Professional Development through
External Self Service

Getting Started



The New External Self-Service
(for non-BCPS employees)

L Non-BCPS employees are defined as:
= Broward Charter School employees
Broward retired personnel

Fivate school personnel (with approval)

= Qut of district personnel (with approval)

mRViany BCPS courses are available to anyone who
iViIShes to participate.



" The New External Self-Service
(ESS)

on-BCPS employees are now able to access
SS in order to:
= Book, pre-book, and cancel courses
= Complete Course appraisals
View Training Activities and History
and print Inservice Reports



Internet Browser Requirements

= You must use the following:
= PC: Internet Explorer 6.0 or greater
= MAC: Firefox 2.0.0.7

= Go to http://www.broward.k12.fl.us/erp
for more information on browser
equirements



Setting up your PC Computer

= Pop-Up Blockers:

= |n Internet Explorer choose Tools > Pop-up
Blocker > Pop-up Blocker Settings

(or Tools > Internet Options > Privacy > check
Block pop-ups > click Settings)

In the field ‘Address of Web site to allow’ type
roward.k12.fl.us Click “Add”
e site will be added to the “Allowed Sites” list.



Setting up your Mac Computer

Pop-Up Blockers:

= |n Firefox 2.0.0.7 choose Firefox > Preferences > Content
Tab >

= For “Block pop-up Windows” Click Exceptions.
= |n the field ‘Address of web site’ type broward.k12.fl.us and
Click “Allow”. The site will be added to the list below.

Close the settings box by clicking the red button at the top left
the screen until you have returned to the main webpage.



ering to Use External Self Service

User Registration

*|f you do not have a User ID, go
Do NOT fill out form below if you are a Broward County Public School Emplayee or you have already registered as a user of our Professionz to http ://b roward . q OS i q n meu D . CO m

Development System.

Please click here for ESS Access.

If you do not have a User |D (P###H4HH#) and password to access rlnjlérloF"Nrferssional Development System, please fill out all the required fielc an d CO m p I ete th e N eW U Ser
Registration Application.

You will receive an email with your logon information once your application is submitted into our system.

First Name: *

Last Name: *

Ethnicity: * 01 [White/Not Hispanic origin) .:] . . . .
o e Mamber. T — *You will receive an email with
S T your logon information once your
S e o application is processed.

Employer: * Non-Broward County Employee

:::f::;:::;:m* *You need only do this once.
City: * 3

sEmail will direct you to

Home Phone: *

Work Phone: * http://www.broward.k12.fl.us/erp

Password: * Will be created after submission and E-Mailed to you.
Username: * Will be created after submission and E-Mailed to you.
" Do you agree to the terms and conditions of our Online Policy? JYes @ No



http://www.broward.k12.fl.us/erp�

To access ESS go to http://www.broward.k12.fl.us/erp/

S Melissa Grimm - Director One Business System for Broward Schools Search ERP | Login Inside ERP
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Accessing ESS

Once you select the BRITE Portal button from the BRITE website, you will have 2 options

FOR ALL BCPS EMPLOYLEES
INSIDE THE BCPS DISTRICT

ENTER
BRITE PORTAL

INSIDE
BCPS

BRITE

SATION

1. BRITE Portal Inside
BCPS will be used by
BCPS employees from
District and school locations.

w

Click here to view browser requirements for Internet Explorer, Fire Fox, and Adobe.

ERP BRITE PORTAL
ACCESS BASED ON LOCATION

FOR ALL BCPS & NON-BCPS
EMPLOYLEES OUTSIDE THE DISTRICT

ENTER
BRITE PORTAL

OUTSIDE

LS SY 2. BRITE Portal Outside BCPS
Is used by BCPS employees
from home and by all
non- BCPS employees.




Welcome

User ¢ —

Reset Password
Reset Security Question

Logging Into ESS

Enterprise Resource Planning

B./RITE Support Center:

754-321-8120
BRowaros Innovanive Tool For Epucation

) FORGOT PASSWORD?
) CAN'TLOGIN?
() LOCKEDOUT?

MORE THAN 5 ATTEMPTS WILL LOCK YOU OUT

¢ CLICK "Reset Password" LINK
l‘:/ UNDER LOG ON BUTTON

Q_) FOLLOW STEFS TO RESET AND EXIT
[‘.J RE-ENTER BRITE PORTAL & LOGIN

(e Business System for Browand Schodls

IT you know your User ID

User ID: PXXXXXXXX

Example: P00012345 (P + 8 digits)

If the personnel number is less than 8 digits,
leading zeros must be added in order to total 8
digits.

Password: Birthdate entered as mmddyyyy

(first time users)

Entry format example: Birthdate is January 2, 1956
mm = first 2 letters of birth month (ja)

dd = 2-digit birth day (02)

yyyy = 4-digit birth year (1956)

Password would be ja021956

Click “Log on”

After you log on, you will be prompted to change
your password. Passwords are lower case and should
include at least one number.

You have the option to Reset your password on this

screen, in case you forgot it. "



Welcome to ESS!

CONTACT INFORMATION
Enter work location, phone and
email address

Contact Information

I Contact Information

Change Cwn Data
Maintain your personal information and
companywide.

Addresses
Enter, change, or delete your addresses

| History, Back

Additional Information

External Self-Service Contact Information

PROFESSIONAL DEVELOPMENT
Book or cancel courses, view/print your

inservice report, complete your appraisals




y Training Activities Page

Click on the Professional Development tab to see the “My Training
Activities” page.

Note: Because Professional Development is web based, anything that is
underlined is a hyperlink—you can click on it for further information.

| Hefy, Eack

1
] I'h"illliﬂﬂ EI Wessages and lotes
» Prafessional Develspment Training Home There 8re 1o messages of obes foryou
v Cowrse Sporsizals
v In-Sace Renon ' riemaion
Wy Training Activities
Portal Favarites 50 o Virktap (2) | i feseach (1)
SeerchTenn Lourss v DoveryMethod 5 Schedie = Localin = leamn. - St
[Fra] [Eie I , Start (1235008 1B 0 _
|| || Mumerscy Leadership Wirkshop End 10CED00R AT DILLARD HH
Tact E77 & Wil 10 A .
My Learner Account [lestadia Wirkshop m— ToBe &nnomnczd
' Traring Adivies 9 sk 272 . Starl [FIE 008 AL
[ e e, e T
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' Faworkes

* Laalficslions Frofle
' Prisiila Mtz
' Saltings
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I Havigation

Training Home

« Information

title Find

Search Term |C2

I Find |

C. To add
additional
details to your
earch, select

arching the Course Catalog

Firnd
| Semch Tern [C2 Fred]
5 Wt Vo
B S I t \ Yans o parscradzs i samwchrasta. 1a 3 4
- e eC | ot 7% )
“search
results”
page.
| History, Beck coroood 9
] Find =IE
Search Term c2 | fFina
Classification
Dslivery Mestho Al Delivery Methods -
Sulject Area Al Subject Areas P
Oualification
Prevocpaisite Mo Spacific GQuslifications b
Azpired Mo Specific Qushficstions £
Targst Group
Intended Tor [ Typa dob W
himndstory fo [ Type ok -

J o nis Founa

22 Erter & search term
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I VITESOP 1287 D25

ok Catainn »02 Tesine CHous | = lestidd A

specific Objeciives

L2 Testing 232005

Staft Dew Daecription

C2 Testing S2302005

Hra in Learming Fellowlip

(2 Testng S2232002
[ Testing S2002000
2 Teating 3232005

. A

Ly sgplcabie raas wil be spplad upon ine foookng contimstian.

Comrse Dates

Course ci=tes o the nefl! S| day=

Schedule 5 locafion = Language = Free Al botionStstus
[T (2005 . D2/ 2008 TEA Englizh 13 ook Course
s 69 N0 Courses schasulen of T the scherded dates S0 not suk you,

1

“View Details, Book, Pre-Book,
re are no @FrsAsdwdiu(EMeoT@ dFeavHﬁﬁﬂ/es/our search.

A. You can search further ahead for
available course dates by changing
the number of days and click enter
or return (e.g., from 90 to 200).

B. Once you find a course, you can
click on the dates to view the
schedule of the course, and/or click
Book Course to register.

C. If there are no courses, you may
choose to Pre-Book. This alerts the

course organizer that there is a need
for a course but does not guarantee

that a course will be created.

D. Add the course to your Favorites.
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Booking Online Courses

ou select “Book Course” for an online (electronic, interactive) course, you
Il be directed to the Broward Virtual University site to finish your booking.

Course Dates
Courze dates for the next davys: | Refresh Course Dates
Schedule = Location =  Language = FreePlaces =  Action/Status
D2AE2009 - 050352009 online - no specific location Englizh ] Book Cuurse\
VIRTUAL
here to start
booking
Waterials Only  Instructors Lagin
_ | netmetors bogin Process.
M Classes YWelcome to the Wirtual University Registration Sysy \ I you
4 are experiencing difficulty, please call 724-321-45
Classes to enroll
Not Logged On.

Flease login below:
'/ CARTEMPTY User

|0:

Click here if you don’t want
Processing after you hit the button below tO COﬂtInue Wlth the bOOklng

may take a few moments. ..

Enter your User ID

(PH##H#HH), then click
log in button.

Note: this webpage may come
up behind the ESS page.




Booking Online Courses

next page Is a user verification page. If any information is incorrect, you
may change it at this time.

IRTUAL

| B[ BacktoESS |
Log Off  Materials Only  Instructors Lagin d

User Registration

Welcome CLAUDIA
RANGER " Denotes a required field.

chool Board of Broward County Employes

lasses to enroll RANGER,
LAUDIA (112905) First Name: * |CLAUDIA |

\-/ CARTEMPTY Last Name: * [RANGER |

Ethnicity: |03 (Hispanic) v

Do you agree to the terms and conditions of our

Online Policy?™ ® Yes O Mo

Note: Click Submit even if you
didn’t make any changes to
verify the information.




Booking Online Courses

next page Is a user verification page. If any information is incorrect, you
may change it at this time.

VIRTUAL
UNIVERSITY

Welcome CLAUDIA
RANGER

School Board of Broward County Employes
Clagses to enroll RANGER,
CLAUDIA (112906)

. CARTEMPTY

Click Sign-up to book
into this course.

Log Off Materials Only  Instructors Login

_
[Back to ESS |

BEEP: The Digital Toolbox OnlineCourse
Start Date(s) End Date(s)

Monday 3/16/2009 Sunday 57172009
Space Available

Course closing date: 3/2/2009

For information about this class contact:
FEE BETHANY
743214883

This Class will be taught at on-line - no specific location,
Total Inservice Points: 30
Target Audience: Instructional K-12

Courge Description:
descriptions are available in ess

There are 7 people Enralled in this class. There are 28 seat(s) Available at this time.

&'SIGN-UP

Click here if you don’t
want to continue with the
booking.

Note: Fees and payment
method will be assessed on the

next page.




Canceling a Course

ou may cancel out of a course up to 24 hours before the Start Date.
or online (electronic, interactive) courses which cannot be canceled within
14 days of the start date.

(o to My Training Activities

Click on the Course you wish to Cancel

Select “Cancel booking for this course.”

You will receive the message “your booking was canceled” at the top
of your screen.

I Workshop Mew ESE Teacker Toolbox 04/22:2009 - 05/15/2009

Course Catalog > Exceptional Student Education = Mew ESE Teacher Toolbox 2> 0472252009 - 054 572008

Your booking was canceled.

Schedule

Day Date Fram
042272009 16:00
05M5/2009 0o:00

en canceling online courses you will be sent to another
tinue with the process, just like the booking online
s described in previous slides.
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Canccllations |=| I

AEIEEN,  wiorkshop (B3 | Action Research (1)

Participation has Deen cancelled in the Tollowing coun ses:

Courses S Delivery Method = Schedul= 2 Locstion =
Z2 Testing Type | Vo arkEnop Q&S S/2005 - O&S27 F2005 Location to be determined
2 Testing Type 1 Workshiop oes 472005 - O 4520035 Location to be determined
Numeracy Leadarship YorkKEhiop 72352005 - 1 Q202005 DILLARD HIFH
FRI=-Found VWO kS op QS0 2005 - O5/20/2005 RORETHEAST HizH
Flumeracy Leaderzhip VWO kS op Q72352005 - 102042005 DILL ARD HiizH
Tezt 5235 4 VWO kS op 09801 /2005 - 09042005 To Be Announced

2 Test 325 Action Rezearch D20Ss2005 - 094 /2005 To Be Announced

ou have canceled will be displayed on the “My
Training Activities” page
der the “Cancellations” Section.



equirements to receive credit
for a BCPS Course

. = Register for the Course in ESS

Attend all Sessions

Sign the sign-in sheet for all sessions
Achieve 80% mastery of the objectives



Accessing Inservice Reports

50 to ESS > Professional Development > Inservice Report

In-Service Report
[a]¥] 1
Detailed Navigation E I In-Service Report E

= Professional Development

= Course Appraisals Search For My Event History
In-Service Report:
Portal Favorites @ SEARCH BY ENTER A SELECTION

Course Dates pi/01/1800  [[Eme 12310888 [EH
Sort By Date -
Search

To view all records leave dates at default
Click Search

OR
er a date range to search within a specific

21



To view more than one page,
click the arrows or pages
and use the scroll bars

lewing Inservice Reports

r =

to move from
side to side,
or up and down.

= B - AN = I -
Trainirg Event History Repart
SCHIOL BOARD OF BROWARD OOUNTY, FLORIDA Page 1 of 1
In-servce Fenand Selachon of R Date Range: DS BD - 128 TR0 ‘I
IC:
S5M
Tolal Ussd Ponks:
Tobal Bankatke Poinibs 1
Total Poirks: b
Caurss FremOTOT s L - REA T | P AGIVTY 1XMEma workshiog)

BET

Requiramen Code
Bankable Req Code
| rlive

10131422

M2 FEqUIramenl Exsis

Ko Fequinamenl Exsis

ha Paints Lsed for Incenlive

CAB-Traning
Distriet: a3 roward)
Dats Poirts Lised:

s Sidy e b P enElve:

Cowrss Frorn; 0013 2004 T O R0

| Pores 24 AT IimEmal sorkeshiog)

BET 00258
Requirsment Code HG Reguinemenl Exsls
Bankokle Req Code Ha Fequirement Exsts

 Incentive No Paints Uised for Incentive

Shenimg Inmerscn Trining
Disricr: Q602 rowand )

Date Poirts Used:
.Il.'iilﬂni'l:l [ INCENLIvE:

Your
Inservice Report
will display for
the date range
you selected.

or print your inservice report from the screen.
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8 &

L)1 SN CREECE N - BeE -

Training Event HEstory Report
SCHOOL BOARD OF BROVWARD COUNTY, FLORIDWS.
MSenios Reodd SSlechon Rena Dans Ramae

Paoe 1 of 1
Q1011900 - 120FR00T

10
SEM:
E‘P Toial Use=d Poirds:
Tol kabe Poinis 0
_ obt=d Poirris: 24
Course From: Do a0 To:OTADF2003 |F'::-i'1‘t5: Actvity: liindemal workshop)
EET 1013 14ZF2 CAaB-Trammng
Reguirement Code M Requrement Exsis DisaricL; e Erowand)
Eankahle Reqg Code Mo Fequirement Exdsis Cearte Paints Usedd:
In cemtiree Mo Poinls Used for Incendaee Assigned 1o incentnee:
Crouirse Frosm:Dold 132004 To:DrMa2004 |F':.'-i'1‘tsi-1 Aty IIindamal workshop)
EET SODTO2SS Sleding Immersion Trarmmnag
Reaguiremeant Cods Mo Faquirement Extsis M=strict: ] Brorsand)
Eanicable Reqg Code Mo Paquirement Exsis Ceate Paints Lisesd:
Incertiwe Hi Poinls Used for incentrae HAozzignsd 1o incantiee:

ing the search period

al Used Points = total amount of bankable points that have been

Kable Points = total amount of points earned during the
at are bankable for recertification (certain endorsement

al amount of points earned during the search period
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Completing Appraisals

Owverview | Contact information | “a

Professional Developmens A. Go to ESS > Professional Development

Detailed Havigation f > Course AppraisaIS

=T T Ty Th e v [ o =)
4= Course Appraisals

= n-Zervice Repo

Portal Favorites |E_| :|

.
Course Appraisals

] [ |
Press REFRESH for updates

T ST Trstog Tmt Crame i the *‘Course Appraisal Screen’ will
r_.t open in a separate window.

| ‘ D. After selecting the Course Link,

B. MNote: Youw
should select the
"Refresh™ button

before and after C. Salect the

you complete an i | ink™ of
appraisal in order to
PP N the course you

refresh your wish to appraise.

SCreans. 24



Course Appraizals Level 1 Warkshop Appraisal

Appraizal Document Status In Process

Participant RAMGER CLALDIA JOSEFINA

Buzinezs Event grad

Waliclity Period 090 420058 To 05M 44200

praizal Date The appraisal may
be printed.

Complete all the information
on the Course Appraisal
select
‘Complete and Submit.’

| Complete and Submit | | Save | | Exit | | Print |

Lev kshop Appraisal
The School @ ounty, Florida

If the “Exit” button is selected
b without saving first, all entered
information will be lost.

A
If you are unable to finish the information,
you may select ‘Save’
in order to access and complete

the appraisal at a later date.
b .HH'IUG
« Strongly Agree

1. The training facility was conducive to my learning. Mo alue hd

]

pleting Appraisals continued...

Please Note:
* Inservice Points will not transfer to your inservice record until you have
selected ‘Complete and Submit.”

» Course Appraisal must be completed prior to the end date of the course or
it will not be valid and you will not receive credit.

25




leting Appraisals Continued...

E |
Course Appraisals
Meru) | Syster | | || Reres|

Fress REFRESH for updates

ourse Course Mama Course Link |

E. Reminder!

Select the "Refresh™ button after you complete
an appraisal and it will remowve that course from
the list of courses to appraise.



Support

www.broward.k12.fl.us/erp

BRITE Support Center — 754.321.8120
Mondays-Fridays
/AM-5PM

HRD-PDS Support - 754.321.5055
Mondays-Fridays
8AM-5PM

calling for support, be in front of your computer with the

Ing information:

First and Last Name

ser ID Number

rk Location

tact Phone Number

escription of the issue along with Course information

27



Professional Development through
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Getting Started



The New External Self-Service
(for non-BCPS employees)

L Non-BCPS employees are defined as:
= Broward Charter School employees
Broward retired personnel

Fivate school personnel (with approval)

= Qut of district personnel (with approval)

mRViany BCPS courses are available to anyone who
iViIShes to participate.



" The New External Self-Service
(ESS)

on-BCPS employees are now able to access
SS in order to:
= Book, pre-book, and cancel courses
= Complete Course appraisals
View Training Activities and History
and print Inservice Reports



Internet Browser Requirements

= You must use the following:
= PC: Internet Explorer 6.0 or greater
= MAC: Firefox 2.0.0.7

= Go to http://www.broward.k12.fl.us/erp
for more information on browser
equirements



Setting up your PC Computer

= Pop-Up Blockers:

= |n Internet Explorer choose Tools > Pop-up
Blocker > Pop-up Blocker Settings

(or Tools> Internet Options > Privacy > check
Block pop-ups > click Settings)

In the field ‘Address of Web siteto allow’ type
roward.k12.fl.us Click “Add”
e site will be added to the “Allowed Sites” list.



Setting up your Mac Computer

Pop-Up Blockers:

= |n Firefox 2.0.0.7 choose Firefox > Preferences > Content
Tab >

= For “Block pop-up Windows” Click Exceptions.
= |n the field ‘Addressof web site’ type broward.k12.fl.usand
Click “Allow”. The site will be added to the list below.

Close the settings box by clicking the red button at the top left
the screen until you have returned to the main webpage.



ering to Use External Self Service

User Registration

*|f you do not have a User ID, go
Do NOT fill out form below if you are a Broward County Public School Emplayee or you have already registered as a user of our Professionz to http ://b roward . q OS i q n meu D . CO m

Development System.

Please click here for ESS Access.

If you do not have a User |D (P###H4HH#) and password to access rlnjlérloF"Nrferssional Development System, please fill out all the required fielc an d CO m p I ete th e N eW U Ser
Registration Application.

You will receive an email with your logon information once your application is submitted into our system.

First Name: *

Last Name: *

Ethnicity: * 01 [White/Not Hispanic origin) .:] . . . .
o e Mamber. T — *You will receive an email with
S T your logon information once your
S e o application is processed.

Employer: * Non-Broward County Employee

:::f::;:::;:m* «You need only do this once.
City: * 3

sEmail will direct you to

Home Phone: *

Work Phone: * http://www.broward.k12.fl.us/erp

Password: * Will be created after submission and E-Mailed to you.
Username: * Will be created after submission and E-Mailed to you.
" Do you agree to the terms and conditions of our Online Policy? JYes @ No



http://www.broward.k12.fl.us/erp�

To access ESS go to http://www.broward.k12.fl.us/erp/

S Melissa Grimm - Director One Business System for Broward Schools Search ERP | Login Inside ERP
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Accessing ESS

Once you select the BRITE Portal button from the BRITE website, you will have 2 options

FOR ALL BCPS EMPLOYLEES
INSIDE THE BCPS DISTRICT

ENTER
BRITE PORTAL

INSIDE
BCPS

BRITE

SATION

1. BRITE Portal Inside
BCPS will be used by
BCPS employees from
District and school locations.

w

Click here to view browser requirements for Internet Explorer, Fire Fox, and Adobe.

ERP BRITE PORTAL
ACCESS BASED ON LOCATION

FOR ALL BCPS & NON-BCPS
EMPLOYLEES OUTSIDE THE DISTRICT

ENTER
BRITE PORTAL

OUTSIDE

LS SY 2. BRITE Portal Outside BCPS
Is used by BCPS employees
from home and by all
non- BCPS employees.




Welcome

User ¢ —

Reset Password
Reset Security Question

Logging Into ESS

Enterprise Resource Planning

B./RITE Support Center:

754-321-8120
BRowaros Innovanive Tool For Epucation

) FORGOT PASSWORD?
) CAN'TLOGIN?
() LOCKEDOUT?

MORE THAN 5 ATTEMPTS WILL LOCK YOU OUT

¢ CLICK "Reset Password" LINK
l‘:/ UNDER LOG ON BUTTON

Q_) FOLLOW STEFS TO RESET AND EXIT
[‘.J RE-ENTER BRITE PORTAL & LOGIN

(e Business System for Browand Schodls

IT you know your User ID

User 1D: PXXXXXXXX

Example: P00012345 (P + 8 digits)

If the personnel number is lessthan 8 digits,
leading zeros must be added in order to total 8
digits.

Password: Birthdate entered as mmddyyyy

(first time users)

Entry format example: Birthdate is January 2, 1956
mm = first 2 letters of birth month (ja)

dd = 2-digit birth day (02)

yyyy = 4-digit birth year (1956)

Password would be ja021956

Click “Log on”

After you log on, you will be prompted to change
your password. Passwords are lower case and should
include at least one number.

You have the option to Reset your password on this

screen, in case you forgot it. "



Welcome to ESS!

CONTACT INFORMATION
Enter work location, phone and
email address

Contact Information

I Contact Information

Change Cwn Data
Maintain your personal information and
companywide.

Addresses
Enter, change, or delete your addresses

| History, Back

Additional Information

External Self-Service Contact Information

PROFESSIONAL DEVELOPMENT
Book or cancel courses, view/print your

inservice report, complete your appraisals




y Training Activities Page

Click on the Professional Development tab to see the “My Training
Activities” page.

Note: Because Professional Development is web based, anything that is
underlined is a hyperlink—you can click on it for further information.
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I Havigation

Training Home

« Information

title Find

Search Term |C2

I Find |

C. To add
additional
details to your
earch, select

arching the Course Catalog

Firnd
| Semch Tern [C2 Fred]
5 Wt Vo
B S I t \ Yans o parscradzs i samwchrasta. 1a 3 4
- e eC | ot 7% )
“search
results”
page.
| History, Beck coroood 9
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Targst Group
Intended Tor [ Typa dob W
himndstory fo [ Type ok -

J o nis Founa
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specific Objeciives

L2 Testing 232005

Staft Dew Daecription

C2 Testing S2302005

Hra in Learming Fellowlip

(2 Testng S2232002
[ Testing S2002000
2 Teating 3232005

. A
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Comrse Dates

Course ci=tes o the nefl! S| day=

Schedule 5 locafion = Language = Free Al botionStstus
[T (2005 . D2/ 2008 TEA Englizh 13 ook Course
s 69 N0 Courses schasulen of T the scherded dates S0 not suk you,

1

“View Details, Book, Pre-Book,
re are no @FrsAsdwdiu(EMeoT@ dFeavHﬁﬁﬂ/es/our search.

A. You can search further ahead for
available course dates by changing
the number of days and click enter
or return (e.g., from 90 to 200).

B. Once you find a course, you can
click on the dates to view the
schedule of the course, and/or click
Book Cour se to register.

C. If there are no courses, you may
choose to Pre-Book. This alerts the

course organizer that there is a need
for a course but does not guarantee

that a course will be created.

D. Add the course to your Favorites.

14



Booking Online Courses

ou select “Book Course” for an online (electronic, interactive) course, you
Il be directed to the Broward Virtual University site to finish your booking.

Course Dates
Courze dates for the next davys: | Refresh Course Dates
Schedule = Location =  Language = FreePlaces =  Action/Status
D2AE2009 - 050352009 online - no specific location Englizh ] Book Cuurse\
VIRTUAL
here to start
booking
Waterials Only  Instructors Lagin
_ | netmetors bogin Process.
M Classes YWelcome to the Wirtual University Registration Sysy \ I you
4 are experiencing difficulty, please call 724-321-45
Classes to enroll
Not Logged On.

Flease login below:
./ CARTEMPTY User

|0:

Click here if you don’t want
Processing after you hit the button below tO COﬂtInue Wlth the bOOklng

may take a few moments. ..

Enter your User ID

(PH##H#HH), then click
log in button.

Note: this webpage may come
up behind the ESS page.




Booking Online Courses

next page Is a user verification page. If any information is incorrect, you
may change it at this time.

IRTUAL

| B[ BacktoESS |
Log Off  Materials Only  Instructors Lagin d

User Registration

Welcome CLAUDIA
RANGER " Denotes a required field.

chool Board of Broward County Employes

lasses to enroll RANGER,
LAUDIA (112905) First Name: * |CLAUDIA |

\-/ CARTEMPTY Last Name: * [RANGER |

Ethnicity: |03 (Hispanic) v

Do you agree to the terms and conditions of our

Online Policy?™ ® Yes O Mo

Note: Click Submit even if you
didn’t make any changes to
verify the information.




Booking Online Courses

next page Is a user verification page. If any information is incorrect, you
may change it at this time.

VIRTUAL
UNIVERSITY

Welcome CLAUDIA
RANGER

School Board of Broward County Employes
Clagses to enroll RANGER,
CLAUDIA (112906)

. CARTEMPTY

Click Sign-up to book
into this course.

Log Off Materials Only  Instructors Login

_
[Back to ESS |

BEEP: The Digital Toolbox OnlineCourse
Start Date(s) End Date(s)

Monday 3/16/2009 Sunday 57172009
Space Available

Course closing date: 3/2/2009

For information about this class contact:
FEE BETHANY
743214883

This Class will be taught at on-line - no specific location,
Total Inservice Points: 30
Target Audience: Instructional K-12

Courge Description:
descriptions are available in ess

There are 7 people Enralled in this class. There are 28 seat(s) Available at this time.

&'SIGN-UP

Click here if you don’t
want to continue with the
booking.

Note: Fees and payment
method will be assessed on the

next page.




Canceling a Course

ou may cancel out of a course up to 24 hours before the Start Date.
or online (electronic, interactive) courses which cannot be canceled within
14 days of the start date.

(o to My Training Activities

Click on the Course you wish to Cancel

Select “Cancel booking for this course.”

You will receive the message “your booking was canceled” at the top
of your screen.

I Workshop Mew ESE Teacker Toolbox 04/22:2009 - 05/15/2009

Course Catalog > Exceptional Student Education = Mew ESE Teacher Toolbox 2> 0472252009 - 054 572008

Your booking was canceled.

Schedule

Day Date Fram
042272009 16:00
05M5/2009 0o:00

en canceling online cour ses you will be sent to another
tinuewith the process, just like the booking online
described in previous dides.
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Canccllations |=| I

AEIEEN,  wiorkshop (B3 | Action Research (1)

Participation has Deen cancelled in the Tollowing coun ses:

Courses S Delivery Method = Schedul= 2 Locstion =
Z2 Testing Type | Vo arkEnop Q&S S/2005 - O&S27 F2005 Location to be determined
2 Testing Type 1 Workshiop oes 472005 - O 4520035 Location to be determined
Numeracy Leadarship YorkKEhiop 72352005 - 1 Q202005 DILLARD HIFH
FRI=-Found VWO kS op QS0 2005 - O5/20/2005 RORETHEAST HizH
Flumeracy Leaderzhip VWO kS op Q72352005 - 102042005 DILL ARD HiizH
Tezt 5235 4 VWO kS op 09801 /2005 - 09042005 To Be Announced

2 Test 325 Action Rezearch D20Ss2005 - 094 /2005 To Be Announced

ou have canceled will be displayed on the “My
Training Activities” page
der the “Cancellations” Section.



equirements to receive credit
for a BCPS Course

. = Register for the Course in ESS

Attend all Sessions

Sign the sign-in sheet for all sessions
Achieve 80% mastery of the objectives



Accessing Inservice Reports

50 to ESS > Professional Development > Inservice Report

In-Service Report
[a]¥] 1
Detailed Navigation E I In-Service Report E

= Professional Development

= Course Appraisals Search For My Event History
In-Service Report:
Portal Favorites @ SEARCH BY ENTER A SELECTION

Course Dates pi/01/1800  [[Eme 12310888 [EH
Sort By Date -
Search

To view all records leave dates at default
Click Search

OR
er a date range to search within a specific
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To view more than one page,
click the arrows or pages
and use the scroll bars

lewing Inservice Reports

r =

to move from
side to side,
or up and down.

= B - AN = I -
Trainirg Event History Repart
SCHIOL BOARD OF BROWARD OOUNTY, FLORIDA Page 1 of 1
In-servce Fenand Selachon of R Date Range: DS BD - 128 TR0 ‘I
IC:
S5M
Tolal Ussd Ponks:
Tobal Bankatke Poinibs 1
Total Poirks: b
Caurss FremOTOT s L - REA T | P AGIVTY 1XMEma workshiog)

BET

Requiramen Code
Bankable Req Code
| rlive

10131422

M2 FEqUIramenl Exsis

Ko Fequinamenl Exsis

ha Paints Lsed for Incenlive

CAB-Traning
Distriet: a3 roward)
Dats Poirts Lised:

s Sidy e b P enElve:

Cowrss Frorn; 0013 2004 T O R0

| Pores 24 AT IimEmal sorkeshiog)

BET 00258
Requirsment Code HG Reguinemenl Exsls
Bankokle Req Code Ha Fequirement Exsts

 Incentive No Paints Uised for Incentive

Shenimg Inmerscn Trining
Disricr: Q602 rowand )

Date Poirts Used:
.Il.'iilﬂni'l:l [ INCENLIvE:

Your
Inservice Report
will display for
the date range
you selected.

or print your inservice report from the screen.
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8 &

L)1 SN CREECE N - BeE -

Training Event HEstory Report
SCHOOL BOARD OF BROVWARD COUNTY, FLORIDWS.
MSenios Reodd SSlechon Rena Dans Ramae

Paoe 1 of 1
Q1011900 - 120FR00T

10
SEM:
E‘P Toial Use=d Poirds:
Tol kabe Poinis 0
_ obt=d Poirris: 24
Course From: Do a0 To:OTADF2003 |F'::-i'1‘t5: Actvity: liindemal workshop)
EET 1013 14ZF2 CAaB-Trammng
Reguirement Code M Requrement Exsis DisaricL; e Erowand)
Eankahle Reqg Code Mo Fequirement Exdsis Cearte Paints Usedd:
In cemtiree Mo Poinls Used for Incendaee Assigned 1o incentnee:
Crouirse Frosm:Dold 132004 To:DrMa2004 |F':.'-i'1‘tsi-1 Aty IIindamal workshop)
EET SODTO2SS Sleding Immersion Trarmmnag
Reaguiremeant Cods Mo Faquirement Extsis M=strict: ] Brorsand)
Eanicable Reqg Code Mo Paquirement Exsis Ceate Paints Lisesd:
Incertiwe Hi Poinls Used for incentrae HAozzignsd 1o incantiee:

ing the search period

al Used Points = total amount of bankable points that have been

<able Points = total amount of points earned during the
at are bankable for recertification (certain endorsement

al amount of points earned during the search period
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Completing Appraisals

Owverview | Contact information | “a

Professional Developmens A. Go to ESS > Professional Development

ENE]|
Detailed Nawvigation

—| > CourseAppraisals

= n-Zervice Repo

Portal Favorites |§_| :|

.
Course Appraisals

] [ |
Press REFRESH for updates

= 0035 ST Tesing TrpesC Coaane Link

r_.t open in a separate window.

[T - T M v Coinss Link ‘

B. MNote: Youw
should select the
"Refresh™ button

before and after C. Salect the

you complete an i | ink™ of
appraisal in order to
PP N the course you

refresh your wish to appraise.
SCreens.

D. After selecting the Course Link,
the ‘Course Appraisal Screen’ will

24



Course Appraizals Level 1 Warkshop Appraisal

Appraizal Document Status In Process

Participant RAMGER CLALDIA JOSEFINA

Buzinezs Event grad

Waliclity Period 090 420058 To 05M 44200

praizal Date The appraisal may
be printed.

Complete all the information
on the Course Appraisal
select
‘Complete and Submit.’

| Complete and Submit | | Save | | Exit | | Print |

Lev kshop Appraisal
The School @ ounty, Florida

If the “Exit” button is selected
b without saving first, all entered
information will be lost.

A
If you are unable to finish the information,
you may select ‘Save’
in order to access and complete

the appraisal at a later date.
b .HH'IUG
« Strongly Agree

1. The training facility was conducive to my learning. Mo alue hd

]

pleting Appraisals continued...

Please Note:
* Inservice Points will not transfer to your inservice record until you have
selected ‘Complete and Submit.”

» Course Appraisal must be completed prior to the end date of the course or
it will not be valid and you will not receive credit.

25




leting Appraisals Continued...

E |
Course Appraisals
Meru) | Syster | | || Reres|

Fress REFRESH for updates

ourse Course Mama Course Link |

E. Reminder!

Select the "Refresh™ button after you complete
an appraisal and it will remowve that course from
the list of courses to appraise.



Support

www.broward.k12.fl.us/erp

BRITE Support Center — 754.321.8120
Mondays-Fridays
/AM-5PM

HRD-PDS Support - 754.321.5055
Mondays-Fridays
8AM-5PM

calling for support, be in front of your computer with the

Ing information:

First and Last Name

ser ID Number

rk Location

tact Phone Number

escription of the issue along with Course information

27
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