
Instructions for Entering Workshops/Meetings on PDS 

Step 1:  Log into Rapididentity 

You should see your log-in name here.  If 
not, call secretary @ 632-8414. 

Step 2:  Click on “Categories” 

dchelf
Line



Step 3:  Click on “PDS – Professional 
Development”

Step 4:  Click on “PDS…” 

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. 

If you see this button, you have been 
given administrative rights to create 
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:

Step 1:  click here
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Professional Development/Grants Training

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

Please bring in fully charged laptop or IPad.

department secretaries, clerks, paraprofessionals

50 02/21/2018  8:00 pm 1.5

Paraprofessional (PARA 42000) Paraprofessional (PARA 42000)

Need to complete all of the items marked with a red arrow (     ).

You can upload files you want the registrants to view.
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Make sure to write this number down then
click on "close"

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

Check all of the general information to make sure
it is correct.  If all of the information is correct 
the next step is to go on to the "Options" section.
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This section is where you assign who is allowed to attend the session. 

Never select this option unless you want to open the workshop to
others outside of District.

Click here to advance to next step

Never check this box.  If you check this box everyone, including
outside of District can register.
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start typing name
select presenter (optional)

select contact(s) (required)
This person(s) can make changes to workshop.

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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choose  a department

choose a room within the department

enter

enter

enter

never change from 1

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

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

Once you select room 
click on this...
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All you need to do on this page is
click on "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.
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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. 

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

EDITING AN EXISTING WORKSHOP/MEETING
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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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