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INTRODUCTION

[Back to TOC]
PD Links was created by AlpenSpruce ™ for PSUSD. It was conceptualized by members of

the PSUSD staff. Working alongside our ETIS and Professional Development departments,
AlpenSpruce "™ was able to create an online professional development management system that
main streams our trainings and meetings under one easy to use online program. Going live on
July 1, 2015, it continues to be accessed daily and it has over 1800 users in our district. The
great thing about this program is that it’s available were ever you have access to the web
whether it’s on your phone, tablet, laptop, or computer. If you have Staff access you can easily;
register for trainings, consult a Room Calendar to see where a particular event is taking place,
be reminded of an upcoming event you have registered for, set up My subscriptions to be
notified of an event that might interest you, view an Attendee Task in our FLiPD learning part
of PD Links. If you have Facilitator access you can; create events, request a service like room
set up or catering, request subs, manage your registration list and even run reports on your
sessions.

In this manual we will discuss those two access levels: STAFE & FACILITATOR. Since this is
a growing system, we will be able to incorporate other features as we see fit to benefit our
school district. We are excited you are using this system, and we thank you for it. So with no
further ado we welcome you to the future of professional development ... to PD Links.
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GETTING STARTED (STAFF ACCESS)

[Back to TOC]
If you have never logged into PD Links before, please follow the instructions below:

LOGGING INTO PD LINKS FOR THE FIRST TIME

[Back to TOC]
Go to PD Links. You’ll find PD Links at pdlinks.us

1. Click on Sign In tab on upper left hand corner.

Blog
| 2 o
Signin RSS
Confirming Attendees in PD Links Ehbishis
Javier pelomar = Hovember= 2610 > Movember 2016 (1)
> July 2016 (1)

Request Substitutes for Trainings

We are pleased to announce that you can now request and manage
substitutes for trainings in PD Links.

> June 2016 (1)
> March 2016 (2)

> February 2016 (2)

Damon - July 8 2016

» September 2015(2)
New Features: Copy Training and Enhanced > August 2015 (@)
Notification

> July 2015(1)
We released a couple of new features today. You can now easily copy
trainings and have more targeted broadcast communication

Damon - June 20, 2016

Work on Multiple Trainings Without Having
to Reapply Search Filter

The search filter now persists for the duration of your session allowing
you to work without having to apply search criteria again

Dameon - March 1, 2016
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2. Click the red “G” Google logo
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3. You will then be asked to sign into your PSUSD Google account... all permanent
employees have a PSUSD Google account ©

Google Google

Sign in with your Google Account Sign in with your Google Account

—

Javier Palomar

jpalomari@psusd.us
jpalomar1@psusd.us

Need help?

Sign in with a different account

It’s your email address, and if you have never utilized this account then the generic password is
psusd123 ... you will need to change this once you are in.

If you cannot get past this Google account step please send me an email at jpalomarl@psusd.us
for assistance.



https://www.pdlinks.us/auth/sign_in
mailto:jpalomar1@psusd.us

4. Voila! You are in!

A& Home

@ Dashboard

Dashboard
Blog

& Trainings

M\ My subscriptions

4 Room calendar

SETTING UP MY SUBSCRIPTIONS

[Back to TOC]
Once you’re in, it would be advisable to set up your subscriptions. You can always go back and

do it later. To set them up simply click on My Subscription tab:

A& Home

@ Dashboard

Dashboard
Blog

k& Trainings

M\ My subscriptions

4 Room calendar

-



Then just click on the topics that interest you or pertain to your field so you can be notified by
email when any trainings in your selected subscriptions have opened up in PD Links.

#& Home My subscriptions

Dashboard
My subscriptions
Blog

| Trainings Topic
Administrators-Combined D

T — Administrators-Elementary O
Administrators-Secondary D
Assessmeant-Accountability O
Digital_Storytelling D
Early_Childhood O
Early_Literacy D
ELL O
Galaxy-Financial D
Galaxy-Purchasing O
GATE D
Literacy-Elementary O
Literacy-Secondary D
Math-Elementary O
Math-Secondary D
Mental_Health O
Mew_Teachers O
Mutrition O
Science-Elementary D
Science-Secondary O
Social_Science DO
Special_Education O
Student_Services O
summer_2016_Commeon_Core_Conference O
Synergy O
Technology-Education O
Visual_Performing_Arts O

PD Links © 2015
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BLOG TAB

[Back to TOC]
This is an informational tool for the Facilitators of this program. In it you will find how-to

videos, instructional manuals like this one and other information regarding updates on the
program. The updated information will always appear first, since its date sensitive. Make sure
you check out our Blog tab periodically.

Wel
a7
S )2 ) W) of & Home > glog
Dashboard
B‘Og RSS
Blog
& Trainings L ) . 4 Archive
Confirming Attendees in PD Links
M My subscriptions Javier Palomar - November 2, 2016 > Movemnber 2016 (1)
¥ Room ca . . L. > July 2016 (1)
@) Room calendar Request Substitutes for Trainings i
> June 2016 (1)

We are pleased to announce that you can now request and manage
substitutes for trainings in PD Links. > March 2016 (2)

Damon - July 8, 2016 > February 2016 (2)

w

September 2015 (2)
New Features: Copy Training and Enhanced
Notification

We released a couple of new features today. You can now easily copy
trainings and have more targeted broadcast communication

v

August 2015 (9)

> July 20151}

Damon - June 20, 2016

Work on Multiple Trainings Without Having
to Reapply Search Filter

The search filter now persists for the duration of your session allowing
you to work without having to apply search criteria again

Damon - March 1, 2016

Easily Accessible Room Calendar
Easy access to the global room calendar

Damon - March 1, 2016

Improved Search Date Filter

We improved the search date filter so that training (and meeting) time
slots must explicitly be contained within the range.

Damon - February 29, 2016

Print Your Training Attendance List
Print your training attendance lists

Damon - February 25, 2016

Easier Room Scheduling with Google
Calendar

We've made scheduling rooms easier by integrating Google calendar

Damon - September 15, 2015

Use Filters to Find Trainings
Use filters to find trainings of interest to you

Damon - September 3, 2015

Email All Attendees
Facilitators and Managers (and admins) can now email all attendees.

Damon - August 28, 2015

- 2 Next > Last »




FINDING AND REGISTERING FOR A TRAINING
[Back to TOC]

FINDING A TRAINING

[Back to TOC]
Once you’ve logged in:

1. Click on the Trainings tab

A& Home

@ Dashboard

Dashboard
Blog

/ Trainings

M\ My subscriptions

£ Room calendar

2. Click on Filter

Welcome,
Ana =
p 2a%
il = = o 4 Home > Trainings
Dashboard
Trainings
Blog

& Trainings a T filter

M My subscriptions
« First «Prev 1 % 4 5 6 Next » Last »

f) Room calendar

Title Description Requestor Facilitators < Rooms

California Career Subs for Eddie Martinez at RMHS, and Rick Sturms at Silvia Michelle Ruffolo m 1117/2016 D 11:30 AM -
Resource Network DHSHS. Hernandez 03:30 PM [ 1. No Set Up Needed
training
W w W
California Career Gisella Garza = Gisella Garza EI 11/417/2016 @ 12:00 PM -
Resource Network o o 03:00 PM [ 2. Classroom Group
Training match students' interests and skills Layout PS-DO-BldgA-ETIS{TECH-B)
Wi
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3. You can look trainings up by Query (title), Requestor or Facilitator (person that created
the event), Resource (training room), or Date From & Date To. You can also do a
combination of any of these. Then click Search

Y\ Weicome,

/ Ana =
4 Home > Trainings
Dashboard
Trainings
Blog
& Trainings T filter
M\ My subscriptions ﬁuew | | |
B Room calendar
Requestor -
cilitators | |
i Resource | '|
Date from | £ @
Dateto | (3 @
« First < Prev 1 n 3 4 5 6 - Next > Last »
Title Description Requestor Facilitators “+ Rooms
California Career Subs for Eddie Martinez at RMHS, and Rick Sturms at Silvia Michelle Ruffolo ﬁ 11/17/2016 @ 11:30 AM -

4. You will then get a list of trainings fitting your search parameters. If a training no longer
appears in the search it’s because the training is full, the registration period has
lapsed, it has been removed from PD Links or its restricted to a specific audience)

Welcome,
Ana =
M Home Trainings
Trainings
Query | Synergy
Requestor ‘ - |
Facilitators |
Resource ‘ - |
Date from 8 | 11/22/2016
Dateto | Ef | 12/16/2016
Title Description Requestor Facilitators ~ + Rooms
Synergy 101 Wictoria Victoria £ 11/22/2016 @ 08:00 AM - 10:00 AM [ 1. No
£ P £ P ¥ ¥ ¥ O 7 7 ntr, ive system Kehoe Kehoe Set Up Needed Ps - Service Center - Floor 2 (Room D)
Synergy 101 wictoria Victoria 4 11/30/2016 @ 08:30 AM - 10:30AM [ 1. No
[P N ntr Kehoe Kehoe Set Up Needed PS - Service Center - Floor 2 (Room D)
Synerev 101 Wictoria Victoria £ 12/06/2016 @ 08:30 AM - 10:30AM [ 1. No




REGISTERING FOR A TRAINING

[Back to TOC]
Once you find a training, to register:

1. Click on the title of the training

Welcome,
Ana

il & &= ) o8

# Home > Trainings
Dashboard
Trainings

Blog

Trainings © add

My subscriptions

Title Description Status Requestor Facilitators  * Rooms
1 Room calendar ’ - c " .
Synergy 101 This is the prerequisite for all other Synergy Training. approved Victoria Victoria t 11/22/2016 @ 08:00
P RN R A Introduction to Synergy which includes administrative Kehoe Kehoe AM - 10:00 AM [ 1. No Set
system navigation and basic reports. Up Needed PS -Service
Center - Floor 2 (Room D)
Synergy 101 This is the prerequisite for all other Synergy Training. approved Victoria Victoria £ 11/30/2016 @ 08:30
e Introduction to Synergy which includes administrative Kehoe Kehoe AM-10:30 AM [ 1. No Set
system nawvigation and basic reports. Up Needed PS-Service
Center - Floor 2 (Room D)
Synergy 101 This is the prerequisite for all other Synergy Training. approved Victoria Victoria t 12/06/2016 @ 08:30
G s oo Introduction to Synergy which includes administrative Kehoe Kehoe AM-10:30 AM [ 1. No Set
system navigation and basic reports. Up Needed PS - Service

Center - Floor 2 (Room D)

* This action will automatically take you to the main page of the training. There you’ll be able
to see all details on the training like; Guest Speaker, Description of the training, Intended
audience, Materials To Bring, if it’s a paid training, if subs will be provided, who’s the person
that requested or will be the facilitator of the event so you can reach if you have any questions.
Also under Attachments, you’ll even be able to download agendas or worksheets, if any, that
you’ll need for the training. (See picture on the next page)
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PD Links

2. Click green Register! button

A& Home
Dashboard

Blog

Trainings

My subscriptions

Room calendar State

Attendance
Awvg. rating
Your rating
Cost

Max
participants

Waitlist size
Register within
Options

Credit

% Paid
N Subst. provided

Topics

% Guest
speaker's name

Guest
speaker's email

U

Description

@ Intended
audience
Materials to

bring

J

Requestor

1 Facilitator
Created
Updated
Submitted

Approved

Trainings

Synergy 101

Synergy 101

& attendees list

¥ register!

approved

W W I W W W W

i Can't rate this ev

$0

15

O Required

This is the prerequisite for all other Synergy Training.
Introduction to Synergy which includes administrative

systemn navigation and basic reports.

Front office staff

Pen and paper for note-taking.

Victoria Kehoe

Victoria Kehoe

11/15/2016 07:53:09 AM

11/15/2016 08:31:56 AM

11/15/2016 07:54:31 AM Victoria Kehoe

11/15/2016 08:31:56 AM Barbara Anglin

PD Links © 2015
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Attendee Tasks
There are no tasks.

Time and Rooms

&) Day 1

€3 ps - Service
Center - Floor 2

£ 117222018

08:00 AM -
O (Room D)
10:00 AM
El 1. No setup
Needed
Overlapping Events
Title Reguestor Time
4 Extension & Laurie @ 08:00
of Suspension | Gibson AM - 09:30
Meeting AM
4 HR. & Olivia | @ os:00
Testing Castellanos  AM - 11:00
AM
Services

& M&O'S MANDATORY
RESERVATION FORM FOR THE
SERVICE CENTER ROOMS

fh 11/22/2016 approved
pp!

more details...

Substitutes

Audience restrictions

Attachments

Title

[# Agenda (78.8 KB)

‘Welcome,
Ana =




3. You’ll then see a confirmation as the one shown here

A& Home

Dashboard

Blog

Trainings

My subscriptions

7 Room calendar

State

Attendance
Avg, rating

Your rating
Cost

Max
participants

Waitlist size
Register within
Options

Credit

Trainings

You are now registered for 'Synergy 101"

& attendees list 8 print badge X unregister

Synergy 101

Synergy 107

W W W W W W W W
$0

15

O Required

\  Welcome, -
Ana

ical

Attendee Tasks
There are no tasks.

Time and Rooms

9 Day 1

0 1172212016 €3 PS - Service
Center - Floor 2

© 08:00 AM -
(Room D)

10:00 AM

El 1. Mo SetUp

Meeded

L : C

You can also see any training you’ve attended or are registered to attend by clicking on the
Dashboard tab. You will also get an automatic email before the event reminding you of your
upcoming training.

Dashboard

Dashboard
Blog

y Trainings

My subscriptions

l Room calendar

& iPad Training for Dis...

Attendees are invited to attend this two hour

£ osr20/2016

training to get a new iPad Air 2 and learn the basic

functionality of the device.

¥z Rate this event now! <

\ Welcome,
[\ Ana =

& Synergy 101

) 1172212016

This is the prerequisite for all other Synergy
Training. Introduction to Synergy which includes

administrative system navigation and basic reports.




UNREGISTER FROM A TRAINING

[Back to TOC]
To unregister from a training:

1. Simply go to your Dashboard tab and click on the green attending ribbon.

FRIV I JIE. -

@ Dashboard
r Dashboard

Blog

y Trainings

& iPad Training for Dis... & Synergy 101

My subscriptions
£ os/29/2016 & 117222016 ~

1 Room calendar

Attendees are invited to attend this two hour This is the prerequisite for all other Synergy
training to get @ new iPad Air 2 and learn the basic Training. Introduction to Synergy which includes
functionality of the device. administrative system navigation and basic reports.

¥r Rate this event now! <

2. This will take you to the main page of the training were you will simply click the orange
button to unregister.

' Welcome, -
Ana

il s - % 4 Home > Trainings > Synergy 101

Synergy 101
Blog

& Trainings

R My subscriptions State
8 Room calendar AT e
AVE. rating ﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ There are no tasks.

Time and Rooms

Dashboard

Attendee Tasks

Your rating i Can't rate this event yet
Cost  $0
Day 1
Max 15 t Y
S 117222016 €3 ps - service
Waitlist size 3 © 02:00 AM - Center - Floor 2
. (Room D)
Register within 10:00 AM
1.NoSetU
Options O Required Eeeded P
Credit
Overlapping Events
Paid
Title Requestor  Time




3. You’ll then see a confirmation as it’s shown below (you will also receive an email
confirming you have unregistered). The training will also disappear from your
Dashboard.

Welcome, -
Ana

4 Home > Trainings » Synergy 101

Dashboard Syﬂ o rgy ,.| O ,|

Blog

You have been unregistered from 'Synergy 101’

Trainings

My subscriptions

 Room calendar

State approved

Attendee Tasks

Aftendance
) There are no tasks.
AvgTating T T T T T T T T W W
Your rating i Can't rate this event yet Time and Rooms
Cost 30
Day 1
Max 15 t y
articipants
perer 4 1172212016 €3 Ps - service
Waitlist size 5 ) Center - Floor 2
G)I 08:00 AM - (Room D)
Register within 10:00 AM
Options O Required E 1aN;: Set Up
eede

A& Home

Dashboard
Dashboard

Blog

I Trainings

& iPad Training for Dis...

£ os/29/2016

Attendees are invited to attend this two hour

My subscriptions

1 Room calendar

training to get a new iPad Air 2 and learn the basic

functionality of the device.

¥z Rate this event now! <
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RATING YOUR TRAINING

[Back to TOC]
It is important to rate all trainings you attend. This will help our presenters, facilitators and our

Professional Development Department better serve your needs. Rating of a specific training is
available after set training has been held. So please don’t forget to go to your Dashboard tab and
follow these simple steps:

1. Go to your Dashboard tab and click on the red Rate this event now! button.

\ Welcome, -
Ana

4)(e) (%) o & tome

@ Dashboard

Dashboard

Blog

ARLEL =
& iPad Training for Dis...

My subscriptions

£ osr20/2016
™ Room calendar o .
Artendees are invited to attend this two hour

training to geta new iPad Air 2 and learn the basic

functionality of the device.

~ ¥2 Rate this event now! 3§

2. Then rate it by choosing a 1 through 10 and adding an explanation if you would like, after
that just click the Save button

Welcome,
) Ana -
A Home Trainings iPad Training for District Directors’ Administrative Secretary > MNew rating
Dashboard
iPad Training for District Directors' Administrative Secretary rating
Blog
e *Ratng ©1 020304050607 0809
® 10
My subscriptions How likely is it that you would recommend iPad Training for District Directors’ Administrative Secretary to a friend
or colleague?
4 Room calendar 1 - not likely

10 - extremely likely

Please explain  Great information on how to make good use of
our district iPad. The presenters were
knowledgeable and patient with us. Good training!




PD Links

ROOM CALENDAR

[Back to TOC]
You can see all the events booked in PD Links at any given week or month simply by clicking

the Room Calendar tab

Welcome, _
Ana

#A Home Room calendar

Dashboard
Room calendar
Blog
Trainings PSUSD Rooms Calendar
NN Apr2-8,2017 ~ EHPrint Week Month Agenda [*]
Sun 42 Mon 43 Tue 4/4 Wed 4/5 Thu 48 Friai7 Sat 48

[E3486- [E3133

TS! -
TS444

4]

3pm

4pm

Spm

-Gm gle Calendar

6pm

Events shown in time zone: Pacific Time

To know what each color represents, just click on agenda (this is only an informational tool, no
registration or room booking can be done on this tab).

’_\ Welcome, _
Ana
A Home Room calendar

Room calendar

PSUSD Rooms Calendar

n.’ Apr2 -8, 2017 ~ SPrint_ Week Month Agenda [+
N Mys ) _ Sun 472 Mon 413 Tue 4/4 Wed 415 Thu 46 Fri¢ I PS — Service Center —
M My su s Floor 2 { Room C)
¥ pS — Service Center —
B8 Room calendar 7am Floor 2 (Room B)
e ¥ PS - Service Center —
= - TosA P17 FLoor 2 (Room D}
—ul = lisl sy ¥ ps — service Center —
= LUEEHS Floor 2 (Room E)
Gam o ol ¥ ps.DO-BldgA-ETIS-
i {8 (TECH-A)
1 PS_DO-BldgA-ETIS-
10am - (TECH-B)
G ¥ pS.DO-EdServices-
ttam = Floor1-(Board)
f | pS.DO-EdServices-
b Floor2-(Cabinet)
12pm 2ig ¥ ps.DO-EdServices-
ir Floor2-(ESTR)
= E ¥ PS_DO-Purchasing-
s & Floor1 (CR-102)
: # ps-Farrell-Floor1-{106)
e - ¥ ps-Farrell-Floor1-{108)
R ¥ ps.Service Center — Floor
3pm '[' 2 (Room A)
4pm
Spm
Bpm <

Google Calendar

Events shown in time zone: Pacific Time

18



PD Links

To have a larger view of this calendar simply click the +Google Calendar button on the bottom
right hand corner to link this calendar to your Google Calendar.

Welcome, _
/ Ana

#
= = = # Home Room calendar

Dashboard
Room calendar
Blog
S PSUSD Rooms Calendar
rainings [Today | [EIN B Apr2 -8, 2017 ~ {FPrint Week Month Agenda ¥/

Sun 42 Mon 4/3 Tue 4/4 ‘Wed 4/5 Thu 46 Fri 47 Sat 4/8

M\ My subscriptions

B Room calendar 7am

Sai Foi- I
Ado6th Exten [ty dal_ co 8]

ion lhrnslbr‘mm C:_)Inn

10am
Tlam

12pm

T
A
/
PE
[TE
A
H
E
A
L3

PCPD 183
EltEle

Gpm =4
Gu gle Calendar

Events shown in time zone: Pacific Time

This will allow you to have a day by day look by clicking on the day and change the colors of
the rooms for your own reference.

GO gle Search Calendar “ H 0

Calendar Today < > Apr2 -8, 2017 g Day Week  Month  4Days Agenda More ~ o 24
Fri 4/7 Sat4/8

Sun 4 Mon 413 Tue 414 Wed 4/5 Thu 415
GMT-08

 April 2017 <
SMTWTF S fam
26 27 28 29 30 1 1
2 345 6 7 8 7am
9 10 11 12 13 14 15
7:50 - 9
16 17 18 19 20 21 22 8am Extensi
23 24 25 26 27 28 29 on of
Sus
/M1 23 45 6 9am =
Mee
= My calendars - 10am
Birthdays 11am
Reminders
12pm
« Other calendars -
1pm
coworker's cak
3
[l PS — Service Cent Zpm
I PS — Service Cent...
2:
1] PS— Service Cent.. 3pm £
i xt
] PS - Service Cent... e
n
B FPS-DO-BIgAETL.. 4pm ol
B FS-DO-Bldga-ETI
5pm
I PS-DO-EdService
PS-DO-EdService.. Gpm
M PS-DO-EdService..
W FS-DO-Purchasin... Tpm

19



CREATING EVENTS, RESERVING ROOMS, REQUESTING
SUBS, & OTHER SERVICES IN PD LINKS (FACILITATOR
ACCESS)

[Back to TOC]
PD Links was conceptualized to mainstream our Professional Development events under a one

stop shop. As we continue to expand, more services will be added.
We will now review our step by step process on how to use this program and its features to its
full potential.

CREATING EVENTS: MEETINGS

[Back to TOC]
The Meetings tab has the purpose of reserving a location to meet. It’s also used when you need

to reserve subs for an event taking place at a school site (see page 64 for instructions on School
Site Sub Request). We will now go through step by step on how to use this tab:

1. Click the Meetings tab then click the Add button

Welcome,
Ana
& Home > Meetings
Dashboard
Meetings
Blog
Meetings © add || T filter

y Trainings

n 2 3 4 5 Next » Last »

Sub. requests Title Description Status Requestor Facilitators * Rooms

My subscriptions

Barbara Ana E 07/01/2015 O 08:00
Anglin Palomar AM - 04:00 PM  PS-DO-
EdServices-Floor2-(ESTR)

Student Services Student Services Retreat

Reports
Retreat

Room calendar

Assessment and Data | Assessment and Data Planning division meeting Barbara Barbara £9 07/06/2015 © 09:00

Planning Anglin Anglin AM - 10:00 AM  PSDO-
EdServices-Floor2-(ESTR)

PD Links for Learn how use PD Links if you are an identified Barbara Barbara £ o7/07/2015 @ 07:00

Facilitators Facilitator Anglin Anglin AM - 08:00 AM  PSDO-
EdServices-Floor2-(ESTR)

Fabulous PD Links This meeting is to orientate you to the new PD Links Barbara Barbara £ o707/2015 @ o8:00
Meeting Anglin Anglin AM - 09:00 AM  PSDO-
EdServices-Floor2-(ESTR)
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2. Fill out the required fields then click the Save button.
Cost can help you keep track of cost to your department if any; this field is optional.
Additional Eacilitators can be added to the meeting, facilitators have access to edit
description and add services at any time prior to the event taking place.

Y Welcome,
Ana
4 Home > Meetings
Dashboard
New meet]
Blog
Meetings *Title | TEST
y Trainings * Description | Testing PD L\nk5.|
My subscriptions
2 Sub. requests 4
Reports *cost | $ 0 ”
R00m C.
*racitators | & ‘
3. Under Rooms, click add button
Welcome,
Ana
M Home Meetings > TEST
Dashboard
TEST & ical | & W
Blog
Mestings Meeting was successfully created
 Trainings
My subscriptions >
Sub. requests P
State raft
Attendee Tasks
Reports Cost 30
Room calendar Description  Testing PD Links. There are no tasks.
© add

Requestor Ana Palomar
Rooms

1 Facilitator  Ana Palomar
Created  11/17/2016 10:57:28 AM © add
Updated  11/17/2016 10:57:28 AM
Services
© request a service
Substitutes
© request substitutes

Attachments

© add




4. You will now fill out all required fields,

Date, Start time, Duration, Set up & Teardown Duration are all required. Set up &
Teardown are to reserve the room before or after your start and end time. If you don’t
need extra time, enter 0:00 in those fields. Available rooms will be in green; rooms not
available will be in red.

A Home Meetings > TEST

Dashboard
TEST » newroom
Blog
28 Meetings " Date 112312016 C | E t \
vVeriapping cvenits
f Trainings *starttime | @ 7:30 AM
Title Requestor Time
My subscriptions
: ¢ *Duration | @ 7:30 il esLT- & Javier | @ 08:00 AM -

MNovember 2016 Palomar 11:30 AM

Sub. requests

* Setup duration @ |0:00 B4 palm springs & © 07:30 AM -
Rept Regional Madilyn 09:00 AM
* : 00 Association of Parker
Room calendar * Teardown duration @ 000 esitore

1mn

Resources [ PS-DO-BldgA-ETIS-(TECH-A) x

O PS-DO-BldgA-ETIS-{TECH-B) x
“ugu PS-DO-EdServices-Floor1-(Board)

v
[ PS-DO-EdServices-Floor2-
(Cabinet)
v
[J PS-DO-EdServices-Floor24{ESTR)
@ PS-DO-Purchasing-Floor1(CR- Make sure you check any overlapping
102 . events to insure that your intended
O Ps-Farrell-Floor1-(106) e . . .
@ Ps_Farrell-Floor1{(108) v audience will be available for your event.
[ PS-Service Center — Floor 2
(Room A)
v
[ PS - Service Center - Floor 2
(Room B) -
& PS - Service Center - Floor 2 (
Room C)
v
v
x

Room configuration

n
1 1
I
1 1 |
Classroom Group Layout

3. Curved Theater Layout




o 4. Funnel

Funnel Out Layout
~ ® 5. Group Training Layout
===

Group Training Layout
2 tabien soghar,  chaies o4 nach v

_ 6. Horseshoe Layout

Horseshoe Layout

~ 7. Modified Classroom Layout

Se2

Modified Classroom Layout

_ 8. Rectangle Layout

Rectangle Layout
= 9. standard Theater Layout

B SPECIAL SET UP- SEE You can upload a Special Set Up
ATTACHMENT

document if it’s different to the our

'Emﬂl set up choices by choosing this

option (see page 43 to know how)

\_ T:EE.-
[

5. Choose the set up or Room Configuration you desire (if you don’t require a set up, please
chose option 1. No Set Up Needed) then click the Save button.

* If your Meeting will have multiple days, repeat steps 3-5 for each day or create

separate events for each day in which case participants would have to register for each
day separately.

2.



6. Under Services, click Request A Service

2 ) (s
il = = o A Home > Meetings > TEST

Dashboard
TEST Bica | & @

Blog

Meetings

Room was successfully created

f Trainings
My subscriptions

Sub. requests

State draft
e Attendee Tasks
ELIAE Cost 50
Room calendar Description  Testing PD Links. There are no tasks.
© add
Requestor  Ana Palomar
Rooms
1 Facilitator ~ Ana Palomar
d :57:
Create 11/17/2016 10:57:28 AM E Day 1 e
Updated 11/17/2016 01:12:46 PM
M 112312016 €3 ps-Do-
@ o7 EdServices-Floor1-
07:30 AM - (Board)
03:00 M
[ 5. Group
Training Layout
Overlapping Events
Title Requestor Time
B EsLT & Javier @ os:00
November Palomar | AM-11:30
2016 AM
H H H H A paim - @ o7:30
This step is required as it sends S i |
. Regional Parker AM
your reservation to be approved Assodiation of
Realtors
first by the respective contact
person who will provide a copy of —

your request to the appropriate)m
custodian (even if there is No ' o e ’
Room Set-Up Needed). Your

request will not be approved by

Substitutes

© request substitutes

the PD Department until Services
for Room Set Up / No Room Set-UP
have been approved.

Attachments

© add

PD Links © 2015
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7. Choose an Event Service

e Choose DISTRICT OFFICE ROOMS (Weekdays: M-F) if you are requesting the use of
any of the DO's conference rooms during the week, even if you don't need set up.

e Choose DO ROOMS WEEKENDS & ANY DAY SERVICES CENTER AND FARRELL
if you are requesting the use of any of the Service Center and Farrell conference rooms
or any of the DO's conference rooms on the weekend, even if you don't need set up.

Welcome,
/ Ana =
2 (=
- )4 ) % @A Home > Meetings > TEST

Dashboard

TEST » New service request

Blog

& Meetings * Event service v

y Trainings * Rooms DISTRICT OFFICE ROOMS (Weekdays: M-F)
DO ROOMS WEEKENDS & ANY DAY SERVICES CENTER AND FARRELL

My subscriptions )
Instructions

Sub. requests

Reports

Funding code
Room calendar

8. Choose the Rooms (date and times) this set up is for. In Instructions include any other
pertinent information for this set up. Then click the Save button. (Instructions and Funding
Code are not required fields)

A Home > Meetings > TEST

Dashboard
TEST » New service request

Blog

38 Meetings * Event sgrvice | DISTRICT OFFICE ROOMS (Weekdays: M-F)
& Trainings ® Room’lgl 11/23/2016 07:30 AM - 03:00 PM

= My subscriptions

:\\ - e Instructions | For 40 Attendees.

& Sub. reguests

Reports

R

Funding code

Room calendar




9. You’ll then get a confirmation of your request like the one shown below. To go back to
the main page of your event, click on the title of your meeting (on either place).

‘Welcome,
) Ana
ﬁ Home Meetings TEST DISTRICT OFFICE ROOMS (Weekdays: M-F)
Dashboard 0
TEST » DISTRICT OFFICE ROOMS (Weekdays: M-F) 4
Blog
BT Service request was successfully created
 Trainings
_ Service  DISTRICT OFFICE ROOMS (Weekdays: M-F)
My subscriptions Attachments
Chosze this option if you are requesting the use of any of
Sub. requests e the DO's conference rooms, even if you don't need set up,
Description X -
during the week. DISTRICT OFFICE ROOMS (Weekdays: M-F) © add
Reports enly
Rooms  [F] 11/23/2016 @ 07:30 AM - 03:00 PM
Room calendar
State
Max 0O
participants
Funding code
Cost 30

10. Click the Submit button. Your request will not begin the approval process until you
Submit.

| ‘Welcome,
\ Ana

4 Home > Meetings > TEST
Dashboard

TEST £ ical | & @
Blog
Meetings ® submit '

J Trainings
State draft
My subscriptions Attendee Tasks
i Cost %0

Sub. requests

Description  Testing PD Links. There are no tasks.

© add
Reports
Reguestor  Ana Palomar
Room calendar Rooms
1 Facilitator ~ Ana Palomar
Created 11/17/2016 10:57:28 AM
9 Day 1 Vi
Updated 11/17/2016 01:12:46 PM
4 11232016 € ps-DO-
EdServices-Floor1-
© 07:30 AM -
(Board)
03:00 PM
El 5. Group
Training Layout
Overlapping Events
Title Requestor Time
) esLT & Javier | © 08:00
November Palomar | AM -11:30

2016 AM

s
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11. Confirmation of submission

A Home > Meetings » TEST

TEST ’

Dashboard

Blog

Meetings

Meeting was successfully submitted

J Trainings

My subscriptions

State
Attendee Tasks
Sub. requests Cost S0
Reports Description  Testing PD Links. There are no tasks.
o ca : Rooms
TEDEIEEED Requestor  Ana Palomar
1 Facilitator ~ Ana Palomar E Day 1 =
Created 11/17/2016 10:57:28 AM
8 11/23/2018 €3 psDO-
Updated  11/17/2016 04:00:49 PM EdServicas-Floar -
@ 07:30 AM - Board)
Submitted  11/17/2016 04:00:48 PM Ana Palomar 03:00 PM (Boar
[l 5. Group
Training Layout
Overlapping Events
Title Requestor Time
9 esLt- & Javier @ o08:00
November Palomar | AM-11:30
2016 AM
th paim & @ o730
Springs Madilyn AM - 09:00
Regional Parker AM
Association of
. Realtors
The request will change
to approved or rejected
" .
once it’s reviewed © add

Services \

# DISTRICT OFFICE ROOMS
(Weekdays: M-F) S

R 117232016

For 40 people.
more details...
You can request substitutes for J
your meeting here © request a service
(see page 59 to learn how) , )
Substitutes
© request substitutes
\ 7
~ ™
You can upload agendas or Attachments
documents for your meeting here
© add
(see page 51 to learn how) y

LY

27



PD Links

12. You’ll get notified by email and in your PD Links account when your Meeting has
been through the approval process.

A 2 Notifications

n Approved meeting TEST'

Approved service 'DISTRICT ...

A Home

Dashboard

From: no-reply@pdlinks.us [mailto:no-reply@pdlinks.us] %
Sent: Thursday, Novemnber 17, 2016 4:12 PM for Dis See all notifications ¥

To: Palomar, Ana (apalomar@psusd.us)
Subject: Approved DISTRICT OFFICE ROOMS (Weekdays: M-F) request for TEST

TEST tend this two hour

11/23/2016 07:30 AM - 03:00 PM fuir 2 and learn the basic
Request for DISTRICT OFFICE ROOMS (Weekdays: M-F) has just been

approved
Click here for details

PD Links

CONFIDENTIALITY STATEMENT: The information in this e-mail inclusive of any attachment(s) is covered by the Electronic
Communications Privacy Act, 18 USC 85 2510-2521 and is legally privileged. It is intended only for the attention and use of the
named recipient. If you are not the intended recipient, you are not authorized to retain, disclose, copy or distribute the message

and/or any of its attachments. If you received this e-mail in error, please notify me by return email and delete this message.

‘Welcome, -
Ana

‘2

& Home » Notifications

Dashboard

Notifications

Blog ,:
v mark as seen

Meetings

I Trainings
' 5 0 Meeting TEST has just been approved.
@ 12 minutes ago

My subscriptions

Sub. requests o DISTRICT OFFICE ROOMS (Weekdays: M-F) for TEST has just been approved.
® 15 minutes ago

Reports

Room calendar

* Click on See All Notifications to mark as seen
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CREATING EVENTS: TRAININGS

[Back to TOC]
The Trainings tab has the purpose of reserving a location for your training, request set up and/or

catering, keeping track of registration and attendees, reserving subs, giving information and
instruction to your intended participants and much more. We will now go through step by step
on how to use this tab:

1. Click the Trainings tab then click the Add button

Welcome,
Ana

#& Home > Trainings

Dashboard

Trainings

Blog
Meetings \ © add T filter
n 2 3 4 5 Next » Last »

Sub. requests Title Description Status Requestor Facilitators  * Rooms

My subscriptions

Synergy - Dynamic Report Card w before and after report card procedures. Show new approved [N Pedro £4 07/21/2015 @ 10:00
enabled in the Dynamic Report Card. AUDIENC Palomares Palomares = AM-11:30 AM  PSDO-

BIdgA-ETIS(TECH-A)

Reports

Room calendar

Mew Teacher Training - Thinking = Thisis
Maps 101 & Integrated ELD

w hires to our District K-12 Thinking Maps is a approved Barbara Amanda E 07/27/2015 @ 08:00
egy, and Integrated ELD is required. RSVP: Anglin Gonzales AM-03:30PM Ps-
.us Service Center

{Room &), PS - Se

2

Center

- Floor 2 {Room E)

Synergy 101 ther Synergy Training, P Victoria Victoria B 07/27/2015 @ 01:30
des administrative Kehoe Kehoe PM-03:30 PM  P5-DO-
system navigation and reports. AUDIENCE: Front BldgA-ETIS-(TECH-A}
office staff
Mew Teacher Training - Write This is for new hires to our District K-12 Write from the LNl Barbara Amanda [ o7/28/2015 @ 08:00
From The Beginning & Beyond Beginning and Beyond is our Distri y y Anglin Gonzales AM-03:30PM  Ps-

& Integrated ELD and Integrated ELD is required. RS

Service Center

(Room A}, PS - Se

w
- Floor 2 (Room B)
1:1 Chrome Book - Day 1 This course will prepare the 1:1 teacher to use Chrome approved [EEEWI Karen t 07/29/2015 @ 08:00
. Books with their students in a 1:1 environment. Palomar Foarch AM -03:00 PM  PS-DO-
B Purchasing-Floor1-{CR-102)
1:1 Chrome Book - Day 1 This course will prepare the 1:1 teacher to use Chrome approved Barbara Karen [ 07/29/2015 @ 08:00




2. Fill out the required fields then click the Save button.
Anything with a®is a required field. All other fields are not required but we suggest
filling in as much pertinent information. This way anyone who visits your training’s
main page will be well informed. Additional Eacilitators can be added to the training;
facilitators have access to edit description and add services at any time prior to the
event taking place.

& - o . -
= : 4 Home > Trainings » Test Training

Dashboard o o
Editing training »test Training

[

% Meetings @T itle  Test Training

Cf_bescription Test training for PD Links Manual graphics.

My subscriptions

Sub. requests

Reports P

Room calendar Intended audience  Only Elementary Special Education teachers

s

(O ZNTTEWEM Ana Palomar <facilitator> X ’
Qmpics pd_links_test *

Guest speaker's name  Javier Palomar

Glest speaker's email  jpalomari@psusd.us

Additional info  Please park inside our PSUSD parking. Do not park in the

& street.

Materials to bring | Please bring your district device and a printed copy of the If your training is taking place
agenda which you can find under attachments on this at a school site, you would
page. indicate that here including the

4 school, room(s), and address if
you feel it to be necessary
Prerequisite | You have to of created a training in PD Links before
attending this event.
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Q *Cost 0
* Max participants 10 ' h

set to 0 for no limits

* Waitlist size 5 : @

set to 0 for no waitlist

Registration periods | £ | 11/19/2016 00:00 AM - 11/: ]> See page 40 to learn how to
set up Registration Periods

¥ Required

Credit | 2 units of UC Riverside

\1\> Paid | $200.00 Stipend
Substitute provided | Not needed, non school day. @

“ v Save

o Cost is an optional field. Max Participants should be filled.

o Waitlist is optional.

o Registration Periods will define the time span for participants to register. Required and
Credit are also optional, they will only be checked/ filled if the Facilitator see it
necessary.

« Paid will only apply if the training is taking place outside of work ours and if the
participants will be compensated for their time.

o Substituted Provided will be filled to indicate if set service will be requested.

After clicking the Save button, the system will take you to the main page of your training
where you’ll see a confirmation of your training update.

*If your training is taking place at your school site or another location and not in one of our
district conference rooms, skip to STEP 10. Make sure you indicate the location in the
Additional Info box provided (see page 30).*
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PD Links

3. Under Time And Rooms, click add button

Trainings > Test Training

Dashboard

You can always go back and edit the content

Test Training

Blog

Meetings ini
Meeting Training was successfully updated

by clicking the pencil- see page 54

& attendees list Registration Opens on 11/19/2016 at 00: — = £ Copy Training

State draft

My subscriptions

Sub. requests

e Attendee Tasks
TS Attendance

Room calendar JO— ﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ There are no tasks.

see all ratings... © add
Your rating i Can't rate thi i
Time and Rooms
Cost 30
Max 10 © add
participants
Waitlist size 5 Services

Register within ~ 11/19/2016 12:00:00 AM - 11/23/2016 11:59:00 PM
© request a service
Options & Required

Credit 2 units of UC Riverside Substitutes

Paid  $200.00 Stipend

Subst. provided  Not needed, non school day. © request substitutes

Topics % pd_links_test . .
£ pe-inks Audience restrictions
Guest  Javier Palomar

speaker's name
© schools © grades

Guest  jpalomar1@psusd.us

speaker's email
P Attachments

Description Test training for PD Links Manual graphics.
? N srapne © add

Intended Only Elementary Special Education teachers
audience

. - Please park inside our PSUSD parking. Do not park in the
Additional info ° P

street.

Materials to  Please bring your district device and a printed copy of the
bring agenda which you can find under attachments on this page.

1 ‘You have to of created a training in PD Links before attending
Prerequisite
this event.
Requestor  Ana Palomar
2 Facilitators ~ Javier Palomar and Ana Palomar

Created  11/18/2016 02:01:56 PM

Updated  11/18/2016 02:56:45 PM

PD Links © 2015
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4. You will now fill out all required fields
Date, Start time, Duration, Set up & Teardown Duration are all required. Set up &
Teardown are to reserve the room before or after your start and end time. If you don’t
need extra time, enter 0:00 in those fields. Available rooms will be in green; rooms not

available will be in red.)

Welcome,

Ana

4 Home > Trainings > Test Training
Dashboard
Test Training » New room
Blog
& Meetings *Date | B 11/23/2016 -
' Overlapping Events
Jj Trainings *Starttime | @  7:30 AM -
Title Requestor Time
My subscriptions =
*Duration = @ 800 - £ esiT- & Javier | @ 08:00 AM -
. November 2016 Palomar 11:30 AM
Sub. requests
e * Setup duration | @  0:00 - B0 palm Springs & © 07:30 AM -
HEEAE Fegional Madilyn  09:00 AM
. - Association of Parker
room calendar * Teardown duration | @  0:00 - Resitors
M TEST & Ana @ 0730 AM -
Resources [ PS-DO-BldgA-ETISH{TECH-A) * = palomar | 03:00 PM
[ PS-DO-BldgA-ETIS-(TECH-B) x
O Ps-DO-EdServices-Floori-(Board) %
[J PS-DO-EdServices-Floor2-(Cabinet)
v
O Ps-DO-EdServices-Floor2-(ESTR)
x
¥ PS-DO-Purchasing-Floor1-(CR-102)
v .
@ ps-Farrell-Floor-(106) v Make sure you check any overlapping

© Ps-Farrell Floor1(108) v events to insure that your intended

[J PS-Service Center - Floor 2 (Room

audience will be available for your event.

A)

v
[J PS - Service Center - Floor 2 (Room
B)
v
[J PS - Service Center - Floor 2 {
Room C)
L 4
=) PS - Service Center - Floor 2 (Room
D)
v
[ PS - Service Center - Floor 2 (Room
x

Room configuration ) 1. No Set Up Needed

Classroom Group Layout

) 3. Curved Theater Layout




Curved Theater Layout

2 A, Funnel

‘ Funnel Out Layout
® 5. Group Training Layout
Group Training Layout

Enbin sogeer, S chakn 1 sach proping

2 6. Horseshoe Layout

Horseshoe Layout

2 7. Modified Classroom Layout
Froni T &

§Ee

Modified Classroom Layout

_ 8. Rectangle Layout

Rectangle Layout
2 9. Standard Theater Layout

Standard Theater Layout

O SPECIAL SET UP- SEE ATTACHMENT You can upload a Special Set Up

document if it’s different to the our

SPECIAL 8

set up choices by choosing this
option (see page 43 to know how)

5. Chose the set up or Room Configuration you desire (if you don’t require a set up, please
chose option 1. No Set Up Needed) then click the Save button.

* If your Training will have multiple days, repeat steps 3-5 for each day or create
separate events for each day in which case participants would have to register for each
day separately.
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PD Links

6. Under Services, click Request A Service

Welcome,
Ana

#& Home > Trainings » Test Training

Dashboard
& broadcast | #° M

Test Training

Blog

Meetings

Room was successfully created

8 attendees list Registration Opens on 11/19/2016 at 00:00 -

State draft

Attendee Tasks

Sub. requests

RIS Attendance

Room calendar JR— ﬁ( ﬂr ﬁ( ﬂr ﬁ( ﬂr i):( i‘:r ﬁ {-\I There are no tasks.

see all ratings.. © add
Your rating i Can't rate this ev .
Time and Rooms

Cost 30

Max 10 ) Day 1 # 0
participants
Waitlistsize 5 ) 1172312018 €% ps-DO-

© 07:20 AM - 03:20 Purchasing-Floor1-
Register within 11/19/2016 12:00:00 AM - 11/23/2016 11:59:00 PM ’ T {CR-102)

PM

Options & Reguired E 5. Group Training

Credit 2 units of UC Riverside Layout
Paid  $200.00 Stipend Overlapping Events
Subst. provided  Not needed, non school day. Title Requestor Time
Topics % pd_links_test i esLT- & Javier | O 08:00 AM
November 2016 | Palomar - 11:30 AM
Guest  Javier Palomar
speaker's name 9 palm springs | & © 07:30 AM
Guest  jpalomari@psusd.us Reglc-nal. ) Madilyn - 09:00 AM
. - Association of Parker
speaker's email
Realtors
B TEST & Ana ® 07:30 AM
Description Testtraining for PD Links Manual graphics. Palomar - 03:00 PM
Intended Only Elementary Special Education teachers
audience
. . Flease park inside our PSUSD parking. Do not park in the
Additional info reet © add
Materials to  Please bring your district device and a printed copy of the
bring  agenda which you can find under attachments on this page.
b e ‘You have to of created a training in PD Links before attending
FEreqUIsIte s svene © request a service
Substitutes

Requestor  Ana Palomar

2 Facilitators ~ Javier Palomar and Ana Palomar
© request substitutes

Created  11/18/2016 02:01:56 PM
Updated  11/18/2016 03:34:19 PM Audience restrictions
© schools © grades

Attachments

© add
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7. Choose an Event Service

all r 4 1-.“
Dashboard

Blog

% Meetings

j Trainings

My subscriptions

8. Sub. requests
Reports

Room calendar

Choose DISTRICT OFFICE ROOMS (Weekdays: M-F) if you are requesting the use of
any of the DO's conference rooms during the week, even if you don't need set up.
Choose DO ROOMS WEEKENDS & ANY DAY SERVICES CENTER AND FARRELL
if you are requesting the use of any of the Service Center and Farrell conference rooms
or any of the DO's conference rooms on the weekend, even if you don't need set up.

Welcome,
Ana

o ) .
. 4 Home > Trainings » Test Training

Test Trai mng » New service request

* Bvent service v

DISTRICT OFFICE ROOMS (Weekdays: M-F)
DO ROOMS WEEKENDS & ANY DAY S5ERVICES CENTER AND FARRELL

* Rooms

Instructions

Funding code

\_ : =

8. Choose the Rooms (date and times) this set up is for. In Instructions include any other
pertinent information for this set up. Then click the Save button. (Instructions and
Funding Code are not required fields)

..||| & =&.'
Dashboard
Blog

i85 Meetings

& Trainings

M My subscriptions

&x Sub. requests

Reports

Room calendar

Welcome,
Ana v

o0 . )
: # Home > Trainings > Test Training

Test Tral ﬂiﬂg » New service request

f_Event ice | DISTRICT OFFICE ROOMS (Weekdays: M-F) v
® R&Iﬂ 11/23/2016 07:30 AM - 03:30 PM
Instructions | Please have a table at the door for handouts. @
#
Funding code @

Nm S
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9. You’ll then get a confirmation of your request like the one shown below. To go back to
the main page of your event, click on the title of your meeting (on either place).

A Home Trainings > Test Traini DISTRICT OFFICE ROOMS (Weekdays: M-F)
Dashboard o .
Test Tramng » DISTRICT OFFICE ROOMS (Weekdays: M-F) £ 0
Blog
AEEIE Service request was successfully created
i Trainings
B Service  DISTRICT OFFICE ROOMS (Weekdays: M-F)
My subscriptions Attachments
Chose this option if you are requesting the use of any of the
Sub. requests Description  DO's conference rooms, even if you don't need set up, during
the week. DISTRICT OFFICE ROOMS (Weekdays: M-F) only. © add
Reports Rooms t 11/23/2016 @ 07:30 AM - 03:30 PM
Room calendar State
Max 10
participants
Funding code
Cost 30
10. Ifyou don’t wish to make any other request, you’re done at this point. Click
Submit button. Your request will not begin the approval process until you Submit.
PD Links Pesiid

s ) ()

4 Home > Trainings > Test Training

Dashboard
TeSt Tr’aimﬂg £ broadcast | & M
Blog
§ Meetings & attendees list ~ ® submit 31 Copy Training
State draft
My subscriptions Attendee Tasks
) Attendance

Sub. requests There are no tasks.

e ratng W W IWIW W W W W

e -atings © add
Reports see all ratings...
Your rating i Can't rate this event yet .
Room calendar Time and Rooms
Cost 30
Max 10 ™M Day 1 i
participants
Waitlist size 5 1 1172312016 €3 psDO-

Register within
Options
Credit

Paid

Subst. provided

11/19/2016 12:00:00 AM - 11/23/2016 11:59:00 PM
™ Required

2 units of UC Riverside

$200.00 Stipend

Mot needed, non school day.

® 07:30 AM - 03:30
PM

[ 5. Group Training
Layout

Overlapping Events

Purchasing-Floor1-
(CR-102)

Title Requestor Time




PD Links

11. Confirmation of submission

&
#& Home > Trainings > Test Training

Dashboard o
Test Training

Blog

Meetings

Training was successfully submitted

4 attendees list

My subscriptions

Sub. requests

State

Reports Attendance

npratng WINWIWWIWIW W W W

see all ratings...

Attendee Tasks
There are no tasks.

Time and Rooms

Your rating i Can't rate this
Cost 3D ™ Day 1 o
Max 10
) 117232016 €% psDo-
participants :
© 07:30 AM - 03:30 EdServices-Floor2-
Waitlist size 5 o ' ’ (ESTR)
Register within 11/19/2016 12:00:00 AM - 11/23/2016 11:59:00 PM [l SPECIAL SET UP-
Options & Required SEEATTACHMENT
Credit 2 units of UC Riverside Overlapping Events
Subst. provided  need to go to AESOP Onlineto reserve their Regional Madilyn | - 09:00 AM
specific substituted. Association of Parker
Realtors
Topics % pd_links_test . . a
If applicable, the request will = & 7est &aa O o730AM
Guest  Javier Palomar Palomar - 03:00 PM
B change to approved or
Guest jpalomari@psusdus  rejected once It's reviewe
speaker's email
© add
Description Test training for PD Links Manual graphics.
Services \

Intended Qnly Elementary Special Education teachers
audience

#~ DISTRICT OFFICE ROOMS
(Weekdays: M-F) Pl

Please park inside our PSUSD parking. Do not park in the
Additional info = P

street.

Materials to  Please bring your district device and a printed copy of the
bring  agenda which you can find under attachments on this page. ﬁ 11/23/2016

Yfou have to of created a training in PD Links before attending Please have a table at the door for handouts.

this event. more details. )

Requestor  Ana Palomar

Prerequisite

© request a service

2 Facilitators  Javier Palomar and Ana Palomar

Created 11/18/2016 02:01:56 PM Substitutes

Updated 11/22/2016 04:02:41 PM .
Ea— @ request substitutes
Submitted 11/22/2016 04:02:40 PM Anz Palomar

You can request substitutes for

lence restrictions

your meetlng here © schools © grades

(see page 59 to learn how)
Attachments

You can upload agendas or
© add

documents for your meeting here —\_
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12.  You’ll get notified by email and in your PD Links account when your Training has
been through the approval process.

A 1 Notifications

A Home
Approved service 'DISTRICT ...

Dashboard %
See all notifications 9

From: no-reply@pdlinks.us [mailto:no-reply@pdlinks.us]
Sent: Tuesday, November 22, 2016 4:03 PM

To: Palomar, Ana (apalomar@psusd.us) .
Subject: Approved DISTRICT OFFICE ROOMS (Weekdays: M-F) request for Test Training

ur training to
.. nctionality of
Test Training

11/23/2016 07:30 AM - 03:30 PM

Request for DISTRICT OFFICE ROOMS (Weekdays: M-F) has just been

approved
Click here for details

ED Links

CONFIDENTIALITY STATEMENT: The information in this e-mail inclusive of any attachment(s) is covered by the Electronic
Communications Privacy Act, 18 USC 88 2510-2521 and is legally privileged. It is intended only for the attention and use of the
named recipient. If you are not the intended recipient, you are not authorized to retain, disclose, copy or distribute the message

and/or any of its attachments. If you received this e-mail in error, please notify me by return email and delete this message.

e
#& Home > Notifications
Dashboard
Notifications
Blog
Meetings $ + mark as seen
| Trainings o )
o DISTRICT OFFICE ROOMS (Weekdays: M-F) for Test Training has just been approved.
11 minutes 2go

My subscriptions

Sub. requests

Room calendar

* Click on See All Notifications to mark as seen
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REGISTRATION PERIOD

[Back to TOC]
You can also define the time available for potential participants to register. By using this option

you can input your request and have it go live on a particular date and time. This can benefit
you in preparing for your training; how many handouts to have, how much supplies to take and
so on. Here’s how you set a Registration Period:

1. As you’re editing the information for your training, click on Registration Period

Dashboard

Editing training » test Training
Blog

* Title | Test Training

28% Meetings

* Description | Test training for PD Links Manual graphics.

My subscriptions

i Sub. requests

Intended audience | Only Elementary Special Education teachers

* Facilitators. Javier Palomar <admin> * } Ana Palomar <facilitator> *

Topics pd_links_test *
Guest speaker’s name | Javier Palomar
Guest speaker's email | jpalomari@psusd.us

Additiocnal info | Please park inside our PSUSD parking. Do not park in the
street.

“

Materials to bring | Please bring your district device and a printed copy of the
agenda which you can find under attachments on this
page.

Prerequisite | You have to of created a training in PD Links before
attending this event

*Cost | $ O

* Max participants 10

set to 0 for no limits

* Waitlist size

set to 0 for no waitlist

Registration periods ) B8  11/19/2016 00:00 AM ’

# Required

Credit | 2 units of UC Riverside
Paid | $200.00 Stipend

Substitute provided | Not needed. non school day.
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2. Click on the first date & time (you can also type in a specific date and time) to specify
when registration opens.

Registration periods 11/19/2016 00:00 AM - 1172

7 Ret 11/19/2016 00:00 AM @ 11/05/2016 23:59 PM
12 =000 v|| AN ¥ :
Credit 2 uni
MNov 2016 Nov 2016

Paid 3200 g, Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa

2 3 4 5 30 31 1 2 3 4 5
Substitute provided ~ Notr

=)
=~
oo
o
=
o
o
=l
oo
o
o
=
]

I 20 21 22 23 24 25 26 20721 22 23 24 25 26

3. Choose a date & time on the second month to specify when registration closes (you can
also type in a specific date and time) then simply click Apply

Registration periods 11/19/2016 00:00 AM - 12/

7 Ret ‘ 11/19/2016 00:00 AM ‘ 11/23/2016 00:00 AV\/@ Sar
12 v, 00 v AN ¥ 12 ¥ 00 || AN ¥
Credit | 2 uni
MNov 2016 MNov 2016

Paid | $200 Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
2 3 4 5 31 2 3 4 5

Substitute provided = Motr
5] 7 8 9 10 11 12 6 7 8 9 10 11 12

12 14 13 16 17 18 12 14 13 16 17 'IS
I 20 21 22 24 25 26 20 21 22 25 26




4. Save your changes

Registration periods | B | 11/19/2016 00:00 AM - 11/

l# Required

Credit | 2 units of UC Riverside
Paid | $200.00 Stipend

Substitute provided | Mot needed, non school day.

(’f 7", Welcome,
' Ana

4% Home > Trainings > Test Training

Dashboard

TeSt Tl’aiﬂiﬁg 4 broadcast | & M

Blog

etings L
Meetings Training was successfully updated

My subscriptions & attendees list ® submit £4 Copy Training

Sub. requests

State draft
o Attendee Tasks
Reports Attendance
There are no tasks.
Room calendar
ey TRV TY YT Y —
see all ratings.. ac
Your rating .
Time and Rooms
Cost %0
Max 10 m Day 1 i
participants
et i 11/23/2016 €3 ps-po-
© 07:30 AM - 03:30 Purchasing-Floor1-
Register within 11/19/2016 12:00:00 AM - 11/23/2016 11:59:00 PM ’ o {CR-102)

PM

) - .
Options & Required o 5. Group Training

Credit 2 units of UC Riverside Layout
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SPECIAL SET UP

[Back to TOC]
If you wish to request a different set up to the ones that are available in PD Links, you may do

so by choosing the Special Set Up option and attaching a diagram of your set up under Services
- Request A Service. Here’s how you do it:

1. As you chose your Time and Rooms, scroll down and chose Special Set Up

Welcome,
Ana

4 Home > Trainings > Test Training

Dashboard
Test Training » new room
Blog
£ Meetings * Date 11/23/2016 ﬁ | e \
Veriapping cvents
jj Trainings *Starttime | @ | 7:30 AM
Title Requestor  Time
My subscriptions .
*Duration | @ | 800 i esiT- & Javier | © 08:00AM -

November 2016 Palomar 11:30 AM

Sub. requests

111t

e *setupduration | @ 0:00 [ palm springs & @ 07:30 AM -
e Regional Madilyn | 02:00 AM
. Association of Parker
Room calendar * Teardown duration | @  0:00 Aenltore
™ TeST & A @ 07:30 AM -
Resources [ PS-DO-BIdgA-ETIS-(TECH-A) x & Satomar | 03:00 Ph
O PS-DO-BldgA-ETIS-{TECH-B) x \
[ P5-DO-EdServices-Floor1-{Board) %
[ PsS-DO-EdServices-Floor2-{Cabinet)
v
\I_I PS-DO-EdServices-Floor2-{(ESTR)
x
¥ PS-DO-Purchasing-Floor1<{CR-102)
v .
@ Ps-Farrell-Floor1-(106) v Make sure you check any overlapping
S-Farrell-Floor1-( v H H
B Ps-Farrell-Floor1-(108) events to insure that your intended

O Ps-Service Center - Floor 2 (Room

audience will be available for your event.

vy
O Ps - service Center - Floor 2 (Room
B)
vy
O Ps - Service Center - Floor 2 (
Room C)
vy
O Ps - service Center - Floor 2 (Room
D)
vy
PS - Service Center - Floor 2 (Room
E)
x
Room configuration 1. No Set Up Needed

Classroom Group Layout
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© 3. Curved Theater Layout

[ |

.=...==

... e

..l....
L

Curved Theater Layout

© 4. Funnel

T\

Funnel Out Layout
' 5. Group Training Layout

of Trmeuy; o

2 S

Group Training Layout

sl soptoer, §chalr et wech g

© 6. Horseshoe Layout

Front of Training Room

Horseshoe Layout

0 7. Modified Classroom Layout

Modified Classroom Layout

_ 8.Rectangle Layout

Rectangle Layout
9. Standard Theater Layout

1 o o
Standard Theater Layout
“ ® SPECIAL SET UP- SEE ATTACHMENT

SPECIAL §
E MEN

2. Then click Save (you’ll have to have a diagram in a PDF file ready to attach in step 8)
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PD Links

3. Under Services, click Request A Service

Welcome,
Ana

#& Home > Trainings » Test Training

Dashboard
& broadcast | #° M

Test Training

Blog

Meetings

Room was successfully created

8 attendees list Registration Opens on 11/19/2016 at 00:00 -

State draft

Attendee Tasks

Sub. requests

RIS Attendance

Room calendar JR— ﬁ( ﬂr ﬁ( ﬂr ﬁ( ﬂr i):( i‘:r ﬁ {-\I There are no tasks.

see all ratings.. © add
Your rating i Can't rate this ev .
Time and Rooms

Cost 30

Max 10 ) Day 1 # 0
participants
Waitlistsize 5 ) 1172312018 €% ps-DO-

© 07:20 AM - 03:20 Purchasing-Floor1-
Register within 11/19/2016 12:00:00 AM - 11/23/2016 11:59:00 PM ’ T {CR-102)

PM

Options & Reguired E 5. Group Training

Credit 2 units of UC Riverside Layout
Paid  $200.00 Stipend Overlapping Events
Subst. provided  Not needed, non school day. Title Requestor Time
Topics % pd_links_test i esLT- & Javier | O 08:00 AM
November 2016 | Palomar - 11:30 AM
Guest  Javier Palomar
speaker's name 9 palm springs | & © 07:30 AM
Guest  jpalomari@psusd.us Reglc-nal. ) Madilyn - 09:00 AM
. - Association of Parker
speaker's email
Realtors
B TEST & Ana ® 07:30 AM
Description Testtraining for PD Links Manual graphics. Palomar - 03:00 PM
Intended Only Elementary Special Education teachers
audience
. . Flease park inside our PSUSD parking. Do not park in the
Additional info reet © add
Materials to  Please bring your district device and a printed copy of the
bring  agenda which you can find under attachments on this page.
b e ‘You have to of created a training in PD Links before attending
FEreqUIsIte s svene © request a service
Substitutes

Requestor  Ana Palomar

2 Facilitators ~ Javier Palomar and Ana Palomar
© request substitutes

Created  11/18/2016 02:01:56 PM
Updated  11/18/2016 03:34:19 PM Audience restrictions
© schools © grades

Attachments

© add
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4. Choose an Event Service

all r 4 1-.“
Dashboard

Blog

% Meetings

j Trainings

My subscriptions

8. Sub. requests
Reports

Room calendar

Choose DISTRICT OFFICE ROOMS (Weekdays: M-F) if you are requesting the use of
any of the DO's conference rooms during the week, even if you don't need set up.
Choose DO ROOMS WEEKENDS & ANY DAY SERVICES CENTER AND FARRELL
if you are requesting the use of any of the Service Center and Farrell conference rooms
or any of the DO's conference rooms in the weekend, even if you don't need set up.

Welcome,
Ana

o ) .
. 4 Home > Trainings » Test Training

Test Trai mng » New service request

* Bvent service v

DISTRICT OFFICE ROOMS (Weekdays: M-F)
DO ROOMS WEEKENDS & ANY DAY S5ERVICES CENTER AND FARRELL

* Rooms

Instructions

Funding code

\_ : =

5. Choose the Rooms (date and times) this set up is for. In Instructions include any other
pertinent information for this set up. Then click the Save button. (Instructions and
Funding Code are not required fields)

..||| & =&.'
Dashboard
Blog

i85 Meetings

& Trainings

M My subscriptions

&x Sub. requests

Reports

Room calendar

Welcome,
Ana v

o0 . )
: # Home > Trainings > Test Training

Test Tral ﬂiﬂg » New service request

f_Event ice | DISTRICT OFFICE ROOMS (Weekdays: M-F) v
® R&Iﬂ 11/23/2016 07:30 AM - 03:30 PM
Instructions | Please have a table at the door for handouts. @
#
Funding code @

Nm S
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6. You’ll then get a confirmation of your request like the one shown below. Now click on
Add to attach your diagram.

Dashboard

Blog

Meetings

j Trainings
My subscriptions
Sub. requests
Reports

Room calendar

Welcome,
Ana o

ﬂ' Home > Trainings > Test Training » DISTRICT OFFICE RODMS (Weekdays: M-F)

Test TrainiNg » DISTRICT OFFICE ROOMS (Weekdays: M-F) a

Service request was successfully created

Service  DISTRICT OFFICE ROOMS (Weekdays: M-F)
Attachments

Chaose this option if you are requesting the use of any of the
Description  DO's conference rooms, even if you don't need set up, during
the week. DISTRICT OFFICE ROOMS (Weekdays: M-E) anly. © add
Rooms [ 117232016 © 07:30 AM - 03:30 PM
State

Max 10
participants

Funding code

Cost 30

7. Type in a Title and then click Choose

Dashboard

Blog

Meetings

i Trainings

My subscriptions

Sub. requests

Reports

Room calendar

Welcome,
Ana =

4 Home > Trainings > Test Training > DISTRICT OFFICE ROOMS (Weekdays: M-F)

DISTRICT OFFICE ROOMS (Weekdays: M-F) for Test Training » new attachment

*Tile | QTEL Special Set UP ’
URL
File No File ...
s




8. Choose the appropriate file from your computer, then click Open or Save to attach file

- | +y | | Search Desktap o |
W — —
Organize MNew folder - 0 @
7 Favorites = '@PSUSDINZ{B?
& Downloads | L QTEL set up
= Recent Places RETRACTAELE BANMNER 1
Bl Desktop ] Subs 2016-17
supply list1
- Libraries E Timecard Template- LearnZillion
@ Documents '@Use of Facilities - Online
J1 Music
[E5] Pictures
E Videos
18 Computer
&, Local Disk (C:)
5 Javier's Home Drive (H:)
5 All Educational Services (K]
]| & ] s
File name: QTEL set up ~ [ AllFiles ~|
[ Open ( Cancel l

9. The file will appear in PD Links, click Save after that

Welcome,
Ana =

#& Home > Trainings > Test Training > DISTRICT OFFICE ROOMS (Weekdays: M-F)

Dashboard

DISTRICT OFFICE ROOMS (Weekdays: M-F) for Test Training » new attachment

Meetings *Title | QTEL Special Set UP

y Trainings URL

My subscriptions
File QTEL set up.pdf @ o

Sub. requests

Room calendar
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10.

or Reception accordingly. You’ll then get a confirmation of your request like the one
shown below. To go back to the main page of your event, click on the title of your
meeting (on either place).

A Home

Dashboard

Trainings

Test Training

DISTRICT OFFICE ROOMS (Weekdays: M-F)

Your attachment will now appear in you set up page so it can be printed by M&O

Test Training » pisTrICT OFFICE ROOMS (Weekdays: M-F) s o
Blog
& Meetings
& Trainings
o Service  DISTRICT OFFICE ROOMS (Weekdays: M-F)
M My subscriptions Attachments
Chose this option if you are requesting the use of any of the
‘x Sub. requests Description D0O's conference rooms, even if you don't need set up, during
the week. DISTRICT OFFICE ROOMS (Weekdays: M-F) only. Title @
Reports Rooms [ 11/23/2016 @ 07:30 AM - 03:30 PM (B QTEL Special Set UP (156 KB) S0
Room calendar State
© add
Max 10
participants
Funding code
Cost  $0
Instructions Please have a table at the door for handouts.
o . y . . .
11. If you don’t wish to make any other request, you’re done at this point. Click
Submit button. Your request will not begin the approval process until you Submit.
Welcome,
Ana =
A Home Trainings » Test Training
Dashboard
& broadcast | & M

Blog

Py
=8
[ ]

Meetings

State
M My subscriptions
Attendance
&x Sub. requests
Avg. rating
Reports
Your rating
Room calendar
Cost
Max
participants
Waitlist size

Register within
Options

Credit

Test Training

&8 attendees list

draft

WWW W W W W

see all ratings...

i Can't rate this event yet

11/19/2016 12:00:00 AM - 11/23/2016 11:59:00 PM
™ Required

2 units of UC Riverside

T - i

Attendee Tasks

There are no tasks.

Time and Rooms

™) Day1

1 11/232016

® 07:30 AM - 03:30
PM

[ 5. Group Training
Layout

© add
&1
€3 ps-Do-
Purchasing-Floor1-
(CR-102)
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12. Confirmation of submission

‘Welcome, =
7
A Home > Meetings » TEST
Dashboard
TEST ’
Blog

Meetings

Meeting was successfully submitted

J Trainings

My subscriptions

State
Attendee Tasks
Sub. requests Cost %0
Reports Description  Testing PD Links. There are no tasks.
Room calendar Rooms

Requestor  Ana Palomar

1 Facilitator ~ Ana Palomar

) Day 1 i
Created 11/17/2016 10:57:28 AM
1 11/232016 £» ps-Do-
Updated  11/17/2016 04:00:49 PM CdServices-Floor-
@ 07130 AM - Soard
Submitted 11/17/2016 04:00:48 PM Ana Palomar 03:00 PM t }
[l 5. Group
Training Layout
Overlapping Events
Title Requestor Time
) esut- & Javier | © 08:00
November Palomar  AM-11:30
2016 AM
£ paim & @ o730
Springs Madilyn AM - 09:00
Regional Parker AM
Association of
Realtors

The request will change
to approved or rejected
once it’s reviewed © add

Services \

# DISTRICT OFFICE ROOMS
(Weekdays: M-F) S

1 117232018

For 40 people
more details...
You can request substitutes for J
your training here © request a service
(see page 59 to learn how) )

Substitutes

© request substitutes

S
You can upload agendas or Attachments )
documents for your meeting here
© add
(see page 51 to learn how) )

50



PD Links

ADDING AN AGENDA OR DOCUMENT TO THE MAIN PAGE OF

YOUR EVENT

[Back to TOC]
You can also add an agenda or document for your attendees to print or download before, during
or after your event. Here’s how you do it:

1. On the main page of your event, under Attachments, click Add

A Home > Trainings > Test Training

Dashboard
Test Traiﬂing f ica £4 broadcast | ¢ M

Blog

Meetings

Room was successfully created

My su ptions & attendees list Registration Opens on 11/18/2016 a bt

Sub. requests

State draft
— Attendee Tasks
P Attendance
There are no tasks.
Room calendar
ey YTV LT AT A ey —
see all ratings... 4
Your rating iCant .
Time and Rooms
Cost  $0
a0 (3 Day 1 S0
participants
-~
Waitlist size 5 4 1142312018 ¥ Ps-DO-
© 07:30 AM - 03:30 Purchasing-Floor1-
Register within 11/19/2016 12:00:00 AM - 11/23/2016 11:59:00 PM i : o (CR-102)
Credit 2 units of UC Riverside Layaut
Paid  $200.00 Stipend Overlapping Events
Subst. provided Mot needed, non schocl day. Title Requestor Time
Topics W pd_links_test fl ESLT- & Javier @ 08:00 AM
November 2016 | Palomar - 11:30 AM
Guest  Javier Palomar
SpeElE S nEE ) Palm Springs | & © 07:30 AM
Guest  jpalomart@psusd.us Regional i Madilyn - 09:00 AM
. Association of Parker
speaker's email Realtors
£ TesT & Ana @ o7:0AM
Description  Testtraining for PD Links Manual graphics. Palomar | - 03:00 PM
Intended  Only Elementary Special Education teachers
audience
. Please park inside our PSUSD parking. Do not park in the
Additional info et = © add
Materials to  Please bring your district device and a printed copy of the .
bring  agenda which you can find under attachments on this page Services
o isit You have to of created a training in PD Links before attending
rerequisite - e event. © request a service
Requestor  Ana Palomar Substitutes

2 Facilitators ~ Javier Palomar and Ana Palomar
© request substitutes
Created 11/18/2016 02:01:56 PM

Updated  11/18/2016 03:34:19 PM Audience restrictions

© schools © grades

© add




2. Type in a Title and then click Choose (you’ll have to have a PDF file ready to attach in
step 3)

f ‘Welcome,
( Ana =

#& Home Trainings > Test Training

Test Trainiﬂg » Negy attachment

Agenda for Test Training

& Trainings URL

M My subscriptions
File Mo File .. Choose

& Sub. requests

Reports o
« Save ) Reset

Room calendar

3. Choose the appropriate file from your computer then click open or save to attach file
==

- | 44 ‘ | Search Desktop pel
Organize New folder B O @
3 Favorites |l Setup forms Microsoft Waord 2010
| Downloads 12015 - 2016 District Calendar ] October 10 PD Days locationsp- Elem & MS
5l Recent Places '@2016—2[]17 District Calendar- BOE Approved 0 October11 PD Days locationsp- HS
Bl Desktop @Admm PD '@Pa\m Springs USD--Professional Development--09.14
] Agenda for Test Training & Palomar 14-15 MFTS
= Libraries E ‘ﬁAgenda for Test Training ] PD 2014-15 Participants and Hours
@ Documents &) Certificated Staff PD Links directions
& Music &) CLASSIFIED STAFF FE|PD Links directions
=) Pictures ] Copy of LCAP EXPENDITURE WORKSHEET - MASTER ] PD Links Manual
B videos #I DICIEMBRE DE 2016 PO Links Manual
P ﬁDocumant Manager @Prmclpal Exchange Subs
1%/ Computer (a2 Internet Explorer I PRINCIPAL'S ONLINE RESOURCE
&, Local Disk (C) [#] Microsoft Excel 2010 FHPSUSD IN20387
9 Javier's Home Drive (H:) @] Microsoft Outlook 2010 FHQTEL setup
¥ All Educational Services (K} i - -
Filename: Agenda for Test Training [ALL Files v]
e

4. The file will appear in PD Links, click Save after that

‘Welcome,
Ana

A Home > Trainings > TestTraining
Dashboard

Test Trammg » New attachment

& Meetings *Title | Agenda for Test Training

y Trainings URL
My subscriptions ’
File Agenda for Test Training.pdf m o

Sub. requests

Reports -

Room calendar




PD Links

5. You’ll get a confirmation of your attachment been added, and it will now appear for
attendees to download.

Dashboard
Blog

M

My subscriptions

Sub. requests
State

Reports Attendance
calendar

Avg. rating
Your rating

Cost

Max
participants

Waitlist size
Register within
Options

Credit

Paid

Subst. provided
Topics

Guest
speaker's name

Guest
speaker's email

speaker's email

Description

Intended
audience

Additional info

Materials to
bring

Prerequisite

Requestar
2 Facilitators
Created

Updated

Test Training

Attachment was successfully created

& attendees list

4 Home > Trainings > Test Training

draft

IAQRQRSASASASAG RSk ke

see all ratings..

11/19/2016 12:00:00 AM - 11/23/2016 11:59:00 PM
& Required

2 units of UC Riverside

$200.00 Stipend

Not needed, non school day.

% pd_links_test

Javier Palomar

jpalomar1@psusd.us

Test training for PD Links Manual graphics.

Only Elementary Special Education teachars

Please park inside our PSUSD parking. Do not park in the

street.

Please bring your district device and 2 printed copy of the
agenda which you can find under attachments on this page.

You have to of created 3 training in PD Links before attending
this event.

Ana Palomar
Javier Palomar and Ana Palomar
11/18/2016 02:01:56 PM

11/22/2016 09:47:13 AM

PD Links © 2015

De

£ broadcast | & W

Attendee Tasks

There are no tasks.

© add

Time and Rooms

9 Day 1 'l

) 11/23/2016 € PsDO-

© 07:30 AM - 03:30 EdServices-Floor2-

i . (ESTR)

PM

[Z] SPECIAL SET UP-

SEE ATTACHMENT

Cverlapping Events

Title Requestor Time

4 palm Springs | & @ 07:30 AM

Regional Madilyn - 09:00 AM

Association of Parker

Realtors

B TesT & Ana @ 07:30 AM

Palomar  -03:00 PM

Palomar  -03:00 PM

© add
Services
# DISTRICT OFFICE ROOMS
(Weekdays: M-F) &

{1 112372016

Please have a table at the door for handouts

more details...

© request a service

Substitutes

© request substitutes

Audience restrictions

© schools © grades

Attachments

Title

[8 Agenda for Test Training (91.1 KB) S

© add



EDITING EVENT CONTENT

[Back to TOC]
You can always go back and edit your event content before it takes place, whether it’s

submitted or not, by simply clicking the pencil on the upper right hand corner.

After submitting your event, any changes to the time or location can only be done by
contacting one of the program’s administrators. — see page 94 for contact information.

‘Welcome,
/ Ana =

4 Home > Trainings » Test Training
Test Training gb.-c.ac

Click here to
edit your event

: Registration Opens on 11/19/2016 at 00:00 P, .
vy ubscriptions [R— e submit | @ copy Traiing

Sub. requests

EL G TET

Blog

285 Meetings

State draft
Attendee Tasks

Reports Attendance

Room calendar PO ﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ There are no tasks.

see all ratings...

© add

Your rating i Can't rate this event yet .
Time and Rooms

After making all the desired changes, don’t forget to click Save. You’ll then get a confirmation
as shown below.

#Cost &0

* Max participants 10

set to 0 for no limits

*Waitlist size

set to 0 for no waitlist

Registration periods 11/19/2016 00:00 AM - 117,

& Home > Trainings > Test Training
¥ Required
Dashboard

Credit | 2 units of UC Riverside Test Trai ﬂiﬂg

Blog
Paid | $200.00 Stipend

& Meetings Training was successfully updated
Substitute provided = Not needed, non school day.
- Registration Opens on 11/19/2016 at 00:00

2. Sub. requests

State draft

Reports Attendance

Room calendar Avg, rating ﬁf {.\I ﬁ ﬁ:} ﬁ {-\I ﬁ {:17 {-\f {:{

see all ratings...

Your rating i Can't rate this event yet

Cost 30
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COPY TRAINING

[Back to TOC]
This feature will allow you to copy an event’s information without having to start all over. This

comes in handy when you are programing a series of trainings that are very similar to each
other. The Copy Training button will make a copy of the main page content of your training
that you will be able to edit. Here’s how it’s done:

1. On the main page of your training you’ll find the Copy Training button, click it.

Welcome,
Ana
A Home Trainings > Test Training
EEET
Test Training 8 ical || & broadcast | &

Blog

My subscriptions Attendee Tasks
Attendance
e AOAGASHOARA S OAH e
Avg. rating ™ approve
Reports see all ratings.. approve
I ) Your rating i Can't rate this event yet .
Room calendar Time and Rooms
Cost %0
Max 10 m Day‘l |
participants
Waitlist size 5 E 1272472016 €3 ps-DO-
© 07:30 AM - 03:30 Purchasing-Floor1-
Register within 11/28/2016 12:00:00 AM - 12/24/2016 11:59:00 PM A (CR-102)

PM

Options & Required & 5. Group Training

Credit 2 units of UC Riverside Layout

Paid  $200.00 Stipend

Subst. provided © add
Topics % pd_links_test
) Services
Guest  Javier Palomar
speaker's name
Guest  jpalomari@psusd.us # ONLY FOR TESTING sa

speaker's email

£ 1272412018

Only for testing

Description  Test training for PD Links Manual graphics. .
more details...

AT
-
St



2. It will make a copy of the training’s content that you’ll be able to edit (make sure you edit
the title or else it will read: COPY OF... followed by the original title). Some of the
information that does not transfer are Topics, Max Participants, and Registration Periods.
Once you’re satisfied with the changes, click Save

Welcome,

M Home » Trainings » COPY OF Test Training

Dashboard . o
Editing training » copy oF Test Training
Blog

& Meetings

Training was successfully copied.

* Title @ est Trainin
My subscriptions - 8

Sub. reguests * Description | Test training for PD Links Manual graphics.

Reports

Room calendar

Intended audience | Only Elementary Special Education teachers

* Facilitators Javier Palomar <admin> X { Ana Palomar <facilitator> %

Topi!s

Guest speaker's name | Javier Palomar
Guest speaker’'s email | jpalomari@psusd.us

Additional info | Please park inside our PSUSD parking. Do not park in
the street.

Materials to bring | Please bring your district device and a printed copy of
the agenda which you can find under attachments on
this page.

Prerequisite | You have to of created a training in PD Links before
attending this event.
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*Cost | § O

* Max participants 0 _' ‘

set to 0 for no limits

* Waitlist size 5

set to 0 for no waitlist

Registration periods ’

¥ Required

Credit | 2 units of UC Riverside
Paid | $200.00 Stipend

Substitute provided

3. A confirmation will be generated like the one shown below. You’ll then have a chance to
choose a Time and Rooms, Services, Substitutes, add Attachments, etc. After you’re
satisfied with your choices, simply click the Submit button and your training will be sent
forth for the appropriate approvals.

Welcome,

= broadcast | & M

@ Home > Trainings > Test Training

Dashboard

Test Training

Blog

& Meetings -
LI Training was successfully updated

: Registration Opens on 12/26/2016 at 00:00 S, -
[— > submit 1| & Copy Training

Sub. requests

State draft

__ Attendee Tasks
Reports Attendance

Room calendar J— ﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ There are no tasks.

see all ratings...

Your rating i Can't rate this event yet .
Time and Rooms
Cost 30

Max 15 © add
participants

Waitlist size 5
Register within 12/26/2016 12:00:00 AM - 12/31/2016 11:59:00 PM
© request aservice
& Required

Options

™ approve © add

AT
w
o



PD Links

Credit

Paid

Subst. provided
Topics

Guest
speaker's name

Guest
speaker’s email

Description

Intended
audience

Additional info

Materials to
bring

Prerequisite

Requestor
2 Facilitators
Created

Updated

2 units of UC Riverside

$200.00 Stipend

Javier Palomar

jpalomar @psusd.us

Test training for PD Links Manual graphics.

COnly Elementary Special Education teachers

Flease park inside our PSUSD parking. Do not park in the

street.

Flease bring your district device and a printed copy of the
agenda which you can find under attachments on this

page.

You have to of created a training in PD Links before
attending this event.

Ana Palomar
Javier Palomar and Ana Palomar
11/30/2016 03:29:08 PM

11/30/2016 03:40:48 PM

© request substitutes
Audience restrictions

© schools © grades

I © add

Attachments

PD Links © 2015

o8



SUBSTITUTE REQUEST

[Back to TOC]
PD Links will also allow you to request a specific number of substituted for your event. The

individual assignments still need to go through AESOP Online (www.aesoponline.com), but
through PD Links you’ll be able to set aside the needed number of substitutes for your event.
You can also see how many subs are available or if a particular request has been approved by
clicking on the Sub. Request tab. (For contact information on approver, see page 94)

SUB. REQUESTS TAB

[Back to TOC]
This is an informational tab where you can check on how many subs are available for school

business at any given day or the status of a particular request. Here’s how:
1. Click on the Sub. Request tab

A& Home

@ Dashboard
Dashboard
Blog

i85 Meetings

& iPad Training for Dis...

& Trainings
£ car2912016
My subscriptions
?‘\ i prions Attendees are invited to attend this two hour training to
. get a new iPad Air 2 and learn the basic functionality of
g a5
&x Sub. requests —

Reports

Room calendar

AT
wl
r. ]
&


http://www.aesoponline.com/

2. Here you will be able to see any request you have entered and their status. To see if
there’s any subs available for your particular day, click Calendar

‘Welcome, -
Ana

& Home » Substitute requests

Dashboard

Substitute requests

calendar || ¥

Meetings filter
j Trainings “ Date Day of week  Period Substs. Quota Status Event Requestor

m 07/18/2016 = Monday @ wholeday 10 Sub request test Javier Palomar
My subscriptions

£ o7r25/2016 Monday @ wholeday 10 Sub request test Javier Palomar
Sub. requests .

& m 08/15/2016 = Monday @ wholeday | 20 Tier |l PD-Literacy & ... Barbara Anglin

Reports ) 02/15/2016 | Monday @ morning 1 test Rosa Tapia
Room calendar [ osr16/2016 Tuesday ® whole day | 20 approved Tier Il PD-Literacy &... Barbara Anglin

3. This calendar will allow you to see how many substitutes are still available for any given
day.
e Red means the day is close to or has maxes out for subs available.
. means its half way to being maxed out for.
e Green means there are plenty of subs available

Welcome,
Ana =
A Home Substitutes calendar
Dashboard Go forward or
Substitutes calendar back by month
Blog
2% Meetings November 2016
- sun Mon Tue Wed Thu Fri Sat
j Trainings
1 2 3 4 5
P——
Morning
Sub. requests 6 7 8 g 10 11 12
13 14 15 16 17 18
Room calendar : Afternoor
2/ 40025%) 8115 G339
25/ 4070.0%)
20 21 Number of 2z Number of 24 25 26
i
R for the d
or the da
27 2s SO far 20 y

16 £ 40 (40.0%) 31740 (77.5%) (23)@0 )7.5%) 37/ 40 (92.5%) 1715 (6.7%)
16740 00%) =/ 5%

38 / 40 (95.0%) 33 /.40 (82.5%) 14/ 40 (35.0%) 29/ 40 (72.5%) 10715 (66.7%)
39 /.40 (97.5%) 33 /.40 (82.5%) 12740 (30.0%) 26/ 40 (65.0%) 8 /15 (53.3%)
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REQUESTING SUBSTITUTES FOR A DISTRICT EVENT

[Back to TOC]

1. On the main page of your event, whether it’s a Meeting or Training, go to Substitutes —
Request Substitutes.
If your event is a training, please indicate that substitutes will be requested for your event
in the appropriate field. You can do this as you are creating your event or by editing it by
clicking on the pencil on the upper right hand corner as shown below.

Dashboard

Blog

& Meetings

My subscriptions

Sub. requests

Reports

Room calendar

4 Home > Trainings » Test Training

Test Training

State

Attendance

Avg. rating

Your rating
Cost

Max
participants

Waitlist size
Register within
Options

Credit

Paid

Subst. provided

Topics

Guest
speaker’s name

Guest
speaker's email

Description

Intended
audience

Additional info

Materials to
bring

Prerequisite

& attendees list

draft

PREAQRS NGRS REA SRS A SA¢

see all ratings...
i Can't rate this event yet
30

10

5
11/19/2016 12:00:00 AM - 11/23/2016 11:59:00 PM
™ Required

2 units of UC Riverside

Subs will be set aside for this event. Individuals will
need to go to AESOP Online to _ reserve their
specific substituted.

% pd_links_test

Javier Palomar

jpalomar1@psusd.us

Test training for PD Links Manual graphics.

QOnly Elementary Special Education teachers

Flease park inside our PSUSD parking. Do not park in the
street.

Flease bring your district device and a printed copy of the

agenda which you can find under attachments on this page.

You have to of created a training in PD Links before attending

61

this event.

B9 broadcast ?dl
@ submit 7 Copy Training

You can always go back

Attendee Tasks and edit the content by
clicking the pencil
There are no tasks.
© add
Time and Rooms
3 Day 1 &1
) 1172312016 €3 ps-D0-
© 07:30 AM - 03:30 EdServices-Floor2-
’ o (ESTR)
PM
[] SPECIAL SET UP-
SEE ATTACHMENT
Overlapping Events
Title Requestor Time
B palm Springs & ©® 07:30 AM
Regional Madilyn - 09:00 AM
Association of Parker
Realtors
i TesT & 2na ® o07:30 AM

Palomar - 03:00 PM

© add

Services

#~ DISTRICT OFFICE ROOMS
(Weekdays: M-F) S

i 117232016



Reguestor  Ana Palomar

2 Facilitators ~ Javier Palomar and Ana Palomar

Created  11/18/2016 02:01:56 PM

Updated  11/22/2016 01:32:06 PM

Please have a table at the door for handouts.
more details...

© request a service

©@ request substitutes l

Audience restrictions
© schools © grades
Attachments

Title

[ Agenda for Test Training (91.1 KB) S0

© add

2. Chose a Date, Period, and enter a Number Requested then click Save

Dashboard

Blog

Meetings

§ Trainings

My subscriptions

&x Sub. requests

Reports

Room calendar

4% Home > Trainings > Test Training

Test Tralnlng » New substitute request
11/30/2016 07:30 AM - 03:30 PM ‘ v

0 morning

* Date
* Period

* Number requested
Quota

Funding code

Requestor notes

o afternoon

® whole day

u

~

Welcome,
( } Ana =

You must have first
entered date, time and
room / no room required
prior to this step.
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3. You will get a confirmation of your request like the one shown below. You can then
return to the main page of your event by clicking on the tittle of the event.

A& Home Trainings Test Training’ 0 substitutes for 11/30/2016 (whole day)

Dashboard
Test Traini ﬂg » 10 substitutes for 11/30/2016 (whole day)
Blog

Meetings Substitute request was successfully created

 Trainings
You still have to submit
your training or meeting

request on the main page.

Date £ 11/30/2016 @ whole day

My subscriptions

State

Sub. requests
Funding code

Reports

Requested 10
Room calendar

Morning

Afternoon

Al Home > Trainings > Test Training

Dashboard

Test Training 8 ical |[ & brosdcast | #
Blog
State draft

Attendee Tasks

Attendance

oy TOTTTITIYe Ve Ve oYy

see all ratings. © add
Yourrating [ i Can't rate this event yet
Room calendar Time and Rooms
Cost $0
. ™ Day 1 |
participants
Waitlistsize 5 ﬁ 11/23/2016 {3 ps-DO- .
P The request will change
Register within ~ 11/19/2016 12:00:00 AM - 11/23/2016 11:5%:00 PM ou N {ESTR)
Gei] @ e i speciaLser - to approved or rejected
Credit 2 units of UC Riverside SEE ATTACHMENT ., .
palamar |00 once it’s reviewed

Guest  jpalomar1@psusd.us
speaker's email

Substitutes

Description  Testtrsining for PD Links Manual graphics.

Intended  Only Elementary Special Education teachers
audience

Please park inside our PSUSD parking. Do not park in the

Additional info
seer

@&x 10 substitutes S

Materials to  Plesse bring your district device and a printed copy of the

bring  agenda whichyou can find under attachments on this page

You have to of created a training in PD Links before attending

Prerequisite
this event.

9 11/30/2016

Requestor  Ana Palomar

® whole day

2 Facilitators  Javier Palomar and Ana Palomar

Created  11/18/2016 02:01:56 PM

more details...

Updated  11/22/2016 01:32:06 PM

© request substitutes J

The entire request will not be approved or

Attachments

rejected until your sub request has been
approved or denied by the H.R. Specialist

Title

[®Agenda for Test Training (31.1 KB) ’d |

© add

6.



REQUESTING SUBSTITUTES FOR A SCHOOL SITE EVENT
[Back to TOC]
1. On the main page of your event go to Substitutes — Request Substitutes.
We suggest that unless you want your teachers to register for your event use the
meetings tab to create a school site event, it’s more practical.

Welcome, -
Ana

A Home > Meetings > TEST

Dashboard
TEST el
Blog
Meetings
j Trainings Attendee Tasks
Cost %0
My subscriptions Description  Testing PD Links. There are no tasks.
Sub. requests Rooms
Requestor  Ana Palomar
Reports T
1 Facilitator  Ana Palomar
™ Day 1 m
Room calendar Created  11/17/2016 10:57:28 AM
i 11/232016 &% ps-DO-

Updated  11/17/2016 04:19:22 PM EdServices-Floar-
© 07:30 AM - 03:00

submitted  11/17/2016 04:00:48 PM Anz Palomar BM (Board)
Approved 11/17/2016 04:19:22 PM Javier Palomar [ 5. Group Training
Layout

Overlapping Events

Title Requestor Time
B Palm Springs & © 07:30 AM
Regional Madilyn - 09:00 AM
Association of Parker
Realtors

Services

#~ DISTRICT OFFICE ROOMS

(Weekdays: M-F) S
i 112312016
For 40 people.

more details...

© request a service

(+] r'equestsuljsti:utes'

Attachments

© add
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2. Chose a Date, Period, and enter a Number Requested then click Save

'\ Welcome,
Ana

& 2%
all & - & A Home > Meetings > TEST

Dashboard
TE ST » New substitute request

Blog
288 Meetings * Date | 11/30/2016 07:30 AM - 03:30 PM v
- i
& Trainings *period O morning

- © afterncon
M My subscriptions ‘ a )
® whole day You still have to
&% Sub. requests , . ..
* Number requested | 10 submit your training

Reports or meeting request on
Quota the main page.

Room calendar

Funding code

Requestor notes

3. You will get a confirmation of your request like the one shown below. You can then
return to the main page of your event by clicking on the tittle of the event.

¢ ) (=
il = — e # Home > Meetings » TEST ) substitutes for 11/30/2016 (whole day)

Dashboard

TEST » 10 substitutes for 11/30/2016 (whole day)
Blog

Meetings Substitute request was successfully created

J Trainings

Date [ 11/30/2016 @ whole day

@ cancel

My subscriptions

State

Sub. requests . .

o Funding code You still have to submit
Reparts your training or meeting
Requested 10
Room calendar

request on the main page.

Morning

Afterncon

Requestor
notes

Reviewer notes

Created 11/22/2016 03:49:16 PM Ana Palomar

Updated  11/22/2016 03:49:16 PM



4. Your request will be reviewed and then you’ll see a response on the main page of your

event.

4 Home > Meetings > TEST
Dashboard
TEST
Blog
Meetings
& Trainings Attendee Tasks
— Cost %0

My subscriptions Description  Testing PD Links.

Sub. requests

Rooms

Requestor  Ana Palomar

Reports

1 Facilitator ~ Ana Palomar

™ Day 1

Room calendar Created 11/17/2016 10:57:28 AM

117232016

Updated 11/22/2016 03:47:29 PM

Submitted 11/17/2016 04:00:48 PM Anz Palomar PM

Approved 11/17/2016 04:19:22 PM Javier Palomar

Layout

Title

Regional
Association of
Realtors

Services

The request will change
to approved or rejected
once it’s reviewed

) 1172372016

For 40 people.

There are no tasks.

® 07:30 AM - 03:00

i paim Springs | &

€3 ps-DoO-
EdServices-Floor1-
(Board)

[l 5. Group Training

Overlapping Events

Requestor Time

® o7:30 AM
Madilyn - 09:00 AM

Parker

© add

# DISTRICT OFFICE ROOMS
(Weekdays: M-F)

il

maore details...

+] request a service

Substitutes

) 11/30/2016

&x 10 substitutes r

\

more details...

© request sul:nsti:utey

© whole day
The entire request will not be approved or
rejected until your sub request has been
approved or denied by the H.R. Specialist Attachments
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MANAGING REGISTRATIONS FOR YOUR TRAINING

[Back to TOC]
This feature will allow you to add or delete registered participants before or during your

training, according to your trainings criteria.

You can also take attendance electronically during your event. This will allow you to keep a
permanent record on each of your trainings reports to be run that include your training, and
participants to have record of what training they have attended themselves. Here’s how it work:

ADDING OR REGISTERING PARTICIPANTS TO YOUR TRAINING

[Back to TOC]
1. On the main page of your training, click on Attendees List

Ideally, each participant would have to register them self, but if for some reason they did
not, you can register them either before or at the training. You would have to be linked to
the training as a facilitator- see page 30

Welcome,
Ana
4 Home > Trainings » Test Training
Dashboard
| TeSt Traiﬂiﬂg & broadcast | &
Blog

- e " regiSter!

My subscriptions Attendee Tasks
Attendance
2. Sub.reguests There are no tasks
e TOTELT L Ve Ve Te e
eports see all ratings.. .
Report e Time and Rooms
Room calendar Your rating i Can't rate this event yet
Cost %0 ™ Day 1 i
Max 10
- i 12/2402016 €% ps-DO-
participants i
Purchasing-Floor1-
o © 07:30 AM - 03:30
Waitlistsize 5 PM (CR-102)
Register within  11/28/2016 12:00:00 AM - 12/24/2016 11:59:00 PM [ 5. Group Training
Options @ Required Layout
Credit 2 units of UC Riverside
Paid © add
Subs will be set aside for this event. Individuals will )
Subst. provided  need to go to AESOP Online to reserve their specific Services
substituted.
Topics % pd_links_test #~ ONLY FOR TESTING S o

Guest  Javier Palomar

speaker's name i 12/24/2016

Only for testi
Guest  jpalomari@psusd.us 'y Tor testing

. . more details...
speaker's email




PD Links

2. Then click Add User

A Home

Trainings
Dashboard o
Test Training

Blog

Meetings

Trainings

Test Training > Attendees

» Attendees

Welcome,
Ana

¥ add user

& print list

First name Last name Joined i 1272472016
My subscriptions Barbara Anglin B9 117282016 © 10114 AM 0 confirm o
Sub. requests Carla Aranda Macias £ 11282016 O 10113 AM O confirm o
Reports Regina Calderon B 11/28/2016 @ 10:14 AM O confirm m
Room calendar Maricela Hernandez Magdaleno E8 117282016 @ 10:13 AM O confirm i
Javier Palomar E 11/28/2016 0 10:14 AM O confirm Iil
Esveidet Palomar-Zarate £8 1172812016 @ 10:13 AM Q confirm i
Barbara Robles B4 1172812016 O 10:113AM O confirm i
Veronica Rosas B8 1172812016 @ 10:13 AM Q confirm o
Claudia Sanchez E8 1172812016 @ 10114 AM O confirm m
3. Simply type in the name of the person then click Save
Welcome,

A Home

Trainings

Dashboard
Blog
Megtings
Trainings

My subscriptions

Sub. requests

Rep

Room calendar

New attendee

Test Training » Attendees

T_User Ana Palomar <facilitator= ‘

638




PD Links

4. The name of the person will then appear in the list of attendees.

Welcome, -
Ana

. : 4 Home > Trainings » Test Training » Attendees

Dashboard o
Test Training » attendees

Blog

Meetings @5 now registered for Test Training
f Trainings
My subscriptions & print list == print ba

& Sub. requests First name Last name Joined (%) 1272412016
Reports Barbara Anglin m 1172812016 @ 10:14 AM O confirm i
Room calendar Carla Aranda Macias ﬁ 11/28/2016 @ 10:13 AM O confirm i

Regina Calderon BH 1172812016 © 10:14 AM O confirm m
Maricela Hernandez Magdaleno B8 117282016 © 10:13 AM O confirm m
Ana PaIOD m 11/29/2016 © 01:39 PM O confirm m
Javier Palomar ﬁ 11/28/2016 @ 10:14 AM O confirm m
Barbara Robles B8 1172872016 @ 10:13AM QO confirm m
Veronica Rosas £8 1172872016 @ 10:13AM QO confirm o

Claudia Sanchez ﬂ 11/28/2016 @ 10:14 AM O confirm /m

If you wish to delete

someone from your training
simply click this icon
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CONFIRMING ATTENDANCE

[Back to TOC]
1. On the main page of your training, click on Attendees List (this would usually happen

towards the end of your training)

We|curne,'
/ Ana
4 Home > Trainings > Test Training
Dashboard
Test Training & broadeast | &

Blog

285 Meetings

My subscriptions Attendee Tasks
Attendance
Sub. requests There are no tasks.
U o e S NSNS A St
Reports see all ratings... Time and Rooms
e R Your rating i Can't rate this event yet
Cost %0 ) Day 1 i
Max 10
participants i 12/2402016 &3 ps-DO-
Purchasing-Floor1-
© 07:30 AM - 03:30
Waitlistsize 5 . (CR-102)
Rerister within 11282016 12:00:00 AM - 12/2472016 11:59:00 PW el S

2. Then simply click the Confirmed button for each participant that attended. You don’t
have to click anywhere else; this action automatically certifies their attendance. You can
then just click back to the main page of your event.

.
A Home Trainings Test Training
Dashboard
Test Training » attendees
Blog
& Meetings 22 print badges
J IS First name Last name Joined 9 1212472016
My subscriptions Barbara Anglin £ 11282016 @ 10:14 AM - it
Sub. requests Carla Aranda Macias £ 11282016 @ 10:13 AM O confirm o
Reports Regina Calderon 117282016 @ 10:14 AM - it
Room calendar Maricela Hernandez Magdaleno £ 117282016 © 10:13AM o
Ana palomar ) 1172972016 O 01:39 PM - i}
Javier Palomar B8 117282016 O 10:14 AM (1 confirm i
Barhara Robles B4 1172872016 © 10:13AM - o
Veronica Rosas £ 117282016 @ 10:13 AM i
Claudia sanchez B 117282016 @ 10:14 AM - i

0



MANAGING YOUR WAITLIST

[Back to TOC]
As you’re creating your training you can limit the number on your waitlist (see pages 30 & 31)
to manage this list:

1. Simply click on Attendees List

Welcome,
()5

4 Home > Trainings » Test Training

Dashboard

Test Training & br

Blog

Meetings & attendees list Y register! £ Copy Training

My subscriptions Attendee Tasks
Attendance
T T T T T T Ye Y
Avg. rating
Reports see all ratings... .
s - Time and Rooms
¥ ti i Can't rate this eve
Room calendar our rating i Can't rate thi
Cost 30 ) Day 1 o
Max 10
participants 4 12/2412016 €% ps-DO-
© 07:30 AM - 03:30 Purchasing-Floor1-
’ o (CR-102)
PM
Register within 11/28/2016 12:00:00 AM - 12/24/2016 11:59:00 PM 5. Group Training
Options ™ Required Layout
Credit 2 units of UC Riverside
Paid © add
Subs will be set aside for this event. Individuals will
Subst. provided  need to go to AESOP Online to reserve their specific Services
substituted.
Topics % pd.links_test & ONLY FOR TESTING sa
Guest  Javier Palomar
speaker's name i 12/2412016
. Only for testing
Guest  jpalomar1@psusd.us 4 .
details...
speaker's email more getals
Description  Test training for PD Links Manual graphics. © request a service

LN
|



2. 'You can then: move participants down to the waitlist by clicking their arrow. This will
automatically move the first person from the waitlist up to the main list. To delete any
participant just click their trash icon. You can also add participants to waitlist by clicking
on the Add User To Waitlist button.

Welcome,
Ana T

4 Home > Trainings > TestTraining > Attendees

Dashboard o
Test Training

Attendees

£

8% Meetings m & print badges = add user to waitlist

j Trainings

First name Last name Joined 4 12/24/2016

My subscriptions Barbara Anglin £ 1172012016 @ 02:44PM O confirm

Sub. requests Carla Aranda Macias 4 11282016 © 10:12 4 This icon will move | om
. » the participant down o8
Reports Regina Calderon 1 117282016 @ 10:14 AM . O confirm
to the Waitlist,and
Room calendar Maricela Hernandez Magdaleno I‘: 11/28/2016 @ 1013 snmove the first person L confirm om
on the Waitlist to be
Ana palomar 4 117202016 © 01:39PM O confirm Oom
registered training.
Javier Palomar t 11/29/2016 O 0215 PM O confirm Olﬂl
Esveidet palomar-Zarate 1 1172012016 @ 02:15PM O confirm om
Barhara Robles B 1172812016 @ 10:13AM O confirm om
Veronica Rosas 1 1172812016 @ 10:13 AM O confirm om

Claudia sanchez B8 11282016 O 10:14AM

This icon will unregister

Waitlist the participant form the
training
First name Last name Joined
Javier palomar B 1172012016 © 02:44PM
Rosa Avery t 11/29/2016 O 02:44 PM ITII




For any changes you do, your participants will receive generic emails alerting them of their

particular status as shown below:

Fram: no-reply@pdiinks.us

To: Palomar, Javier (jpalomar 1@psusd.us)

o

Subject: You have been pulled from waitlist of Test Training
Test Training
12/24/2016 07:30 AM - 03:30 PM
Congratulations!

You have just been pulled from Test Training waitlist.

Click here for details

Sent: Tue11/29/2016 2:44 PM

&1

From: no-reply @pdiinks,us

To: Palomar, Javier (jpalomar 1@psusd.us)

Co

Subject: You have been pushed to waitlist of Test Training
Test Training

12/24/12016 07:30 AM - 03:30 PM

You have just been pushed to Test Training waitlist.
If you have any questions, please contact Javier Palomar and Ana Palomar

Sent: Tue 11/29/2016 3:17 PM

* Positive ones will congratulate them; “negative”e ones will inform them who to contact.




BROADCAST

[Back to TOC]
This feature will allow you to send a message (email) to your participants before or after your

training takes place. This can be helpful to send out final reminders or to follow up with
previous participants of past trainings. Here’s how you do it:

1. On the main page of your training, click on the Broadcast button

. V4 - o8 B —
il - . 4 Home > Trainings > Test Training

Dashboard

Test Training

Blog

£ Meetings & attendees list Y register! 2] Copy Training

My subscriptions Attendee Tasks
Attendance
8 Sub.requests There are no tasks.
i TTTOTETO LTI Ve TO LY
eports see all ratings... .
Report Time and Rooms
Room calendar Your rating i Can't rate this event yet
Cost S0 m Day 1 i}
Max 10
participants ) 12/2402016 €3 ps-DO-
©® 07:20 AM - 03:20 Purchasing-Floor1-
Waitlist size 5 ' ' (CR-102)

PM

Register within 11/28/2016 12:00:00 AM - 12/24/2016 11:59:00 PM [ 5. Group Training
- £

Options & Reguired Layout
Credit 2 units of UC Riverside
Paid © add

Subs will be set aside for this event. Individuals will
Subst. provided  nead to go to AESOP Online to reserve their specific Services
substituted.

Topics W pd_links_test # ONLY FOR TESTING & 1

Guest  Javier Palomar

speaker's name i 12/2412016

Only for testi
Guest  jpalomar1@psusd.us yTor testing

. ) more details...
speaker’s email

Description Test training for PD Links Manual graphics. © request a service




2. You will then write in your message in Content, and then choose, who you want the
message to go to by clicking appropriate box; Attendees, Waitlist, or both. You can also
click the box for Receive Summary Email to get an over view of who your message went
out to. Once you are ready to send it out, simply click Save. Your message will be
instantly send to your participants.

'/ Welcome,
Ana
4% Home > Trainings > Test Training > Broadcast e-mail
Test Trai ming » New broadcast e-mail
Blog
48 weetings * Subject | upcoming event: Test Training Recipients
Please remember to bring your laptop or w
M My subscriptions . .
iPad to be able to access the online
! IR DT program while we are in the training.
Also, lunch will be from 11:00- 12:00, on
N S your own. See you all on Saturday.
p
5 . . . .
3. You’ll then see a confirmation in PD Links like the one below
Welcome,
Ana
#& Home > Trainings > Test Training
Dashboard
Test Training # ical || & broadcast | &
Blog
285 Meetings )
W Meeting Broadcast e-mail was successfully sent to 11 attendees
S\ My subscriptions & attendees list = sign up to waitlist £%] Copy Training
2. Sub. requests
-
- Attendee Tasks
TR Attendance
e - There are no tasks.
P o e A SN SN elt —
see all ratings.. approve
Your rating i Can't rate this event yet X
Time and Rooms
Cost 30
Max 10 ﬂ Day 1 i
participants
i B £ 12/2412016 €% ps-Do-
Purchasing-Floor1-
© 07:30 AM - 03:30




This is an example of what the emails look like:

Participants’ message-

From: no-reply@pdlinks.us Sent: Tue 11,/29/2016 3:56 PM
To: Palomar, Javier (jpalomar 1@psusd.us)
Cc
Subject: upcoming event: Test Training
Ea
FY

Test Training
12/24/2016 07:30 AM - 03:30 PM

Thank you for participating in this test.
Please remember to bring your laptop or iPad to be able to access the online program while we are in the
training. Also, lunch will be from 11:00- 12:00, on your own. See you all on Saturday.

Click here for details

FD Links
Summary Email-
From: no-reply @pdiinks.us Sent: Tue 11/29/2016 3:55 PM
To: Palomar, Javier (jpalomar 1@psusd.us)
Co
Subject: Broadcast email summary on ‘'upcoming event: Test Training’

F |

Test Training
12/24/2018 07:30 AM - 03:30 PM

Receipients:

Carla Aranda Macias <carandamacias@psusd.us=», Veronica Rosas <vrosas@psusd.us=, Maricela
Hernandez Magdaleno <mhernandezmagdaleno@psusd.us», Barbara Robles <broblest@psusd.uss»,
Claudia Sanchez <csanchez@psusd us=>, Regina Calderon <rcalderoni@psusd us=, Esveidet Palomar-
Zarate =epalomarzarate@psusd us=, Barbara Anglin <banglin@psusd us=, Rosa Avery
<ravery@psusd.us», Javier Palomar <javianahongkong2012@amail.com=, and Javier Palomar
<jpalomari @psusd.us>

Content:
Please remember to bring your laptop or iPad to be able to access the online program while we are in the
training. Also, lunch will be from 11:00- 12:00, on your own. See you all on Saturday.

Click here for details

PD Links



REPORTS TAB

[Back to TOC]
Another feature you might find helpful is our Reports tab. This tab will; help you keep track of

your past trainings, allow reports that are run to include your training and allow participants to
have of training they attended. Here’s how it works:

1. Click on the Reports tab, then Attendance

4 Home > Reports

Dashboard
Reports

Blog

& Meetings *

attendance

 Trainings
My subscriptions

Sub. requests

l# Reports

Room calendar

2. To Filter out the results, use the Query or the Date From / Date To options then click the
Search button. In Query, you can type in name of participant, title of training, or school
site to narrow your results. Once you get your results, you can download them in CVS

format which you can then modify as an Excel document.

P
= = o 4 Home » Reports > Attendance

Dashboard

Attendance report
Blog

& Meetings ‘r—’iItErK

j Trainings Quel

" You can download your
My subscriptions -~
Date from .
result into an Excel
@x Sub. requests
Date to _ document so you can
L7 Reports modify your report
Room calendar
Q, Search
Event Attendee School + Date Duration
DIGICOM Curriculum Integration to Meet the Common Core | Christina Alaniz 1. Landau ES £ 08:00:00
Technology-Education % Digital_Storytelling 01/06/2017
DIGICOM Curriculum Integration to Meet the Commeon Core | Christina Alaniz 1. Landau ES | 08:00:00

-~ -~

dd



FLiPD LEARNING

[Back to TOC]
We are happy to introduce a brand new tool in PD Links that will enhance your Professional

Development experience. It’s PSUSD’s very own FLIPD Learning!

FLiPD stands for FLipped individualized Professional Development. The idea behind it is to

have another professional development format for STAFFE & FACILITATOR to take
advantage of the great PD opportunities offered to them through PD Links.

Here’s how it works, a training can be offered in two parts: 1) Instruction 2) Collaboration. For
Instruction, FLIPD Learning will allow a Facilitator to add an Attendee Task to any particular
training. The Staff member that registers for that training will then have access to that task
which he or she will have to complete before attending the collaboration part of the training.
They will be able to upload evidence of completion of the task in the training’s main page. This
will then be reviewed by the Facilitator who will Approve or Deny the evidence provided,
giving feedback to the participant. This will minimize the time that the participant will have to
give up of their time since the first part (Instruction) can be done on their own time, at home
after work hours.

We will now review how STAFFE & FACILITATOR to take advantage of this feature:

FLipped individualized Professional Development

 —

r aurisY o

PSUSD
78



FLiPD LEARNING FOR STAFF

[Back to TOC]
You can also click on the following link to see a how-to video:

Flipped Learning - Staff Member Completes an Activity

1. On the main page of the training you’ve registered for (you can get there by clicking
attending ribbon in the training box, in Dashboard Tab), under Attendee Task click
on Perform

Welcome,
-] Ana

il & 3-"'

@ Dashboard
‘ Dashboard

Blog

2% Meetings

& iPad Training for Dis... & Test Training
y Trainings \
9 oss29/2016 1 12312016 1 attending

My subscriptions o . o _ . . .
- Attendees are invited to attend this two hour training est training for PD Links Manual graphics.

to get a new iPad Air 2 and learn the basic

Sub. requests

functionality of the device.

Reports

Room calendar

Welcome,
Ana
y 203 -
= = 4 Home > Trainings > Test Training
Dashboard
Test Training & broadeast | &

Blog

§ Meetings & attendees list 2 print badge t unregister €4 Copy Training

My subscriptions Attendee Tasks

Attendance
Sub. requests 5 .
e Avg. rating ﬁ(ﬁﬁ(ﬂfﬁ(ﬂfﬁ(ﬂfﬁﬁ Title Actions —

Reports see all ratings... = Take a Screen Shot # @ Perform
Your rating i Can't rate this event yet
Room calendar ™ approve
Cost 30
e '° Time and Rooms
participants
Waitlist size 5
9 Day 1 =)
Register within
£ 123172016 €% ps-DO-

Options ™ Required

© 07:30 AM - 03:30 Purchasing-Floor1-
PV : = (FE.1071



https://www.pdlinks.us/blog/flipped-learning-now-available

2. You will then see instructions on what is required to do this task. You will then need
to include evidence under Task Evidence. Write in a description of your evidence.
Then upload your file in Attachment (you will have to of saved it in your computer or
a USB for you to choose it from and upload it). Then just click the Save button.

Welcome,
Ana
4 Home > Trainings > Test Training » Take a Screen Shot
Dashboard
Take a Screen Shot » perform Task
Blog
Meetings .
What is a screenshot?
Mwj Trainings But first, what exactly is a screenshot? A screenshot or screen capture is a picture taken by 2 computer, mobile or tablet user, using the device in guestion,
to record the visible items displayed on the screen. The image is stored as a graphic file. Screenshots can be taken using various programs or by using
My subscriptions particular keyboard/button short cuts.
S (ETIEEE How to take a screenshot on a computer
Reports .
Windows
Room calendar * Hitthe PrtScn button to take a screenshot of the entire screen: When using Windows, pressing the Print Screen button (located in the top right of the

keyboard) will take a screenshot of your entire screen. Hitting this button essentially copies an image of the screen to the clipboard. You'll then need to
paste the image into Word, Paint or some other image editing program to view, edit or save the image. If you'd like to capture only the active window
press the Alt and PrtScn buttons together.

F Open -Q
pr— gy — - [ S——

uv|- Desktop » - |<"| | Search Desktop 2 [
Organize ¥ MNew folder - I @
Snipping Tool. Snipping Teol is a progra ¢ Favorites Il [#h VLC media player | Set up forms
* Windows Vista and a number of other Wi 1§ Downloads [aL Zangle_DO /2015 - 2016 District Calendar
like to screenshot. You can then edit the %l Recent Places | ACSA 1/2016-2017 District Calendar- BOE Approved_0
in taking screenshots. P Desktop | Adobe Acrobat XI Academy Brochure 5p 17-18 (002)
* Some laptops in particular mightn't have | ASES [ Admin PD
combinations that can be used for taking| 5 Libraries =| | Contracts TLiAgenda Format
@ Documenits ., DIGICOM Jan-16 @Certlflcated Staff
Jj Music ., Extension of Suspension (] CLASSIFIED STAFF
Task Evidence &) Pictures | General Info (2] Copeatl CAD FXPENDITURE WORKSHEET - MAST
B videos P |\ Desktop-Screenshot
f ' . PD Calend == I S
Details | I've uploaded a screen shot g | B T Salendar
1 Computer . Professional Development @-Documeﬂt Manager
a & Local Disk (C:) * Purchasing @FLiPD Learning
8 All Educational Services (K:) . Reviews a2 Internet Explorer
All District Office (L:
AL < g
File nam§ Desktop-Screenshot - [AII Files v]
[ Open Cancel ]

Attachment E Desktop-Screenshotjpg




3. You’ll then get a confirmation like the one shown below and wait for it to be reviewed
by the Facilitator of the training. (You can always go back and Edit or Delete your
evidence if you need to modify your entry.)

4 -

Dashboard

Blog

& Meetings

Trainings

My subscriptions

& Sub. requests

Reports

Room calendar

o8

Weicome,
Ana

A Home > Trainings > TestTraining > Take a Screenshot

Take a Screenshot » Task Activity @ lDeIete,

What is a screenshot?

But first, what exactly is a screenshot? A screenshot or screen capture is a picture taken by 3 computer, mobile or tablet user, using the device in question,

to record the visible items displayed on the screen. The image is stored as a graphic file. Screenshots can be taken using various programs or by using
particular keyboard/button short cuts.

How to take a screenshot on a computer

Windows

* Hit the PrtScn button to take a screenshot of the entire screen: When using Windows, pressing the Print Screen button (located in the top right of the
keyboard) will take a screenshot of your entire screen. Hitting this button essentially copies an image of the screen to the clipboard. You'll then need to

paste the image into Word, Paint or some other image editing program to view, edit or save the image. If you'd like to capture only the active window
press the Alt and PrtScn buttons together.

How to Take a Screen-Shot on your Computer

* If your submission is denied, you can always resubmit. See page 88 to learn how.
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FLiPD LEARNING FOR FACILITATOR - ADDING A TASK

[Back to TOC]
You can also click on the following link to see a how-to video:

Flipped Learning - Facilitator Creates an Activity

1. On the main page of the training you’ve created, BEFOR YOU SUBMIT your event,
under Attendee Task click on Add

Welcome,
Ana
-] o
‘) = % 4 Home > Trainings > Test Training
Dashboard
Test Training & ical || & broadcast | #*
est lraining f iCal || &4 broadcast
Blog
§ Meetings & attendees list 6" ] Copy Training
State draft
My subscriptions Attendee Tasks
Attendance

Sub. requests P ﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ

see all ratings...

There are no tasks. ,
™ approve © add

Reports
Your rating i Can't rate this event yet .
Room calendar Time and Rooms
Cost %0
Max 15 ™ Day 1 S0
participants
Waitlistsize 5 B 1231208 £ ps-DO-
O 07:00 AM - 03:00 Purchasing-Floor1-
Register within R AR (CR-102)
PM
Options ™ Required

Credit

Paid

2 units of UC Riverside

$200.00 Stipend

[Z 5. Group Training
Layout

Subst. provided © add

Topics

N

Before setting a stipend for your
FLiPD Learning training, please
consult with our PD Department.
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2.

Dashboard

Blog

& Meetings

i Trainings

My subscriptions
Sub. requests
Reports

Room calendar

You will then be able to insert any information and instructions on the Attendee Task
you wish your attendees to complete for your event. Name (title) and Description are
required fields. Make sure that the box for Evidence Required is checked. After you
are satisfied with your entry, simply click Save.

4 Home > Trainings > Test Training

Test Training » new task

- *Name | Take a Screenshot
-* Description g I U A~ Tiv & €~ =~

at is a screenshot?

But first, what exactly is a screenshot? A screenshot or . .

screen capture is a picture taken by a computer, mobile |n5ert|ng tables
inserting videos or tablet user, using the device in question, to record

the visible items displayed on the screen. The image is

stored as a graphic file. Screenshots can be taken using

This icon is for
inserting images

This icon is
This icon is for

How to take a screenshot on a
computer

Windows

* Hit the PrtScn button to take a screenshot of the

entire screen: When using Windows, pressing the

Print Screen button (located in the top right of the

keyboard) will take a screenshot of your entire

screen. Hitting this button essentially copies an

image of the screen to the dipbeoard. You'll then

need tn naste the imare intn Waord. Paint or snme
You can provide description for the task

- ¥ Evidence required
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3. You will then get a confirmation like the one shown below. To check what it will look
like for your participants, click on Perform under Attendees Task

Welcome,
Ana
4 A . .

4% Home » Trainings » Test Training

Dashboard
& broadcast | &

Test Training

Blog

etings
Meetings Task was successfully created

My subscriptions & attendees list @ submit 2] Copy Training

Sub. requests

State draft
e Attendee Tasks
Reports Attendance
Room calendar Avg, rating ﬁ {:r Sﬁ? {:r ﬁ( ﬂr ﬁ? {:r ﬁ {-\I Title Actions ,
see all ratings... = Take a Screenshot # @ Perform
Your rating i Can't rate this ev
™ approve add
Cost  $0 i @
M 15 .
e Time and Rooms
participants

Waitlist size 5

4 Day 1 Fa

{ Welcome,
“l
= @& Home » Trainings » Test Training . ake a Screenshot
Dashboard

ake a Screenshot » perform Task

Blog

Meetings

What is a screenshot?

| Trainings But first, what exactly is a screenshot? A screenshot or screen capture is a picture taken by a computer, mobile or tablet user, using the device in question,
to record the visible items displayed on the screen. The image is stored as a graphic file. Screenshots can be taken using various programs or by using
My subscriptions particular keyboard/button short cuts,
S [T How to take a screenshot on a computer
Reporis .
Windows
Room calendar * Hit the PrtScn button to take a screenshot of the entire screen: When using Windows, pressing the Print Screen button (located in the top right of the

keyboard) will take a screenshot of your entire screen. Hitting this button essentially copies an image of the screen to the clipboard. You'll then need to
paste the image into Word, Paint or some other image editing program to view, edit or save the image. If you'd like to capture only the active window
press the Alt and PriScn buttons together.

How to Take a Screen-Shot on your Computer

g &

SEEFascean > o=
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* Use the Snipping Tool program to take and edit screenshots: If you're having difficulty locating or using the Print Screen key you might prefer to use

3 Smpging ool

Snipping Tool. Snipping Tool is a program that is included for free with Windows 7,

* Windows Vista and a number of other Windows products. It allows you to take screenshots easily by clicking New and then selecting the area that you'd
like to screenshot. You can then edit the screenshot, using highlighter and pen teols. Snipping Tool is just one of numerous tools available to assist you
in taking screenshots.

s Some laptops in particular mightn't have a PrtScn key. The user manual that came with your machine should have instructions on different kay
combinations that can be used for taking screenshots

Task Evidence

Details

Attachment Mo File ... Choose

4. When you return to the main page, and only if your done with modifying your event,
click the Submit button to set your task

Welcome,
Ana

@ Home > Trainings > Test Training

Dashboard
TeSt Traiﬂiﬂg 4 broadcast | & WM
Blog
Meetings & attendees list e f41 Copy Training
State draft
My subscriptions Attendee Tasks
Attendance
Y L P L P P fr P fr i
Avg. rating
Reports see all ratings... £ Take a Screenshot # @ Perform
end Your rating i Can't rate this
Room calendar S
-~ ove al
Cost 0 appr © add
M 15 .
e Time and Rooms
participants
Waitlistsize 5 m = : e
ay o
Register within
Options & Required £ 12312016 O PS-DO-
S Purchasing-Floor1-
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FLiPD LEARNING FOR FACILITATORS - APPROVING/DENYING A TASK

[Back to TOC]

You can also click on the following link to see a how-to video:

Flipped Learning - Facilitator Approves or Denies an Activity

Every time someone completes an Attendee Task, you’ll get an email alert. Simply follow the
link given to you in that email, review the task and approve or deny it. It’s a good idea to
always include a comment so your participants know that you have reviewed their task.

From:
To:
o

Subject:

no-reply@pdiinks.us
Palomar, Javier (jpalomar 1@psusd.us)

MNew activity ready to be reviewed!

Test Training

Ana Palomar has submitted on the activity on Take a Screenshot.

Review now

Sent: Thu12/1/2016 411 PM

b |

-APPROVING A TASK-

Welcome,

PD Links

Blog

285 Meetings

) Trainings

My subscriptions

s Sub. requests

Reports

Room calendar

[dRKE d SUTECTISTTOU » Task Activity @ Delete

What is a screenshot?

But first, what exactly is a screemstTot? A screenshot or screen capture is a picture taken by a compute
to record the yisdeteTfems displayed on the screen. The image is stored as a graphic file. Screensie
particul

obile or tablet user, 4sing the defice in question,
S can be taken using vaplous programg or by using

Approve Task Completion
How

Win
o Hit
keyl

pag

pre|

Message:

located Jn the top right of the
e clipbgard. You'll then need to
pnly the active window

Good job! See you on our Collaboration day

A
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https://www.pdlinks.us/blog/flipped-learning-now-available

PD Links

* Use the Snipping Tool program to take and edit screenshots: If you're having difficulty locating or using the Print Screen key you might prefer to use

Snipping Tool. Snipping Tool is a program that is included for free with Windows 7,

)l Srepping Tool |

:%m | | K] Cancal i

% Dptiam
wcundthaans g |

[
ye2 w1 e,

* Windows Vista and a number of other Windows products. It allows you to take screenshots easily by clicking Mew and then selecting the area that you'd
like to screenshot. You can then edit the screenshot, using highlighter and pen tools. Snipping Tool is just one of numerous tools available to assist you
in taking screenshots.

* Some laptops in particular mightn't have a PriScn key. The user manual that came with your machine should have instructions on different key
combinations that can be used for taking screenshots.

Task Evidence

Details  I've uploaded a screenshot of my desktop.

Evidence [2 Desktop-Screenshot.jpg L Here you'II be able to

0 Comments

see their evidence

You’ll then get a confirmation as the one shown below. Your participants will also get an email

notification.

Dashboard
Blog
Meetings

/ Trainings

My subscriptions

Sub. requests

Reports

Room calendar

M Home > Trainings

Test Training » Take a Screenshot

Take a Screenshot »ask Activity

Task activity was successfully approved.

What is a screenshot?

But first, what exactly is a screenshot? A screenshot or screen capture is a picture taken by a computer, mobile or tablet user, using the device in question,
to record the visible items displayed on the screen. The image is stored as a graphic file. Screenshots can be taken using various programs or by using

Welcome,
Ana

v Z

particular keyboard/butt
How to take a

Windows

* Hit the PrtScn buttor]
keyboard) will take a
paste the image into

From: no-reply @pdiinks, us

To: Palomar, Javier (jpalomar 1@psusd,us)
Cc

Subjedt: New comment on Take a Screenshot

Test Training
Ana Palomar commented on the task Take a Screenshot

Good job! See you on our Collaboration day.

Click here for details

PD Links

Sent: Thu12/1/2016 4:33 PM

r T




PD Links

-DENYING A TASK-

A Home > Trainings > Test Training > Take a Screenshot

Dashboard
Take a Screenshot » ask Activity

Blog

Meetings
What is a screenshot?
But first, what exactly is a screenshot? A screenshot or screen ¢ is a picture taken by a computer, mobile or tablet user,

to record the visible items displayed on the screen. fiage is stored as a graphic file. Screenshots can be taken using vapr
particular keyboard/button short cuts.

Trainings

ing the device in fuestiof,
us programs or by/using

My subscriptions

Sub. requests

How to take 3

Reports Deny Task Completion

Windows

e Hit the PrtScn butt p right gf the
keyboard) will take] * Message:
paste the image in L X X .
press the Altand p| | ThIS Is not a Screenshot of your desktop. Please review the information on the

"Take a Screenshot” and resubmit againl

Room calendar

'l then heed to

* Use the Snipping Tool program to take and edit screenshots: If you're having difficulty locating or using the Print Screen key you might prefer to use
5l Smpping lool s -

[S[) e imem

Snipping Tool. Snipping Tool is a program that is included for free with Windows 7,
* Windows Vista and a number of other Windows products. It allows you to take screenshots easily by clicking New and then selecting the area that you'd
like to screenshot. You can then edit the screenshot, using highlighter and pen tools. Snipping Tool is just one of numerous tools available to assist you
in taking screenshots.
* Some laptops in particular mightn't have a PrtScn key. The user manual that came with your machine should have instructions on different key
combinations that can be used for taking screenshots.

Task Evidence

Details  Here you go.

Evidend BB Capture PG '} Here you’ll be able to

see their evidence

0 Comments
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PD Links

* Your participants will be able to resubmit by clicking the @ symbol in the main page of the
training and by following the prompts.

Welcome,
Ana -
@ Home > Trainings > Test Training
Dashboard
Test Training # ical | | & broadcast | &

Blog

Meetings & attendees list % Copy Training

My subscriptions Attendee Tasks

Attendance
Sub. requests 5 .
: e Avg. rating ﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ Title Actions ,

Reports see all ratings... &= Take a Screen Shot & e
Your rating i Can't rate this event yet
Room calendar ™ approve
Cost 30
el ° Time and Rooms
participants
Waitlist size 5
9 Day 1 =)
Register within
£ 123172016 €% ps-DO-

Options & Required

© 07:30 AM - 03:30 Purchasing-Floor1-
s e e i : = (FE.1071

Welcome,
( Ana -

A Home Trainings » Test Training > Take a Screenshot

Dashboard

Take a Screenshot » Task Activity Vs # Resubmit

Blog

Meetings
What is a screenshot?

But first, what exactly is a screenshot? A screenshot or screen capture is a picture taken by a computer, mobile or tablet user, using the device in guestion,
to record the visible items displayed on the screen. The image is stored as a graphic file. Screenshots can be taken using various programs or by using
particular keyboard/button short cuts.

Trainings

My subscriptions

Sub. requests
Shli s How to take a screenshot on a computer
Reports

Windows

* Hit the PrtScn button to take a screenshot of the entire screen: When using Windows, pressing the Print Screen button (located in the top right of the
keyboard) will take a screenshot of your entire screen. Hitting this button essentially copies an image of the screen to the clipboard. You'll then need to
paste the image into Word, Paint or some other image editing program to view, edit or save the image. If you'd like to capture only the active window
press the Alt and PrtScn buttons together.

Room calendar

How to Take a Screen-Shot on your Computer
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REQUESTING CATERING

[Back to TOC]

-COMING SOON- o) o) o

90



PAYROLL ATTENDANCE REPORT - TIMECARDS
[Back to TOC]

-COMING SOON-
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AUDIENCE RESTRICTIONS

[Back to TOC]

-UNDER REPAIR-
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THANK YOU FOR USING PD LINKS

[Back to TOC]
PD Links

Palm Springs Unified Professional Development management procedure before PD Links, was
really a multi-step process. The Department / Facilitator putting the event together would have
to reserve a location in a paper calendar. Once that was secured, it would then have to go to an
online PD management program for teachers to register for that training. An electronic (district
email) invitation would then go out to the staff for them to look up any given event. All other
services would have to be negotiated individually.

That has all gone away with PD Links. This is a one stop shop for all of our Professional
Development management needs! We are so proud of our district for supporting our vision of
an online managing program that would meet all our needs. What is even more exciting about
this tool is that it’s a growing system. So as our needs change or grow, we’ll be able to add or
modify this amazing program.

Our previous way of arranging and managing PD served its purpose. It was time for an upgrade
and that’s what PD Links did for us. PD Links is an end-to-end, cloud-based PD management
solution. PD Links; manages training and training approval, manages district resources and
services, automatically promotes professional development to teachers and staff, and integrates
with the district ETIS infrastructure. In PD Links training requests are created and submitted to
the PD department for approval. Once approved, rooms are automatically booked and services
automatically requested. Teachers are notified based on training interests of upcoming
professional development. Attendance for each session is tracked and reported directly in PD
Links. Teachers review training and the feedback is shared with facilitators and the
Professional Development department for the purpose of improving future training.

We are proud to say that PSUSD is on the forefront of using technology to enrich our student’s
education and enhance our staff’s professional development. PD Links was developed with this
goal in mind. So, welcome to the future of Professional Development...

PSUSD
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CONTACT INFORMATION

[Back to TOC]

Have question? Contact one of our PD Links Administrators:

Training or Meeting Issues

(Changing locations after submitting, editing
content, approval of events or services)

Barbara Anglin Javier Palomar
Coordinator Office Specialist, District
Educational Services Educational Services
Professional Development & ASES Program  Professional Development
(760) 416-6527 (760) 416-6527
banglin@psusd.us [palomarl@psusd.us

Sub Reservation Issues
(Any question concerning sub request)

Jessica Martinez
HR Specialist

Human Resources
Certificated Subs

(760) 416-6092
[martinez@psusd.us
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