® ERO - Electronic Registrar Online
\_// : H
~aggl Registrant User Guide

E Ro Everett Public Schools Professional Development Software
pd.everettsd.org

Registrant Activities

e LoggingIn

e Course Catalog

¢ View Schedule Calendar

e Requesting Credit for Out of District classes from Course Catalog tab (if district-enabled)
e My Schedule

e Exporting Schedules to Workstation Calendars

e My Transcript

e My Profile

e MyPlan

e My Evaluations

Logging In

The “User View” Home screen will display when you enter the URL (web address) “pd.everettsd.org” to access
the Electronic Register Online. Do not enter “www” in front of the address,. All users of ERO are required to
review and accept the Terms of Use policy in order to access the system.

Enter your SmartFindExpress ID and PIN and click Login. This is the same ID and numeric
password as your absence-reporting.

District: Everett Public Schools

o) €5chool

€«—" /SOLUTIONS

Attention " Electronic Registrar Online

ay, May 10, 2014, Electronic Registrar
etween 8 AM. and 2 P.M. (EDT). Whike

Change District
Release 5.40. Please contact your

First time user?

PIN If you have been assigned an ID and
do not have a PIN, please contact
your System Administrator.

Thank you ‘
|

Everett Public Schools

ERO - Electronic Registrar Onine is Everett Public Schools new
Professional Development planning tool to deliver you a fully &

Forgot your PIN?

If you forget your PIN, go online and enter the Organization ID and your User ID. Then, click “Email PIN” to have
your PIN emailed to you. Organization’s ID number 98201 and click Submit.

\—3/ eS C h O O , sy BTN

leeee.]
SYULUTIONS [t Pin | Back
\—/Electronic Registrar Online
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https://ero4.eschoolsolutions.com/user/Login.taf?_function=logout&orgId=98201
https://ero.eschoolsolutions.com/user/login.taf?orgID=98201

The system options that the user can access are displayed on the menu bar.

Homs Course Catalog « My Schedule WMy Transcript Iy Profile ~ Iy Programs Iy Plan Iy Evaluations
CELINCIEL ANNOUNCEMENT:
Welcome to the

USERS/REGISTRANTS:

Electronic Registrar Online
B Welcome to the County Public Schools professional leaming management system!

For Assistance: Click here for important information about htto:ischoolwires.net

System Administrator

This is the demo database for Electronic Registrar Online from eSchool Solutions, Inc. Itis bestviewed with a screen
resolution of 1024 x 768,

The system options include the following:

Course Catalog Displays available courses for registration, provides access to the
schedule calendar and provides the option to request out- of -district
transfer credits.

My Schedule Displays current registrations and provides access to information on
any unpaid fees for courses and late drop/no shows.

My Transcript Displays sessions that the registrant attended.

My Profile Displays current profile information and allows users to modify PINs.

My Programs Displays programs that the user is registered for and provides
information on certifications/endorsements and issued/expiration
dates.

My Plan Displays the user’s professional growth plans (PGPs).

My Evaluations Displays evaluation forms for sessions and/or programs that the user
has attended.

Course Catalog (Registration)

The Course Catalog feature is used for registration. Only courses with sessions that are open to your registrant
type for registration on the date you are logged in will be visible in the online course catalog. Search results will
not display for a session if the Registration End Time has passed, and registrations will not be allowed.

Course Catalog

View Schedule Calends:
Credit e
Course Code or Title |:|
Session (SRN). l:l

Activity Types ‘ v|
Session Budget Code; ‘ v|
Start Date:  From | |— To e
(MDD (MDA

Advanced Search
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You can search by the following criteria and choose the search results format (List by Course, Curriculum
Category or Date).

Curriculum category
Credit Type
Course Code or Title
Session(SRN)
= When a specific SRN is entered as the search criteria, the system will only display course
information for that specific session. No other sessions for the course are displayed. To register
for the session, select the Register button. To search on a different SRN, click the Back to Search
link to return to the Search screen.
= Goal Types
= Activity Types
e Start date or date range

The Advanced Search link, located to the right of the Search button offers additional search options including an
option to show only sessions with seats available. Search results can be listed by Course, Curriculum Category, or

Date.

View Schedule Calendar
Curriculum v
Credittype: v
Course Code or Title:
Session (SR
Goal Types: v
Activity Types: v
Session Budget Code: v
StartDate: From - To —_—

Course Title Curriculum Course Code Starts Register]

Webinars-NEW! Equiy and Innovation: Students' Six Unassigned Mon 07/01/2013 Register|

EV Implementing Educator Unassigned Won 07/0122013 Reaister|

Webinars 5th Practice Standards On-iine Learning Mon 07/01/2013 Register|

\Webinars-NEW! Observational Rounds Unassigned Won 07/0122013 Reaister|

In the search results, select the desired course by clicking on either the course title or select link. The course
description and all sessions open for registration will appear. Also, prerequisite courses list on this screen.

oo ——— —  — — — —— — |

COURSE INFORMATION Return o List
Course Code: 0001
Course Title: Test Course 0001
Description:  Test Course

Requirements: There are no prerequisites for this course

SESSIONS (Toraw sessions ListenseLon 11) o

LocationiD:
Location:

SRN 8856743

Starts: 02/01/201108:00 AU
02/28/2011 10:00 AM

[ Touisasis Tiled Sesta valani Sows_omwatiit |

e o Yors
Require Approval: No

Target Audience: None

Leamning Method: None
Credit Types Credits Points. Registration Fee

“Contren Cedt I oo0] o00] som

Register

rieoEsoL nows \ om| o s

DatefTime: Tue Fet 15, 2011 07:00 Al - 04:30 P Late Drop Starts:
Late Drop/o Show Fee: 5 10.00
Location:
LocationiD: 149
Location: ARECIBO OBSERVATORY

The credit types and the corresponding credits and hours are listed together. The available credit types are
viewable prior to registering for a Session.

For canceled sessions, the icon labeled “Course Cancelled” is shown below the SRN. The session will continue to
display until the close of the registration period. Registrants will not be able to enroll in cancelled sessions.
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For sessions that the user is already enrolled in, the icon labeled “Already Registered” is shown below the SRN.
For sessions that the user is on a wait list for, the icon labeled, “On Wait List” is shown below the SRN.

For sessions that have restrictions, the icon labeled “Session Restrictions” is shown below the SRN. Two types of
restrictions are possible: Location (registrants from a certain location only) and Classification (registrants who are
assigned to a certain subject or grade). When there are session restrictions that are not met by the user,
information is provided that describes the restriction and describes why the restriction exists for the session.

For sessions that are open for registration, an icon labeled “Register” is shown below the SRN.

If a seat is available, you will receive a message on the screen that you are “Enrolled.” Also, you will receive an
email notification of your successful enrollment.

If the session you are attempting to register for is full, you will have the option to add your name to the wait list
for that session. An email notification is sent to indicate that you have been added to a wait list for this session.

Note: Choosing to be added to the wait list reserves the date(s) and times of that session on your schedule and
prevents enrolling in other sessions at that time.

You will be automatically enrolled from the wait list when a seat becomes available. The first eligible person on
the wait list is enrolled and notified via email of that change in registration status. As a registrant, you should be
aware to look for that email notification and to check your schedule online for changes in your registration
status. (Cancelled sessions are also notified in this.) If you are enrolled in a session from the wait list, it is your
responsibility to drop that enrollment if you do not want to attend. Otherwise, you may prevent a registrant who
wants to attend from doing so.

If there is a schedule conflict with a session that you are enrolled in or on the wait list for, you will be notified of
the conflict and given the opportunity to drop your current enrollment or wait list status in order to attempt to
enroll in the selected session. (A seat may or may not be available for that session.)

Registration for Self-Paced Sessions

When a self-paced session is accessed from the Course Catalog tab, the course details will display the “Self-
Paced” and “Complete by” fields instead of Occurrence date/time information.

The system displays Self-Paced in the Date/Time field and displays the Complete by date to the right of the
Date/Time field.

Course Catalog

COURSE INFORMATION Retum to List

Course Code: 0001
Name: Test Course 0001
Description: | Test Course

Requirements: There are no prerequisites for this course:

COURSE SESSIONS

® Toregister for a session, clickthe icon labeled "Register
® Torequest enrallment for a session, click the icon Iabeled "Request Enroliment”

SRN 1116789

Status: Active Registration Starts: 08/02/2010 08:00 AN

# Seats Available: 15 Registration Ends: 08/30/2010 10:00 Al
#0nWaitList: None
Delivery Method: None

Stipend: None Session Budget Code:
Target Audience: None

Presenters: JANICE ADANS
Request
Enrollment Location:

Self-Paced: Complete by hlon Aug 30, 2010

Credit Types Credits Hours Reg. Fee
Communty Education 800 1400 $0.00

Upon successful registration, the Registration confirmation page will display the Self-Paced sessions and
Complete by date information instead of Occurrence date/time information.
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Course Catalog (Requesting Credit for Out-of-District Classes)

This feature is enabled for classified staff only, a registrant can complete the online form for the request by
accessing the course catalog page and clicking the Request Out-of-District Transfer Credit link. The “Request Out-
of-District Transfer Credit” form displays.

Transters.

REQUEST OUT OF DISTRICT TRANSFER CREDIT Bztum iz Course Cansion

Wame: eschaol Solutons
User|D: 883238828
Registrant Type: Teacher
Phone: (407) 7451111
Email: ERGAmING
Aodress:

eschocisciutions. com

Location: v Location Defined
ClassiMcation: No Frimary Classacation Deined

COURSE, WORKSHOP OR ACTIVITY INFORMATION

* course Tioe: |

# Caurse Location: [

 Campotion et [y

Compiction |

P —
e —

Dt course
o | =

prmary Purposs: [ =]

Leaming Method: | =
e
e —

Evatuoton Metnoa, stcent: | =

Comments: |

CREDIT TYPE INFORMATION

Credit Type: ~
Credits:;
Points:

Add| [Remoye | Remoyve All
NOTE: Ta change fields ‘Credits’ and/or Paints’, remove ALL credit types from the listing below.

Credit Type Credits Points

NOTE: Fields marked with a % are mandatory.

e

The fields on the top half of the request form are auto-populated from the user’s profile. The comments field is
used to enter any special notes about the request. Once the registrant completes the form and clicks Submit, the
request form goes to the reviewers for approval.

When a request is approved, it will be necessary for the registrant to provide the reviewer with their proof of
completion and the reviewer will apply the transfer credit to the registrant by setting the transfer status to
“Attended.”
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View Schedule Calendar

Registrants can access information on scheduled courses/sessions by clicking the View Schedule Calendar link.
The system displays the list of scheduled occurrences by calendar date. The Scheduled link shows the number of
scheduled courses for the calendar date. Schedules can be viewed in a weekly or monthly format. The monthly
calendar view is the default.

Monthly View Weekly View
Course Catalog
Return to Course Catalog
’,Weeldy(:alemar\.new
Today « FEBRUARY 2011 3 ’ _Monthly Calendar View
SUNDAY MONDAY TUESDAY ‘VWEDNESDAY THURSDAY FRIDAY 'SATURDAY
01 02 03 04 05
2 Scheduled 1 Scheduled 2 Scheduled 1 Scheduled 1 Scheduled M « JANUARY
SUNDAY, JANUARY 30
06 o7 08 09 10 " 12
1 Scheduled 1 Scheduled 1 Scheduled 1 Scheduled 1 Scheduled 1 Scheduled 1 Scheduled MONDAY JANUARY 31
B i+ 15 ° - ° K TUESDAY, FEBRUARY 01 2 Scheduled
1 Scheduled 1 Scheduled 2 Scheduled 1 Scheduled 1 Scheduled 1 Scheduled 1 Scheduled
WEDNESDAY, FEBRUARY 02 1 Scheduled
20 21 22 23 24 25 26
1 Scheduled 1 Scheduled 2 Scheduled 1 Scheduled 1 Scheduled 1 Scheduled 1 Scheduled THURSDAY; FEBRUARY 03 M
. = FRIDAY, FEBRUARY 04 1 Scheduled
iochedied 2Shedued SATURDAY, FEBRUARY 05 1 Scheduled

When a link on a calendar date is selected, all sessions scheduled for that date are displayed. The course
information includes the course title, details, start and end time and location.

Course Catalog

Search | Return to Calendar
i _ Monthly Calendar View

Scheduled Occurrences for Tuesday, February 01, 2011

Course Title Details Start Time End Time Location
Mentoring Technigues View 7:00 AN 4:00 PM
Mentoring Technigues View 8:00 AM 5:00 PM ALLTEST LOCATIONS

Selecting the View link in the details column will display the existing course information, register page.

COURSE INFORMATION Return 1o Schedule Calendar
Course Code: 1300284
Course Title: Mentoring Techniques
Description: | mentoring techniques
Requirements: There are no prerequisites for this course

SESSIONS (TorsL sessions LisTen aeLon:4) @

LocationID:
Location.

SRN 225987

tion Starts: 01/01/2011 08:00 Al
Ends: 05/30/2011 10:00 Al
Yes

[ otrsents ileasovis  Avatabl seatsonviacLit |

o= ) e

Target Audience: None

Learning Method: None
A BeE= G T
q Banked ESOL Hours 0.00 0.00 5000
nt Bars of Latinumi 0.00 0.00 5000
Community Education 0.00 0.00 5000
DaterTime: Thu Feb 03, 2011 08:00 A - 03:30 Pl Late Drop Starts:

Late Drop/lo Show Fee: §10.00
Location:
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My Schedule displays the current schedule of registrations and the sessions for which the user is on a wait
list. It also provides an export function for exporting schedules to your Outlook calendar. Schedules can be
displayed in a weekly or monthly calendar view. Users can also review their self-paced sessions and view
information on any unpaid fees for courses and late drop/no shows. The PayPal payment option can be used to
make any payments on courses and fees. Only sessions in the future appear on this tab.

SCHEDULE

;Munthly View ;7Weekly View 9 _Unpaid Fees
| Sibmic |

NOTE: To create or cancel an absence in WebGCenter, enter your PIN and press 'Submit' button.

SCHEDULE LISTING o @

ENROLLED

Course Title: Elementary Curriculum Alignment
Course Code: 1007001
SRN: 27941 (Click for Session Information)
Credits: 8.00
Hours: 10.00
Date/Time: Mon Aug 15, 2011 08:00 AM - 06:00 PM
Location: Not Specified

e Sessions for which you are registered appear in the “Schedule” section.

e Sessions for which you are on the waitlist appear in the “Waitlist” section.

e Sessions for which you have requested enrollment appear in the “Requested” section.

e Cancelled sessions remain on your schedule until the last session date. They are marked with a red
“CANCELLED.”

You can perform the following activities from this tab:

e Print your schedule using your Internet browser’s print option.

e View driving instructions by clicking on the location name link. This opens a MapQuest window.

e Todrop enrollment in a session or from a wait list, click on “Click to Drop.” You will be asked, “Are you
sure?” Click on “Yes” to drop from that session. Click on “No” to remain enrolled or on the wait list for the
session.

e Todrop enroliment in a session during the late drop period, click on “Click to Late Drop.” This link only
displays if the “late drop” period for the session has begun.

To view additional information on a session, click on the underlined session number. The Course Information
screen will display.

COURSE INFORMATION

Course Code: 1899284
Course Title: WMentoring Techniques

Return to My Current Schegule

Description: | mentoring techniques
There are no

for this course.

SESSION INFORMATION

SRM:

Status:

Location:

# Seats Available:
#On Wait List:
Registration Starts:
Registration Ends:
Learning Method:
Target Audience:
Stipend:
DateTime:

225987
Active

18

Mone

01/01/2011 08:00 AM
05/30/2011 10:00 AW
Mone

Nane

Mone

02/03/2011 08:00 AM
02/21/2011 07:00 AM

-0330PM
- 0430 PM

Credit Type(s)

Credits

Points

Registration Fee

Banked ESOL Hours

0.0000

0.0000

Bars of Latinum1

0.0000

0.0000

Communtty Education

0.0000

0.0000
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Exporting Schedules to Outlook Calendar

Registrants who are logged into ERO can export their schedules to your MS Outlook calendar. All session
occurrences in the registrant’s schedule are exported in one file.

The Export My Schedule icon, ™0 displays on the My Schedule tab if a registrant has a schedule.

Schedules can be exported to MS Outlook or to another desktop calendar.
To export an ERO schedule, follow these steps:

1. Click the Export My Schedule icon. A “File Download” dialog will display. Depending on the browser
being used, the name and file type are identified on the dialog and you are asked whether you want to
open or save the file.

2. Click Save.
3.  Open your desktop calendar program. (i.e., Outlook, Lotus Notes)
4. Select File, Import & Export.
5. Select file format iCalendar or Vcalendar to import.
6. Browse to the schedule file you saved from ERO (*.ics).
7. Select the file and click the OK, Insert, or Import button.
My Transcript

The My Transcript tab displays sessions that the registrant attended. Attended registrations can be sorted by
Credit Type, School Year, No Shows, Unpaid Courses, or by Late Drop records.

= PERSONAL INFORMATION

Name: eSchool Solutions
Address: 101 Rachels Drive
Status: Active
Text Field:
Money:

= CERTIFICATION/ENDORSEMENT INFORMATION

No Certifications/Endorsements are found.

= TRANSCRIPT SEARCH (1)

Date: From i o —

(MM/DD/YYYY) (MM/DD/YYYY)
Display | Print Report

View Late Drops | View No Shows | View Unpaid Courses

TRANSCRIPT INFORMATION

No records are found.
The last session occurrence must have started in the past and the registrant must be marked attended before
the session is displayed on the transcript.

Certifications/endorsements and issued/expiration dates are not listed at this time.

When reviewing course information for self-paced sessions, the label, “Self-paced” displays in the Date/Time
field and the Complete by date displays to the right of the Date/Time field.

To view transcript information for a specific date range, enter the month, date, and/or year using the provided
“Date Range” drop-down menus and click on “Search.”

To view additional information on a particular session, click the SRN link.

Printing a Certificate of Completion

To print a certificate of completion, click on the Certificate button next to the desired session. The certificate is
immediately displayed. Use the print function of your internet browser to print the certificate. Certificates print
on a full page in landscape orientation. The credit types and associated credits and hours are displayed.
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My Transcript Report

This report allows you to print personal transcript reports for your records.

Choose the “Print Report” button
1. Use the Record Selection section to select courses to be shown on transcript

ok wnN

My Profile

My Profile displays current profile information and does not allow registrants to modify their PIN. Registrants
cannot update contact information in this database. (Note: Updated information in this database is not sent to the
payroll or Human Resources database. Follow district policy to inform the district of changes for the purpose of
databases other than this one.) Your email address must be kept current and should remain your district email

address.

My Programs

My Programs displays information on programs that the registrant is assigned to and provides the option to
search for programs by date and create program detail reports. A program is a group of required and suggested

Use the Fields to Display section to select information that will appear on the report.
Click “View Report” to view report.

Use the Printer icon in the Adobe Window.

Use the Back button in the browser window to return to the Report setup page
Use the “Back to My Transcript” link to return to the My Transcript page.

My TRANSCRIPT Back to My Transcriot

Contents: A printable version of your transcript.

Registration Status: | All v
Credit Type Name: -

Total Registered: &

Grades: [ Curriculum Category: [~ District Address: [~
Course Code: & SRN: [/ Hire Date: [
Hours: 7 Course Title: 7' start Date: [
Totals: 7 Completed Date: ' Certification Area & Dates: [~
Credits: [ Late Drop Details: [~ Total Late Drops: [~

No Shows Details: [~

Total No Shows: [~

SortBy: |School Year ¥

ReportTitle: [My Transcript

Output Format: [Adobe PDF ~

NOTE: Save eriteria and display options in "My Report Views” links

View Report

courses that must be taken to meet an overall requirement.

PROGRAM SEARCH
View Program: [All -

PROGRAM INFORMATION

Program Title: New Teacher Induction Program
Description:
Start Date: 01/01/2011
End Date: 06/30/2011
Credits: 10.00
There are no subject areas assigned to this program.

Program Title: TestProgram 2
Description: | This is Test Program 2
Start Date: 02/07/2011
End Date: 04/19/2011
Credits: 2500

Subject Name: qwdrSqwerqwer
Credits: 20.00

CourseCode  Course Title Credits Type  Sequence Status

Lozoss [vcarang sits [0 [suosa] 0 |

10 7ot 100 et st chcin o [200 suassea| 0|

| Total Required Creits Total suggested Creaits|
T w [ wowm |
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Once a course has been attended, the word, “Attended” will display in the Registrant Status column. The Course
# link will display past information about your attended registration.

If registered for a session of a course listed in a program, the word, “Registered” will display in the Registrant
Status column. The Course # link will display detailed information about that registration.

If the requirements of a course listed in a program have been met by attending training out of the district, and
the district is collecting that information, the word, “Transfer” will display in the Registrant Status column next to
the course taken to meet that requirement.

The Recommended Sequence column displays the suggested order in which the program courses should be
taken. If no order was suggested, a zero value displays.

Use the Course # link for sessions not attended or registered to search the course catalog for sessions that are
open for registration.

The Program Search option allows registrants to search for programs by date range. The View Programs drop-
down will only list the programs within the date range. If no date range is entered, all programs will display in
the drop-down menu.

My Plan

The Professional Growth Plan (PGP) feature is designed to address the goals that a registrant needs or wants to
meet with course work or other learning activities. PGPs consist of goals, learning activities and comments.

The My Plan page allows registrants to view, create, modify, delete and search for PGPs. When the My Plan page
is accessed, the page lists any existing PGPs and the mentors/mentees assigned to the PGP. If no plans exist,
plans can be created by clicking on the Create Plan link.

Search | Create Plan

EXISTING PLANS FOR JOHN VERNON

Name Status Start Date = End Date Delete?
Introduction to Teaching Principles Approved 017242011 02282011 Remove
MENTORS
Email? Name
Select Max Jones
MENTEES

Email? Name

Select Tom Shad

The first step in the process of adding a PGP is to add the plan details. The steps that follow include adding goals,
learning activities and comments to the plan. Comments can be added to goals and to learning activities.

Adding a New PGP

Clicking on the Create Plan link displays the Create Plan page. The Create Plan page allows users to enter the
information for the new plan. A plan must have a name, start/end date and status. The default status for a new
plan is “Proposed,” however, a plan can be created with the status of “Approved.” The Notes field is optional and
can be used to add information about the plan that might be useful to mentors/mentees.
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CREATE PLAN

# Plan Name: ||

# Plan Date: | start Ii e End li |

{MM/DDAYY YY) [(MM/DDAYYYY)

# Status: IF’ropoaed hd

Notes:

Check Spelling
MOTE: Fields marked with a % are mandatory.

[ Acl] Concel

Once a plan is created, it is displayed on the My Plan page. Clicking on the plan name displays the Plan
Information page. From the Plan Information page, users can access the screens used to add goals, learning
activities and comments to plans.

Plan Information Page

Clicking on a plan name on the My Plan page displays the Plan Information page. Users can modify the details of
the plan and add goals to the plan.

PLan INFORMATION

Plan Name: Training 1
Status: Proposed
Start Date: 05/09/2014
End Date: 05/26/2014
Notes: Maone

Modify Plan

Add Comment

No comments have been added.

The Modify Plan button displays the page for updating plan information.

MopiFy PLan

# Plan Name: Training 1

% PlanDate: Start [oz109/9014 = End |pgmg2014 I
{(MM/ODAYY (5L Al
#* Status: |Proposed M
Hotes:
£
Check Spelling

MOTE:Fields marked with a # are mandatary
Update
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The Add Goal button displays the fields for adding a new goal. Goals must have a name, due date and be
associated with a goal type.

PLAN INFORMATION

Plan Name: Create Training Course
Status: Proposed
Start Date: 02/01/2011
End Date: 02/28/2011
Hotes: None

CREATE GOAL

# Goal Name: |Goa| 1

% Goal Type: | School Improvement Plan =
# Due Date: —
|02.f17.f201 1

NOTE: Fields marked with a % are mandatary.
[Add | Cancel|

After a goal is added to a plan, goal information is displayed in the Goals and Learning Activities Information
section of the Plan Information page. Goal information can be modified and learning activities and comments
can be added to the goal.

PLaN INFORMATION

Plan Hame: Training 1
Status: Proposed
Start Date: 05/09/2014
End Date: 05/26/2014
Notes: Mong
Add Comment

No comments have been added.
GoaLs anp Learning AcTiviTEs INFORMATION

= GoalName: bastest
Goal Types: asdf123
Due Date: 05/30/2014

[ Modify Goal | Delete Goal | Add Learing Actwity |
Add Comment

No comments have been added.

Adding Learning Activities to Goals

The Add Learning Activity button displays the fields for adding information on the learning activity. Learning
activities are tasks that must be completed to reach the associated goal. The learning activity name, type, due
date and status are required fields.

Once a learning activity is added, it is displayed on the Plan Information page, Goals and Learning Activities
Information section. To modify the learning activity details, click the Modify Learning Activity button. To add a
comment to the learning activity, click the Add Comments button.

Adding Comments to Goals and Learning Activities
The Add Comment button displays the field for adding a comment to a goal or learning activity.

After the comment is added, it is displayed in the Comment Log. All comments are identified by the person’s
name and include a date/time stamp. Comments can only be deleted or modified by school administrators.
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Viewing Existing Plans

Clicking on a plan name on the My Plan page displays the Plan Information page. The Plan Information page
shows the plan details and the goals, learning activities and comments associated with the plan. From this page,
registrants can modify plan details, add/modify/delete goals, add/modify/delete learning activities and add/view
comments.

Mentors/Mentees assigned to the plan are listed on the My Plan page. Mentors can view the plans of their

mentees. Registrants can send email to mentors/mentees by clicking on the Select link in the Email column. An
email page is displayed with the email address of the person pre-filled.

MENTORS

Email? Hame

Select BROOKE ADAMS

MENTEES

Email? Hame

Select Tom Shad

Email Notifications

When a registrant creates or modifies a PGP with the status of “Proposed,” an email notification is automatically
sent to the plan mentors. Plan mentees receive an email notification when a mentor sets a plan to the status of
Approved, Update Needed, or Declined.

My Evaluations

The My Evaluations tab provides access to evaluation forms for sessions and/or programs in the past that you
have attended. Not all sessions and programs will have an evaluation. An “Anonymous” evaluation does not
include the name of the respondent. An “Identified” evaluation includes the respondent’s name and other
details along with survey answers.

Home  Course Catalog *  MySchedule  MyTranscript  MyProfie v  MyPrograms My Plan Ny Evaluations

My Evaluations

EVALUATION INFORMATION

Nancy. click on the 'Select link to display an evaluation to be completed. Remember o click the "Submit” button when you are finished.

PROGRAM EVALUATIONS

Evaluate? Identity Program Name Completion Date

Select Anonymous Test Program 4 FriFeb 11, 2011

To complete the evaluation for the session or program, click the Evaluate link. Each evaluation form includes
instructions on using the form including information on whether the evaluation is anonymous or identified and
how responses must be entered. Evaluations for programs include Program Name and Program End Date fields.

After entering your responses, click “Submit” at the bottom of the form to save the evaluation answers. You may
only respond to an evaluation one time. After responding, the session or program is removed from the list of
evaluations for you to complete.

To view additional information about the session or program before evaluating it, click the Session number link
or Program Name link on the Evaluation page.
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Home Page Notification of Pending Evaluations

Notification of pending evaluations is displayed on the home page. The notification shows the number of
evaluations that are pending. Clicking on the notification box displays the My Evaluations page.

Home Course Catalog v My Schedule My Transcript My Profile ¥ My Programs + My Plan My Evaluations
eSchool Solutions, ANNOUNCEMENT:
Welcome to the .
Electronic Registrar Online USERS/REGISTRANTS:
Youh 1 di Greetings! Welcome to the Credit Type Scenarie A professional learning management system! This is the demo database for Release
pulnaveltpencing 4.0 of Electronic Registrar Online from eSchool Solutions

For Assistance:
Contact the System
Administrator
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