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Getting started

Turn Off Pop-up blocker

Before getting started, make sure the pop-up blocker on your computer is turned off.

In Microsoft Internet Explorer:

= Go to “Tools” on the menu bar, then “Pop-up Blocker,” then “Pop-up Blocker Settings.”

* |n the box called “Address of Web site to allow,” type * https://pdtrack.kyvae.org, then click
“Add.”

= Click “Close.”

Login and Set Password Reminder Question

NOTE: FIRST TIME LOGGING INTO THE SYSTEM

You will be prompted to set a Password Reminder Question and Answer. This is NOT your new
password. This is a method of verifying your identity in the event you forget your password.
Choose one of the questions in the drop-down box, then type the answer in the box below. Should
you ever forget your password in the future, you can click on “Forgotten your password?” from the
login screen, and use this information to reset your password and to access your account. You
must set the password reminder question and answer before PDtrack will allow you to login
completely.

1. Inthe Login box (left sidebar) type in your user name and password, then click on the “Login”
button. Your username for logging in is your first initial, last name and last two digits of your
social security number.

2. First time logging in, you will be asked to set your password reminder question and answer.
After you do this, your name will appear in the left sidebar and a new side menu and top menu
links will appear along the top.

3. To change your password. Click on “Manage Your Account” under the “Logout” button. This
will take you to “Your Details.” Choose a new password (it must be 4-8 characters in length),
then enter it in the box titled “Password.” Retype the same password in the box titled “Retype
Password.” Scroll to the bottom and click “Save Changes.” Remember: Your user name is
your first initial, last name and last two digits of your social security number.

PDrrack

Catalog | Calendar | Submit Ttern | My Cart | PD History | Help
Login Password Reminder Setup
User Name: Please choose a question from the following list and provide an answer below,
In the event that you forget yvour password, the question will be used to establish
Password: your identity so a new password can be provided.
Password Reminder Question------------------oomomomomoooen
Login
Chaonse Your Question: | ;lé
®-Forgotten yvour password?
Your Answer: [ |@
Catalog Search M

Search For...

TIP: If you do not have or have forgotten your PDtrack User Name and Password, please contact Toni
Quire at 502.573.5114, ext. 113.
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Start Page

From the PDtrack Home page, once you log in, you have access to all the features available to
your user role. At any time, you can return to the start page by clicking the PDtrack logo (top left)
or Home (top right).

Top Navigation Tabs

ACK

Catalog | Calendar | Submit Ttern | My wait List | My Cart | PD History | Eeports | Help

. PDtack |
Welcome to PDtrack

welcome to PDtrack, vour home for Kentucky adult education pr

ur Account based managerent tool for educators to track their professional
Resources
Transcript Adult educatars can reqgister for any professional developrient act

personal PD Plans and explore what activities wark best for their g

Adult education program directors can access and track the profed
PDtrack to approve each educator's PD Plan and provide support i

ce: Zhoose from the links above to get started!
ooy 9:03

Across the top of the page are the main feature links. Click on a link to open the desired feature.

e Catalog — Opens the catalog of PD items where you can browse, search, filter, add items to
your cart and register.

¢ Calendar — View and search the catalog by date. Note that the Calendar is a subset of the
entire Catalog since it contains only those catalog items that can be meaningfully displayed in a
graphic calendar format.

e Submit Item —Click here to submit a new item to the catalog.

e My PD Plan — Manage your past, current and submitted PD Plans.

e My Wait List — Allows you to see courses where you are on a wait list.
e My Cart — View the items in your cart.

e PD History — View list of all your current and completed PD items for which you have a
registration record. The listis by fiscal year.

e Reports — Run reports if you have such privileges.

¢ Help — We realize you may forget how to navigate PDtrack or how to create a plan. If you
need help, use the help tab for a refresher. The User Manual lists all of the components in
PDtrack and explains how to use them. Print the manual for future use. Flash Demos are 5
minute demonstrations of PD planning, searching the catalog and running an audit.

Rev. 09.09.08 -3-
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Left Navigation Bar
My Account PDtrack Several boxes on the left console give you another

S — way to access PDtrack features.

Logout

®-Manage Wour Account

Welcome

e My Account — Once you are logged in,
you can Logout, or

w-PD Besources

) e Manage Your Account — Allows you to
e-My PO Transcript

change information regarding your account.

e PD Resources — A quick link which will
take you to KYAE'’s Web site with detailed
information about professional

Choose fram th development_

Supervisor Console

Submitted PD Plans: 0O

e My PD Transcript —A listing of all your
past, present and current PD items for
which you have a registration record.

Importa

Facilitator Console

Pending Registrations: .
g7ed - e Supervisor Console — If you have

Manage Items . .. .
- Rostors Are you | supervisor privileges, click here to access
Manage Rosters ,

sl your staff’'s PD Plans.

Migw Wait Lists

Pleasi

Pome « Facilitator Console — If you have

facilitator privileges, click here to access
facilitator features.

PD Planning

e PD Planning — Click the links to either
manage your PD Plans or create a new
one.

My PD Plan
Create Mew PD Plan

e Catalog Search — Search the catalog
directly from this box. Type a keyword and

Search For... indicate in what field the system should

| | look for it or you can use the drop-down

menu and select other ways to search for

Catalog Search

In..

 tern Title =] an item.
=earch | e Cart — Another way to view My Cart, the
box also tells you the number of items in

your cart.

You currently have 2
item(s) in your cart.

View Cart

Rev. 09.09.08 -4 -
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mTRA CK

Professional development planning

The PD planning features allow registrants to build and submit PD plans to their
supervisors for approval each year. Supervisors, in turn, may review and approve or reject
submitted PD plans. These processes are fully integrated with the catalog and PD History
to allow quick and easy plan development and assessment by both the registrant and the
supervisor.

Before getting started, be sure to take time to look over what is offered in the Catalog and
Calendar. This will help save you time when adding items to your newly created PD Plan.

PD Plans are due October 1

Please Note: Instructors, instructor aides and program directors working fewer than 20 hours per
week are not required to complete a PD plan, but they are required to earn 2 PDUs as determined by
their supervisor.

Two Methods for creating a plan — Create a PD Plan from scratch or
Create a PD Plan using items in your cart

|. Create an Individual Professional Development Plan from scratch:
e Inthe PD Planning box (left sidebar) click Create New PD Plan.

/
|7 RACK

Catalog | Calendar | Subghit Ttem | My PD Plan | My Wait List | My Cart | PD History | Help
My Account PDtrack

Toni Quire

Logout

wManage Tour Account
wPD Resources

®:My PD Transcript

PD Planning
Create Mew PD Plan )

B
CXrET—

Welcomefo Test PDtrack

Welcome to Test PDtrack, your home for Kentucky adult education professio
based management tool for educators to track their professional developmen

adult educators can register for any professional development activity that m
personal PD Plans and explore what activities work best for their primary assg

¥ &dult education program directors can access and track the professional act
POtrack to approve each educator's PD Plan and provide support for their su

Choose from the links above to get started!

Important Information!

Catalog Search

Search For...

Are you having trouble logging in?

In... : Please click on the "Forgotten your password?” link in the login area above
|Item Title ;l Pomeroy Help Desk at {(502) 573-5114, extension 370.

search | __

Rev. 09.09.08 -5-
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e Select the appropriate Program Year.
List your PD goal for the year in the text box titled “My Goal.”
e Make sure to Save Plan (For ¢diting later) after completing the empty fields. Do this as

soon as you complhete the My Goal field. You will have to select My PD Plan after saving the
plan for editing later i order to open it back up to add items to the plan.

My Account

Toni T Quire

Logout i i s you to £reate an Individual Professiogal Development Plan with goals based on KYAE competencies and your
®Manage Your Account

% PD Resources

wMy PO Transcript

Program Year:

MName: Toni T Quire

Page Options User Name: INACTIVEOD3

Email Address:

(= Print this page
Telephone No:

ePortfolio URL: | \ ’ |

My Goal: \ i

- |@

Add Items to Plan | Audit Pl | Save Flan (For editing late | Create a new plan based on this plan | Submit Flan | Cancel |

e Add items to your plan by clicking Add Items to Plan and selecting items by placing a check
mark in the Plan box from the catalog that opens in a pop-up window. When you are finished
selecting items to add to your plan click Add to Plan. This will close the pop-up window

/3 https:/ /pdirack.kyvae.org - Catalog Item Browser - Microsoft Internet Explorer =] 3]

Catalog Search

N
itter: 2 ~| | Apply Filt
Search For... [Fllter I —‘}\I _I pply Filter J

In... Professional Development Items

IItem Title vl

102 Results
Search

B e o July 01

Self-directed Activity: Kentucky 5 . .

Publish an Article in a Adult JZDD? - %s;;l&w;ate |

Professional Newsletter  Education une s
2008

Self-directed Activity: 'Kentucky July 01 .
2007 Investigate

Read Professional Journal Adult 3 a0 SDA_1003_0703_KTAE {1 PDUS)

Articles: 3 Articles Education une s
2008

3elf_ dlreLcﬂ'::ed F\Ctlélt}[ ey JzLélg?Dl

~ENZ0N LREFAcY LAMPUS a4yt SDA_1007_0708_KYAE

Cnline Courses: 4 June 30

Courses Beluestiom 2008

STUDENT SENSITIVITY

TRAINING: HELPING Tefferson October 18 _—
STUDENTS WITH SPECIAL 2007 -
LEARNING NEEDS g;jg;éoﬁd”‘t October 1g #BE-455_101807_1CPS
COMPLETE OMLINE GED 2007
CERTIFICATION
o July 01
. . kentucky 5
Tea_chlng and Learning at adult 2007 - AEED_8838_KTAE_300_0708 Investigate
a Distance . June 30 {1 PDUs)
Education
2008
September
Jefferson .
TEM TIPS FOR TEACHING 258 2007 - Investigate
QUOTATION MARKS ggﬁg;%oﬁd”‘t e W AEESS S SR GZE TUSICES {1 PDUS) W

Check
|&] Done I_I_I_I_E|O Inkernet 4
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For every item you add, you must complete the Activity Details. First, you must select a
Proposed Start Date and a Proposed End Date using the pop-up calendars. Next, you must
complete the text box titled “How does this actjvity align to your program goals?” You should
explain how the selected activity helps you meet\the goals outlined under “My Goal.”

PDcack

Catalog | Calendar | Sub
PD Planning

My Account

it Itern | Mw PO Plan | My

ait List | My Cart | PD History | Help

Toni Quire

Logout

wManage Vour fccount
®PD Resources

%My PD Transcript

B
CEr—

Page Options

= Print this page

Plan Details -\ N

Frogram ear:

Flan Status: Unfinished
Mame: Toni Quire
User Mame: INACTIYEDOD3

Email Address:
Telephone Mo
ePortfolio URL: | \

My Goal:

complete this text bos with voulr "My Goal" for the year
and "Save Plan (For Editing Latkr)" before you start adding
items to vour plan.

L]

Activity Details --------------}-------omoooo e

\ ____________________________________________________

SDA 1007 0708 KYAE Self—d\rected Activity: ¥erizon

Literacy Campus Online Coursles: 4 Courses
(July 01 2007 - June 30 2008)
'Kentucky Adult Education

How does this activity align to your program goals?

“ou must complete this text bax in order to "Save Plan (Far
editing later)",

Registration Status:

Credit Category: Investigate

PDUs: 1 PDUs
= B
Proposed Start Date: [July 01 2007 j
ﬂ" Proposed End Date: |June 30 2008 H

| addAview Activity Cormments | Remaowve Item

AEED 8888 KYAE 300 0708 Teaching and Learning at a

Distance
(July 01 2007 - June 30 2008)

Registration Status:

= Make sure to Save Plan (For editing later) after completing the empty fields.

» Click Submit Plan, but only when you are ready for the plan to be submitted for review by your

supervisor.

= After your supervisor approves your PD Plan, the system changes the plan status to “Active”.
resulting in any other PD plan for the same user and fiscal year to be made “Inactive”. The system
then registers the user for all items in the newly “Active” PD plan.

= You can double-check to make sure that all of the items are registered by clicking on the PD
History button at the top of the page.

Rev. 09.09.08
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Il. Create a PD plan using items added to your cart:

= Start by selecting items by placing a check mark in the Cart box and then adding those checked
items to your cart by clicking Update Cart.

0-0-NRGPrela-aE-UL 3

PR eack

Catalog | Calendar | Submit Itern | My PD Plan | My Wait L\t | My Cart | PD History | Reports | Help
PDtrack Catalog

My Account

Toni Test Select by provider, location or specialty track in the first box,

L t \
gosnit] | Filter: | _v‘i\l =] | Apply Filter ‘

®Manage Your Account

»PD Resources
wiy PD Transeript| Professional Development Catalog Ttems

KYAE initiatives,

Use the Filter boxes above to display just what you are looking for, vou can habetical

order by code, title, provider or date,
Supervisor Console

4
-
@
o
)
o
=5
o
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=
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=
o
=
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wn
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=)
o
o
@
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=
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=
@
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e
o
o
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=
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=
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=
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=
@
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=
@
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=
g
@
o
=1
=
@
@
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=1
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24 Results for “sda”...

Submitted PD Plans: 0 -

Self directed Activity: Study Circle  'Kentucky adult Education J4IY 01 2007 -

June 30 2005
Eacilitator Cansale Self-directed Activity: Attend a Pre- )
conference Session at a State 'Kentucky Adult Education

[

July 01 2007 -
June 30 2008

Pending Registrations: 0 Conference
Manage Itemns Self-Directed Activity: Attend a3 e ntliely. AduIE EAvGaTEn July 01 2007 -

June 30 2008
July 01 2007 -

State Conference

Manage Rosters " i
Self-directed Activity: Attend

Miew W ait Lists NefaRaliGoniaahes 'Kentucky Adult Education June 30 2008 SDA_1006_0NIE_KTAE Investigate {1 PDUs) 72
Self-directed Activity: Apply and
o . . July 01 2007 - \ Apply & Evaluate (5
f E\;?L?Jciﬁﬁrﬁ MNew Practice ar Kentucky Adult Education June 30 2008 SDA_5001_0708_KYAE PDLs) L]
Self-directed Activity: Apply ntiicky dulE Ediibation July 01 2007 - SDA_5000_0708_KYA pply % Evaluate (5 v —
My PD Plan Instructional Technology June 30 2008 KOs )
Create Mew PD Plan Self-directed Activity: Attend a Local . . July 01 2007 - G
Lreate New PD Flan WGikShob Kentucky Adult Education Ture 30 2008 SDA_1001_0708_KYAE Invkstigate (1 PDUs) N
Self-directed Activity: Compare ] - uly 01 2007 - &pply % Evaluate (5
- SeehhGl GRS alEGHE Kentucky Adult Education June 30 2008 SDA_S5004_0708_KTAE PDUs) ]
Self-Directed Activity: Complete 3, . July 01 2007 - Investigath+ Apply &
. s T (Prerens) Kentucky Adult Education lure 30 2008 SDA_B000_0708_KYAE Evaluate (6 RDLIs) [
earch For... S e i
Self-directed Activity: Create BT
Instructional Materials (Learning "Kentucky Adult Education Jﬂn"e sl SDA_3001_0708_KYAE Disseminate (3 RDUs) ]
In... Obiects)
| ttem Title 3| 123
Search
Check Al Update Cart
@ T T T [B [@ temet

Rev. 09.09.08 -8-
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» Go to the top of the screen and select My Cart. The Your Cart details screen will appear.
Select Propose Plan.

Cataldy | Calendar | Submit Itern | My PD Plan | My Wait Lisf | My Cart | PD History | Help
My Account Cart Details

Toni Quire

Logout
Items

®Manage Your Account| Self-directe] Activity: Attend National Conference (July 01 2007 - June 30 2003} Cielete Ttem
wPD Resources| Kentucky AduK Education
- R This 504 Is for tNose individuals who wish fo improve their skills and lkknowledge by attending a
My PD Transcribt| iriqe snnroved dationad conference related to adult education or #s services and focuses on

stedent outc... moke

" BEST Plus Implemeéntation Training {February 22 2008 - February 22 2008) Delete Itermn
PD Planning 'Kentucky Adult EducaNan

Trainer: Kathisen Ofson\- a retived ESL instructor from Ohlo who is & nationally certified BEST
My PD Plan Flus trainer and an Ohio-Xertified CA5A5 trainer. The BEST Flus is an individually administered

Create New PD Plan

tace... more

BEST Refresher Training
'Kentucky Adult Education

ay 02 2003 - May 02 2008) Delete Item

Page Options Half of this workshop is a refres\er of the BEST Plus Test, €0 rom, score report and print-
based test, Itis 3 refresher courde for Instructors who have tsken the BEST Blus
(Print this page Implementation training. T... more\[(Prereqs)| [(Target Audience)]

Search For...

Catalog Search Browse Catalog | audit Ca Propose Plan Checkout
o

* The Create a New Plan will appear with the items from the cart. Complete the empty fields in
the plan and provide the starting and ending dates for any SDAs in the plan.

Catalog | Calan%submit Itermn | My PD Plan | My Wait List | My Cart | PD Histary | Help
My Account PD Planning

URIHITITS Create New PD P
Logout

®[Manage Your Account| yAE standards and competencidg,
®PD Resources
® My PD Transcript

Program Year: 2008-2009 =
f Marne: Toni Quire
Ernail Address: toni.quire@ky.gov

Telephone Mo: 502-573-5114
eRortfolio URL:!

=dPrint this page

My Goal:

R DRI o o s T s e e e AN s o e e e P s e

SDA 1006 0708 KYAE Self-directed Activity:
Conference

{luly 01 2007 - June 30 2008}

'Kentucky Adult Education

Investigate
1PDUs

How does this activity align to your program goals?

Proposed Start Date: July 01 2007 E
_j:‘ Proposed End Date: June 30 2003 _-ﬂ

‘ Remove Item

ESL 2?60 022208 KYAE BEST Plus Implementation Trainin
(February 22 2008 - February 22 2008} . r 3
'Kentucky Adult Education Regiatration Status;

[ PP NP FEEE

Rev. 09.09.08 -9-
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= Make sure to Save Plan (For editing later) after completing the empty fields. Print your plan
and review one more time before submitting to your supervisor for review.

= Click Submit Plan, but only when you are ready for the plan to be submitted for review by your
supervisor.

(July 01 2007 - June 30 2
'Kentucky Adult Education

Registration Status:

Credit Category: Investigate
How does this activity align to\our program goals? PDUs: 1 PDUs
-
J Proposed Start Date: July 01 2007

& &

ﬂ‘ Proposed End Date: June 30 Z008

‘ Rernove Ttern \ \
|

ESL 260 022208 KYAE BESﬂ Plus ImDIemen\*ation Training

(February 22 2008 - February 22| z008) . ) .

'Kentucky Adult Education pegistiationiStatus; )
Credit Category: Investigate

PDUs: 1 PFDUs

How does this activity align to yopr program goals?

[ |

@ Proposed End Date: February 22 200¢ 3

Proposed Start Date: February 22 200¢ 3

‘ Remoaowve Item

ESL 402 050208 KYAE BEST Refresher Trainin

{May 0z z00& - May 0Z 2008)
'Kentucky Adult Education

. - . Investigate
Page Options How does this activity align to your|program goals?

1 PDUs

Print this -
SJerint thic page May 02 2008 G|

May 02 2008 G|

‘ Rermove Item \ \ |

TotN Number of Planned PDUs: 3
TotaNJumber of Earned PDUs: 0

reate a new plan based on this pldn | Submit Plan | Cancel |

Add Items to Plan || Audit Pla Save Plan (For editing |ater) |

= After your supervisor approves your PD Plan, the system changes the plan status to “Active”,
resulting in any other PD Plan for the same user and fiscal year to be made “Inactive” and registers
the user for all items in the newly “Active” PD plan.

= You can double-check to make sure that all of the items are registered by clicking on your PD
History button at the top of the page.

Rev. 09.09.08 -10 -
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Registering for items not listed in an Active PD Plan

Using the Catalog or Calendar to register for items

After a PD Plan has been created, registered and made “Active” by your supervisor, you may want
to register for additional workshops that are not in your original PD Plan. You can do this is by
using the Catalog or the Calendar. When registering for items after a PD Plan has been made
“Active”, those items will not be in your “Active” PD Plan, but they will be listed in your PD History.

REMEMBER: At the end of the year, the PD History is what is most important because it will show

all of your PD activity whether it was originally in your PD Plan or not.

Don’t forget to monitor

your PD History to make sure your professional development activities are accurate.

Browsing the Catalog

et or Full.

To open the catalog of PD items, from the top menu, C|ICk Catalog. Each item in the catalog
has a Code, Title, Provider, Date and Credits. An item ji
status tag in the Title field displays Closed, Cance

sopen for reglstratlon unless an item

¢ of prerequisite(s) will appear in a pop-up
isite box because sometimes a trainer will use

My Account
Toni Test

Logout

wManage Your Account

S

®PD Resources
w My PD Transcript

Supervisor Console

Submitted PD Plans: 0

Bridges flo Praftice -Frankforkt-- 'Kentucky Adult

T v P P

March 04 2008 -

e s Morch 04 Sone  LD_2001_030408_KYAE Investigate (1 PDUs) r
Facilitator Console Bridges tVractice Madisonville--  'Kentucky adult Qctober 02 2007 - g
et St e 0% anny | LD_2001_100207_KYAE Investigate (1 PDUs) r
Pending Registrations: 0 September 14
Manage Trars BRIDGES 10 PRACTICE PART ONE  Jefferson County Adult 5 ono o 0 o ber LD_4331_081407_1CPS Investigate (1 PDUS) r
Manage Jterms [cancelled Education S DT
Manaae Rosters Jefferson County Adult  October 19 2007 -
Wien el i BRIDGES T PRACTICE PART TWQ 1 oot e g onny | LD_4321_101907_ICPS Investigats (1 PDUS) r
Movember 06
Bridaes ta Rractice--Bowling Green- ‘Kentucky Adult 2007 - Movernber LD_2002_110607_KYAE Investigate (1 PDUs) Il
-Session 11 Education
— 06 2007
PD Planning Bridges to P¥actice-Elizabethitown-- ‘kentucky adult Cctober 09 2007 - ;
| L ey e 03 ooy | LD_2002_100907_KYAE Investigats (1 PDUs) r
My PO Plan EREE——— . .
Bridges to Practice--Elizabethtown-- 'Kentucky Adult April 19 2007 - :
Create New PD Plan coscion 11 [(Preress) Education April 19 2007 LD_300_041907_KYAE Investigate (1 PDUs) —
Bridoges to Practice--Frankfort-- ‘Kentucky adult April 22 2008 - .
Seceion 11 |Frereas) B Al 22 2008 LD_200Z2_040208_KTAE Investigate (1 PDUs) r
Catalog Search Bridges to Practice--Madisonville-- Decemnber 04
EKdeu”Ct:t?E;' sl 2007 - Decernber LD_2002_120407_KYAE Investigate (1 FDUS) -
Search For... Sessian [T [(Prereqs 04 2007
Bridges to Practice--Maysville- 'Kentucky Adult September 25 )
Ino.. Session 11 |(Prereqs) Eeluesiian ggDZ?D—D?September LD_Z002_092507_KTAE Investigate (1 PDUs) [
| tem Title =1
12345678310,
Search
Check all | Update Car‘t|
Rev. 09.09.08 -11 -
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o To browse additional pages in the catalog, scroll to the bottom of the screen and click a page
number (bottom left).

e To sort items alphabetically by code, title, provider or date (chronologically), click the
corresponding title bar field.

o Tofilter catalog items:
lect a filter from the Filter Type drop-down menu: by Provider, Location or Specialty

the adjacent drop-down menu, select a specific filter. E.g. if you selected Provider as
ter type, you will be able to choose from a list of all providers.

My Account

Toni Test

Logout

®-Manage Your Account

;I Apply Filter l

®PD Resources B =

K - dItern Location

® My PD Transcript Profeq Specialty Track . L

The catalog Nsts all professional development activities to help you address your goals, your core content requirements, and KYAE initiatives.
Use the Filter boxes above to display just what you are looking for, vou can click on the bar titles below to sort the items in alphabetical

order by code, title, provider or date.

Supervisor Console
106 Results

S T S S TS

Submitted PD Plans: 0

Bridges to Practice -Frankfort-- Kentucky Adult March 04 2008 -
el Bl March 04 2008 LD_Z001_030408_KvAE Investigate (1 PDUs)
Facilitator Console Bridges to Practice -Madisonville--  'Kentucky Adult October 02 2007 - g
e i tobor 02 ooy | LD-2001_100207_KYAE Investigate (1 PDUS) ml
Pending Registrations: 0 Septernber 14
Manage Iterms BRIDGES TO PRACTICE PART OME  Jefferson County Adult 5 02" con o vl |0 4331 081407 ICPS Investigate (1 PEUS)
Hanage lems [Cancelled] Education o
Mansae Rosters Jefferson County Adult  October 19 2007 -
View Wait Lists BRIDGES TO PRACTICE PART TWO Education October 19 2007 LD_4321_101907_JCPS Investigate (1 PDUs) [
8 8 ; Novemnber 06
Bridaes to Practice—Bowling Green- 'Kentucky Adult 2007 - Movemnber LD_Z00Z_110607_KYAE Investigate (1 r
-Session II Education
= 06 2007
PD Planning Bridges to Practice--Elizabethtown-- 'Kentucky adult October 09 2007 - B
| Sassion 11 [Freress) ey october 0o 0y | LD_2002_100907_KYAE Investigafs (1 PDUs) ml
My PO Plan . .
Bridges to Practice--Elizabethtown-- ‘kentucky adult April 19 2007 - -
Create Mew PD Plan coccion 11 [(Preress) Education April 19 2007 LD_300_041907_KYAE InyEstigate (1 PDUs) '
Bridges to Practice--Frankfort-- '‘Kentucky Adult April 22 2008 - .
coccion 11 [Praress) Evucation April 22 2008 LD_z00Z2_040208_KyAE Investigate (1 PDUs) [
Catalng Search Bridges to Practice--Madisonville-- Decemnber 04
t Kentucky Adult 2007 - December LD_2002_120407_KYAE Investigate (1 PDUs) -
Search Fog.. Session I1 |Prereqs)] B ez 04 2007
Bridges to Practice--Mayywille- ‘Kentucky Adult September 25 _
I — |(Drereqs)| Eoluesidan ggDZ?D-D?September LD_zpdZ 092507_KYAE Investigate {1 PDUs) -
| termn Title =l
12345678910,
Search
Check all | Update Car‘t|

select Item Title, the system will search foryour keyword in all item titles.

3. Click Search. The catalog displays all iteprs that match your keyword search criteria.
o To view item details, from the catalog, ¢ghtCk an item title.

e At any time, to reset the catalog to display all items, from the top menu, click Catalog.

NOTE: If a cart box is grayed out, you have either previously signed up for it or that item is full,
cancelled or closed.
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Add an item to your cart.
= Select the Cart check box (ri
bottom of the page and click Up
» Add as many items as you wou
items.

htmost column) for the item you want to add. Scroll to the
g Cart. This will add the item to your cart for checking out.
likesuntil you are ready to check them out and register the

Catalog | Calendar | Submit Itern | My PD Plan [Ndy Wait List | My CaMN _PD History | Help
My Account PDtrack Catalog

Toni Quire Select by provider, location or specialty track in the K

Lagout l Fiker: | \\ = =1 | apply Filter l

®-Manade Your Account

®-PD Resources
wiy PO Transeript| Professional Development Catalog Items
The catalog lists all professional developrment activities to help yvaN address your goals, your core content reds erments, and KYAE initiatives,

Use the Filter boxes above to display just what you are looking for N(ou can click on the bar titles below to sort tRs{tems in alphabetical order
by code, title, provider or date.

PD Planning

[

104 Results

My PD Plan
Create Mew PD Plan

Administering the GED Official ‘Kentucky Adult

Cctober 08 AQO7 - .
- gLl de il i LEIIES e I o7 * ABE_360_100807_KYAE Investigate (1 PDU >
Administering the GED Official ‘Kentucky Adult January 14 2002\ B
Practice Test [OPT Education January 14 2008 ABE_360_011408_KYAE Investigate {1 PDUs) |
search For... Administering the GED Official 'Kentucky Adult gneup;e?nsbertzl e [N, S0 LT B | tigate (1 PDUS) ¥
Practice Test (OPT) Education B s = - YR .
September 12
e ADMIMISTERING THE OPT TEST Jeffersan County Adult 50" e her ARE 4200091907 ICPS Investigate (1 PDUS) r
IItel‘n Title -I Education 19 2007
o February 22
M BEST Plus Implementation Training -eniucky Adult 2008 - February ESL_260_022NQE_KYAE Investigate (1 PDUS) r
Education 22 2008
q P 'Kentucky Adult October 05 2007 - N\ 3
BEST Plus Implementation Training gy, cation October 05 2007 Col-251_100507_KYAE Investigate (1 PDUs) -
. Movemnber 02
BEST Refresher Trainin EKdE”t”fk" Bl 2007 - Novernber ESL_0402_100507_KYAKInvestigate (1 PDUS) r
You currently have 2 WESEm 0z 2007
item({s) in your cart. ‘Kentuck
. ¥ Adult May 02 2008 - e
_ BEST Refresher Trainin gl N B BRI ESL_402_050208_KYAE InWstigate (1 PDUs) r
e Bridges to Practice (Bowling Greend, 'Kentucky Adult Septernber 11
¥ 2007 - September LD_2001_091107_KYAE Investiggte (1 PDUs) -

Session [ Education 11 2007

February 05
2008 - February LD_2001_020508_KYAE Investigate {
05 2003

Bridges to Practice -Frankfort-- ‘Kentucky Adult
Education

PDUs)

Update Cart

D

View your Cart.
= In the Cart box (left navigation bar) click View Cart. You can do the same thing by clicking on
the My Cart button on the top navigation bar.

History | Reports | Help

My Account

Toni Test

Your Cart
Logout
Items
®Manage Your Account| Administering the GED Official Practice Test {OPT) {October 08 2007 - October OF Delste Item
wPD Resources| 2007)

X 'Kentucky Adult Education
® My PD Transeript| ro, ahe workshop pow will be introducted to the various forms, palicy, reports and results that
make up the OET, vou will learn how to administer the OPT using both the printed and

computer-based (FC)... more

Supervisor Console Administering the GED Official Practice Test {OPT) (January 14 2008 - January 14 Delote Tterm
} 2008)
Submitted PD Plans: 0 'Kentucky Adult Education

In this workshop pou will be introducted to the various forms, policy, reports and resuits that
make up the OET, vou will learn how to administer the OFT using both the printed and

computer-based (PC).. more

Facilitator Console

Pending Registrations: 0
Manage Ttems Browse Catalog || Audit Cart ‘ Propose Plan | Checkout
Manage Rosters —

Rev. 09.09.08 -13 -



PDtrack User Guide

Join a Wait List.

» |f you select an item that is Full, you will be given an option to join the Wait List. You may view
wait lists that you have been added to by clicking My Wait List at the top of the page.

Checkout your Cart.
= Scroll to bottom and click “Checkout.” This will take you to “Confirmation & Receipt” which is

the final step in the checkout pregess. The checkout process has been simplified. One click,
and you have checked out.

= Be sure to Print this page.

My Account

Toni Quire

Logout

Administering the GED Official Practice Test {0PT} {Cctober 05 2007 - OMgber 03 Delete Item
2007

'Kentucky Adult Education
In this workshop pou will be introducted o the various forms, policy, reports and results\Ga?
make up the OFT, vou will learn how to administer the OFT using both the printed and

computer-based (PC)... more

Administering the GED Official Practice Test {OPT}) {Septernber 21 2007 - September 21
Z007)
‘Kentucky Adult Education

PD Flanning

Delete Itern

My PD Flan
Create Mew PD Plan

In this workshop pou will be introducted to the various forms, policy, reports and results that
make up the OFT, vou will learn how to administer the OFT using both the printed and

computer-based (PC)... more

Browse Catalog ‘ Audit Car‘t| Propose Plan | Checkout >

Page Options

= This “receipt” lists all items in which you have enrolled in through the Calendar or Catalog and can
be printed for your records. This is your receipt that assures you of items for which you are

SEREGPEEE S RS -6 x

Catalog | Calendar | Subrnit Ttern | My PD Plan | My Wait List | My Cart | PD History | Help

(((((

ccccc

Checkout - Confirmation & Receipt

You have been registered to the items below,
You are advised to print this infarmation for your records..

Hame: TTRegistrant6 Accoun t6
Date: July 16 2007
Credit Card Number: N/A
nnnnn
Items
Create Ned PO Plan Competency Based Professional Development (December 01 2006 - December 02 2007}
Kentucky Adult Educaters Literacy Institute

Page Options

I Print this psge

5

Catalog Home

Kentudkiy™ |

Privacy Policy

Quasticns? Commants? Please send faedback to: webmaster X
Y WIRTUAL or call toll-free 1-877-740-4357 gD CATION
AT EBOCATION
2] Done [& [ mmternet
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Using the Calendar to register for items

In addition to browsing, filtering and searching the catalog, you can also find items by date
using the Calendar.

NOTE: Not all items in the general catalog are posted in the calendar such as SDAs. If an SDA
is not listed in your “Active” PD Plan, you must use the Catalog to register for them.

To open the calendar, from the top menu click Calendar.
By default, the calendar view displa ittms scheduled for the current month.
Catalog | Calendar4@6Thmit Itern | My FD Plan | My Wait List | My Cart | PD Histary | Help
My Account PDtrack Calendar

Toni Quire For a cornplete list of PD opportunities, please consult the full Catalog.

Logout
g Click for large calendar view

®Manage our Account

®PD Resources = August 2007 =
w My PD Transcript
Tue Wed Thu Fri Sat | view a different month:

[august -] [zo07 =]

View Itemns for'l&av. Augqust 03

w
=]

Gl

2]

Sun
29
PD Planning 5

My PD Plan

|
I~

[l =
Bk R

Create Mew PD Plan 1z 13 14

19 20 21 22

26 27 | 28 | 23 | 3\ 31
Catalog Search

2 3 4 5 g
search For...
In... l Filter: | \ ;I\ ;l apply Filter l
IItem Title 'I
ER— Jib All Professional Developrent Ttems for Audust 2007

7 results

Curriculumn Changes and Strategies
for Teaching Multilevel Clazzes in Jefferson Coygnty Adult  August 0X 2007 -

e v oo

ABE_S00_080307_JCPS Investigate {1 PDUs) ~
- Ed t & t 02\2007 - - =
Your cart is currently the Transition Program [(Prereqs) Heaten SR
empty. What's on the Menu? Maximizing
Opportunities for Family Educatipn S 27500 County Adult  August 02 2R07 - poy 456 0g0207_3CPS Investigate (1 PDUSs) r
- Education August 02 2007
Program Integration
'Kentucky Adult August 02 200V - .
WIN for Instructors e gt i 2T ABE_220_080207_KTAE Investigate {1 PDUs) B
Eamily Education: Our Future in Jefferson County Adult  ANgust 02 2007 .
BRITE. At BuSuet 02 2007 \ FAM_420_080207_JCPS Investigate (1 PDUS) icd
KYAE Second Annual ESL 0
Conference, Aug 6-7, 2007 [emivsly A AugustNe 2007 - \eq) 410 ng070s_KYAE Investigate (1 PDUs) i
= 7 Education August O 2007
Louisville Marriott East
JCPS 2007 IMFLEXIBLE
S r e T S Jefferson County Adult  August 10 20N7 - 7
PROFESSIONAL DEVELOPMEMNT Education August 10 200 ABE_428_0810072_JCPS Investigate (1 PDUs) -

SESSION OME

1CPS 2007 INFLEXIBLE
FROFESSIONAL DEVELOPMENT _ Jofferson County Adult  Augusti0 2007 - Mder N7 010071 JCPS Investigate (1 PDUs) [~

To view items for a future month select a month (and year if neces\s@gy) from the drop-down
menu. Or to browse months consecutively click the forward > or back < buttons on the
calendar itself.

To view items for a specific day click View Items for Today or click a date on the calendar.

If there are items scheduled for the month or date you selected, they will be displayed below,

in the same format as the regular catalog. From here you can filter items, view item details
and add items to your cart, just as you would in the non-calendar catalog.

To view items for the selected month in a large calendar view, click Large calendar view at

the top. The items scheduled for that month appear on their respective dates. Click on an
item title to view its details. Click Small calendar view to return to the regular calendar.

Select the Cart check box (rightmost column) for the item you want to add. Scroll to the bottom of
the page and click Update Cart. This will add the item to your cart for checking out.

Add as many items as you would like until you are ready to check them out and register the items.
Follow the same procedure for checking your cart out as described above.
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Appendix: How to find and view your existing PD Plan

Click on My PD Plan in the PD Planning box (left sidebar) and open any existing plan. If your
supervisor rejected your plan, you can copy the plan as a new plan so you can edit the plan and
make the necessary changes recommended by your supervisor. Click Save as New Plan before
making any desired changes and submitting the plan a second time.

QBack - ) - [+ [2] | 2 search < Favortes 2 | 0 L ] - i 3

Catalog | Calendar | Subrnit Itern | My PD Plan | My Wait List | My Cart | PD Histary | Help

My Account My PD Plan
TTRegistranté Accounts
gram Year |Date Created ePortfolio Url Total PDUs 5. 3 7
Logout | - March 07 2006 10:50:00 g -
w-Manage Your Account AM
wPD Resources| 2006 February 24 2006 1

12:06:00 PM
=My PD Transcript

February 24 2006 .
f 2006 12:09.00 FM 5 Submitted
2008 March 02 2006 12:12:00 12 Inactive Delete
R EM
PD Planning —
June 23 2006 11:20:00 :
2008 T 1 Inactive Delete
My PD Plan AM 4
Create New PD Plan 2008 flqup?e 23 2006 11:20:00 1 Subrnitted
f 2008 ?Quw?e 23 2006 11:20:00 1 Submitted
Catalog Search e 20
AM
Search For... -
2008 June 23 2006 11:20:00 1
AM
In... 45
July 06 2007 03:48:00
IItern Title vl 2uls PM 10

Status of a PD plan descriptions:

Unfinished — A PD plan is shown as “Unfinished” when you save the plan for editing at a
later time. You can make changes to a plan that is “Unfinished.” (This allows you to work on
your plan several times before you submit the final version to your supervisor.)

Submitted — A PD plan is shown as “Submitted” once you click “Submit” in your plan. You
cannot make changes to a plan once you click “Submit.”

Rejected — A PD plan is shown as “Rejected” if your supervisor rejects it.

Active — A PD plan is shown as “Active” once your supervisor approves a submitted plan.
You can have only one active plan; this is the plan that is “in force” for that fiscal year.

Inactive — A PD plan is shown as “Inactive” when a new plan has been approved by your
supervisor.
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Appendix: How to view your PD History

To access your PD History, click on the PD History tab on the top navigation bar and then click on
PD History on the right console. \

ACK

Catalog | Calendar | Submit Itern | My Wait List | My Cart | PD History | Reports | Help
PDtrack

Welcome to PDtrack

welcorme to PDtrack, vour horne for Kentucky adult education pt

ur Account based management tool for educators to track their professional d
Resources
Transcript Adult educators can register for any professional development act

personal PD Plans and explore what activities work best for their

adult education program directors can access and track the profe
PDtrack to approve each educator's PD Plan and provide support

ce: Choose from the links above to get started!
007 9:03

PD History gives you a list of all PD activities by each fiscal year. You will want to monitor this
screen several times each year for accuracy.

; https://testpdtrack kyvae.org - Degree Navigator - Microsoft Internet Explorer

PD History B PRINT REPORT _ -
Go

Student Search

TTRegistrant10 Account10

Student ID :TTRegistrant10 Refresh Student

Courses Completed

Program Activity PDUs  Enroliment Special
Year Status
PD History
2007-2008

AEED 8553 ABE 202F 01 KAEMI 1 Current 2007

20038
1 Current 2007-
2003
1 Current  2007-
2008
1 P z007-
2008
3 Current  2007-
2008
1 Current  Z007-

1 Current 2007

20038
1 P 2007-
2003
S Current  2007-
2008

€

[T S

o \ o L
Clicking on the course code will give you a description of the workshop.
AEED_5558_ABE_202F_01_KAEMI

1

N -

Orientation to Teaching Math

AEED_G885_ABE_2z02F_01_KAEMI

Orientation to Teaching Math

A course that will present mathematics teaching
strategies, provide familiarity with available written and
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Appendix: How to view My PD Transcript

You can view your PD transcript, listing current and historical items for all enroliment records
regardless of the status. This link is available to the user in the My Account console area by
clicking on My PD Transcript.

Q-0-HR@ G|/ |- w-0D 3

Zatalou | Calendar | Subrmit Itern | My Wait List | My Cart | PD History | Reports | Help

My Account

Toni Quire

Logout

Admin Console

App. running since:
Monday, July 30, 2007 9:03
AM,
Successful Logons: 345
New item reqs: 5

Adrnin Console

[

Supervisor Console

Submitted PD Plans: 0

ﬂ

Facilitator Console

Pending Registrations: 0
Manage Items

Manage Rosters
Miew Wait Lists

Catalog Search

[

Search For...

In...

| ttem Title =

Search |

My PD Transcript

2006

2006

2006

2006

2006

2006

2006

2006

2006

2006

2006

2006

2006

z006

2007

2007

2007

ABE_200_100607_KTAE

ABE_200_100607_KTAE

Application of Plato 1 for
2006-2007

Application of Plato 1 for
2006-2007

Foundations in Farmily

AEED_8835_FAM_300_0206 Literacy for Kentucky

AEED_8888_KYAE_200_02

AEED_S888_KYAE_200_02

AEED_8888_KYAE_200_06

AEED_8888_WF_300_01

FAM_300_101306_KIFL

KYAE_200_073106_KYAE

KTAE_200_080206_KYAE

KYAE_200_080306_KYAE

KYAE_200_080906_KYAE

KYAE_200_080906_KYAE

SDA_1004_DE07_KTAE

FAM_300_011807_KIFL

SDA_1002_0708_KYAE

SDA_1002_0708_KTAE

Programs - OMLINE
Orientation to Adult
Education

Qrientation o Adult
Education

Orientation to Adult
Education 2006-07

WES Curriculum

Instructional Strateqies for
ESL - Engaging Farmnily
Literacy Volunteers, Tutars
and Learners

KYAE Regional Technology
Blitz: Day 1- Madisonville
KaE Regional Technology
Blitz: Day 1- Elizabethtown
K¥AE Regional Technology
Blitz: Day 2-Elizabethtown
KraE Regional Technology
Blitz: Day 1-Somerset
KAE Regional Technology
Blitz: Day 1-Somerset
Self-directed Activity:
Attend a pre-conference
session

Foundations in Family
Literacy for Kentuclky
Programs - Face-to-Face

Self-directed Activity: MRS
Online Courses: 3 Modules

Self-directed Activity: MRS
COnline Courses: 3 Modules

ik

1

!'—E Done
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Enrolled

Enrolled

Enrolled

Cenied
Denied

Cancelled by enrollee

Pending Instructor
Approval

Cancelled by provider

Cancelled by enrolles

Cancelled by enralles

Cancelled by enrolles

Cancelled by enrolles

Cancelled by enrolles

Enrolled

Cancelled by provider

Enrolled

Enrolled
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Appendix: PD Resources

PD Resources link is located on the left-hand console to enable the user quick access to all

professional development policy and resources listed on KYAE’'s Web site (www.kyae.ky.gov).

This link is available to the user in My Account console area by clicking on PD Resources. When
their PDtrack session.

accessing this link, a new window opens up so users are not taken o

PDreack

My Account

Toni Quire

Logout

wManage Your Account
E»PD Resources

w My PD Transcript

Admin Console

New item reqs: 5

Admin Console

Supervisor Console

Submitted PD Plans: 0

Facilitator Console

Pending Registrations: 0
Manage Tterns

Manage Rosters

View Wait Lists

App. running since: Che
Monday, July 30, 2007 9:03
AN,

Successful Logons: 345 Il'

File Edit Wiew Favorites

/3 Kentucky: Adult Education - Professional Develop=ient - Microsoft Internet Explorer

Tools

=10l |

Hel

| &

) Back = €3 = [x] (2] %arch ¢ Favaorites 4= | -

L3

=

Address I@'] http:we.ky.gov,l’educators,l’pd.htm

Qe ks »

W Goo -

Kentucky.gov

Kentuckiy™

Students

Educators
Employers
Announcements/News

Services

Performance

KENTUCKY
EDUCATION

LEARNING FOR LIFE

- | Go +@") E - | * EBookmarks+ |Q Popups okay | "::}Check - 2 OSettingsv |@ -
=
h Kentuck\r.govﬂ
@ Mother of three
O Factory worker
O Kentucky GED graduate
# All of the above

® Home > Educators > Professional Development

Professional Development
eHandbook

Kentucky Adult Education provides professional development grounded in
research and program improvement for more than 900 adult educators,
Ongaoing PD is required for every adult educator. You may view a complete
list of Kentucky Adult Education professional development opportunities by
accessing PDtrack «#%°, To learn more about professional development for
adult educators, explore the links below.

2007-08

The 2007-08 Professional Development eHandbook will be posted in the near
future.,

]

l_ l_ l_ l_ I_ |4 Inkermet

| K
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Appendix: Goal setting

What makes a good goal?

Goal-setting wisdom has taught us a good goal must be written down and be SMART:
Specific

Measurable

Attainable

Results-oriented

Time-bound

Example of a SMART Goal:

“As aresult of using small group instruction, the percentage of learners in my class
will persist long enough to improve their reading scores by two levels this year.”

Specific — an increase in the number of learners who will continue coming to class long enough
so they will improve their reading skills by two levels;

Measurable — improve reading skills by two levels;

Attainable — presumably possible to achieve;

Results-oriented — specific results are stated,;

Time-bound — by this year's separation date of June 30.

Example of SMART Goal:

“By May 15, 2009, | will successfully complete the online course requirements for a new
instructor and attend at least two face-to-face workshops in my track.
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Appendix: Self-Directed Activities

In addition to items offered through workshops, the PDtrack Catalog includes Self-Directed
Activities (SDAs). SDAs allow you to select activities to meet your personal needs which you can
do in your classroom without having to attend a workshop.

SDAs are learning activities that take place at the learner’s initiative. The individual has primary
responsibility for planning, implementing and even evaluating the activities.

You can add these generic items to your cart but must customize them in your PD Plan. Follow
this link http://www.kyae.ky.gov/NR/rdonlyres/6EDAF872-20D8-4EEA-AF57-
AC9EDEA3A62C/0/SDAdescriptionsanddocumentation.pdf for a complete listing of SDAs.

Rev. 09.09.08 -21-
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Appendix: How to get to your online courses

The following online courses are accessed through Angel:

AEED_8888 FAM_200F_0809 - Foundations in Family Literacy for Kentucky (Fall)
AEED_8888 FAM_200S_0809 - Foundations in Family Literacy for Kentucky (Spring)
AEED_8888 KYAE_200_0809 - Orientation to Adult Education 2008-09

AEED_ 8888 AEM_200 0809 - The Program Director as Instructional Leader
AEED_8888 ESL_200 04 - PBS ESL CivicsLink

AEED_8888 KYAE_350_0809- KYVAE Resource Group

Once you have registered for an online course through PDtrack, you will get an e-mail from
kyvu@kyvu.org indicating that an eRMA account (Angel) has been created for you giving you your
username and password so you can begin taking your online courses.

When you are ready to take your course, please go to the following Web site: http://kyvae.ky.gov.
You will see the login area in the upper right hand corner of the page. The first time you log into
the system, you will be prompted to change your password. After you successfully login, your
course(s) will show up on the left hand side of that page under “Courses”.

If for some reason, your courses do not show up under “Courses” after you have logged into the
system, please contact Toni Quire at 502.573.5114, ext. 113, or e-mail her at toni.quire @ky.gov.

Please note: If you have signed up for online courses in the past, you will not get this automated
e-mail. If you can not remember your username and password of your eRMA account (Angel),
please contact Toni Quire at 502.573.5114, ext. 113, or e-mail her at toni.quire @Kky.qgov.

What about the NRS online basic courses (3 modules)?

In order to take the three NRS online basic courses (3 modules) -- SDA_101_0809_KYAE, you
must go to the following Web site: http://www.nrsweb.org/trainings/online.aspx. Follow the
directions after clicking on “What is NRS?”

Please note: The course is a self-directed activity (SDA). Your director will mark the SDA as
complete when you provide him/her with the three course certificates of completion you can print
out at the end of each course. Keep the certificates as part of your PD documentation in your staff
folder.

What about the Verizon Literacy Campus online courses (four courses)?

In order to take the four Verizon Literacy Campus Online Courses (four courses) --
SDA_103_0809_KYAE, you must go to the following Web site:
http://literacynetwork.verizon.org/Free-Online-Courses.21.0.html. Scroll to the bottom of the page
to see the menu of modules.

Please note: The course is a self-directed activity (SDA). Your director will mark the SDA as
complete when you provide him/her with the four course certificates of completion you can print out
at the end of each course. Keep the certificates as part of your PD documentation in your staff
folder.
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What about the ProLiteracy online course (three courses)?

In order to take the four ProLiteracy online course (three courses)-- SDA_104_0809_KYAE - Self-directed
Activity, you must go to the following Web site: www.proliteracy.org.

Please note: There is a small charge ($24.95) for taking these courses. You may use PD funds to pay
the registration fee. The course is a self-directed activity (SDA). Your director will mark the SDA as
complete when you provide him/her with the two course certificates of completion you can print out at the
end of each course. Keep the certificate as part of your PD documentation in your staff folder.
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Supervisor Appendix: How supervisors approve a staff member’s submitted PD Plan

Login at https://pdtrack.kyvae.org/. On the left hand side of your screen you will see a Supervisor Console.
Select the Supervisor Console by clicking on the underlined number.

D POtrak (Hoene Page) - Micresall Tnternet Bxplorer =18 x|
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- -0k 3 ﬁ

T Eloe s *|
D - Y meoimatse E»«ylow Trihed « g friii = T A | Sendtes (D seetngse |01 -

Py Account
Tani Quire
Logaut

=Manage Tour Accoun

Adult education program directors can sccess and track the professional activities of their staff. Local PD Advisers can

App. running since: . Dtrack to apErove sach sducator's PD Fan and provide supoort for their success. All with just the click of yeur
Wednasday, March 07, ! 0.
2007 8:25 AM,
Successtul Logans: 63
tew item reas:

s PDtrack, your he
agemerit wol fur @

Choose fryfn the beks sbove to get started!

Important Information

Ara you having trouble log

Please click on the “Forgotten your password?” link in the login area above or contact KYAE's
Pameray Help Desk at (302) 573-3114, extension 370,

Submitted PO Plans: )

“Facilitator Consale
Do you need "Elp |.'5||IIJ PODtrack?

Pending Registrations: 0 ——

Please click on the “Help” link above to access the PUtrack User Guide or contact Toni Quire
Hanags ltems at (302) 373-3114, extension 113,
Manags Bostars
! Wiew Wait Lists - . - . :J
| |13 gy weemer
Boaat| | 3N W0 /EVEmausdada o NERETL

| [:3] it - eresalt outosk. | (7] oouameee - wirdbsd [ Potrack (ome Page)... =) oot - Mcrusoft .. |7 wednesday

Select the person you want to approve their submitted PD plan by selecting their underlined Username.

f,“ Search PD Plans - Windows Internet Explorer 10l x|
@:‘, ~ [8] hitps: fpdtrack.kyvae. orgiPDPIans. aspxutype=sup =1l & ] 4| % | [so0ae

Ele Edit Wiew Favorites Tools  Help

W (& 5earch D Plans

RACK

Cataloq | Calendar | Submit Item | My Wait List | My Cart | PD History | Reports | Help
Search PD Plans

My Account

Toni Test

— [mtgn | =

% Manage Your Account
wPD Resources| 17 Results

September 09 2008

pronran veor states el

Username

Sy Toni T Quire 2008 Submitted
Supervisor Console T;:‘;{?gg';\ill 22 Gayle Box bbox70 2006 Rejected @ Delete
Submitted PD Plans: 1 Q::QZ‘J;?‘UZU%ZMUW Toni Test ttest8a7 2008 Rejected | Delete
g;:g;;:tulu?Pi.‘DDﬁ Julie Coakley coaklevi2 2007 Active
Facilitator Console g’?ﬂi:’o‘giﬁ7 2006 Gayle Box bbox70 2007 Active
Pending Registrations: 0 J;’E;ri\ 15 2008 02:46:00 .+ Quire INACTIVEOO3 2008 Active

Manage Items z
September 05 2007

Manage Rosters ywalterssJ

Manage .RustErs 01:32:00 PM VENDA WALTER vwalters3g 2008 Active

View Wait Lists

g:f’;:g‘;i;g 2007 Maponna SMITH memitho2 2008 Active -
g;{’firo'ga;;7 2007 oyce Bullock bullock71 2008 Active
J&:‘:i:‘nfnlg;ooa Toni Test trestss7 2008 Active
1z
Y -l

Q=@ e RHEenaA
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Open the PD Plan. Use the side slide bar to pull the submitted PD plan all the way to the bottom of the
page until you see “Approve or Reject Ran” area

T —

@‘\: - el https:jﬂpdtrack‘kyvae‘EVFPDF‘Ian‘aspx’ld:EBD?&sup:l&qu =1 & |[#2]] x| [socql o\~
File Edit Wiew Favorites Tnols d;lp & v Lnks ®
S dhe {& PD Planning \ | | Ko - B - = - s page  (fTeok + 7
= |

‘ \ Proposed Start Date: [July 01 2008
@
‘ Proposed End Date: February 01 200¢

/view Activity Comments || Change Registration Status |

01 05121509 KYAE 12th Annual ACT National
eys 2009 Conference
(May lf 2009 - May 15 2009)

Status: =Change Reagistration Status>

Kentucky Adult Education
How ddes this activity align to your program goals?

test -
-|e

\ Proposed End Date: |May 15 2009

Registration Status:
Credit Category:
PDUs:

InveNgate
1 PDUs

Proposed Start Date: May 12 2009

|| addidiew Activity Comments || Change Registration Status
|

N

Total Number cof Planned PDUs: &
Total Number of Earned PDUs: 0

Approve or Reject Plan

& approved ¢ Rejected

Nofes mitter:

[~ |
/ T @ meme— [Hiow -

After reading over the ;n’éitted PD Plan and you are ready to approve it, select the “Approved”
button and then hit “Save”. After you hit the “Save” button, all of the items in the PD Plan will be
registered and they will show up in that user’'s PD History.
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Supervisor Appendix: How supervisors view a staff member’s PD History

After logging into https://pdtrack.kyvae.org/, you can double check a staff member’s PD History by
selecting the “PD History” button at the top of the page. .

@E}V I@, https:,l’,ipdtrack‘kyvae.orgﬁfeﬁault\.aspx j ﬂ 43| X IGoogIe P

File Edt Wew Favortes Tools Help % ~  Links **

wp (& POtrack (Home Pags) \|\| 3 v B - odmy - b Page - (0 Tooks - »

’_ 'RACK

Cataloq | Calendar | Submit Item | My Wait List | My Cart ((ISIGES%teY)| Reports | Help
My Account PDtrack

Toni Test
ont Welcome to PDtrack
Logout

»Manage Your Accournt| INOTICE:
®-PD Resources
®My PO Transcript

While AERIN is shut down for maintenance beginning July 11, the PD Plan function
in PDtrack will not be available. While we highly recommend that you not begin

= your PD Planning until after AERIN is back up, you will still be able to register for
ST = courses by using the catalog or calendar. As soon as AERIN is back up and
Gubmtedipiblanccpe running for FY 2008-09, you will be able to create a PD Plan for the new year.
= « The online course, Orientation to Adult Education 2007-08
Facilitator Console (AEED_8888_KYAE_200_07), will be unavailable during July. The course is being
BenuensEafone J0 updated and will be available again on August 1.

Manage [tems
Manage Rosters

View Wait Lists N
Do you need help using PDtrack?

Please contact Toni Quire at toni.quire@ky.gov or (502) 573-5114, extension 113.
Catalog Search

Search For...

Do you have professional development questions?

Please contact Sandra Kestner at sandra.kestner@ky.gov or (502) 573-5114, extension 108.

In...
e — =

T[T [ 6 meemne H00% v g

Another window will pop up. Select the “Student Search” button.

/= Degree Mavigator - Windows Internet Explorer

& httpsyfpdtrack. kyvae, orgfDMfindes. asp

PDtrack

| SEARCH

Welcome to the PDtrack Audit module, your starting point for professional success. Find out what works best for YDy
to reach your learning goals guickly and most efficiently.

—

Use the Search button to find the courses that match your Specialty Track or academic degree supported by KYAE. Student Search

To see how far you've progressed toward vour PD Specialty Track or academic degree, click on the PD History button (on the
right). Use the visualization tool to imagine which other PD activities could help achieve your goal. Refresh Student
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Type in the staff member’'s name and then select the “Search” button.

/2 Degree Navigator - Windows Internet Explorer

& | https: fipdtrack, kyvae orgfDhfinde: /2

PDtrack

| SEARCH

Student Search

v
[iSstame T [quire Student Search
Firsthame |

Refresh Student
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PD History

Select the appropriate staff member’s name.

/2 Degree Mavigator - Windows Internet Explorer
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PDtrack

| SEARCH

Student Search

\ | |cof
_ Iquire\ Student Search

Refresh Student

s |
Search | CIearI

1. Toni Quire (tguirell) <toni.quirk@ky.gov>

2. Toni T Quire (INACTIVEDO3) <toni.quire@ky.govs
3. Toni20080515 Quire (tguire55) <toni.quire@ky.gov=

Foweered by | T
| » I

I . . [ IET— A
sl = S s T e T R
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This will bring up the staff member’s PD History screen. Select the “PD History” button under the staff
member’s name.

/2 Degree Navigator - Windows Internet Explorer - |EI 5[
& | https: [{pdtrack.kyvae orgfDNfinde:x. asp - E

PDtrack

| SEARCH | ToOLS

\ sl

Student Search

Refresh Student

PD History

Pawered by ]gg
I [T T [ [@nternet [H100% -~ 4

This will bring up their PD History. It will show all of their PD History for as long as they have been in the
system. The PD History can go back as far as 2005.

/= Degree Mavigator - WIndDWS Internet Explorer i ] 4]

Igl https: fipdtrack. kywvae .orgiDNjindex.asp l
PDtrack

| SEARCH

PD History Bl PRINT REFORT

Student Search
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Powered by Igg
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Supervisor Appendix: How supervisors give credit to their staff for completion of a self-
directed activity (SDA)

Login to https://pdtrack.kyvae.org/. On the left hand side of your screen you will see a Supervisor
Console. Select the Supervisor Console by clicking on the underlined number.
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Select the person you want to give credit to by clicking on their underlined Username.
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Hit the down\arrow and select Completed.
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Note how the credit shows up in the “Total Number of Earned PDUSs” area.
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