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Professional Development User Guide

1. Overview

1.1 Introduction

Create and manage staff education programs via the Web with the Professional Development (PD) module. Once course detail is setup, end
users enjoy 24x7 access to registration, class schedules, a personal record of completed coursework, etc. Automating these tasks reduces your
organization’s administrative burden immediately. In addition to creating organization efficiency, Professional Development promotes and
facilitates an increasingly educated workforce within your organization. Along with staff participation, an optional feature allows non-
employees to register and participate in all scheduled courses. Access to information is straightforward and easy. Professional Development
(PD) includes standard reports and immediate online inquiry to any data in the system. Security-protected reports can be run at the user’s
networked computer or via the Internet from selected Web browsers.

1.1.1 Primary Users

There are three primary users of this module; Administrators, Instructors, Participants. The Administrative function is focused on the setup and
scheduling of courses, cost identification (if any) plus definition and/or authorization of course instructors and participants. Instructors may
optionally identify the details associated with their courses such as: syllabus, materials, pre-requisites, min/max students, attendance,
participant evaluations/grades, etc. Participants register for courses, indicate method of payment (if required), and completion of
instructor/course evaluation if requested.

1.1.2 Organization of Screens

The Administrative function is performed within the IFAS 7i environment. It is accessed through the HRPDUP (Human Resources,
Professional Development, Update PD Database) menu mask. The following update functions are available:

CC — Course Codes — User defined codes that support reporting and system checking processes (described later in this document).
CD — Course Definition — Allows access to all details in relation to defining or updating active or future/proposed courses.

CH — Course History — Provides the ability to view and/or update historical individual participant and course detail information.

The Instructors’ access is provided through the Employee Online (EO) module via web access. The following functions are available:
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Current Courses — Displays a one line summary of each Course that has not been completed by the individual Instructor. A link to
Course Details is provided for reference purposes.

Prior Courses — Displays a one line summary of Courses that have been previously taught by the Instructor. A link to Course Details is
provided for reference purposes.

Course Definition — Provides the ability to update Course Details for currently active courses and to define new, future Courses (if this
capability is defined within the security setup).

Course Attendance — Allows the instructor access to individual Participants within a selected course to update their attendance for a
given date and time.

Assign Grades — Allows the Instructor to assign grades to individual Participants within a selected course.

Email Notification — Provides the ability for the Instructor to email all Participants regarding any updated information related to a
specific course.

Attachments — Allows the Instructor to upload documents and attach them to their Instructor personal information record. Examples
might be a resumé/vita, professional references, credentials/certifications, etc.

The Participants’ access is provided through the Employee Online (EO) module via web access. The following functions are available:

Browse Courses — Provides search capability to view selected or all Courses currently scheduled.

Current Enrollment — Displays a one line summary of the Course(s) in which the Participant is currently enrolled and active. Links are
provided to Course details, Instructor information, Evaluation (if completed) and ability to Drop Course.

Prior Enrollment — Displays a one line summary of previous courses completed. Links are provided to Course details, Instructor
information and the ability to print their completion certificate One-Time.

Wait List — Lists any courses for which the Participant is currently on the Wait List and their position on the List.

Personal Information — Displays the current Name, Address, Phone and Email information on file for the Participant and provides the
ability to edit that information (if this capability is defined within the security setup)

1.2 Key Features

1.2.1 Setup/Configuration

= Define facilities and training locations.
= Define course begin/end dates offered within calendar or fiscal year.
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= Define course information and associated class data including course code, description, class size, location, instructor, facilitator,
required materials, prerequisites, etc.

= Upload and attach a full course syllabus in any document format.

» Allow instructors to track participant attendance online.

= Option to collect participant feedback through a class/instructor evaluation questionnaire.

* The organization must define at least one (1) ‘Attachment Type’ for documents to be attached to the Instructor information.

= User defined Course Completion Certificate.

= User defined email text for Course Registration and Wait List Confirmations.

1.2.2 End User Features

» View class schedules online. Open links to additional detail, including course description, facility, date/times, class size/availability, etc.
» Drop existing classes and/or register for new classes.
* View an online history of the classes that you’ve attended. Each successfully completed course has a link to print a certificate.

Background Features

* Limit access to screens and reports via IFAS security.

= Prevent or allow participants from registering for the same course multiple times.

* Automate pre-requisites checking.

* Automate registration and facility date/time conflict checking. If a course is full, the registrant is placed on a waiting list and an e-mail
notification is generated indicating their position on the list. Wait listed registrations are automatically filled when a vacancy becomes
available on a first in, first out basis with an e-mail notification to the registrant.

= Optional billing process for course fees; Email notification via Workflow of fees charged; Automatic deductions through IFAS Payroll;
Billing statements and payments through IFAS Accounts Receivable and Cash Receipts.

1.2.3 Standard Reports

All Standard Reports are provided in the IFAS standard Click, Drag and Drill (CDD) format. They are designed to be used as delivered or
individually customized using the CDD Design Tool. Additional, client specific reports may be written to meet local requirements and
standards. The CDD reports provided upon installation are:

= Course Attendance Roster

» Participant Transcript

» Course Information

= With Drill Down to: Syllabus, Schedule, Registrations, Pre-Requisites
=  Course Summary

» (Course Registration Report
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In addition, each Professional Development screen may be individually printed from within the module.

1.3 Getting Started

Prior to beginning the Professional Development setup process it may be helpful to consider the following items:

* Current Course Naming and Numbering conventions (if available) and their fit within the Professional Development structure.

= Any special policies or rules in relation to course pre-requisites.

» Identify where a course or a series of courses lead to completion of a specific requirement or certification.

= Jdentify selected courses which have costs associated with them that are either paid by the Participant or charged to internal accounts.
Identify the account(s) used to record the associated income/revenue.

= Determine if there is a need to associate courses with topical or professional ‘areas’ of study for tracking and analysis purposes.

* Determine if Instructor/Course Evaluations will be processed on-line. If so, begin to identify the standard questions used plus any
course specific questions that may apply.

* Prepare a list of Class Locations.

= Define the electronic Course Completion Certificate format based on the sample format information provided (requires either internal or
SunGard Bi-Tech technical support).

= Define the email text for Course Registration and Wait List confirmations.

From an IFAS Security perspective, determine if you will allow:

=  Multiple individuals to perform the Administrator’s function.

= Instructors to have the ability to define Courses which are then reviewed and approved/rejected by the Administrator.

= Participants to Edit their Personal Information.

* Non-employees allowed to access Professional Development, enter their Personal Information and Register for courses.

Consider the requirements needed for IFAS Workflow functionality:

* When a course is defined, will it be reviewed and/or approved by one or more individuals prior to the Administrator marking it as
‘Active’ ? If so, identify the course, position and action taken process to be expected for each of these circumstances.

* Should all email communication from the Instructor to Participants also be directed to an administrative position outside of the
instructor and participants in the course?

* To whom should ‘Wait List’ notifications be sent?
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1.4 Flow Diagram
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SunGard Bi-Tech
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1.5 Component of Employee Online

Professional Development is an optional component within the IFAS Web-based Employee Online module. Individual employees may
review/adjust personal and payroll information as well as follow their progress in meeting professional development and training goals utilizing

this module. All of these functions allow access through one portal on a 24x7 basis.



SunGard Bi-Tech PROFESSIONAL DEVELOPMENT USER GUIDE Page 11 of 66

2. Setup

2.1 Basics

2.1.1 Terms and Definitions

General
Employee Online abbreviation — EO — Refers to the EO web based processes
Professional Development abbreviation — PD — Refers to the PD processes found within Employee Online (EO)

Workflow — Refers to the IFAS method for automating internal routing of approval requests/email notification of pending or completed
items.

CDD — Refers to the IFAS “Click, Drag and Drill’ reporting tool which provides system standard reports and user defined, custom
reporting
71 — Refers to the data entry screen methodology within the IFAS online environment.

Professional Development

Administrator — Refers to one or more individuals who are responsible for managing the organizational professional development
process including the instructor and participant relationship.

Instructor — An individual who teaches courses within the organizations’ professional development system.
Participant — Any individual who registers for scheduled professional development courses.
Course — Identifies an individual subject of study which will be taught over a specified period of time.

Class — Identifies individual dates and times across which a Course will be taught.

2.1.2 Concepts

The basic design of the PD module assumes that the organization utilizing its feature and functionality desires a decentralized, 24x7 process
that is accessible by employees and potentially non-employees, regardless of time or location. As such, use of the system within this
perspective requires internet access, an email account and individuals who are familiar with standard web-based methods.
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In addition, due to the web-based nature of this product, a vast majority of the communication between the Administrator, Instructors and
Participants is email based. This is especially true in regard to the Administrator role to receive notification from Instructors to review, approve
and activate course activity via the IFAS Workflow models.

IFAS Security is an important element in planning a successful implementation of the PD module. Various individual processes are dependent
upon a clear understanding of Who does What and to Whom does it flow to for review and approval. This needs to be coordinated carefully
with the available processes within the Instructor and Participant menus.

2.2 Intermediate

2.2.1 Initial Configuration

To access the Professional Development portal, security must be established in the form of a specific User ID record in NUUPUS with an
Association Code of either “PDPART”, “PDINST”, or both. This signifies that the user is a Participant and/or Instructor, and the appropriate
PD options will appear when accessing the PD portal. Employees must have a User ID (i.e. NUUPUS) to access the PD system, along with the
appropriate “PDPART” and/or “PDINST” association.

When non-employee users access the Professional Development portal they can request the creation of an account. The workflow model that
routes the approval of the new user account can then create the user automatically. Creation of the new user account does require some
defaults which are noted in a common code:

Code Category: | PDUS

Code Value: DEFAULTS

Medium Desc: | Used to describe the common code (i.e. “Prof Dev User Defaults”)

Assoc Code (1): | Location Code (i.e. “ONSITE”)

Assoc Code (2): | Manager Code (i.e. “DBA”)

Assoc Code (3): | Hours Code (i.e. “@@”)

Location Codes that are attached to PD courses must first be defined in Person Entity, using the PEUPPE mask. This allows for not only a
location description (PE Name field), but also provides address, contact, etc. The requirement for locations in PEUPPE is that one of the PE
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Select Codes is flagged with the value “PDLCTN”. That is the value that restricts which PE entries are listed when looking up a Location in
PD.

2.2.2 Workflow

All base Workflow models that are delivered with PD do not use specific email addresses. In cases where a PD Administrator approval is
necessary, the workflow model looks for a user with a “PDADMIN” workflow role. In 7.9, the NUUPUS screen can be used to view/assign
workflow roles to a specific user. It is best to use the Administrative Console, which not only provides a plug-in to assign workflow roles to
users (i.e., “PDADMIN”), but it also provides the plug-in to define the “PDADMIN” workflow role (the “Manage Workflow Groups” plug-in),
which is also a setup requirement.

The Workflow models installed are:

Non-Employee Participant PD login approval and Verification Email
WF Model = PROFDEVSIGNUP

Instructor Course Definition to Administrator for review/approval & Notify Instructor Course Active
WF Model = PD_COURSE INSR

Instructor Email Notification to Participants
WF Model = PD_INS REGMAIL

Course Registration, Drop Course and Wait List processing, and confirmation emails to Participants
WF Model = PD_ REGDTL UPD

Check Authorization for Participant to Print Certificate of Completion
WF Model = PD_CERT PRINT

2.2.3 Email Notifications

Email notifications for employees are generated by definition of an email address within the Human Resources Employee Master (HRUPEM)
screen when the IFAS HR module has been implemented. Where the IFAS HR module is not in use, email addresses must be defined within
the employee Person/Entity (PEUPPE) record.
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2.2.4 Certificate of Completion

The Certificate of Completion is available to be printed on a one-time basis by each Participant upon successful completion of each course.
The format of the Certificate is custom for each client site. The customization may be performed by SunGard Bi-Tech as a part of the
Professional Services included with this module or may be a client task if they are familiar with ‘.jpg’ and .aspx’ files. The module provides
for one standard format to be designed and used by all Courses. However, through the printing process each Participant receives an
individualized certificate which includes the following information:

Participant Name
Course Title
Date of Completion

Instructor’s Name
The ‘jpg’ and ‘aspx’ files perform the following functions:

certificate.jpg — fixed graphics for the border
certi.jpg — specialized text and fonts
line.jpg — line drawing needed for underlining text

certificate.aspx — combines all of the jpg parts and the Participant/Course information to create the final Certificate

2.3 Advanced

The 7.9.0 Beta version provides for email notification of a registration or dropped course to the person responsible for processing payments or
refunds to Participants. The 7.9.0 General Release will provide multiple options for automated billing and refund processing within IFAS.

2.4 Best Practices
Decentralized vs. Centralized Course Definitions

The first decision in implementing Professional Development is to identify whether Instructors will have the ability to create their own Course
Definitions rather than assigning this task to the PD Administrator. As described in the Flow Diagram above, Instructors may create the initial
Course Definition. However, the Administrator always retains the ability to review and edit the information prior to any Course becoming
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active and available. This is an important decision point since all Workflow rules and subsequent communication decisions flow from either a
decentralized or centralized process management perspective.

A positive aspect associated with decentralizing Course Definitions is that the Instructor is able to provide as much detail and preference to the
specific information listed in the Course Definition as they feel is necessary for prospective Participants. Through this, the PD Administrator
reduces the time required to gather, verify and enter all of the individual Course Details. This increases the time available for managing Course
processes and communication with current/potential Instructors and Participants. On the other hand, centralizing the Course Definition
function ensures overall consistency in the descriptive text, pre-requisites, etc. that are provided and ensures organizational standards are
always met.

Using Area, Category, Requirement and Pre-Requisite Definitions

The degree to which an organization utilizes the user defined code structures is in direct relationship to the number and complexity of Courses
which are offered. In an organization where meeting multiple, sometimes competing certification requirements such as; local, state and/or
federal, the ability to associate clear links and groupings which are displayed on the Course Information, directly assist Participants in making
Course selection decisions and understanding where they fit within their overall professional development program. However, by taking this
approach, the Administrator must create a code structure that is well organized and can be easily associated with the varied type and levels of
the courses offered. For organizations that do not have strict requirements, the Area code option may be the best approach. This will allow a
Course to be associated with multiple ‘areas’ of study. Also, Course lists may be grouped by Area code to assist Participants in selecting
Courses that meet specific development needs. In either case, spending a little time in reviewing the need and planning for use of these Course
codes prior to implementation will ease the long-term management of the process.

3. Processes

3.1 Tutorial #1 - Course Definition and Activation

The following is a basic outline of the expected steps for Course Definition and Activation processes. Each organization may define variations
based on their policies and procedures. Two different scenarios are provided. First, the course definition/proposal process is Decentralized
and originates with the Instructor, then moved to an ‘Active’ status by the Administrator. Second, the course definition and ‘activation’ process
is Centralized with the Administrator.
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Decentralized:

a) Instructor

1. Login as the individual course Instructor through Employee Online (see EO documentation for login requirements)
2. Access the Professional Development ‘Course Definition’ process within Employee Online

. Define and Save Course Details, Class Dates/Times and Pre-requisites (if applicable)

. Course is automatically created with an ‘Inactive’ status by the system

. Workflow and Email notifications are immediately sent to the Administrator

3
4
5
b) Administrator
1 Login as the Administrator through Employee Online (see EO documentation for login requirements)
2 Access within the 71 menu or Dashboard, HRPDUPCD — Course Definition
3 Review and/or Adjust any information defined by the Instructor
4. Add any of the following information/tracking items: Requirements Met, Additional Costs and Area
5. Approve the Workflow task, which will Change the Status from ‘Inactive’ to ‘Active’
Information is immediately listed with the ‘Current Courses’ information in Employee Online, Professional Development for both the
Instructor and Participants.

Centralized

a) Administrator

1. Login as the Administrator through Employee Online (see EO documentation for login requirements)
2. Access HRPDUPCD — Course Definition

3. Define Course Details, Class Dates/Times and Pre-Requisites (if applicable)

4. Add any of the following information/tracking items: Requirements Met, Additional Costs and Area
5. Define Status as ‘Active’

Information is immediately listed with the ‘Current Courses’ information in Employee Online, Professional Development for both the
Instructor and Participants.
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3.2 Tutorial #2 - Registration and Course Completion

The following is an outline of the expected steps for the Registration and Course Completion processes. All registration and course completion
processes are accessed through Employee Online via the web.

Participant (registration)

Login as the individual course Participant through Employee Online (see EO documentation login requirements)

Select ‘Browse Courses’

Utilize the Selection Criteria or Search All active courses

Review displayed list of currently active courses

Select desired ‘Course Title’

Review information and Register

Select ‘I meet the Pre-requisites for this course’ (if applicable, the system will automatically check the Participant’s course history
for all defined pre-requisites and determine eligibility)

8. Select ‘I agree to pay course fees’ and Method of Payment (if applicable)

9. Print the Registration Confirmation receipt

NNk~

A confirmation page will be presented to the user along with an email notification automatically sent to the Participant confirming their
registration and status (Enrolled or Wait List). (At the client’s option an email may be sent simultaneously to the Instructor)

Instructor (during the course)

1. Login as the individual course Instructor through Employee Online (see EO documentation for login requirements)
2. Record Attendance

3. Select ‘Course Attendance’, then select desired Course ‘Class Date/Time’

4. Select ‘Attendance’ for the specific Date/Time and Record Attendance

5. Assign Grades upon course completion (if required)

6. Access the Professional Development module within Employee Online

7. Select ‘Assign Grades’ and enter information for each Participant

Participant (course completion)

1. Select ‘Current Enrollment’

2. Select the desired Course and ‘Evaluation’ link to complete the Instructor/Course Evaluation survey process
3. Select ‘Prior Enrollment’

4 Select the desired Course, Review Grade and Print Certificate
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3.3 Tutorial #3 — Participant Drop Course

The following is an outline of the expected steps for a Participant to drop a course. All course related processes are accessed through
Employee Online via the web.

Participant
1. Login as the individual course Participant through Employee Online (see EO documentation for login requirements)
2. Select ‘Current Enrollment’
3. Identify the Course to be dropped and click on ‘Drop Course’
4. The user will be presented with the selected Course details and asked to confirm the ‘drop course’ option
5. Print the Course, Drop Course Confirmation page

4. Process Reference

4.1 Entry

The following section displays each of the individual data entry screens from the perspective of the primary audience expected to access and/or
utilize the information. It also assumes that the reader is familiar with the general features and functionality of IFAS 7i Data Entry processes.
For additional information on 7i Screen processing please refer to the IFAS 71 General User Guide.

Within the Professional Development module not all screens are required. The various options and items to consider for implementation will
be briefly described. For a more detailed description of each field on a screen, please refer to the IFAS online Help Documentation.

4.1.1 Administrator

The following screens are accessed from within the 71 menus or a defined Dashboard tab. As described earlier, if the organization is using a
decentralized approach to Course definition, the first three screens, Course Definition, Class Dates/Times and Pre-Requisites will be completed
by the Instructor and only need to be reviewed and/or adjusted.

HRPDUPCD — Human Resources — Professional Development — Update PD Database — Course Definition
Course Definition — Required

This is the primary screen for each individual Course Definition details. Course Name and Course ID definitions will define the list order
within which a specific course will be presented for the various Instructor and Participant selection processes. Consistency in defining these
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fields across many courses will help to ensure that similar courses or a course series will be grouped together. All information, with the
exception of Account #, is presented to the Participant when viewing any details related to an individual course.

As with all 7i Screens, the Attachments panel provides the opportunity to attach a document for ‘Documents Online’ and/or ‘Threaded Text’ to
the details of a specific course. These may be items such as; non-published materials used in the course, locations for materials purchases,
organizational policies related to confidentiality, copyright laws, etc.

The “Status’ field indicates whether a Course is ‘Active’ or ‘Inactive’. By placing a course in an ‘Active’ status it will automatically be listed
and available for Participant viewing and registration.

The ‘Min’ and ‘Max Participant’ fields allow the module to dynamically check the current ‘Count’ of registrations each time a new Participant
attempts to register for the course. Once the ‘Max Participant’ count has been reached, all other registrations will be placed on a ‘Wait List’.
Each time a ‘Confirmed’ registration drops the course the next Participant on the Wait List is automatically Confirmed in the course and an
email is sent via Workflow indicating their change in status. Likewise, if it is determined that the organization can increase the number of
Participants in a course, the module will issue a confirmation for the next Participant(s) until the maximum is reached or there are no longer
individuals on the Wait List, which ever occurs first.
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The account number entered into this screen should represent the Revenue/Income account for any fees charged to the Participants. The
‘Additional Costs’ tab, discussed later, allows for the definition of GL/JL Expense accounts for charging costs such as; facilities, materials,
instructor, etc. associated with the Course. The account number field utilizes all of the same characteristics as found in other account selection
fields. The Job Ledger may also be used and associated with any given course.

=101

Close

3 HRPDUPCD - Course Definition - SunGard Bi-Tech - Modtst34 - Microsoft Intermet Explorer

................................. r— ; . T

Atachments

Tools

Evaluaton Questions

Togds for Course Definition
® CopyCourse

Toods for Course Registratio
®  Move Course Details

start Date: | l €na Date: | 5 [ Requre Evalustion
Win Particiants: I a Max Particioanis: I o Count: O
Location: | | room: [

Schedule: |

Matariais:

account® |GL l | .

Particoant Cost: | 0.00

Cradis: .0 Cragt Date: l Saat Hours: 5.0
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Two Tools are provided to ease the data entry process for defining repetitive or similar courses.

The Copy Course tool allows the user to copy all details in one course to create a new course with a different ‘Course Name’ as shown below.
Once the user clicks on ‘Submit’ the new course is created and may then be adjusted for any information changes.

] Copy Current Course -- Web Page Dialog - i 5

Select Current Course: |[GEalplipEs! -

Target Course Name: I

Submit I Cancel |

Fittp: fjgasrvr 34/ifas 7 Tools PDCopyCurrentCourse.aspx [Wed Local intranet
The ‘Move Course’ tool removes the details from a selected course and moves those details to another, existing course.

Class Dates/Times — Required

This screen has two sections below the Course Name header information. First, is the area where multiple date, start time, duration (in
minutes) and alternate location are defined for as many times that the course will meet. Second, is the listing of Participant Attendance
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information for a highlighted date/time. While attendance information may be entered in this screen by the Administrator, it is anticipated that
most attendance records will be entered by the Instructor within the attendance process provided via the web.

Course Name: | Course ID: | Status: I_l

Title: |

Instructor: | .

Requirements Met | Additional Costs | Ares Regmstraton Evaliabon Questons

Date Time Duration Alernate Location

4 b & By Add Mode &'

Attendance

Participant ID Participant Name Comment
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Pre-Requisites — Optional

If the Course being defined has specific pre-requisite course requirements, they are entered here. There is virtually no limit for the number of
courses which may be assigned as pre-requisites. However, they must be courses previously defined in the Course Definition screen which
have either an ‘Active’ or ‘Inactive’ status. When a course has defined pre-requisites, these will be automatically checked against a
Participants’ course history to ensure they meet the current requirements.

Course Hame: | Course ID: | Status: I_l

Title: |

Instructor: I .

Course Definiion | Class Dates / Times | PreRequisites | Requirements Met | Additional Costs | Area 'F!.E;&tra'.n}n Evaluation Questions

Course Name
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Requirements Met — Optional

If an individual course fulfills the requirements for one or more certifications, performance based incentives or other organizational related
development, the defined requirement code(s) are entered in this screen. For instance, if a specific course such as ‘Early Childhood
Development Refresher’ meets both District and State certification requirements, a separate code for District and State would be listed. The
‘Requirements Codes’ are entered through the HRPDUPCC — Course Codes process, defined later in this section. By utilizing these codes,
analysis can be performed on the availability of courses and/or numbers of participants working toward these requirements.

Course Name: ] Course ID: | Status: I_l

Title: |

Instructor: ] .

Course Definiion | Class Dales / Times | PreRequisies | Reguirements Met | Additional Cosis | Area Reqistration Evaluation Questions

Requirement Code Requierement Description Comment
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Additional Costs — Optional

If there are specific costs associated with providing this course, they may be entered on this screen. These may be related to facilities, materials
and supplies, instructor payments, etc. These may be charged against both GL and JL sides. The ‘Cost Codes’ are entered through the
HRPDUPCC — Course Codes process, defined later in this section. This information is not presented to either the instructor or participants;
only to an administrator. The values and accounts entered into this area are used for INFORMATIONAL PURPOSES ONLY. There is NO
POSTING process to the Financial or Personnel modules in IFAS.

Course Hame: | Course . I Status: rl

Title: I

Instructor: | l

Course Defindion | Class Dates [ Trmes | PreRequisdes Regurements Met | Additional Costs Regmtration Evaluation Questions

Cosk Code Cost Code Description Amount Account
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Area — Optional

If the organization is interested in tracking courses that fall within certain ‘Area(s)’ of study these codes may be entered on this screen. For
instance the course ‘Using Computers in the Classroom 101’ may fall within areas such as Elementary Education, Computer Education and/or
General Classroom Techniques. By associating the related codes, with this course, individuals may extract a wealth of information on both the
Course and Participant level in relation to level of usage or availability. Additionally, participants may use the ‘Area’ code as selection criteria
when browsing for specific types of courses. The ‘Area Codes’ are entered through the HRPDUPCC — Course Codes process, defined later in
this section.

Course Name: Course ID: | Status: [_l

Title: |

Instructor: .

Course Defindon | Class Dates / Tmes | PreRequisides Evaluabon Queshons

Registration — Information Only or History Adjustments

The Registration screen is designed to provide a view of all Participants currently associated with the selected Course, regardless of ‘Status’.
Changes, Additions or Deletions to this information should only be entered when a problem has occurred with Participant access to the system
or detail registration information needs to be adjusted outside of the regular Registration process.
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One special reason for accessing this information is when an individual has previously printed a Course Certificate and needs to have it
reprinted. In this case, the Administrator can place a check mark in the ‘Certificate Available’ field and the Participant will be able to reprint
their individual certificate one time.

Course Name: | Course ID: | Status: r.

Title: |

Instructor: | .

Course Defintion | Class Dates / Times | PreRequistes Requrements Met | Additonal Costs

Participant ID Participant Hame

Evaluation Questions — Optional

This screen associates the Evaluation Questions from the user defined library of available questions with the selected Course. The ‘Evaluation
Questions’ are entered through the HRPDUPCC — Course Codes process, defined later in this section.
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This screen has two sections below the Course Name header information. First, is the area within which to select the Evaluation Questions that
will be presented to the Participant upon course completion. When selecting a question, the Administrator must identify the order in which the
question will be presented. Questions may be “Y/N’, Scale with Min/Max values or Text. Second, once a Course has been completed this
section will display a listing of all Participant ‘Question Responses’ to the highlighted question.

Course Hame: | Courze ID: | Status: r.

Title: |

Instructor: | l

Course Defnition | Class Dates / Tmes | PreRequisies Requirements Met | Additional Costs

Order Question Question Text

Add Mode o

Question Responses

Participant Rating Yes/MNo Response
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HRPDUPCC — Human Resources — Professional Development — Update PD Database — Course Codes

The purpose of these screens are to define the master table of various codes that can be used in the Course Definition process described above.
Category Codes — Optional

The Category and Requirement Codes define levels of certification, performance based incentives or other organizational related development
goals. As described above in the Course Definition screen, one or more ‘Requirement Code(s)’ may be associated with a Course to identify
that it fully or partially fulfills the ‘Requirement’.

Category Codes are associated with Requirement Codes. They provide a higher level of summary reporting and may be associated with
multiple Requirement Codes.

Category Codes Requirement Codes Evaluation Questions

Category Codi
District Level RBequirements
FED Federal Lewvel Requirements

STLTE State Level Regquirements
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Requirement Codes - Optional

Requirement Codes define specific levels of certification, performance based incentives or other organizational related development goals. As
described above in the Course Definition screen, one or more ‘Requirement Code(s)’ may be associated with a Course to identify that it fully or
partially fulfills the ‘Requirement’. A ‘Requirement Code’ may be associated with only one Category Code.

Category Codes Requirement Codes Cost Codes Area Codes Evaluation Questions
Requirement Code Category Description

DIST District Requirement 1

FEDREQL FED Federal BReguirement 1

Bl DIST Principal Rpproval

STTEREQ] STRTE State Bequirement 1

Cost Codes — Optional

Cost Codes define the different types of ‘Additional Costs’ which may be entered on the Course Definition screen.

Category Codes Requirement Codes Area Codes Evaluation Questions

Cost Code Description

Fad Facility Cost

INST Inztructor Cost



SunGard Bi-Tech PROFESSIONAL DEVELOPMENT USER GUIDE Page 31 of 66

Area Codes — Optional

Area Codes provide a method of tracking courses that fall within certain functional areas of study.

Category Codes Requirement Codes Cozt Codes Area Codes Evaluation Questions

Area Code Description
General Certifications

CE Computer Programming

] Computer Skills

GEN1 BEequired General Ed Lewel 1

MATH Mathematics

Evaluation Questions — Optional

This screen provides the ability to create a library of Course/Instructor Evaluation Questions which can be selected and associated with a
specific Course. Each evaluation question must have a Question ID. It may be helpful to create Question ID’s that group similar types of
questions together so that they can be easily viewed and selected on the Course Definition screen. When selecting a Question ID on the Course
Definition — Evaluation Questions screen, the Administrator will be able to determine the ‘Order’ in which the question will be presented
within the Participant Course Evaluation process.

Each question text is limited to 250 characters. When writing a question, please keep in mind the Participant audience who will be responding
to each question. Each question may be one (1) of the three (3) different Response Types available:

1. ‘N’ Numeric Rating that has a Low to High scale defined.

2. ‘T’ Text response which provides for written narrative responses from the Participant.

3. ‘Y’ Yes/No response
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Category Codes Requirement Codes Cost Codes Area Codes

Question ID: II VALOAROL

Question: |What would wou change akout this course?

Response Type: E.
Low Rating: I 0
High Rating: I 0

HRPDUPCH — Human Resources — Professional Development — Update PD Database - Course History

The purpose of these two screens are to provide the ability to view and/or update historical individual participant and course detail information,
including course information that may or may not have been part of your organization’s professional development module.

The upper portion of the screen provides a summary view of participant and course(s) registered and/or taken. The Course Information and
Detail tabs shown in the lower portion of the screen identify all elements related to the course being browsed. Based on the users’ security they

may view and/or change the information displayed.
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T HRPDUPCH - Course History - SunGard Bi-Tech - Modtst34 - Microsoft Intermet Ex

T T AddMode o

Preferences» Helpw

= . . =
Links Particpant 0: | | | accounts [GL [ ||

Workflow

Participant Name:
Altachments

Tools

Course Hame: I Course ID:
Repors

Entity List

PARTICIFANT IO PARTICIFANT HA |
QAPART lyra, Alanna
QAPROG Programmer Lt

QAPROG Programmer nstructor 0: | . Status: I_l

VB105 Jefl Fanhalt

Course information

Instructor Name:

Schedule: |

Participant Grade:; I_ Pay Liathod: l_.
Ragistration Date: | l Credt Date: l Course Faid: f'l

Reg. Confirmaton: | Credts: 9.0 Evawaton Compiete: | i

Start Date: | l End Date: l Seat Hours: 0.0

Description:
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T HRPDUPCH - Course History - SunGard Bi-Tech - Modist34 - Microsoft Internet Explorer

4 » & R~ O~

Preferences-= Helps=

Add Mode &

Favonites
Links Farticipant ©: |—l Account & E. | l
Workflow
Altachments
Tools

Courgs Nams: I Course I0c |
Repors

Entity List - Tee: |

Participant Name:

BARTICIFANT D PASTICIZANT Ma (g
QAPART Myra, Alanna |
QAPROG Programimer L

QaPROG Programmer Location Coda: ] e I
VB105 Jatt Fenholt b ] 275

Course Detail

Location: |
Particioant Cost: | 0.00 Require Evauation: | ]
M Paricoants: [ 0 Max Particpants: [ O
Vateriais:

Pre-Requistes:
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4.1.2 Instructor

Employee Online — Professional Development tab. The image below displays the Home Page including all available functions for the
Instructor.

IFAS Dashboard T Helpw Logoff

T Modtst34 Account 7.9.0 e

Professional Development

Instructor
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Current Courses

This view displays a one line summary of each Course that has not been completed by the Instructor. A link to Course Details is provided for
reference purposes.

Professional Development

Instructor Current Courses Jason, Dennis O Help
Current Courses
Prior Courses Current Courses Course Status Start/End Date Location Min Max Current
initi Mathematics 102 Active 8/14/2007 - 12/14/2007 General Education 5 25 g
Building
ntin Active 8/20/2007 - 12/1/2007 Genearal Education 5 2% 0
Building
.1 nting 1 Active 8/20/2007 - 12f1/2007 General Education § 25 7
Building
Advan Mathematics Teaching Th Inactive 10/15/2007 - 1273172007 Geneaal_ﬁqlucatiun 3 5 a
uildimg
jret Aid - Active 12/1/2007 - 12/31/2007 General Education B | i
Building
Eirgt Aid - | Active 127172007 - 123172007 General Education P s | 1
Building
Math an m in the Classroom Active 12/1/2007 - 2/28/2008 General Education 5 25 0
Building
Advanced Math and Computers Active 1/1/2008 - 3/31/2008 Ganeral Education 5 20 i}
Building
& Print
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A link to Course detail information is provided for reference purposes as shown below. Within the Class Date/Time area, the Instructor may
select a direct link to the Attendance update screen.

7 Help

Course Information Jason, Dennis C

Course Title: Mathematics 102
Description: Covers the essential instructional techniques for &lgebra I and II coursewaork at the Middle and High School level.

Course Duration: 8/14/2007 - 12/14/2007 Schedule: 10:00-10:30 MWF
Instructor: Jason, Dennis O Syllabus:
Location: General Education Building Min Participants: 3 Current Count: 3
Room: 4053 Max Participants: 25

Seat Hours: &

Materials: Graphing/Analysi= Calculator Credits: 3 Credits Date: 12/17/2007
Mathematics: Applying Algebra (Book)

Pre-Requisites
Mo data available

Area of Study

Area Code Area Description
GEN1 Fequired General Ed Level 1
MATH Mathematics

Requirements Met

Requirement Code Requirement Description Comment
DISTREQL District Reguirement 1
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Class Date / Time

Participants List

w100
Fial
w038
AFCFAN
1570
S5A1002
w6103
WB067
ATECOL

Date Time
S28/2007 10:00 AM
8/23/2007 10:00 AM
S27/2007 10:00 AM
8/24/2007 10:00 AM
8/21/2007 10:00 AM
8/22/2007 10:00 AM
8/20/2007 10:00 AM

Participant ID

Duration
45
50
30
50
50
50
50

Alternate Location

Building
Building
Building
Building
Building
Building
Building

Mame
Bannister, Rodger
Gillian, Franc
Elzsnore, Raymond
Clark, Darren
Abbott, Jeff ]
Smart, Sandy T.
Farnell, Jake
Hamel, Kirsten
TEST, USER

1 Room
1 Roormi
1 Room
1 Room
1 Room
1 Room
1 Room

110
100
105
100
100
100
100

Attendance
Attendance
Attendance
Attendance
Attendance
Attendance
Attendance

Grade
FASS
FAIL
FASS

ASS
FAIL

Page 38 of 66
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Prior Courses

This view displays a one line summary of Courses that have been previously taught and completed by the Instructor. A link to Course detail
information is provided for reference purposes and has the same format as found in ‘Current Course’ displayed above.

Professional Development

Instructor Prior Courses Jason, Dennis O PHelp
Current Courses
Prior Courses Prior Courses Course Status Start/End Date Location Min Max
Course Definition Accounting 102 Active 8/20/2007 - 8/27/2007 General Education Building 5 25
Course Attendance mputer Scien Active 8/20/2007 - 10/14/2007  General Education Building 5 30
Ernail Motification Accounts  finance Inactive S/15/2007 - 92772007 General Education Buillding 5 10
Amachments Tests [nst 2 Inactive 10/2/2007 - 10/3/2007 General Education Building 5 5

3P Prinit
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Course Definition

This view provides the ability for an Instructor to create/update Course Detail Information. Any new Course that is created by an Instructor is
automatically placed in a status of ‘Inactive’ and must be approved and changed to a status of ‘Active’ by the Administrator prior to being
available for registrations.

The Course Definition view is similar to the ‘Current Courses’ view described above with the exception that all current and prior courses are
displayed. The Instructor may select any available Course to update information. To create a new Course the Instructor selects ‘Add’ in the
lower right corner of the Course Definition window.

Professional Development

Y

Course Definition Jason, Dennis O YHelp
+ Curregnt Courses

+ Prior Courges Current Courses Start/End Date Location Current Course Status
+ Course Definition Higtgry 1 1/1/0001 - 1/1/0001 1] Active
+ Coursc Attendance testwfz 1/1/0001 - 1/1/0001 0 Active
: Mathematics 102 8/14/2007 - 12/14/2007 General Education Building 8 Active
= Agcounting 102 8/20/2007 - 8/27/2007 General Education Building 1 Active
mpuker Scien 1 8/20/2007 - 10/14/2007 General Education Building 3 Active
Accoynting 101 8/20/2007 - 12/1/2007 General Education Buillding 7 Active
A nking 101 8/20/2007 - 12/1/2007 General Education Building 0 Active
Accounts [/ finance S/15/2007 - 8/27/2007 General Education Building 1] Inactive
Tests [nst 2 10/2/2007 - 10/3/2007 General Education Building 0 Inactive
Advan Mathematics Teaghing Th 10/15/2007 - 12/31/2007 General Education Building Q Inactive
First Aid - Level 1 12/1/2007 - 12/31/2007 General Education Building 1 Active
Math and Computers in the Classroom 12/1/2007 - 2/28/2008 General Education Building 0 Active
Firgt Aid - | 12/1/2007 - 12/31/2007 General Education Building 1 Active
Advan Math an mputer LIL/2008 - 373172008  General Education Building 0 Active

& Print Daga

Upon selecting the ‘Add’ function, the following view is displayed.

Three tabs are available for entry:

Course Definition
Class Date/Time
Pre-requisites
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The Course Definition screen contains the detail information related to course name, location, content and requirements. The minimum
information required for entry is ‘Course Name’ and ‘Course ID’. All other fields may be left blank by the Instructor and/or entered/adjusted

by the Administrator within the 71 data entry screen discussed previously.

Course Definition = Class Date / Time | Pre-Requisites

aAdd Course Jason, Dennis © PHelp
Course Name; I Course I:DI.'I Status: Inachive
Title: |
Instructar: Jason, Dennis O
Description:
=l
Start Date: | End Date: | I 2equire Eval.
Min Participants: I Max Par:i:iparts:l Count: 0
Location: | | Reem: | Seat Hours: |
Schedule: |
Material:
Participation Cost: sl
Credits: I Credit Datt:l

The approved Class ‘Location’ list is defined within the Person/Entity module under PEUPPE as described in section 2.2.1 of this document.
For each Location where classes will be held, create a separate Person/Entity record and enter ‘PDLCTN’ in any Select Code field. It will be
then be displayed in the ‘Location’ lookup list within the Course Definition screen. For additional information, please refer to the

Person/Entity User Guide.
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Optionally, a Syllabus or any other detailed document describing the course may be attached to the Course Definition. When this feature is
used, all detail Course Information screens provide a link to the Syllabus document for viewing and/or printing.

Attach Syllabus:

Description: [ Astachment: [Prnfessinnal Development =]
Local File: | Browse... |
¥ Back & Print Bsave XCancel

When finished entering all information on the Course Definition screen, click Save before proceeding to the Class Date/Time or Pre-requisites

screens.

The Class Date/Time screen allows creation of the individual meeting dates and times along with an optional alternate location. It is not
necessary to ‘Save’ the information. All information entered is automatically saved by the system.

Course Definition |Cla55 Date [ Time . Pre-Requisites

Class Date f Time

Jason, Dennis O

FHelp

Course Name:
Title:
Location:

Class Date / Time List

Create Mew Class

Date: |

No data avallable

Tirmne: Ii

Duration: |

Alternate Location: |

B Back

&b Print
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The Pre-requisites screen allows the association of one or more courses that must be completed prior to registration for this course. It is not
necessary to ‘Save’ the information. All information entered is automatically saved by the system.

Course Definition | Cla rate [ Time |Prﬁ—m§qui5]tes

Pre-Requisites Jason, Dennis O T Help

Course Name:

Course Title:

Pre-Requisites List:

No data availlable

Add New Pre-Requisite:

Select Course Name: J

% Back b Print
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Course Attendance

The Course Attendance view allows the instructor access to select a specific course date/time and record attendance for individual Participants.
For the desired Course, click on the ‘Class Date/Time’ link on the right hand side to access the next screen.

Course Attendance Jason, Dennis O PHelp
Current Courses Start/End Date Location Current gt::tr::
History 2 1/1/0001 = 1/1/0001 0 Active  Class Date/Tims
testwiy 1/1/0001 - 1/1/0001 0 Agtive  Class Date/Time
Mathematic 2 87142007 - 1271472007 General Education g Active Class Date/Time
Building
Accounting 102 8/20/2007 - 8/27/2007 Genaral Education 1 Active  Class Date/ Tims
Building
m rScienge 8/20/2007 - 10/14/2007 General Education 3 Active 1 Date Tirm
Building
Accountin B8/20/2007 - 127172007 GEneraI_Educatinn 7 Active Class Cate Time
Building
Accounting 101 8/20/2007 - 12172007 General Education 4] Active  Class Date/ Time
Building
Accounts [ fingnge 5/15/2007 - 9/27/2007 General Education 1] Inactive Class Cate'Time
Building
Tests Inst 10/2/2007 - 10/3/2007 General Education 4] Inactive 1 [Tim
Building
Advanced Mathematics Teaching Theory 10/15/2007 - 12/31/2007 General Education 0 Inactive Class Date/Time
Building
Firgt Aid - 13 127172007 - 12/31/2007 General Education 1 Agtive Class Cate/Time
Building
Hath an mputers in the Classroem  12/1/2007 - 2/28/2008 General Education 4] Active 1 STim
Building
Firgt Aid - 12/1/2007 - 123172007 General Education 1 Active Class Date/ Time
Building
Adyvan Math an [ui] r: /1732008 - 3/31/2008 General Education Q Active 1 [Tim
Building
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A listing of all defined Class Date/Time will be presented. Click on ‘Attendance’ for the desired date/time to record the Participant attendance
records.

Course Class Date/Time Jascn, Dennis O PHelp

Course Name: MATH102 Course Id: MATH102-1
Course Title: Mathematics 102

Class Date / Time Duration Alternate Location
3/22/2007 10:00:00 AM 50 Building 1 Room 100 Attendance
3/21/2007 10:00:00 AM 50 Building 1 Room 100 Attendance
3/20/2007 10:00:00 AM 50 Building 1 Room 100 Attendance
3/23/2007 10:00:00 AM 50 Building 1 Room 100 Attendance
8/27/2007 10:00:00 AM 30 Building 1 Room 105 Attendance
8/28/2007 10:00:00 AM 45 Building 1 Room 110 Attendance

242007 10:00:00 AM 50 Building 1 Room 100 Attendance
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A list of all registered Participants is presented for the selected Course and Date/Time. Attendance is recorded by clicking on individual
Participant records. Alternately, in the lower left hand corner, the Instructor may click on ‘Select All’ or ‘Clear All’ and then update only the
exceptions. A Comments field is provided to record any specific notes. Upon updating all attendance information, click Save at the bottom of
the screen.

Course Attendance lason, Dennis O ¥PHelp
Current Courses Start/End Date Location Current g:tr::
History 2 1/1/0001 - 1710001 i} Active Class Date Time
tastwiy 1/1/0001 - 171/0001 Q Active Clazs Date Time
Mathematics 102 142007 - 12/14/2007 General Education g Active I Cate/Tim
Suilding
Accounting 102 8/20/2007 - 8/27/2007 General Education 1 Active Clazs Date/Time
Building
Computer Scisncs 101 8/20/2007 - 10/14/2007 General Education 3 Active  Clags Date/Time
Swilding
Accounting 101 8/20,/2007 - 12172007 GEneraI.Educatlan 7 Active Class DateTime
Building
A irg 101 8/20/2007 - 12/1/2007 General Education 0 Active | Cate/ Tim
Building
Accounts [ finance S/15/2007 - 9/27/2007 General Education 1] Inactive Clazs Date'Time
Building
Tests Inst 2 10/2/2007 - 10/3/2007 General Education 1] Inactive Class Date/Times
Building
advanced Mathematics Teaching Theory 10/15/2007 - 12/31/2007 General Education 0 Inactive lags Date/ Tim
Building
Firgt Aid - Level 1 127172007 - 1243172007 General Education 1 Active Class Date/Time
Suilding
Hath an amputers in th lassroom  12/1/2007 - 2/28/2008 GeneraI_Ei_:lucatlnr* i} Active Class DateTime
Building
First Aid - Level 3 12/1/2007 - 13172007 General Education 1 Active  Class Date/ Time
Building
Advan HMath and Com rs /L2008 - 3/3L/2008  General Education 1] Active  Class Date/Time
Building
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Assign Grades

The Assign Grades view allows the Instructor to assign grades to individual Participants within a selected Course. The initial screen provides a
one line summary of all Instructor related ‘Current Courses’ that are available to Assign Grades. For the desired Course, click on ‘Assign
Grade’ to access the next screen.

Class Attendance Jascn, Dennis © ¥Help

Course Name: MATHI0Z Course Id: MATH102-1
Course Title: Mathematics 102
Instructor Name: Jason, Dennis O
Class Date: §/21/2007 Class Time: 10:00 AM Class Duration: 50
Class Location: Bulding 1 Reom 100

1D Participant Name Attendance Comments
1570 Abbott, Jeff ) C |

V6100 Barnister, Rodger ¥ |

ven3e Elsnore, Raymond =2 [tardy

V6103 Farnell, Jake i |
FG1 Gillian, Franc W~ [absent

VE0eT Hamel, Kirsten = [

QARART Myra, Alanna ¥ |

581002 Smart, Sandy T. i |

ATEOO1 TEST, USER r |

Selest &l Claar All
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Grade Assignments may be entered for each registered Participant. The ‘Assign Grade’ field is free form text so that any grading method may
be accommodated. When all grades have been entered, click Save to record the information.

=
Assign Grades Jason, Denniz O ¥Help
Current Courses Start/End Date Location Current COUrse
Status
Higtory 2 1/1/0001 - 1/1/0001 0 Active Lesign Grade
tegtwfd 17170001 - 17170001 0 Agtive Aggign Grade
Mathematics 102 142007 =~ 12/14/2007 General Education 8 Active Assign Grade
Building
Agcoynting 102 8/20/2007 - 8/27/2007  General Education 1 Active Ass r
Building
mputer Science 101 /202007 - 10/14/2007 General Education 3 Active Assign Gr
Building
Accounting 101 8/20/2007 - 127172007 General Education 7 Active Assign Grade
Building
2 nking 10 8/20/2007 - 12/1/2007  General Education o Active Agsi r
Building
A intz / finan 9f15/2007 - 9f2772007  General Education o Inactive Assign Gr
Building
Tests Inst 2 10/2/2007 - 10/3/2007 General Education 0 Inactive Assign Grade
Building
Advanced Math ics Teachi hegry 10/15/2007 - 12/31/2007 General Education o Inactive Lgse r
Building
First &id - Level 12/1/2007 - L&/31/2007 General Education 1 Active Assign Gr
Building
Math and Computers in the Classroom 127172007 - 2/28/2008 General Education 1] Active Assign Grade
Building
First &jd - I 12/1/2007 - 12/31/2007 General Education 1 Active Ags £
Building
1/1/2008 - 3/31/2008 General Education 0 Agtive Assign Gr
Building
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Email Notification

This view provides the ability for the Instructor to email all participants regarding any updated information related to a specific course. The
initial screen provides a one line summary of all Instructor related ‘Current Courses’. For the desired Course, click on ‘Email Notification’ to
access the next screen.

Course Email Notification Jason, Dennis O PHelp
Current Courses Start/End Date Location Current i.":::::
Histor 1170001 - 17150001 i Active Email Netification
pestwiz 1/1/0001 - 1/1/0001 0 Active Email Nesification
Mathematics 102 8/14/2007 - 12/14/2007 General Education -] Active Email Notification
Building
Accounting 102 8/20/2007 - 8/27/2007 General Education i Active Email Netificaticn
Building
mputer Scignce 101 £/20/2007 - 10/14/2007 General Education 3 Active priail Notifigation
Swilding
Accounting 101 £/20/2007 - 12/1/2007 General Education 7 Active Emnail Notification
Suilding
A nking 1 8/20/2007 - 12/1/2007 General Education 0 Active mail Metificaticn
Building
Agemignts [ finangs Q1572007 - 9727/2007 General Education 0 Inactive mail Nesifizatisn
Swilding
T nst 10/2/2007 - 10/3/2007 General Education 1] Inactive Email Notification
Building
10/15/2007 - 12/31/2007 Genaral Education 1] Inactive i $iff
Building
Firzt Aid - Level 12/1/2007 - 12/31/2007 General Education 1 Active Email Natificatizn
Suilding
Math and Comput in the Classroom 12/1/2007 - 2/28/2008 General Education 0 Active Email Notification
Building
irst A - I 12/1/2007 - 12/31/2007 General Education 1 Active i sificati
Building
Advan Math an mpuier 1/1/2008 - 3/31/2008 Genue;al_ll‘idqiu:atior‘ 1] Active Email Notificaticn
wilding




SunGard Bi-Tech PROFESSIONAL DEVELOPMENT USER GUIDE Page 50 of 66

The Instructor is presented with an email message view identifying the specific Course and automatically includes All Registered Participants.
Each individual Participant email address is placed within the Bec field to maintain the privacy of each individual. The Instructor may
add/delete email addresses from the Cc and Bcece areas. The Subject area is pre-filled with the Course Name but may be adjusted as needed.
Upon completion of the message, click ‘Email’ in the lower right corner and the message will be sent to all addressees.

Email Notification Jason, Dennis O #Help

Course Name: MATHL02

Course Title: Mathematics 102

Tu:l'_ Dapietarad Bart
Ec:|

Bec: [darrenZaa-mail

Subject: [MATH10Z - Information.
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Attachments

This view allows the Instructor to upload any type of document and attach it to their Instructor personal information record. Examples of these
types of documents might be a resume’/vita, professional references, credentials/certifications, etc. Upon opening this screen, a list of
previously attached documents is presented. Each of these may be individually viewed by clicking on the description of the desired
attachment. A document may be deleted by clicking the ‘Delete’ line for the desired item.

A new document may be attached by creating a Description, selecting an Attachment Type and locating the document through the Browse
button.

Organizations may define their own ‘Attachment Type’ codes. (These are defined as a part of IFAS Documents Online. Please see your
system administrator to have the desired ‘Types’ defined within the IFAS Admin Console function.)

Document Attachments Jasen, Dennis O ¥Help
Description Type Delete
EDF Dae PE Delgte
Extra Info FE Dalats
Beferences FE Delate
Rasyime FE Delete
Add Attachment
Description: | Attachment Type: | 7i PE - Id and Addr Dzl =]
Local File: | Browse... I
& Print Nadd XCancel
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4.1.3 Participant
Employee Online — Professional Development tab

The image below displays the Home Page, including all available functions, for the Participant.

IFAS Dashboard
Q’Hudtst:idl Account 7.9.0

Professional Development

Participant
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Browse Courses

Page 53 of 66

This view provides the Participant the ability to search for Courses currently scheduled and available for registration. Any single or multiple
fields may be used to narrow the search across all courses. Online Help is available to assist the Participant in using various search techniques.
If the Participant would like to view all available courses, make sure all fields are blank by clicking on ‘Clear’ then click ‘Search’.

When the Search process has completed a list of all Courses matching the criteria will be presented. To view the detail information for an
individual Course, click on desired Course Title. To view Current and Prior Courses taught by an Instructor, click on their name.

Browse Available Courses Myra, Alanna ¥Help
Course Title: [
Instructor: |
Area of Study: [ MATH - Mathematics =l
Location: | ;I
Start Date: @'I End Date: I
_S-:archl :Clear_
Results
Course Title Start/End Date Location Instructor Credits Min Max Current
[ﬂ;{:fﬁf:fnpr”“” in the 12/1/2007 - 2/28/2008 BUILDING] 12520.08005 5 g 35 ¢
Math Viea 107 &/14/2007 - = <, lason. Dennis ”
I1J'|,| amatics 10 1201472007 BUILDING1 0 3 = 23 g8
8/20/2007 - 12/1/2007 BUILDING; J2son:Dennis 5 ¢ 55 5
8/20/2007 - 12/1/2007 BUILDING] 12520.DenRis 3 g5 35 ¢
Mathematics 103 §/5/2007 - 11/23/2007 BUILDING1  JOE SMITH 4 5 20 2
1

Course Information previously created by the Instructor and Administrator is displayed. By clicking on the Instructor’s name, contact
information plus current and prior Courses taught are displayed. The Participant can view the Syllabus for the course by clicking on the

syllabus title.
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Course Information

Myra, Alanna

¥ Help

Room: 105
Seat Hours: 16

Location: General Education Building

Course Title: Math and Computers in the Classroom
Description: Introduction to using Computers to reinforce Mathematics concepts.
Course Duration: 12/1/2007 -
Instructor: Jasgon. Dennig O

2/28/2008

Min Participants: 3

Schedule: T-Th; 7:00pm-%:00pm

Syllabus: Cource Agenda and Detail Svilabug

Current Count: 0

Max Participants: 25

Materials: Introducing Math with Computer Concepts | Credits: 2 Credits Date: 3/1/2007
Accompanying Warkbook
Pre-Requisites
Course Name Course Title
CPSC 120 Computers in the Workplace
Area of Study
Area Code Area Description
MATH Mathematics
Requirements Mat
Requirement Code Requirement Description Comment
STTEREQ1 State Reguirement 1
Class Date [ Times
Date Time Duration Alternate Location
12/4/2007 7:00 PM 120
12/6/2007 7:00 PM 120
B Back 5b Print
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If the Participant meets the requirements for registration, the Course Registration screen is displayed immediately below the Course

Information. Even though the system performs Pre-requisite checking, the Participant must indicate that they meet them as well. If there are
Participant Costs associated with the Course, they must also agree to pay the course fees. When all information is entered, click ‘Register’ and

the system will send an email to the Participant to Confirm Registration or indicate that they are on a Wait List.

Note: Currently the BETA VERSION DOES NOT support the payment methods listed. This functionality will be available with the General
Release version. However, the Beta version does provide email notification to the Administrator of the charges which need to be paid by

individual Participants for each course.
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Course Registration

Participant Cost: 5250 € Daduct from my PayCheek

r! -
[T 1 meet the Pre-requisites for the course. DIl me
r'\l .
[" 1 agree to pay course fees. ey Department pepartment: | -]
€ Pay New Cradit Card Number: |
Expiry Date: I
E Batk Qﬁ Print Register

Along with an email confirmation, the following Registration Confirmation will be immediately displayed to the Participant upon the system
verification that all registration requirements have been met.

Professional Development
Professional Development Registration Confirmation b
Math and Computers in the Classroom Particeant Details: —
You have successiully registersd for the course. Flaase find the details - ARROG
balswr. ffai:hng a0 the Print butten will print e Registration Confirmation Hama: [QJ“\DHOE
receipt.
R tration Detail
Fagistration No: PDREGOOOOZS
Cate/Tima: 11/28/2007 8:54:00 AM
Confirmaed
(Course 1d: MACE- 100-1 |Course Name: pmace-100
ourse Title: Math and Computers in the Classreem
ourse Duration: L/7/2008 - 2/28/2008 Schadule: [T-Th: 7:00pm-9:00pm
Dascn, Dennis O (Contact: HsaZsos.com
iGanersl Educatian Building Room: 105
&b Print
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Current Enrollment

This view displays a one line summary of the Course(s) in which the Participant is currently enrolled and active. In addition, the Participant
may view or process the following information:
From ‘Course Title’ view the detail Course Information including Instructor and Syllabus information as described above.

From ‘Instructor’ view the current and prior courses they have taught as described above.
From ‘Evaluation Complete’ be able to access the Course/Instructor Evaluation survey.

From ‘Drop Course’ be able to complete the steps to remove themselves from the selected Course.

Current Enrollment Myra, Alanna FHelp
Start/End Date Instructor
k 1 8/20/2007 - 8/27/2007 Jason, Dennis O Ewal Complete Crop Course
Mathematics 101 9/5/2007 - 11/23/2007 JIOE SMITH Evaluation Drop Course

2 Print
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Each Course Evaluation may contain different survey questions based on the Administrator’s setup. Below is a sample Course/Instructor
evaluation. This specific example shows two (2) questions. As the Participant completes each question, their response is recorded and the next
question is displayed. Prior responses may be changed until the Course Evaluation period is completed.

Course Evaluation Myra, Alanna THelp

Course Name: MATH10L Course Title: Mathamatics 101

Description: Learn college level mathematics.

Number Question Response
1 What would you change about this coursa? Edit
Z On a scale of O to 5, how educational did you Edit

find this coursa?

Evaluation Response

Question: What would you change about this course?

Response: I

B Back 2 Print Flsave XCancel
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The Drop Course process first displays the detail Course Information so that the Participant may verify that they have selected the correct
course to be dropped. They are then presented with dialogue to positively indicate that they are dropping the course. Once they click ‘Drop
Course’ within the Course Cancellation area, they are immediately removed from the Course. If the Course has not begun and there is a Wait
List of registrations, the next Participant in line will be immediately confirmed. The Drop Course action and change from Wait List to
Confirmed Registration are sent via email notification.

Course Information Myra, Alanna ¥Help

Course Title: Mathematics 101

Description: Learn college level mathematics.

Course Duration: $/5/2007 - 11/23/2007 Schedule: -¢"Y Wednesday at 4:00
Instructor: O MITH Syllabus:
Location: General Education Buillding Min Participants: 5 Current Count: 2
Room: ROOM 101 Max Participants: 20
Seat Hours: 4
Materials: Mathematics Frimer Book Credits: 4 Credits Date: 11/26/2007

Pre-Requisites
No data available

Area of Study

Area Code Area Description
GENL Required General Ed Lavel 1
MATH Mathematics

Requirements Met

Requirement Code Reqguirement Description Comment
DISTREQL District Requirement 1 District General Education Requirement
STTEREQL State Reguirement 1 State General Education Requirement
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Along with an email confirmation, the following Drop Course Confirmation will be immediately displayed to the Participant upon the system
verification that all drop course processes have successfully completed.

Professional Development

Professional Development Drop Course Confirmation

Math and Computers in the Classroom I["'”t'“"'“‘ Details: :
You have been successfully uvnregisterad for the course. Flease find the D h"‘pROE
details below. Clicking on the Prind button will prind the Registrabion Iﬁ.i'l'll: h,‘.\pﬁ as
Confirmation receigt

Drop Course Datails:
Dirop Coursa Confirmation Ma: EODROOOODLE

|Registration Mot PDREGO0D0ZS
Cate/Time: 11/28/2007 5:835:51 AM
Status: Droppad
MACE-100=1 [Course Name: Mace-100
nath and Compuzers in the Classream
1/7/2008 - 2/28/2008 Sehedula: T-Th: 7:00pm-5:00pm
Yason: Dennis O fentact: dsaSsaos.com
iGeneral Education Building Room: 105

b Print

This view displays a one line summary of previous courses completed. Links are provided to the detail Course Information, Instructor
Information and provides the ability to Print their completion certificate One-Time if they received a passing grade. The detail Course and
Instructor Information are the same as described above.

The Print Certificate option is only available after the Participant successfully completes the Course. The ability to print the certificate is a one-
time option. If there is a printer problem and/or the Participant needs to reprint the Certificate, the Administrator can access the HRPDUPCD —
Registration tab and place a ‘check mark’ in the ‘Certificate Available’ field. This will reset the Certificate for reprinting.

Prior Enrollment Myra, Alanna T Help
Course Title Start/End Date Instructor Grade
Computers in the Werkplace 8/20/2006 - 12/14/2006 Zavada, Kathy P PASS Prnt Certificate
& Print
—— —— — —— —
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Wait List

This view displays any courses for which the Participant is currently on the Wait List and their position on the List. The detail Course and
Instructor Information are the same as described above.

Wait List Myra, Alanna ¥ Help
Course Title Start/End Date Instructor Capacity  List Position
Eirat & ! 121/2007 - 12/31/2007 i Lalull i 1

2 Print
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Participant Information

This view displays the current Name, Address, Phone and Email information on file for the Participant and provides the ability to edit that
information if this capability is defined within the security setup. Employee Information is drawn from the IFAS Human Resource module.
Non-employee Participant information or sites not utilizing the IFAS Human Resource module will have the data drawn from the IFAS

Person/Entity module.

Participant Information Myra, Alanna ¥Help

Name

First Mame: [4lanns

Last Name: | Iyra

SEM: I

Address

Lddrezs TYHE! I—. ME ADDRESS CODE 3
Address Line 1; [add1

Address Line 2: I

Address Line 3: |

Address Line &: |
City: [Ca State:| | 2ip: [s500854

Phone

Phone Type: I-'.'-"- PHONE EI

Email Type:

Email Address: I- bga-ma

&b Print e |
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4.2 Reports

Not Available at time of printing.

5. Troubleshooting

Not Available at time of printing.

6. Advanced / Special Configuration

Not Available at time of printing.

7. Module Integration

7.1 Posting

Available with 7.9.0 General Release

7.2 Security

7.2.1 Professional Development portal security

The only security necessary for entrance into the Professional Development portal is the establishing of specific association codes in the user
definition, available either via NU UP US or the Administrative Console.

= Participant security is based solely on an association of “PDPART” in the user definition (NU UP US). The “PDPART” association
will give the user access to the participant options within the Professional Development system. All data displayed will inherently be
related solely to the logged in participant.

» Similarly, Instructor security is based solely on an association of “PDINST” in the user definition (NU UP US). A user may have both
“PDPART” and “PDINST” associations if the user is both an instructor and a participant. Instructors are automatically restricted to
information related to courses where they are the instructor. Instructors will not have access to any participant information other than
their attendance and grade records associated with the courses where they are the instructor.
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7.2.2 Professional Development 7i Screen security

Access to the Professional Development 7i screens (and associated tables) is an administrative user function and controlled via standard menu
and table security as defined in the Administrative Console using the “Manage Security Roles” and “Manage Users” plug-ins (see the 7.9
security guide for more information on IFAS menu and database table access).

8. Implementation

8.1 Dependencies

= EO - Employee Online must be implemented prior to any Instructor or Participant access to the module
*  Workflow — This module must be implemented prior to any PD setup and testing.

= HR - If the IFAS Human Resources module is used, employee information required by PD for Instructors and Participants will be
drawn from this source first.

=  PE — The IFAS Person/Entity module is used by sites for PD Instructor and Participant information if they are not employees or the
site does not utilize the IFAS HR module for employee information.

8.2 Template Project Plan

The Consulting Objectives and timing outlined in ONTRACK Agendas are subject to change based upon specific client issues and factors.
They are meant to provide an estimated timeline based upon a typical IFAS implementation.
Plan Stage: 1 day

* Prepare Project Plan
* Schedule Training

Prepare Stage: 4 days

Install to Test (remote)

=  Remote Installation
= Install Verification

Execute Stage: 10 days

Professional Development Setup and Training
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= PD Demo/Overview

= PD Workflow and Forms Needs Analysis/Spec Creation
= General PD functions DL

* PD Administrator and Workflow setup

Forms Delivery
Confirm Stage: 10 days

Testing and Refining

* Administrator Testing
=  Course Definition and Activation Testing
= Registration and Course Completion Testing

= Verify Email Notification and Certificate of Completion formats

Install to Production

* Test in Production
* Implement Deployment Strategy
= Professional Development Live in Production

Support Stage

8.3 Agenda’s

Pre-requisites

» General Familiarity with IFAS 7i, Workflow and the Employee Online (EO) module
= Review the Professional Development (PD) user documentation

= Determine level of functionality desired as described within Sections 1.3 and 2.0 in this user documentation.

General Information — Distance Learning Session with Client

Page 64 of 66
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= Introductions

= PD Implementation Schedule

= Standard PD implementation tasks
= Standard PD documentation review

=  PD installation within the Test account and EO module

PD Functional Review — 2 - Distance Learning Sessions with Client

Administrator functions

= Required vs. Optional

= Course Definition and Activation
* Course Management

=  Course Billing (if needed)

* Course Completion

Instructor Course processing

= Course Definition (if decentralized process selected)
=  Course Communication
* Course Completion

Participant

= Registration

= Wait List

*  Drop Course

* Course Communication
* Course Completion

Client Completes prior to next DL

* Format for Certificate of Completion and Email notifications

= Workflow requirements (Workflow setup to be the responsibility of local IT staff unless separately contracted with SunGard
Bi-Tech)

Consultant/SunGard Bi-Tech Setup/Install
= Certificate of Completion
PD Pre/Post Testing Reviews — 2 Distance Learning Sessions with Client
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=  Test Completion Objectives
* [dentify Testing Impediments
= Review/Adjust Setup as needed

PD - Move to Production

Consultant Configure/Verify Setup

= (Client specific codes/setup

*  Workflow in Production

* Email notifications working in Production

= Certificate of Completion printing in Production

8.4 Consulting Objectives

= Assist the designated Administrator in becoming self-sufficient with setup and management of Course, Instructor and Participant

functions.
= Ensure that initial Course definitions, Email notifications and Workflow processes are functioning based on client requirements.
= Verify the Certificate of Completion format and printing meets client specifications.

9. FAQ

Not Available at time of printing.
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