Staff Development System - Entering a Course
Login to: http://staffdev.misd.k12.wa.us using your Skyward login and password

To create a new class select Registrar/Instructor Home If you do not have this link, it is because you do not

have a resume on file with Jepnifer Wright. Please forward a resume to Jennifer so this access can be
opened.

Home | Browse By > Category - drget Audience - Professional Certification - Standards - Calent

Registrar/Instructor Hom

User Profile My Classes - Upcoming
Edit My Profile
My Transcript
Logout My Classes - Recent
Start Here
Upcoming Classes

This is the home screen for creating new classes, editing existing classes, checking on enrollment, etc.

Home | Browse By > Category - Target Audience - Professional Certification - Standards - Calendar
Registrar/Instructor Home @
Create New Class [= ciasses in Development
Blank Template
From Existing Class 11 Blogs and Wikis in the Classroom
User Management [—]Low Enroliment within |7  Days Change
Se ore No Upcoming Classes
All Classes within the next 7 days are at or above the minimum enroliment
Inact [=] My Classes (Staff) - Not Posted View All
Admimistrative Functions Edit Class | g4 and Wikis in the Classroom Not Posted
Vans 12/4/07 | Clock Hours: 10 | Credits Offered: 0 | More Info
. [ My Classes (staff) - Posted View All
M fion Messages
M Tele\ass-z
M nment 10/22/07 - 10/29/07 | Clock Hours: 0 | Credits Offered: 0 | More Info...
Create a New Class
Select the Blank Template link under Create New Classes.
T
. | . . . .
Descrip RS You will be led through the process of completing the information for the course.

tandards As you proceed through the steps, the red X’s will change to green checks.
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Description:
Title, Description, Target Audience and Category are required.

If this is a clock hour class, you must include a syllabus/program agenda.

Remember to Save!

Class Description
F F
“Title |Blogs and Wikis in the Clas
Tag | District Sponsored |

™ Community Schools Class

‘Description  [fhis PLC will focus on the use of web 2.0 tools of

blogs and wikis in the classroom. Participants
will learn how to use the tools with students,

investigate best practice, and develop classroom
activities that take advantage of the interactive
nature of the tools as well as their potential for
students to utilize higher order thinking skills.

Prerequisites [none

Special
Instructions

Text Formatting Hints (opens in a new window)
Professional
Certification
Requirements
‘Target -
Audionce [+ Certificated Staff
I Classified Staff
v Elementary Teachers
¥ Middle School Teachers
[+ High School Teachers
Target
Audience |
Notes
Category " Instruction
I Paraeducation
Conference/Series

Is this a series or conference? | No :]

This class is a part of:l Not a Part of a Conference/Series j

Files ‘
Syllabus l Browse...

Handouts l Browse...




Standards

Select the standards that apply to your course. You are required to select at least one standard or the check box
that Standards are Not Applicable to this Class.

Note: Arrows expand to give more detail

Standards

1 7 Nt pplicable to this Class Description.

> I Reading Standard

© ¥ communication
O 7 Mathematics

O I science

O Iv social Studies

O I The At

© | Health and Fitness

Remember to save.
Details
This is where you designate the minimum and maximum number of students and registration deadline.

DO NOT check the For District Staff Only box

Details
* Required Field
*Minimum Enroliment |2 {Leave as 0 forno minimurn)
Maximum Enroliment |25 {Leave a3 0 forno maximum)
Registration Deadline |J¢ ~l|7 ~|j2008 |
For District Staff Only [
Required Class r
Substitute Code IO [This will hot display onthe public enrollment page)

Remember to Save!



Places and Times

To give the place and time of meeting, click on a date and a detail window will appear.

Complete the information in the detai

Places, Dates, and Times /

12/4/07
*_h [4:00  [PM ~[10[5:00 [PM |

December 2007
S M Tu Th F S

Location: | Administration Building |
Room: | Any/No Room v/

2 3 5 6 7 8
9 13 14 15 Notes: [Conf Rm A

: (save )
5 27 28 29 Save )| pelete
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To add an additional meeting time, just click on a new date in the calendar, and another detail window will
appear to be completed.

Remember to Save.

Fees/CH (Clock Hours)/Credit

This screen controls the number of clock hours and/or credit offered for a course. MISD is a clock hour
granting institution. If you would like to offer credit for a class you are offering, you will need to work through
one of the local universities.

Clock Hours

Number of Clock Hours IlO

Clock Hour Fees 3 |0
Clock Hour Approval r

Partial Clock Hours OK I~

Notes

College Credit

Course # |

College Credits |0

Credit Fees s | I~ Approved

Credit Description




Instructors

This is where you determine the Instructors for a course. Search for the Instructor’s name by either First Initial
or Last Initial.

Instructors

Currently Assigned Staff Members

Instructor v| Wright. Jennifer

Add New Staff Membe

Choose First Initial
AIBICIDIEIEIGIHIIIJIKILIMINIOIPIQIRISITIUIVIWIXIYIZ
Choose Last Initial
AIBICIDIEIEIGIHIIIJIKILIMINIOIPIQIRISITIUIVIWIXIYIZ
Staff Members Set Inactive

Once you have found the appropriate person, use the drop down to place Instructor next to their name and Save.

Staff Members
Instructor

Contact
Host

z Millsap. Kara

Hasslinger. Kevin

If you can’t find the appropriate person, it is because they do not have a resume on file with Jennifer Wright.
Please forward a resume to Jennifer so that instructor can be assigned.

Evaluation

All students will complete an evaluation online. You can use the standard evaluation by selecting the template
using the drop down menu.

Evaluation

# Of Questions |# Of Students |# Of Responses
0 3 0

New From Template:ESeIect A Template |
Select A Template

MISD Class Evaluation Form: 5 Questions

Questions

Add New Quegtion - Manage Templates

If you would like to add additional questions, you can do so using the Add New Question link.



Once the Evaluation section is completed, then your side menu should look like this:

-

Description

@
’ Q

Standards

Details O

Places & Times O

NN N/

Fees /CH/ Credit O

Instructors O

\
[ Classlist

Attendance

[ Evaluation

[ Forms

| Not Posted ~|
Change

Please email Jennifer Wright that the course is ready to post (she will also be alerted automatically from the
system), and after reviewing will do so.



Staff Development System - Additional Instructor Tools
Classlist

Once registration has started for your course, you can check Classlist to determine who has signed up, you can
add students, send emails to students and remove students.

Class List

Registered: Waitlist: Min: Max: Email: ]
4 ! 4 12 I Staff & Students ~|

Enrolled Students For
Confalone. Andrea Clock Hours | (=10 IS])
Hagen, Michael Audit ~| Q@O@
Kuciemba, Lindsay Audit j O@O@
Tierney, Gavin Clock Hours ~| 00O

Update All

Wait List For Duplicate

Hasslinger, Kevin PSESD AUDIT (@] r

Create Duplicate Class With Checked Students

Add Students to Class
Key

@ Add Studentto Class
Re-Enroll Student
Remove Student (Moves to Cancelled List)
Place Student on Waitlist
Edit Student Information
Edit Student Payment Information

Forms

The system will create an attendance form with student names and meeting times printed by using the link in
the forms section.

Form Printing Options

Attendance

Once a class is complete, the instructor will use the Attendance section to verify attendance and the number of
clock hours earned.

The Att Ver box should be checked, the Hours Attended should be correct and then select Save. Participants
will be emailed a reminder to complete an evaluation electronically.

Attendance
Note: Once attendance is verified for a posted'or a not posted'class an
automnatic email to take an evaluation is sent.

Hours

Aftended For AttVer ClockHours Credit ~ Credit Fees  Emailed

Paid Paid  Evaluation

Joby McGowan 3 CH ~ v I~ ™ = No




