
Add Presenter Add Contact Add Facilitator

Update Contact Info

You can also add an outside presenter (if you have the email address). There

are several already populated if you "Search". These are presenters that
Region One has used.

Remember, once you are through with the contacts be sure to press "Update Contact Info".
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A Home =My cContent & Workshops ~ @@ Calendar B8 Administration (% CheckIn ~ 2 welcome Debra ~

Workshop: 80507 - Professional Development/Grants Training Pending Approved Dropped

Status: Incomplete - This workshop either has missing information, or none of the requested reservations have ...No records to display....
been approved

Created By: Chelf, Debra (debra.chelfi@mcallenisd.net) 2/1/2018 5:14:50 PM
General Info Options Contact Info Reservations Registrations Reports

1D Location Date Begin Time End Time Status Approved Extra Details

...No reservations to display....

Search Room/Location

Add Internal Room/Location Add External Location Add District/Campus Add Online Course
choose a department

Internal Room Search Criteria

Reservation Date: Select Meeting Rooms to Search Select Al Clear All
2222018~ enter Administration v

Begin Time: [ Assessment-Conference Room [ Special Education Building - Room B ey
1:00 pm <— enter [ Central Office Board Room [ Special Education Building RSD - Room A

End Time: [ Faciliies, Maintenance & Operations Training [ special Education Building RSD - Room B
2:30 pm %’ enter Room [ staff Development - Bluebonnet Room

Max Participants 1 FMO-Conference Room [ Staff Development - Friendship Room

[J Human Resources Conference Room [ Staff Development - Lone Star Room

[0 PB78 Advanced Academics Conference Room Staff Development - Texas Our Texas Room v

— S S —

never change from 1

choose a room within the department

Select Asset Type(s) Only include rooms with these assets

No assets..

Searech | <~ (lick on search
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Internal Room Search Results

Available Rocoms For: Thu 2/22/2018 1:00 PM-2:30 PM

Room Half Day Fee Full Day Fee

Add Selected Close

If the room you chose is not listed, it is not available and you will need to select another room.

If room is available, vou will see it as per the below sample:

Internal Room Search Results

Available Rooms For: Thu 2/22/2018 1:00 PM-2:30 PM
Room Half Day Fee Full Day Fee

@ Staff Development - Friendship Room 0 0

Once you select room
click on this...
N Add Selected  Close
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Reservation

Staff Development - Friendship Room

Room Layout:

Custom - Capacity: 20

Room Assets
No Assefs...

All you need to do on this page is
click on "Submit"

Half Day - Fee: 0

Method of Payment

Check

Special Request/ Comments

Submit

After you submit the request it will go to the room approver for review and approval. This will be the secretary in charge of
room reservations. For now it will be Debbie Chelf, just until you get used to entering workshops/meetings.

After a little while you need to go back to the calendar and see if workshop/meeting has posted to the correct date.

A Home =My Content &8 Workshops ~

& Calendar

B2 Administration

& Checkin ~

Elementary Campus Test
[Coordinators

4p 74937 - Elementary
Literacy Interventionist

4p 79956 - Set up room for
1M meeting

8a 71477 - Sharon Wells Math
|5th Six Weeks Training - 2nd
|Grade Group B

8a 75087 - High School Test
[Coordinators - TELPAS
Training

8a 77210 - English Il & IV EOC
[Content Support Session

nline

8279232 - ELL Instructional
[Videos: ELA & Reading

Ba 79428 - SHARON WELLS
IMATH 5TH SIX WEEKS
JOVERVIEW - 2ND GRADE
[GROUP A

8:15a B0603 - AP Capsto
Research Online Training
8:30a 77241 - Gomez &
[Gomez Middles school Dual
Language Training with Gomez|
land Gomez

3p 73098 - Spedal Ed
[Counselor Meeting

4:30p 71930 - Careers in
Unmanned Aerial Systems

6p 79481 - West Coast Parent
Meeting-Lamar

4:30p 71179 - Fountas &
Pinnell Grades 6-8 Cadre
Meetings

4:30p 72930 - ESTABLISH AND
[TEACH EXPECTATIONS

4:30p 79539 - MS Department
Head Meeting and Essay

8:15a BOGOS - AP Capstone:
Research Online Training
8:30a 75017 - McHi Vertical
[Team Elementary Campus Test|
Coordinators TELPAS Cnline
Training (Pearson Acces

8:30a 77306 - Gomez &

Gomez Middles school Dual

Language Tr
and Gomez
3:45p 73056 - Elementary Self-|
[Contained Teacher's Meeting
4p 77619 - Bilingual Early Exit
Time and Treatment

4:30p 71147 - Elementary GT
Network Calibration and
Collaboration

4:30p 72819 - Creating
Interactive Websites with
(Google Sites

4:30p 73018 - Secondary
slexia

5:30p 79935 - IB Parent.

Meeting

iNg with Gomez

Scratch & Scratch Ir.

8:30a 80334 - Test Security

[and Confidentiality Training
& | High School

Design Team Meeting

8274983 - Dual Language
Spal Literacy:
Sodial Studies Vocabulary
Development Through Inqu
Ba 77286 - English Il Content

nce &

ing (Pearson Access Next)
- Elementary Campus Te

4p 77621 - Bilingual Early Exit
Time and Treatment

4:30p 71149 - Elementary GT
Network Calibration and
Collaboration

4:30p 80103 - U.S. National
[Chemistry Otympiad Student
& Parent Meeting

8a 71484 - Sharon Wells Math

5t ‘Weeks Training - 3rd

(Grade Group A

‘Ba 75007 - Dual Language

Spanish Literacy:
cial Studies Vocabulary

Development Through Ingu

8a 77213 - Bth Grade Content

Support Session

1p 71485 - Sharon Wells Math

5t ‘Weeks Training - 4th

(Grade Group A

3p 73050 - Sp. Ed. Department

Meeting for Teachers for V.1

3:30p BOS517 - -Professional

Development System Trai

ience &

4p B065E - TELPAS Holistic
Rater Tra

Ba 72848 - Bth Grade Math
Professional Leaming &
Planning

Ba 72948 - CPI {Campus Crisis
Team) obotics for

a 7200!
8a 77344 - AM Counselors Elementary Teachers
Meeting

8:30a 75068 - Rowe Vertical
Team Elementary Campus Test|
Coordinators TELPAS Online
Training (Pearson Acces

12:30p 77346 - PM Counselors
Meeting

3p 73060 - Homebound

8:30a 71552 - 154 TEXES
English Second Language
(ESL) Supplemental Exam

Tr:

Teacher Meeting
[

2 Welcome Debra ~
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EDITING AN EXISTING WORKSHOP/MEETING

You will be able to edit the workshop/meeting by clicking the workshop/meeting on the calendar and then
clicking on "Edit Workshop". If you need to change the date and/or times, or any information on the workshop/meeting,
please call Debbie and she will walk you through it until you get used to working with changing

& Workshops ~ & Calendar == Administration ® Check In ~ 2 Welcome Debra ~

Search Q
Workshop Registration Details
Workshop Id Workshop Title
80517 -Professional Develnpmem SySth Tlalning
Description

How to create workshops for Professional Development trainings for individual campuses.

Audience
Available to administrator that will assist in overseeing the PDS workshops at the campus level.

Fee Max Participants Min Participants Current Registered CPE Hours Stipend
$0.00 50 1 3 1 No
Workshop Materials Content Area Stipend Rate

None Professional Learning (PL 135000) $0.00

After clicking on "Edit Workshop" you should see the below screen where you can make changes, etc. Remember to always
click on the "Update..." (at bottom left hand side of page) after making changes to save.

M Home  ®®MyContent & Workshops ~ & Calendar &8 Adminisiration & CheckIn ~ 4 Welcome Debra ~

Search Q
Edit Workshop

Workshop: 80517 - -Professional Development System Training Pending Approved Dropped

Status: Open - All required information has been entered. 0 3 0

Created By: Chelf, Debra (debra.cheli@mcallenisd.net) 2/2/2018 9:15:38 AM

Cancel Workshop Close Workshop Copy Workshop Notify Staff

General Info Options Contact Info Reservations Registrations Reports

Title *

}Professional Development System Training x

Description *

How to create workshops for Professional Development trainings for individual campuses.

Special Instructions (will be appended to registration email) “Will NOT be displayed with p di

Please bring a fully charged laptop to training session.
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Now, are any of you feeling like this?

Don't worry, with a little practice you will be a pro
in no time!
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