Verifying Attendance, Sending out Evaluations and Completing Paperwork

Login to: http://staffdev.misd.k12.wa.us

Select Registrar/Instructor Home
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Find your course. You may have to “look” for your course; you can use the Calendar link (in the
grey bar above Registrar/Instructor Home) and then move through the months to find your class.

Select Edit C!ass using either the green Edit Class button or the link to the left.
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Select the green Attendance Tab on the left.

Class #/157 Title: TOSA Leadership, Best Practice and Emerging Technology Development
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For each participant, complete the Hours Attended and check the Att Ver box.

Once you save, an email will be sent to the participant asking them to complete an Evaluation.

You can come back at a later time, select the Evaluation tab to see a summary of participant’s
evaluations.

The ORIGINAL sign-in sheet should be initialed in the top right corner for “Verified by,”
dated and sent to Mary Newcomer at the District Office. Remember to keep copies of agendas.



