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Quick Start Guide

This manual walks through how to register for a Course in the Professional Development
application, which is called “ProDev” for a short reference.

This manual is laid out in terms of functionality that is closely related.

In addition, if you would like a more concise description of how to do anything in any given section,
refer to the “Quick Start” guide at the start of each section.

* Quick Start

1. Step 1 Example
2. Step 2 Example
3. Step 3 Example

) School



Professional Development

Login Instructions

+ Quick Start

1. Loginto Homeroom.

2. Navigate to your Dashboard

3. Click “ProDev” from your list of Logins and
Links

First, you will need to log in to Homeroom by authenticating with your district account.

h ://tahoma.school .net/v2/homeroom

l/\?

Log in as:
Welcome to ‘ Staff

SchoolData.net

AL

Authentication is controlled by your district. Click the
'Authenticate With District' bution below to continue.

Tahoma

TAH€®MA School District

Contact your District IT department to reset your password.

Use SchoolData.net Account Authenticate With District

@ SchoolData.net
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Quick Start Guide

Once logged in, you can navigate to the Professional Development application by hovering on the
“HR” or Human Resources icon in the app selector bar at the top right, then on the Pro Dev tile,
click “Launch App.”

School!
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All Dashboards

Assessment Tests

My Creations

Find Students

Student Groups

Data Admin

Homeroom Dashboards ARPLICATION BUNDLE

AN RESOURCES

[ Pro-pev

provider

u\uuy are>s

Ready Sub

LauncH ape >
B vobs

LAUNCH APP >>

Skip the fees from third-party providers, and start
managing your own clock hours! You can create
your own courses, issue transcripts, and maintain
compliance as an OSPl-approved clock-hour

Our best-match technology and auto notifications
save hours in identifying the best substitute and
determining their availability.

Hiring decisions become easier when you can
customize your job requirements, design
interviews collaboratively, and collect all your
applicants’ supporting materials electronically

B employee Recoras

Automatically integrate employee data from job
applications and professional development
courses to simplify everything from contract
wriing to yearly budgeting

LAUNCH APP >>

Evaluations V2

Access allthe relevant data, from student
performance stats to teacher evaluation history,
and customize benchmarks to match state or local
metr

LAUNCH APP >>

&
“

BN

[ volunteers

Automate your volunteer screening and
onboarding to get help into the dlassroom faster
LAUNCH APP 5>

Data can drown you — or drive you.

Transform a mountain of data into clear guideposts that help you spot risks
and take action

Homeroom Dashboards automatically organizes all your data — from your
student information system, state assessments, learning plans and discipline
history for your current students, and more — in one easy-to-use interface.
It's fully customizable, so you can segment, chart, or compare the exact

Alternatively, you can use this URL to log directly into the ProDev application:

h

ttps://tahoma.schooldata.net/v2/human-resources/#/professional-development/

*Collum*
inistrator
2
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Professional Development

* Quick Start

1. Goto “Courses/Attendance Email” in the
left-hand nav.

2. Use Row Action Gear to “Verify Attendance”
for any course

School @ Human Resources

Professional Development

Home

Use the left-hand navigation menu and select
“Courses/Attendance/Email” to see a list of courses
available to verify attendance for. The location of
this item is highlighted by the red rectangle in the
picture to the right. PD Manager will find this link
nested inside the “Courses” menu.

Instructor

Intro

-
LE
7]

2

Courses/Attendance/Email

Invite/Register/Cancel

Manager

Use the Row Actions & Options gear to choose “Verify Attendance”

INSTRUCTOR

Courses/Attendance/Email

Course Attendance Email for Instructor

O
Course Course Start Date Location Course Status Info Grade EMail = Wait Reg
1452 Another Course with Mu.. 06/13/2022 District Office Pending = ﬂ -
1440 Testing Register Tool 3-21 04/20/2022 District Office Open = Row Actions & Options
1437 Deidra Testing Waitlist A_ 04/15/2022 District Office Open =
Verify Attendance

1436 Deidra Testing Register .. 04/04/2022 Activities and Athletics Review =
1434 Testing Review Process 02/125/2022 Cedar Haven Jr High Grades In =

- - - ™~ —_ ™
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Quick Start Guide

In the next page, you will see some information about which course you are verifying attendance
for, along with a list of all course attendees:

Pro-Dev Instructor Course Attendance Email x
A Course Information Course (op1) Location (opt) Instructor (opt) Status (opt)
Another Gourse with Multi-Sessions 4-1 ‘ ‘ District Office ‘ | Director, Hr ‘ ‘ Pending

A Edit Grades HRM+ ProDev Course Edit Grades
This is a 3-step process: y
1. Use the selected rows action check marks to the left of each record to i
choose several or all records you'd like to mark complete. A blue. DisplayName Position  Location Grade Credit Co Requeste Earned Pay Email Instructor Comment:
button will appear at the top right tled “Select Row Actions” Click here B .
and choose MARK AS COMPLETE. This willupdate all selected
records to the default “grade” of V for verfied and update the Eamed

hours to equal the Requested hours. A, YaE FeetS A 09 (el 2 D
2. EDIT the exceptions. Click the row action to the right of any one row
and select "Edit"to edit the record for any person who did not attend, Hughes, Thomas Teacher 8G N CLK 2 0
did not complete the total hours or whose work is incomplete. Make
the appropriate changes in the resuting form (e.g. number of hours Pancheri-Hanson, B Teacher HHS NV CLK 2 o
eamed, type of credits, or grade). Click Update.
3. Using the drop down selector at the bottom, choose "Grades In" and Potter, Pat Principal BG N CLK 2 0
click save at the top right This will send an email to all attendees
advising them their attendance is veriied and reminding them to Tyslar, Starr Teacher oL N CLK 2 0
complete the evaluation for the course.
Additionally, instructors are required to submit the signed Attendance Sign In
Reportto the Professional Development office within five (5) days of the last
date of the course. Optionally, instructors may also use the Email o0l to
email attendees. Grading Codes® NV = Not Verified; V = Verified: NS = No -
show . L
New Status

Verifying Attendance is a three step process:

1. Use the selected rows action check marks to the left of each record to choose several or all
records you'd like to mark complete. You can choose all records by clicking on the checkmark at
the top left. A blue button will appear at the top right titled "Select Row Actions."

HRM+ ProDev Course Edit Grades L

Position  Location = Grade Credit Cc Requeste Earned Pay Email Instructor Comment: T
« S A KN KR E KR R KN A
V Aplong, Vera Food S... FNS N CLK 2 0 -
«” Hughes, Thomas Teacher BG N CLK 2 0
«” Pancheri-Hanson, B.. Teacher HHS NV CLK 2 0
v Potter, Pat Principal BG N CLK 2 0
v Tyslar, Starr Teacher oL N CLK 2 0
Al L4

Click here and choose MARK AS COMPLETE. This will update all selected records to the default
"grade" of V for verified and update the Earned hours to equal the Requested hours.

) School



Professional Development

@ Select Row Actiofs ~

Mark As Complete
structo

Next, we will EDIT the exceptions. Click the row action to the right of any one row and
select "Edit" to edit the record for any person who did not attend, did not complete the
total hours or whose work is incomplete.

HRM+ ProDev Course Edit Grades

DisplayName Position ~ Location Grade Credit Co Requeste Earned Pay Email Instructor Comment (
Aplong, Vera Food S... FNS v CLK 2 2 Attendance Verified :
Hughes, Thomas Teacher BG v CLK 2 2 Attendance Verified #
Pancheri-Hanson, B.. Teacher HHS A CLK 2 2 Attenda  Rgow Actions & Options
Potter, Pat Principal BG vV CLK 2 2 Attenda

‘ Edit
Tyslar, Starr Teacher oL v CLK 2 2 v vermcu @ —

Make the appropriate changes in the resulting form (e.g. number of hours earned, type of
credits, or grade). Click Update.

Grading Codes: NV = Not Verified; V = Verified; NS = No Show

Edit Record x
A Course Enrollment Credit Attendee (optionzl)
‘ Thomas Hughes
Grade (optional) Select | Credit Code tequired) Select
% ‘ NS ‘ ‘ CLK ‘
Earned (optional) Pay
[0 ‘]

Instructor Comments (optional)

Attendance Verified

*Note* - if changing the “Grade” field in the previous form, the Instructor Comments won’t
auto update, but upon clicking Update, the record will reflect this change in the instructor
comments.

) School



Quick Start Guide

HRM+ ProDev Course Edit Grades (5 records

DisplayName ‘ Position = Location = Grade Credit Co Requeste Earned Pay Email Instructor Comment:

Aplong, Vera Food S.. FNS A CLK 2 2 Attendance Verified -
Hughes, Thomas Teacher BG NS CLK 2 ]

Pancheri-Hanson, B Teacher HHS v CLK 2 2 Attendance Verified

Potter, Pat Principal BG A CLK 2 2 Attendance Verified

Tyslar, Starr Teacher oL v CLK 2 2 Attendance Verified

3. Using the drop down selector at the bottom, choose "Grades In" and click save at the top
right. This will send an email to all attendees advising them their attendance is verified and
reminding them to complete the evaluation for the course.

#ro-Dev Instructor Course Attendance Email x
A Course Information Course (opt) Location (op) Instructor (opt) Status Topl)
l Another Course with Multi-Sessions 4-1 ] l District Office l l Director, Hr l l Pending l

1. Use the selected rows action check marks to the left of each record to Q@
choose several or all records you'd like to mark complete. A biue DisplayName Position  Location Grade Credit Co Requeste Earned Pay Email Instructor Comment:
butten wil appear at the top right titled "Select Row Actions” Click here . . N . . . . . . N
and choose MARK AS COMPLETE. Tris willupdate all selected - = = -=
records to the default “grade” of V for verified and update the Eamed

hours to equal the Requested hours. Aplong, Vera Food S FNS v CLK 2 2 Attendance Verified
2. EDIT the exceptions. Click the row action to the right of any one row
and select Edit'to edit the record for any person who did not attend, Hughes, Thomas Teacher | BG NS CLK 2 o No Show
did not complete the total hours or whose work is incomplete. Make
the appropriate changes in the resulting form (e.g. number of hours Pancheri-Hanson, B. Teacher HHS v CLK 2 2 Attendance Verified
eamed, type of credits, or grade). Click Updte.
3. Using the drop down selector at he bottom, choose "Grades In” and Potter, Pat Principal BG v CLK 2 2 Attendance Verified

click save at the top right. This will send an email o al attendees
advising them their attendance i verified and reminding them to Tyslar, Starr Teacher oL \4 CLK 2 2 Attendance Verified
complete the evaluation for the course

Additionally, nstructors are required to submit the signed Attendance Sign In
Report to the Professional Development office within five (5) days of the last
date of the course. Optionally, instructors may also use the Email tool to
email attendees. Grading Codes: NV = Not Verified; V = Verified: NS = No
Show

New Status (optional)

Grades In +

Additionally, instructors are required to submit the signed Attendance Sign In Report to the
Professional Development office within five (5) days of the last date of the course.
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