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Logging Into PDP Timekeeper

1. You can access the website by either clicking on the link on your district website or typing
http://www.wnyric.org in the address box of your browser and clicking GO.

2. On the bottom left hand side of the screen click the drop down for Web Based Applications and
select PDP Timekeeper.

ww.wnyric.org, - Microsoft Internet Explorer == x|
Fle Edit View Favorites Tooks Help ‘ o
E I . o
@Back Q- @ @ :b|p5&arch 5 Favaries @AM Media .@‘ B' e -
Address IEhttp:Nwww.wnwic‘urg j Go |Unls »
n riE' M About Ml Services M wNY Districts B Events B Publications M Surveys IMSearch
Ily

M About WNYRIC
W Services

B WNY Districts
M Events

M Publications
W Surveys

M Search

"Providing cost-effective technolo,
Alerts to support and enhance Iearninéy
Regional BOCES
Catrarayqus-Allegany-Evie-Wyomin TN
Eriel BOCES ’)lm

Erie2-Chautauqua-Cattaraugus
Orlesns-Misasrs

Sreuben-Alleqzny Western New York
Web-based Applications Regional Information
W ) s
Click on an application below. j Center 716.821.7171 s
Click on an application belaw. -

BEEP

Budget Developrment
Budget Mailer
Classroom Attendance
Data Warehouse
Hast an Demand

MNates E-mail
STEP -
Wstart| @ S S OBHEO© | 4% Wovell Groupwise - Maibox | o CallLogaing - (Al Gpen .. [ £ https/ /www.wnyric.or.. ®2@0 2EN zmem

3. When the log in screen appears click on the Sign In button in the upper right corner of the screen.

SE
Fle Edit Wiew Favortes Tools Help | 4
Qe - © - %] 2 ‘ [ gearch < Favorites @ Meda {67) ‘ PEoae - R
Reldress [2] httpfsms. shoces. orgfDOCjc Faypd o B |uks >
wnyric Welcome to PDP Timekeeper r
08/02/2004 14:50:15 the Professional Development Tracking System M

Welcome!
This web site may be used by administrators and teachers in school districts
View My Summary which have registered through the Western New York Regicnal Information
Center.
Yiew Activity Catalog
Request an Activit Administrators will use this system to define activities according to their own
district's Professional Development Plan (PDP), and to track the activities
Yiew aActivity Types their employees have undertaken. You may award hours to each completed
ol BT el activity for both contractual and NYS Certification credit. Administrators may

also maintain a catalog of workshops and activities provided by the district for
the benefit of the teachers.

Search Employees

Teachers will use this system to maintain their activities, to request credit,
View Employes Summary and to view their own progress. Summary and detail views are avallable to

see total hours awarded, credits 2arned and to see each activity in detail.
Enter Employee Activities

Anprove/Verify Activities If you are new to this system you may be interested in following the links on
the left for more information. The top links will let a teacher know what to
Activity Catalog expeact from the system. The middle links document what an administrator
o can do.
Activity Types
District Goals Use the bottom links or the back button to exit the system.

If you are a registerad user, sign in using the button at the top of the page.

distat| [ B e 20 BHO | % novell Groupwise - | «§ Call Logging - [A1 0., | &) welcome to POP ... B8] PDP Controller Train... | | 32 SN 25t
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http://www.wnyric.org

4. On the login screen fill in User ID and password, then click on the Submit Button.

Note: If this is the first time you are logging in the password will be your first and last initial plus the
last 6 numbers of your SSN.

2 sign In To PDP Timekeaper - Microsoft Internet Explorer == x|
Fle Edt View | Fawortes Tooks Help ‘ o
eﬁa[k - e - B @ (h |p5&ar[h *Favnntes A redis @‘ @- & - D
Address |@ https: /fsms. ehoces, org/POJPDEMPLSUMM? TITLE=Sign+In+To+POP+ Timekesper RSy =PDELOGIN=Sign+In j Go |Lmls »
wmyrc Sign In To PDP Timekeeper
Sign |
08/02/2004 15:20:41 ﬂl
Sign In To PDP Timekeeper
el bk Please enter your user id and password:
user ID

password
WNYRIC
Erie 1 BOGES

Change Password

Return to Welcome Page

I]
distart| [ & O EEBO | 4% Movell Groupwise - .. | #f callLogging - [0 |[ &7 sign tn To POP Ti. ] FOP Controler Train...| [ ® 2@ SEN =zt

Once Login is completed the approve/verify screen will come up for controllers and administrators.
The Summary screen will come up for employees/teachers.
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Searching Activities

The Search Activities option is where the user can create a variety of reports for tracking activities
requested by employees. By using the selection criteria in the search activities button the user can
create the following reports.

Class Roster — Select by activity

Activity Listing by Current Status — Select by status

Employee Activity by Date Listing — Select by date

Employee Activity by Activity Type Listing — Select by Activity Type.
Employee Activities by District Goals Listing — Select by District goals
Employee Activities by Building Listing — Select by Building

Employee Activities by Funding Source Listing — Select by Funding Source

Note: To create variations of the reports listed above select multiple criteria, for example using both
the date and building a report of employee activities by date within a building can be created.

1. From any screen in PDP click on the Search Activities Button.

4} Approve,/Verify - Microsoft Internet Explorer

=18l

7
‘l!’

Fle Edit View Favorites Tools  Help

OBaEk - ﬂ E'I ;\J|/.V‘1553r[h “ Favorites g Media {}'x‘ - i -

Address [{€] hitps:/fsms.eboces.org/PD/POEMPLSUMMPTITLE=Sign-+In+To+PDP-+ Timekeeper&PS5Y=PDELOGIN=Sign+In

B = |unks =
PDP Timekeeper;

Sign Out

wnyric’ Approve/Verify

08/03/2004 09:09:48 Web Only Prod District LEID

llowing is a list of activities awaiting approval or verification:

& alNgtivities ' Pre approvals needed ' papprovals needed ' verifications needed

The list is sdxied by: & Catalog Nurber € Employee Name

REFIND with alternate criteria

¥ Name Title Sub Activity Date Requested

distat] [ G & DEH®

P A

T N [ IEACHER X, GUEST School Admin 06/03/2004 06/03/2004
T M [T IEACHER %, GUEST * Teaching Reluctant Studen 15010504 01/05/2004 02/25/2004
¥ ¥ [ Thomas Anderson Working in Our District 15040104 04/01/2004 02/05/2004
v ¥ [ Dawid 5. Conle: Methods for Teaching Chal 1512120: 12/12/2003 1z/02/2003 [~
T N [T IEACHER %X, GUEST Methods for Teaching Chal 15121203 12/12/2003 12/03/2002
T v [ DawidS. Conle Mentor Orientation MHO01 01/05/2004 05/10/2004
T ¥ [0 TEACHER X, GUEST Mentar Orientation MMO01 01/05/2004 05/10/2004
T ¥ [T TEACHER X. GUEST Mentor Orientation MHOO1 01/05/2004 07/21/2004
T W 7 IEACHER X. GUEST library MHO02 01/05/2004 06/23/2004
I W [T TEACHER X GUEST *  Mentor Ohservation MNO02 01/05/2004 05/26/2004
v ¥ [0 TEACHER X. GUEST wisit w/ Dr Phil OTHOSO0304 05/03/2004 05/03/2004
I v [ David S. Conle Wisit w/ Dr Phil OTHOS0304 05/03/2004 04/30/2004
T M [T IEACHER X GUEST Wisit w/ Dr Bhil OTHO50304 05/03/2004 05/20/2004
T © [T TEACHER X, GUEST * wisit w/ Dr Phil OTHOS0304 05/03/2004 08/25/2004
T M [T IEACHER ¥, GUEST Wisit w/ Dr Phil 0THO50304 05/03/2004 0v/26/2004
T M [T IEACHER X GUEST Yisit w/ Dr Phil OTHO50304 05/03/2004 07/27/2004
C v [ I1oann ¥ Smyth Follow Up with Phil P404 07/12/2004 07/16/2004
T ¥ [ Arthur P. Wilson Follow Up With Phil P404 07/12/2004 07/16/2004

=

2. Use drop down menus to fill in the selection criteria at the top of the screen to create the desired

report.
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Search Acl rasoft Internet Explorer =&l x|

File Edt View Favorites Tooks Help ‘@

Ot~ © - A B (] Do Yo @ree @[3 5 W - |

Address [&] hitps:jfsms. sboces arg/PDJFDEMPLACTS?G=

o ‘L\n\ﬁ =

Search Activities PDP Timekeeper
sign Dut
11/01/2004 23:02:32 Edutech Demonstration District Help M

Select District Build a class roster based on the following selections

Search Acti Activity | Select Activity
Select Activity -

SHAIS | LR ARARRRGGGH

Activity Date [A1234 math works

A1235 english works for LED

Yiew Summaries Activity Type |B1234 child abuse course

D n
G001 Ancient English Literature
HELPME help please I
HSPDP PDP Training
Funding Source (15010504 Teaching Reluctant Students
115040104 Yarking in Qur District =

Search Employees

District Goal

Employee's Building

Approve/VYerify

Activity Catalog
No activities found

Activity Types

District Goals

Funding Source

Manage Time

Permissions

-
| @ ovel rou... | @) Mieraseit Ac... | ) Training Doc... | B po controll..|[&] search act.. [ B 20 @2 O NM 11:52am

dsor] | B4 80 HO

crosoft Internet Explorer & x|
File Edt View Favorites Tools Help ‘ o~
eﬂack - @ - B @ @|/O5earch *Favnmtas A vedds @| @- & ..
Address I@ https: }jsms.eboces.org/PDJPDEMPLAC TS?CAT. MO IS=ELEMH-POPESTATUS. IS=2DA TE=EACT, TYPE. IS=&CDEP. CODE . IS=8L OC=85RCE IS=8CREATELIST=Submit j Go ‘ Links
wnymnec Search Activities PDP Timekeeper —|

Sign Out
11/01/2004 23:04:18 Edutech Demonstration District Help _SignOut |
select Dist Build a class roster based on the following selections
search Act] es Act\wtylSa\amAmwy j
Status 2
Search Employees
Activity Date

¥Yiew summaries Activity Type -

District Gaall J

Enter Acl .
Employee's Building -
Group Activity Funding Source -

Approve/Verify
Activity Gatalog
3 activities are listed Activity
ELEM PDP

Activity Types

District Goals Printable Yiew

Funding Source

Manage Time Cuursep;.llctlvlty Activity Type Employee Name Sub Status nf)t:;':y Requested Goal
ELEM FDP Elementary PDP Training 15 Barhara T. Johnson Approved  10/192004 1018/2004
Betty Rose Approved  10/192004 1001 8/2004

e s Ld|
209G LGN 11:5:am

| % novell rou... | & Microsoft ac | |25 Training Doc | B PoP Contrall... || £ Gearch Act...

3. To print a report version of the screen click on the Printable View button.
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Search Employees
The Search Employees option allows administrators and controllers to view employee summaries
and update data for individual employees. Reports can be created by using the search criteria. For
example: a list of employees assigned to a specific building can be created by selecting the building
a clicking the printable view button.

1. From any screen in PDP click on the Search Employees button.

2 Approt icrosoft Internet Explorer == x|
Fle Edt View Fawortes Tooks Help | &

eﬁatk = O = B @ \/h|,OsEarzh *Favnntes eMedla @‘ @- & - |_J

Address [{€] httpst/Jsms.eboces.org/PDJPOSELECT7G=8vLy8%2FPOSPTO

wryri

= e ks »
PDP Timekeeper;

Sign Out

Approve/fVerify
Help

08/03/2004 09:45:56

Web Only Prod District

SLLLEHERE o | |owing s a list of activities awaiting approval or verification:
Search Employees ¥y all activities ' Pre approvals needed ' papprovals needed ' verifications needed
e | ThNist is sorted by & Catalog Number € Employee Name
REFIND with alternate criteria
Group Activit P A ¥ Name Title Catalog No  Sub Activity Date Requested
T W [ TEACHER X. GUEST School Admin 06/03/2004 06/03/2004
. I N [T IEACHER X. GUEST *  Teaching Reluctant Studen 15010504 01/05/2004 02/25/2004
Approve/verity B R e N It WWorking in Our District 15040104 04/01/2004 02/05/2004
- v ¥ [ Dawid 5. Conle: Methods for Teaching Chal 1512120: 12/12/2003 1z/02/2003 [~
SRR - TEacHER %, GUEST Methods for Teaching Chal 1512120 12/12/2003 12/03/2002
o T v [T Dawid S. Conle Mentor Orientation MHO01 01/05/2004 05/10/2004
Activity Types I ¥ [ TEACHER ¥, GUEST Mentor Orientation MHO01 01/05/2004 05/10/2004
S [© ¥ [0 TEACHER X. GUEST Mentor Orientation MHOD1 01/05/2004 07/21/2004
District Goals ™ W [ TEACHER X, GUEST library MHOO2 01/05/2004 06/23/2004
> T W [ TEACHER %. GUEST *  Mentor Ohservation MHO02 01/05/2004 05/26/2004
Funding Source B T Vs Visit w/ Dr Phil OTHOE0204 05/03/2004 05/03/2004
. 5 T ¥ [ David S. Conley Visit w/ Dr Phil QTHOS0304 05/03/2004 04/30/2004
Manage Time ™ W [ TEACHER X, GUEST Visit w/ Dr Phil OTHO50304 05/03/2004 05/20/2004
- [T n [0 TEACHER X. GUEST * Vit w/ Dr phil OTHOE0204 05/03/2004 05/25/2004
e ™ W 7 TEACHER X. GUEST isit w/ Dr ehil OTHOS0304 05/03/2004 07/26/2004
- - T W [ TEACHER %. GUEST Wisit w/ Dr Phil OTHO50304 05/03/2004 07/27/2004
Maintain Tables Follow Up With Phil pan4 07/12/2004 07/16/2004
. o . T ¥ [ Arthur P. Wilson Follow Up With Phil P404 07/12/2004 07/16/2004 |
distart| [ R S & OEE® | oNuvelleupWISE-.ul ¢Ca||Lugg\ng-[AllOu.| B9 PO Contraler Trai... || &1 approve verify - .. ‘O&%QQ.N 9:46 AM

2. Fill in any search criteria to search for a specific group of employees or leave criteria blank to
view all employees. Click the Select button.

Search Employee: osoft Internet Explorer

File Edit Wew Favorites Tools  Help

Qo= 0~ 1x) @) (b s Scrownss s @[ (2 L -

address [2] httpss/fsms.shocss crgPOFOLIST?0—

B [uks
PDP Timekeeper;

Sign Out

wnym

11/01/2004 23:15:13

Search Employees

Help

Edutech Demonstration District

Use the following choices to create a select list of employees
For all employees, just click the Select button

Building -

Tenure Area

Select District

Search Acl

Department &
Position Type |

Search Employees
buildings & grounds

Retirement System |bus garage

district office
elementary school 1
elementary schonl 2
elementary school 3
elementary school
high school
middle schoal
Sample Table

Yiew Summaries
Certification Subject
Renewal date earlier than

Employees with no
current PDP credit

Group Activity

Archived

Activity Catalog

Unian =

Certification
Type

Less than current PDP hours
Mare than current PDP hours

—

E

No employees found

Activity Types

District Goals

Funding Source

Manage Time

Permissions

;tart- |

=]

B 0BH® | 4 novell Grou.. | @) Mirasaft ac...| () Training Doc. .| ] p0P Contral... |[&] search Em... |9 20 &2 G NM 1205
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3. To view summary data for an employee click the Summary button on the right hand side of the

screen.
i
Fle Edt View Fawortes Tooks Help ‘ o
eﬁatk - @ - B @ @ |p5&ar[h *Favnntes A edis a‘ @- & - D
Address [{€] https:/Jsms.eboces.org/PDJPOLIST = Beo |tnks ?
08/03/2004 09:53:46 Web Only Prod District [HEE L_B_Uﬁt_lg

Use the following choices to create a select list of employees
For all employees, just click the Select button

Location | Department |

View Summaries Appointment Area - Position Type -
o Retirement Systam - Bargaining Unit >

Enter Activities

Certification Type - Certification Subject hd

Search Act

Search Employe

Group Activit Renewal date earlier than Less than current POP hours
Approve/Verif Employess with no current PDP cradit [~ More than current PDP hours
Archived Employees [ Select
Activity Catalog
Activity Types 2 employees are listed Certification Type
Provisional

District Goals

Funding Source Printable View

Manage Time Grand Total
ffffffffffffffffffff Total
Permissions Cert Type PDP Contract 7 Stipend Credits  Summary
MaintainTables g SRS e Provisional 95.00 0.00 10.00 3 B
TEACHER X, GUEST Provisional 242.50 0.00 41.00 16
My e Address
Web Links |

distart| [ & O EEBO | 4 novell Groupwise - | g callLogging - (Al 0. . | B PP controller Trai.. |[Z]search Employee... | @@ 20 SN %54 am

4. To update employee information Click on the employee’s name.

2} ADD/CHANGE EMPLOYEES rosoft Internet Explorer =& x|
File Edit View Favorites Tools  Help | a
eﬁack - Q - ] 2] €n ‘pSEarch 7 Favorites (Y pedls @| @- I; - )
Addrass |@ https:f{sms. eboces. oro/PD/PDADDEMPL?Q=8ulyBwL 29vbZESELS. Y=N8 =] G |Lir\ks »
wnyricé ADD/CHANGE EMPLOYEES PDP Timekeeper |
Sign Out
11/01/2004 23:18:19 Edutech Demonstration District Ldg g—l
select D ot Assign Access to POP

Search Activities S5 Last Nams First Name MI
Find employee

View Summaties Employee found: Proceed with changes or ch her SSN above.

Search Employees

*

SSN 222228666
*Last Name |Evanston Return to Search Bmployes
"First Name [Paula [T Archived [

Legal Address:

Approve/Verify

Activity Catalog

Street AddresslSQAA\/e
City [Hydesville =
District Goals Zip
State |NY Coda 14523

Funding Source

Lmel
et 2
Activity Types

Appointment Information:

Tenure Area lﬁ Position Type lﬁ

Department lﬁ Building lﬁ
1aintain Tahle Union l—;l Retirement Systeml—;l LI
M | ®+2083HC | @ novel Grou... | @) mMicrasoft Ac...| ) Training Doc... pop cantrol... |[£] apycian.. (@20 @5 © N 1zozem

Manage Time

5. Make necessary changes and click the update employee button at the bottom of the screen.
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View Summaries
View Summaries is another way for administrators and controllers to access summaries for
individual employees.

1. From any screen in PDP click on the View Summaries button.

281
File Edit View Favorites Tools Help | "~
eﬁatk - @ - B @ @ ‘/oiear(h *Favurltes aMed\a @| 8- ,;\ﬂ - D
Address [{@] hitps:jjsms boces. org/PD{PLEMPLSLMMRG= = B |unks =
uf_nync View Summaries PDP Timekeeper —|

Sign Out

1170172004 23:30:47 Edutech Demonstration District Help M

Select District Enter SSN or name to select an employee:
S5N Last Mame First Name l— ML l_
Search Activities

Find employes /

Search Employees

Employee:
Tenure Area: Position Type:
Department: Building:
Union: Retirement Sys:
Certif Subject: Certif Type:

Group Activity

Hours Shmar\/
Approve/Verify

Type Description Level PDP Hours Contract Hours Stipend Hours
Activity Catalog
Totals: 0.00
Activity Types Archived totals:
Gurrent totals: 0.00 0.00 -

District Goals
Funding Source Stipend Summary
Manage Time Hours Divisor Credits Pending Hours Paid Credits Unpaid Credits
Permissions Totals: 0.00 0.00 0.00 0.00

Enter Activities Printable View | =]

dstart| @2 & ODBBC | @ novel Grou... | @) Mirasoft fc...| ) Traiingoc... | B POP Cortrol.., [ 2] view sum... | ® 20 &2 @ N 12200

2. Fill in Last Name and click the Find Employee button or leave SSN blank and click Find
Employee button to search from a list of employees.

Note: If there is more than one employee with the same last name use the drop down list to select the

desired employee.

rosoft Internet Explorer =1
File Edit View Favorites Tools Help | "
eBatk - @ - B @ \‘_/l] ‘IOEEar(h *Favuntes @ tedia @| @- & - D
address |@ htkps:ffstns, eboces, org/PD/PDEMPLSUMM = Ga |um5 »
wnyrc View Summaries PDP Timekeeper —|
Sign Out
11/01/2004 23:31:46 Edutech Demonstration District H—e'Q g—l
Select District Multiple employees exist with similar names. Please select which one to view,
Mame | Select from list »
Search Activities
Find employee ﬁ%
Search Employees CDemo
T Derno
5 . Employee:
Yiew Summaries Tenure Area: Position Type:
o Department: Building:
EREEEAEHVILIES Union: Retirement Sys:
Certif Subject: Certif Type:
Group A ity
Hours Summary
Approve/Verify
Type Description Level PDP Hours Gontract Hours Stipend Hours
Activity Catalog
Totals: 0.00
Activity Types Archived totals:
Current totals: 0.00 0.00 -
District Goals
Funding Source Stipend Summary
Manage Time Hours Divisor Credits Pending Hours Paid Credits Unpaid Credits
Permissions Totals: 0.00 0.00 0.00 0.00
M Enter Activities Printable View | LI

dstat| @2 B OD@BC | @novel Grou... | @) Mirasoft fc...| 3 Tranng oc... | B POP Cortrol... [ 2] view sum... |9 20 &% @ N 1221

Page 4-1



Enter Activities

A Controller or an Administrator can submit an activity for an employee to attend by using the Enter
Activity Function.

Note: Administrators and controllers use this function to enter activities for themselves..

1. From any screen in PDP click the Enter Activities button.

2. Enter the employee’s last name or leave blank to select from a list of employees and click the
Find Employee button.

Note: If there is more than one employee with the same last name use the drop down list to select the
desired employee.

3. Either select activity from the Activity Catalogue or manually enter activity if not in the
catalogue. Note: Fields marked with an asterisk are required. Then click the Submit button to
enter the activity.

Z} Enter Activities - Microsoft Internet Explorer == x|
Fle Edit WView Favortes Tooks Help ‘ o
esack S B @ (h |psearch *Favontas A vecis @‘ B- ,E_; <)

Address IE hittps: {sms. £boces. org/PD/FDENTRY?ACT. TYPE, CODE=1S8K=9P|WEQ=EfL28P X29%2F 15 R = |Lwnls >

55N Last Mame First Mame M1
Find employes

Search Employees

Yiew Summaries

Employee: TEACHER X. GUEST View Summary
il St Area: 7-12 teacher Position:
o Union: Teacher ass'n. Retiremnent Sys: TRS
Group Activity Certif Subject: Math 7-9 Exten Certif Type: Provisional

DAL S Ehter or change information in the following form.

Activity Catalog

* indicates required fields

n District Catalo
Activity Types * Type of Activity [In Service - 3 21234

District Goals =

* Title [math warks Justification
Funding Source =

* Date [Da/142002 B3 Goal ||mpruve math =l
Manage Time

Contract Hours 0.00 Total Cost |0.00

Permissions PDP Hours |3 Funding Source - =
Maintain Tables Stipend Hours |3 Substitute Needed [©

Submit Activity I Clearthe Form Delete Activity Reset
My eMail Address EEPRIRETE
Use this link to escape updating

Web Links

WNYRIC Approvals:

—_ =l
Bistart] [ 4 & ODEHEO© | 8 Novel Groupvise .| < CallLagaing - [war... | B POP cortraler Trai.. |[E]enter activities .. | ® @50 SN 1031 44
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Group Activity
Group Activity gives controllers and administrators the option to add an activity request to a selected
group of employees.

1. From any screen in PDP click on the Group Activity button.

2. From the Group Activity Screen select an activity from the Activity Catalog.

1]
Fle Edt View Fawortes Tooks Help | &
eﬁatk S B @ k{h |/OsEarzh *Favuntes ) tecis @‘ @- & <)
Address [{€] hitps:/fsms.eboces.org/PD/PDGROLPACTZO= B = |Lmks ®
wpyric” Group Activity PDP Timekeeper |
Sign Qut
08/03/2004 13:01:56 Web Only Prod District LEID M
Search Act . Select an activity from the catalog
Search Employees Activity |Se\etﬂrnm catalog j Lewvel
Date
View Summaties POP Hours  |MMOOZ bentor Observation Total Cost 0.00
OTHOS0304 Visitw' Dr Phil
Enter Aci Contract Hours  |P404 Follaw Up YWyith Phil

FREQ021404 Classronm activiies for Social Interaction
Stipend Hours |\/RK041404 Tesselations and the Mat-Challenged

Group Activity
Approve/Yerify
Activity Catalog
Activity Types
District Goals

Funding Source

Manage Time

intain Tables

cuail adce =l
tart| | @ 4 &0 EHO | 8 Novel Groupwise - .| 4 CallLogging - [war... | 1] PoP Controler Trai.. |[] Group activity .. | @@ 20 LN 105em

3. Then using the criteria choices available select the desired group or leave blank to bring in all
employees and click on the Select button.

151
Fle Edk View Favorkes Togks Help ‘ aw
Qe - ©) - [x] (2] € |,OSEarEh ¢ Favories @AY tedia @‘ - & <[ J
Address @ https:/{sms eboces. org/PD/PDGROUPACT | Go | Links
whyric™ Group Activity PDP Timekeeper |

Sign Out

08/03/2004 13:05:49 Web Only Prod District LEID M

Search Activities Select an activity from the catalog

Search Employees Activity |REQ0214D4 Classroom activities for Social Interaction | Required workshop Level 4

Date |02/13/2004
PDP Hours |6 Total Cost 0.00

Enter Ac Contract Hours |0.00

Stipend Hours

To build a list of employees, make choices from the following options and click Select
Approve/Yerify For all employees, just click the Select button

Activity Catalo Location |high schoal = Departmant -
basement -
Appointment Area Position Type b2
P bldgs & gds P
Retirement System |bus garage Bargaining Unit hd
S . dist office .
District Goals Certification TP |45 school 1 3 Certification Subject =

. Renewal data aarlisr than |F/2m schoal2
Funding Source elemn school 3

Manage Time rmid schaal _
Sample Table *

Permissions

View Summaries

Group Activity

Activity Types

tain Tables

amai - 1=
Mail add
LESR-E N-olc] =RG] | 8 Novel Groupwise -... | 4+ CallLogaing - [war... | B Pop Contralir Trai... |[%] Group Activity —.. | ® @ 20 2 MN 1:05pm

Page 6-1

"




4 Click in Remove From List check box to remove any employees from this activity, click in either
approve or approve and verify (if this activity has already been completed) and click the Submit
Activity For Selected Employees.

2} Group Activity - Microsoft Internet Explorer = x|

Fle Edt vew Fawortes Took Help | &
Qosck - () - %] 2] @|p55arch 52 Favortes @AY Media @‘ - & <)
[ retpsafisws, sbeoces.sralPD/PDGROUPACT =l |uks »
T = e =

E|

Date 02/13/2004
View Summaries
PDP Hours 6 Total Cost 0.00
Enter Activities Contract Hours 0.00
Stipend Hours

To build a list of employees, make choices from the following options and click Select
Approve/Verify For all employees, just click the Select button

Activity Catalo Location - Departmant -
Appointment Area b2 Position Type b2
Activity Types Ep ye

Retirement System hd Bargaining Unit hd
District Goals Certification Type = Certification Subject d

Renewal date earlier than

Group A Y

Funding Source

Manage Time

3 employees are listed Location
Permissions high schos!
Maintain Tables =
Remove from list Employee Name
F David . Conley
O TEACHER ®. GUEST
Web Links r arthur P. Wilson
WHYRIC @ approve all © spprave and Verify All

Erie 1 BOCES Submit activity for selected employees |

Aistart| | B 2> & O 2 H® | 49 Movel Grouptiise - .| 4 cCallLogaing - [(ano.. | &) POP contraler Trai... |[£] Group Activity-.. | @@ 20 SHMN 127pm
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Approve/Verify

The Approve/Verify option in PDP is used for Controllers and Administrators to pre-approve, approve,
verify or deny activity requests from employees. Requests should be reviewed daily.

1. From any screen in PDP click on the Approve/Verify button.
Note: This is the opening screen when controllers or administrators log in to PDP.

2. Use criteria options at the top of the screen to select from All activities, Pre-approvals needed,
approvals needed or verifications needed.

3. Pre-approve, approve or verify activities by clicking in appropriate check boxes to the left of the
chosen activity and clicking the Submit Your Updates on the bottom of the screen.

2} Approve,Verify - Microsoft Internet Explorer =leix|

Fle Edit View Favorites Tooks Help ‘ a

@k - () - %] 2] 0| s S oot @ meds .@‘ - L)

adress [{E] https:fjsms.sbaces.org/PDJFDSELECTIFINDEY —PREARSORT—CATNOBREFIND—REFIND -t altermste-+crsris EEEIE
wryric” Approve/Verify PDP Timekeeper ~|
08/03/2004 13:56:09 Web Only Prod District H—EIE M‘

CELICL S Bollowing s a list of activities awalting approval or verification:

S LB ) etivities & Pre approvals nesded © Approvals needed € Verifications needed
LI e The list is sorted by: & Catalog Mufnber  Employee Name

REFIND with alternate criteria
Enter Activities

Group Activit P A ¥V Name Title CatalogNo  Sub Activity Date Requested
T W [T IEACHER X. GUEST ClassrooNgactivities for REQD21404 02/13/2004 07/16/2004
> T v [T Jennifer & Smith Handling Holiday Stress REQ121503 12/15/2003 12/11/2003
Approve/Verify T v [~ Thomas énderson *  Handling Holiday Stress REQ121503 12/15/2003 12/11/2003
o M v [ Mathew M. Martin Handling Holiday Stress REQ121503 12/15/2003 12/11/2003
Activity Gatalog M v [T Joann ¥. Sryth Handling Holiday Stress REQ121503 12/15/2003 12/11/2003
L ™ v [T John % Smythe Handling Holiday Stress REQ121503 12/15/2003 12/11/2003
Activity Types T v [T Margaret M. Wilson Handling Holiday Stress RE0121503 12/15/2003 12/11/2003
o T N [T IEACHER ®. GUEST Prparing for Summer Schoo RWOG3004 06/30/2004 05/10/2004
District Goals T N [T TEACHER X. GUEST *  Prparing for Surmmer Schoo RWO63004 06/30/2004 05/25/2004
: T N [T TEACHER X. GUEST Prparing for Summer Schoo RIWO63004 06/30/2004 06/23/2004
Funding Source T N [T TEACHER X, GUEST Tessalations and the Math WRKD41404 04/14/2004 04/26/2004
T N [T TEACHER X. GUEST Tessalations and the Math WRKO41404 04/14/2004 08/24/2004 [T

Manage Time

SubmitYour Updates '

Permissions

Maintain Tables

Aistart| | B > & O H® | DNDVEIIGVDUDWise'.Hl #CallLugG\nu'[AIIOH.l ) pOP Contraller Trai... |[ 2] approvesverity - .. | B @ 20 SEN s
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4. To deny an activity request click on the activity title. At the bottom of the screen click button to
the right of the denial date to input date denied and type denial reason in the comment field.
Click the update approvals button.

2 Enter Activities - Microsoft Internet Explorer = x|
File Edt View Favortes Todls Help |#

Qe - Q) - BRE @‘psﬁrch 57 Favortes @A Medla .@| - & -

Address Ia https:fjsms.eboces.org/PDJPDENTRY?4CT, TYPE, CODE=TS8K =9PH26v]% IDRQ=6Pfx9% 2FDXBVPOBFINDEY =ALL

e [us >

* Title [Elementary PDF Training

* pate [i/19/2004

Contract Hours W
PDP Hours W

Stipend Hours W

Submit Activity |

District Goals

Funding Source

Manage Time
Permissions

Maintain Tables Clear the Form

Justification

Goa\l

Total Cost |0.00
Funding Source >

Substitute Needed [T

Delete Activity Reset

Wiew Summary Return to e/ YVeri!
il S A IWEEL Use this link to escape updating
My eMail Address
Approvals:
Web Links
Pre-approval Date [10/19/2004 By: DEB REED Back to Top
WNYRIC
Cnmmentl
Erie 1 BOGES spproval Date [10/18/2004 By: DEB REED
Cnmmentl
Werified Date By Grade
Cnmmentl
! Note ! A denial date is only allowed when an gdtivity is neither approved nor verified
Denial Date By:
Cnmmentl
Update Approvals

E|

Page 7-2
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Activity Catalogue
The Activity Catalogue option allows users to view and make changes to existing catalogue entries
as well as to add new entries into the catalogue.
1. From any PDP screen click on the Activity Catalogue button.

2. To update an existing activity click on the link to the activity in the catalogue number

column.
18]
Fle Edt View Faworkes Tock Help ‘ aw
eBaEk - - B @ (h |,OSEar[h *Favnntes A tecia @‘ @v & - J
Address [{€] httpst/fsms.eboces.org/PDjpdcatalogFINDBY2=C R = |unks =
wnyric” Activity Catalog PDP Timekeeper |
08/03/2004 14:06:58 Web Only Prod District LEID M‘

SLLLERTHERE o | |owing s a list of activities in the Activity Catalog:

Search Employees SR eemasrpsrmm © all Activities ' Archived Activities

i q FEFIND with alternate criteria.
view Summaries

Enter A s ;E‘Tvake changes, please click on the link for the T —

Group Activity

Catalog No Type Goal Title Start Duration PDP Hrs Stipend
Approve /Verify Hrs
1 il Mentor Orientation 01/05/2004
Activity Catalog 2 [ Mentor Observation 01/05/2004
MHOO03 il Mentor Time 09/01/2004
Activity Types OTHDS! o FO1 Visit w Dr Phil 05/03/2004 1 hour 1 0
WK Follow Up With Phil 07/12/2004 1 Hr, 1 1
District Goals Classroom activities for Social 2 days; 3
2ISirict Loals BEQO21404 RE HR1 Interaction 02/13/2004 hrs & ]
WRKO41409 K EL2 Tessalations and the Math-Challenged  04/14/2004 2 hours 2 2

Funding Source

N 4dd courses to the catalog. =
Manage Time

Go to MORIC
Go to O-N BOCES TCHR CTR

Permissions

ain Tables

aMai - =
Mail 4dd
distart| | @ P & D EE® | % Novel Groupwise - | 4+ CallLogaing - [A1... | B POP Controler Trai.. |[£] Activity Catalog . | @ 20 LEIN z14mm

M

3. Make any necessary changes and click on the Update This Activity button.
Note: If no employee has requested this activity it may be deleted. Once it has been
requested it can no longer be deleted.

-osoft Internet Explorer =18 x|
Fle Edt View Favorkes Tooks Help \ o
Qe - ) - 1x] (2] @ |,OSEarEh 5% Favortes @AY tedia 8‘ - & -[J
Address IE https: ffsms. ebores. org/PD/PDCATURD TR =8f{580) %30 % 3DRCAT ALOG MO=MMNO01 %62 0% 20 %2 0% 20%2 0% 20 %2 0% 20%2 (1% Z0&F INDEB Y 2=C. j Go | Links **
wiyrc Change/Add Activities in the Catalog PDP Timekeeper |
Sign Out
08/03/2004 14:30:13 Webh Only Prod District H—EIQ M

. .
search Activities indicates required fields

* Catalog Mumber MNOO1
i e Aetivity Type Mentor Time

* Title Mentar Orientation
Yiew Summaries BESFlEE] 01/05/2004

Location
Enter Activities
Start Time (hh:mm)

|

Group Activity View Until

Duration

l—
l—
Instructor l—
l—
INA—
I

Approve/verify
orf
Activity Catalog POP Hours

Activity Types Stipend Hours

Goal j
District Goals H
Funding Source Description (length is limited o 255 characters)
Manage Time | |

Update this activity Copy this activity Activity has registrants
Permissions
Beturn to activity Catalog
ain Tables

S22 T MN 2w

L X ¥ Jole] =kG) | € Movell Groupwise - .. | 43 CalLogging - (AN 0. . | B] PP Controlir Trai... |[&] Change,/add Act




4. To copy an existing activity into a new activity click the Copy This Activity button.

the Catalog rosoft Internet Explorer = x|
Fle Edt View Fawortes Tooks Help ‘ o
eﬁatk ~ @ - B @ K{lj |p5&ar[h *Favnntes A redis @‘ @- & - D
Adiress [{€] hitpsiffsms.sbores.org/PDjprcatupdt Qe |uks »
wyrie” Change/Add Activities in the Catalog PDP Timekeeper —|
08/03/2004 14:31:47 web Only Prod District Help SO |

* indicates required fields

= tangtunber |:> MO0 The new catalog number must be changed from the orginal

number

¥ activity Type Mentar Time -
* Title [Mentor Orientation
Enter Act " Start Date 07/05/2004
Location ,—
—

Start Time (hhimm)
Approve/Verify View Until

Activity Catalo Duration ,—

Instructor

Search A

Search Employees

Yiew Summaries

Group Activity

ff
Activity Types PDP Hours

District Goals Stipend Hours A
Goal [ =l

Funding Source |

Manage Time Description (length is limited te 255 =
characters)

Permissions =

Update this activity ' Delete this Activity

Return to & ty Catalog

K|
| 48 movell Groupwise - .. | o callLagaing - [ 0. . | B PP Cantraler Trai... [[&] Change /add Acti... [®@ 29 BN zazem

5. The catalogue number must be changed. Make any other required changes and click the

Update This Activity button to add to the catalogue.

6. Click the Return To Activity Catalogue link to return.

7. To add a new activity to the catalogue, click the Add Courses To The Catalogue link.

2 ac atalog - osoft Internet Explorer == x|

Fle Edt View Fawortes Tooks Help | &

eBaEk - - B @ @ |p5&arth *Favnntes A vecia @‘ @v & - J

Address [{€] httpst/Jsms.eboces.org/PDjpdeatalogFINDBY2=C B = |Lmks ®

wmync Activity Catalog PDP Timekeeper —|
Sign Out

08/03/2004 14:43:09 Web Only Prod District LEID M

Search & Following is a list of activities in the Activity Catalog:

Search Employees ErEyeemreamrmss C all Activities 0 archived activities

q FEFIND with alternate criteria.
¥ Summaries

;?.(T:kg changes, please click on the link for the Printable Yiew

Catalog No Type Goal Title Start Duration PDP Hrs Stipend
Approve/Verify Hrs
] Mentor Orientation 01/05/2004
Activity Catalog [ Mentor Observation 01/05/2004
MHOO03 il Mentaor Time 09/01/2004
Activity Types OTHOE0204 o FO1 Visit w Dr Phil 05/03/2004 1 hour 1 0
P404 WK Follow Up With Phil 07/12/2004 1 Hr, 1 1
Di ct Goals REODZ1404 REQ HRL Classroom activities for Social 02/13/2004 2 days; 3 5

Interaction hrs &

. WREKO41409 WK EL2 Tessalations and the Math-Challenged  04/14/2004 2 hours 2 2
Funding Source

A Add courses to the catalog. 4— —
Manage Time

Go to MORIC
Go to O-N BOCES TCHR CTR

il Addre 1=
art| [ & OEEHO | 8 Novel Groupwise - .| 4 CallLogging - (A1 G... | 1] POP Controler Trai.. |[£] activity Catalog —. |®@ 20 LN z33m
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8. Fill in necessary fields. Note: fields with an asterisk are required and must be filled in. Click
the Update This Activity button to add new activity to the catalogue.

< in the Catalog - Microsoft Internet Explorer == x|
Fle Edt View Fawortes Tooks Help ‘ o
eﬁatk - e - B @ @ |p5&ar[h *Favnntes A edis @ @- g‘\; - D
Address [{€] hitps:/fsms.eboces.org/PD/pdcstupd:Ti=-1%20%20%20%20:20%20%20%20%20%20% Z0BFINDBY2=C B |Lmls »
wnynec Change/Add Activities in the Catalog PDP Timekeeper —|
Sign Qut
08/03/2004 14:45:25 Web Only Prod District LEIE M

* indicates required fields

* Catalog Mumber
Search Employees ESTNTHIE Select Type d

*
q q Title
View Summaries I

* Start Date |—
Enter A ies

Location
Group Activity Start Time (hh:mm)
View Until l—
Duration
Activity Catalo: Instructar l—

Activity Types PDR Hours

Stipend Hours

Search Activiti

Approve/Verify

District Goals Goal |Selel:tha\ j
Funding Source H

Description (length is limited to 255 characters) =
Manage Time

Permissions . .
Update this activity Delete this Activity

L IGREEESE potirn t Activity Catalog

distart| [ & O EEBO | 4 novell Groupwise - .. | 4 callLogging - (Al 0... | B PP controller Trai.. |[Z]change/add act.. | @@ 20 SN z4am
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Activity Types

Activity Types allow the district to group activities in the catalogue in district defined groups and
to assign hours per credit to facilitate tracking hours for stipend pay.

I. From any PDP screen click on the Activity Types button.

Y
Fle Edit View Favorites Tools Help | &
eBack - e - B @ @‘psaarch *Favontes ) Mecia -@| 8' & - D

Adtress [{E] htsijfsms.eboces. orgiPDjpdusauy EEEE
wryrie Activity Types PDP Timekeeper |
08/09/2004 10:10:13 Web Only Prod District H_elg M‘

Search Activities

To make changes to an activity type below, please click on the link for the type

Search Employees Type Description Level Hours per Gredit
G Graduate 1 1
Summaries pe=g In Service 2 15
M Mentor Time 5 NA
o Other 3 30
REQ Required workshop 4 Ha
W workshop 2 15

Add a new activity t

Wiew activity catalog.

ct Goals

Funding Source

Manage Time o

Permissions

i ain Tables

1 enail Addre 1=
My eMail Add
Bistart| @ P B ODEEHEC | hovellGroug. . | @ Cal Logging - | 1) Training Docu, . | ] PP controle... [[& ] activity Typ.. (B 30 T @M N 127 am

2. To add a new activity Click on the Add a new activity type button.

-osoft Internet Explorer 121 x|
Fle Edt View Faworkes Tock Help | &
eﬁatk - e - B @ @ |p5&ar[h *Favnntes A edis @‘ @- E‘\; - D
Address [{€] hitps:/fsms.sboces.org/PD/pdEQUIYIPDT?K=-1 B |Lmls ®
wyric’ Change/Add Activity Types PDP Timekeeper —|
08/09/2004 10:29:37 web Only Prod District Help ﬂl

Search Acl *indicates required fields

* code * Description " Level " Hours per Credit

View Summaries T Reset Dalete this Activity

Enter Activities Beturn to previous page

Search Employees

o Use this link to escape updating, to select a different type code, or to clear the screen for additions.
Group Activity

Approve/Verify
Activity Catalog
Activity Types

District Goals

Funding Source

Manage Time |-
Permissions

v ain Tables

My eMail Add
distart| | R &0 EHB® | 8 novelisroup... | e calllogging - .| 3 Training Docu... | B poe contralle. . |[] change/add... |® 29 & @M N 1029 am
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3. Fill in the 5 character code, a description, the level and hours per credit. Click the update
this activity button.

4. To update an existing activity click on the activity code to be changed. The user may then
change the code or the description only. Click the update this activity button.

7 Change/Add Activity Types - Microsoft Internet Explorer e x|

Fle Edt View Favortes Tooks Help | [

eﬁatk Q- B @ K{h |pSEarEh *Favunles A media ®| 8- & <)

adiress [{E] hbtpsifems ebaces orglFD/PDECUINIPDTITYPE—GK B 30% 30 = o ‘Lmks >

wnyne Change/Add Activity Types PDP Timekeeper |
Sign Out

08/09/2004 10:36:41 Web Only Prod District H—EIQ M

Search Activities *indicates required fields

* code * pescription * Level " Hours per Credit
Search Employees

G Graduate 5= 5=

view Summaries Uptlate this activity type Resat Delete this Activity

Enter Activities Return to previous page

Use this link to escape updating, to select a different type code, or to clear the screen for additions.

Group Activity

Approve /Verify
Activity Catalog
Activity Types

District Goals

Funding Source

Manage Time e
Permissions

Maintain Tables

e oM . 1=
My eMail Add
Hetat] B S BOBHO® | @ Movel Grocp... | e callLogging - .. | () Training Docu... | B POR Contrale. . |[£] Change/add... |$ 2@ & G N 10:39 4
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District Goals

District goals allow the district to track hours accumulated to reach district defined goals.

1. From any PDP screen click on the District Goals button.

Lol
Fle Edi \View Favortes Tooks Help | &
eﬁack - @ - B @ @|p55ar:h *Favwites A tedia ®| 8- & - D
Address IEhttps:fﬂsms‘ehnces‘nrg/PDIFDu[DEF?Q: =l Ga ‘Links =
District Goals PDP Timekeeper —|
Sign Out
08/09/2004 10:44:58 Web Only Prod District H_elg M

Following is a list of District Goals:
SESIEIEMBIOYEES R e © 4l Goals € archived Goals

q q REFIND with altemate criteria.
View Summaries

Enter Acti To make changes, please click on the link for the goal:
Group Activit Goal Description

EL1 improve english
Approve/Verifty

EL2 improve math

Activity Catalog EOL all faculty mandated
R1 high schoal regents improvement

Activity Types 123 Personal Professional Development

1] ct Goals &dd a new Goal,

Funding Source Wiew activity catalog.

Manage Time

il addre =
[ -folc] =KG] | % Movel Group... | 48 CallLogging - .. | () Training Docu... | B poF Contrale. . |[] District Goal.. |2 & @M N 1045 am1

2. To add a new goal click on the add a new goal button. Fill in up to an 8 character code
and a description and click on the update this goal button.

LI
Fle Edt View Favortes Took Help | F
eﬁa(k - @ - B @ ({h |p55amh *Favunles P media ®| @v & - D
Adiress [{E] hbtpsiff3ms ebaces orglPD/pACDEFLPDTICURREC—1 EEEREE
wmmc Change/Add Goals PDP Timekeeper —|
Sign Out
08/09/2004 10:46:52 Web Only Prod District H—EIQ M

Search Activities el Description

Update this Goal Reset Delete this Goal

Return to previous page

Search Employees
View Summaries
Enter Act

Group Activity
Approve/Verify
Activity Catalog
Activity Types

b] ct Goals

Funding Source

Manage Time e

' il addre 1=
atl| @S¢ @ 0BBE® | 6% tovel Group... | o CallLogging - .| (L Training Docu... | @] pop Controlle... |[%7 change/add... [® 29, & @EIN 10146 An
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3. To update or archive an existing goal click on the goal code. Make any necessary changes
to the code or the description. To archive, click on the archive check box. Click on the
update this goal button to save.

7 Change/Add Goals - Microsoft Internet Explarer e x|
Fle Edt View Favortes Tooks Help | [
eﬁatk - e - B @ @ |pSEarEh *Favunles A media ®| 8- & <)
AddressIEhttps:fﬂsms‘eboces‘org/PDIPDCDEPUPDT?CDEP‘CODE:ELI&CURREC:ISBG&FINDE\Q:C = o ‘Llnks =
wmmc Change/Add Goals PDP Timekeeper —|
Sign Out
08/09/2004 10:48:55 Web Only Prod District H—EIQ g—l

Search Activities Gode Description Archived

EL1 I\mprnve english m}

Update this Goal Reset Delete this Goal

Return to previous page

Search Employees

View Summaries

Enter Acti s

Group Activity

Approve /Verify
Activity Catalog
Activity Types

District Goals

Funding Source

Manage Time e
Permissions

Maintain Tables

il addre 1=
distart| [ @ @ 0@ HBO | @ Hovel Group... | ef CallLogging - .. | () Traming Docu... | B poF contrale. . |[£] Changesadd... | 2@ & GBI N 10:51 o

4. Users may now add a District Goal to an individual activity by clicking on the Enter
Activities button and selecting the goal in the Goals drop down list.

sl
Fle Edt View Favorites Took Help | o
@Ba(k - @ - B @ {{h |pﬁearth *Favurlles P vedia @| @- & - D
Aciress [{€] httpsiffsms eboces oralFD/POENTRI= EEERE
wmymc Enter Activities PDP Timekeeper —|
Sign Out
08/09/2004 10:53:41 Web Only Prod District H—EIQ gn

Search Activities Enter SSN or name to select an employee:

S5MN Last Name First Name M1
Find employee

Search Employees

Yiew Summaries

- Employee: View Summary
Enter Activities Area: Position:
o Union: Retirement Sys:
Group activity Certif Subject: Certif Type:

G AR gelect from catalog

Activity Catalog

District Catalog |Se\ac1 Activity j view the Catalog
Activity Types
District Goals or enter information in the following form.

Funding Source " indicates required fizlds

* Type of Activity b2

District Catalog l—
#

Manage Time

Permissions . . A B
Title Justificatio
Maintain Tables =
Guall o~ =]

* Date
My oMol Addre —_— . — =]
Bt @+ S OBHO | 6 tovel Group... | o CallLogging - .| (= Training Docu... | B PP Controle. .. |[£7 enter activit... [® 2.9, & @MN 1054 An
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Funding Source

Funding sources may be attached to individual activities allowing the district to track groups of
activities by the source of funding.

1. From any PDP screen click on the Funding Source button.

7 Funding Source - Microsoft Internet Explorer =]

File  Edt View Favortes Tooks Help | ar

@Back - @ - B @ @ |psaavch *Favnrltes A tredia @| 8- & o)

address |@ https: fjsms. eboces. org/PD/PDFSRCE?Q= =l Gon ‘ Lirks

wryric” Funding Source PDP Timekeeper —|
Sign Out

08/09/2004 10:56:40 Web Only Prod District H46||2 M

SLEL NS g | owing is a list of Funding Sources:

Search Employees B oo £ all Sources £ archived Sources

REFIND with alternate criteria

Yiew Summaries

Enter Activities To make changes, please click on the link for the funding source:
Group Activit: Funding Source Description

A283-38329 English Department Texts
Approve/Verify

C283-89283 Conference Funds

Activity Gatalog :
£dd a new Funding Source,
Activity Types

District Goals

Funding Source

Manage Time [

Permissions

Maintain Tables

amall addra =
distart| | @ 2 8 0@ HO | & Novel Group.. | < CallLogaing -..| |5 Training Docu... | 8] PoP controle. . [[&] Funding sou.. | ® 29 & GMN 10:55 am

.

2. To add a new funding source, click the add a new funding source button. Fill in the
funding source and description. Click the update funding source button.

Iy
Flle Edt View Favortes Todls Help | >
@Back - @ - E @ @|/O55avch *Favurites A tecia @| @- & -
Address [{€] httpsisms.eboces.org/PD/POFSRCELPDTCURREC-1 =l Go ‘Lir\ks =
wryric Update Funding Source PDP Timekeeper —|
Sign Out
08/09/2004 10:58:41 Web Only Prod District Ldg M

Search Activities SRl gl Rel=E1{=C]

Description |

Update Funding Source I Delete Funding Source

Return to previous page

Search Employees

Yiew Summaries

Enter Activities

Group Activity

Approve/Verify

Activity Catalog

Activity Types

District Goals

Funding Source

Manage Time [

Permissions

Maintain Tables

EMall Addre id}
distart| | @ @ @ 0D @ HBO | % novell Group.. | o Call Logging - . | {3 Training Docu. | ] PoP Controle. . || €] update Fund... ‘.ﬁﬁge.N 10:58 AM

M
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3. To update or archive an existing funding source. Click on the funding source code to be
updated. Then update the description or click in the archive check box to archive. Click
the update funding source button to save.

7 Update Funding Source - Microsoft Internet Explorer: e x|
Fle Edt View Favortes Tooks Help | [
Qe - ) - BB |pSEarEh < Favorites @Y Meda ®| - & -
Address IEhttps:fﬂsms‘eboces‘org/PDIPDFSRCEUPDT?FUND‘SOURCE:A233-35329&CURREC:23IQ&FINDBVZ:C =] Go ‘Lmks £
wmmc Update Funding Source PDP Timekeeper —|
Sign Out

08/09/2004 11:01:12 Web Only Prod District H—EIQ g—l
Search Activities Funding Source 4283-38329

Description IEng\ish Department Texts
Search Employees

Archived r
View summaries Update Funding Source Delete Funding Source
Enter Act Return to previous page

Group Activity

Approve /Verify

Activity Catalog
Activity Types

District Goals

Funding Source

Manage Time e
Permissions

Maintain Tables

' il addre 1=
distart| [ @ @ 0@ HBO | @ Hovel Group... | ef CallLogging - .. | () Traming Docu... | B poF Contrale. . |[£] Update Fund.. |29 & GBI N 11:03

4. Users may now add a Funding Source to an individual activity by clicking on the Enter
Activities button and selecting the source in the Funding Source drop down list.

) Enter i - Microsoft Internat Explorer =& x|
Flle Edt View Favortes Teals Help | &

cﬁack - @ - B @ @|p55avch *Favarites A tedia @| 8. & - D

Rddress@htlps‘Hsms‘ehutes‘urg/PDIPDENTRY?Q: j =] Go ‘Lir\ks ke

Search Activities Enter SSN or name to select an employee:
SSN Last Name First Name M1
Find employes

Search Employees

Yiew Summaries

Employee: View Summary

Enter Activities Areat Pasition:
Union: Retirement Sys:

Sy Sty Certif Subject: Certif Type:

S AR gelect from catalog

Activity Catalog District Catalog |Se\ec1Actlv|ty j ¥iew the Catalog
Activity Types
District Goals or enter information in the following form.

*
Funding Source indicates required fields

* Type of activity B District Catalug —

Manage Time

Permi ns z il

Title Justification
Maintain Tables -

* Date j
el sl Contract Hours [0.00
web Links PDP Hours |0.00 Funding Source
Stipend Hours |0.00 Substitute Needed [0
WNYRIC
Subimit Activity | Clearthe Form | Delete Activity | Resell ;I

distart| | @ 2 B O BHEO | @ Novel Group.. | 4 callLagaing - ... L5 Training Docw... | ] poP controle. . [[ &1 Enter activit.. |29 & @EEN 11044m
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Manage Time

The manage time option is used to archive time accumulated at the end of the year. By archiving
the district can track how many hours were accumulated in the current year.

1. From any PDP screen click on the Manage Time button.

a1
File  Edt View Favortes Tooks Help | ar
@Back - @ - B @ @ |psaavch *Favnrltes A tredia @| 8- & o)

address |@ https: ffsms. eboces. org/PD/POMANAGE?Q= =l Ga ‘Llr\ks »
y;__r;:yriii" Manage Time PDP Timekeeper;
08/09/2004 12:47:28 Web Only Prod District H46||2 M‘

——— Select one type of hours to manage

Search Employees FOP Hours
Contract Hours &
View Summaries Credits

Enter Activities

Group Activity

Approve/Verify
Activity Catalog
Activity Types
District Goals

Funding Source

Manage Time [

Permissions

Maintain Tables

.

distart| | @ 2 8 0@ HO | & novell Group... | o cal Luugin\;'.‘.l 1) Training Docu. ., | &1 Manage Tim... B]POP Contrale... | 2D % @M N 1247 P

2. To archive time select the type of time to be archived. PDP Hours, Contract Hours or
Credit Hours.

T
Flle Edt View Favortes Todls Help | >
@Back - @ - E @ @|/O55avch *Favurites A tecia @| @- & -

Address [{€] httpsJjsms.eboces.org/PD/POMANAGE =l Go ‘Lir\ks =
wnyric” Manage Time PDP Timekeeper |

Sign Out

08/09/2004 12:49:06 Web Only Prod District Ldg g—l

search activities Select one type of hours to manage

Search Employees POP Hours €
Contract Hours €
Yiew Summaries Credits ©

SUL S SRS 10 build a list of employees, make choices from the following options and click Select

o For all employees, just click the select button
Group Activity

Approve/Varif Lacation = Department 2
Appaintment Area - Position Type -
Activity Catalog Retirement System - Bargaining Unit -
Activity Types Certification Type [ Certification Subject [
Renewal date earlier than

Gurrent PDP hours equal to or greater than (enter maximum PDP hours to find ermployees ly Select

District Goals

Funding Source

Manage Time [
Permissions

Maintain Tables

M

EMall Addre id}
distart| | @ @ @ 0D @ HBO | % novell Group.. | o Call Logging - . | {3 Training Docu. | #]Manage Tim... ®]PoP Contrale.. | |29 & @M N 1249
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3. Enter selection criteria to view a specific group of employees or leave criteria blank to
view all employees and click the select button.

1ol x|
Fle Edt View Favortes Took Help | F
@Ea(k Q- B @ L{h|psaarth *Fa\mmes & pesia ®| @- & <)

Adiress [{E] hbtpsifems boces rgiFDFOMANAGE Rl ‘“”"5 >

Appaintment Area = Paosition Type =
Activity Catalo Retirement System ,ﬁ Bargaining Unit lﬁ
Activity Types Certification Type - Cartification Subject -
Renewal date earlier than

District Goals
Current PDP hours equal to or greater than (enter maximum PDP hours to find employees to zere out) Select

Funding Source

: All 10 employees are listed
Manage Time

- Check employees NOT to update, enter the maximum number of hours and click the button to submit the changes
Permissions
PDP Hours
Maintain Tables
Skip this Employee Employee Name Total Archived Current
My eMail Address 4 Thomas anderson 101.00 20.00 71.00
Web Links r David S. Conley 18.00 10.00 g.00
r TEACHER ¥, GUEST 244,50 205.00 39.50
WNYRIC Il Wathew M. Martin 2.50 0.00 3.50
r Jennifer &, Smith 4.50 0.00 4,50
EHESEBOCES r Joann X. Smyth 19,00 10.00 0.00
m} John ¥, Smythe 18.50 10.00 8.50
(i Terrence T. Tubby 8.50 0.00 8.50
r Arthur P. Wilson 40.50 30.00 10.50
r Margaret M. Wilson 3.50 0.00 3.50
Archive l‘— PDP hours

distart| [ @ @ 0@ HBO | @ Hovel Group... | st CallLogging - .. | () Traming Docu... |[&] Manage Tim... B1Por Contrale... | |20 & GBI N 12530

4. To skip and not archive an employee click the skip check box to the left of the employee.
5. Enter the number of hours to be archived and click the archive hours button.

6. The system will move the hours from the current column to the archive column.
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Permissions

The permissions option is used to Add or modify employee information, to set user level access
to the PDP system and to generate a user ID and password. A new employee may be added as a
teacher/employee or an administrator. Note: To set an employee as a controller contact BOCES
support.

Adding/Modifying an Employee

To add a new employee first the employee information should be added and the user ID and
level of access should be set up.

1. From the Permissions screen Click the Add/Change button.

2. Enter the employee’s SSN and click the find employee button.

15l
Fle Edt View Favorites Took Help | o
@Batk - @ - @ @ (h |pﬁearth *Favurlles P vedia @| B- 2} - \_J
AddressIEhttDs:fﬂsms‘ebu:es‘UFDJPDIPDADDEMPL7Q= B ‘Lmks >
wmyne ADD/CHANGE EMPLOYEES PDP Timekeeper —|
08/17/2004 10:47:17 Web Only Prod District H—EIQ M‘

Search Activities Assign Access to POP

Enter an SSN to retrieve employee data or to retrieve a form for entry.

Search Employees

SEarcEmplEvEss SEN 1112! 1 Last Mame First Name MI
View Summaries Find employee I

Enter Activities

Group Activity

Approve /Verify
Activity Catalog
Activity Types
District Goals

Funding Source

Manage Time

Permissions

Maintain Tables

M

Astart| | @ & @ 0 EHO® | & novell Group... | «§ Call Logaing - | 1) Training Docu. . | &) PP controll. . |[£] app/cranG.. (& 22 B @ NE 1043 an

3. If the employee is already in the database the employee’s data will appear and now may be
modified by making changes and clicking the update employee button. If not the fields will
be blank and the new employee data may be added. Then click the update employee button.
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E] NGE EMPLOYEES - Microsoft Internet Explorer e x|
Fle Edt Vew Favortes Took Help | A

eﬁatk o @ = B @ @|psEamh *Favunles & pesia ®| 8- & - D

Adiress [{E] hbtpsifems beces orglFDjpdsddempl

-

SSN 111221111

*Last Name
First Narme

Legal Address:

Group Ac
Approve/Verify

Activity Catalog

Activity Types

Archived [0

i

Street Addressl
City
State

District Goals
Funding Source

Manage Time
Appointment Information:

Tenure Area ha
Position Type hd
Union =

Certification Information:

Number

WNYRIC

Line
2

Zi
CDJE

Department |
Building [
Retirement System hd

Type il

EEEREE

Subject A
Expiration Date

Update Employ

Effective Date

Erie 1 BOCES

Riesetyour entries

dsa| [ @& O BHOHE

| @ Movel Group... | ef CallLogging- .. | () Traming Docu... | B poF Contrale. . |[£7] apDscHanc... | 2@ & @ NI 10555 o

Setting User Teacher or Administrator Access

1.

Perm

Edit Help

Ot - O~ ] B | s Spreens @ @[ @

Address IE hittps: fisrns. ehoces, org/FD/FDCONTROL?G=

From any PDP screen click on the Permissions button.

ns

rosoft Internet Explorer

File View Favortes  Tools

G |uns >

wnyric”

PDP Timekeeper;

Sign Out

Permissions

08/09/2004 13:01:44 web Only Prod District Ldﬂ

Add/Change Employee

Search A

nistrators
Search Employees

User ID
AGUEST

Name

Preapprove

Approv Approval Limit
ADMIN X. GUEST r r r

———————— n©
Submit Changes

Verify Deny

o
-

Yiew Summaries
More x>

Enter Activities TTUBBY TERRENCE T TUBBY ~ r More s=>>
Group Ac '3

Approve/Verify

Activity Catalog

Activity Types

Di ct Goals

Funding Source

Manage Time

=
® 322 L @EMN oz

M

i start] |
2.

S0 B0 | % Movel Group... | 48 CallLogging - .. | (3 Training Docu... |[&] issions ... B9 POP Contralle... |

Click the access to PDP button on the top of the screen

3. Fill in the employee’s SSN and click find employee.
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2} Staff User IDs - Microsoft Internet Explarer = x|
File Edit View Favorites Tools Help |#

Qe - Q) - BRE k{h‘psearch 57 Favortes @A Medla @| - hyl\: - )

Address €] https:fjsms.sboces.org/PDjpdaddusr B E |Lir\>@ »

wyrie” Staff User IDs PDP Timekeeper |
Sign Out

11/02/2004 DD:09:16 Edutech Demonstration District H—EIQ M

Add/Change Employee Autharity by location or department
Enter SSN for employee to getitarty\ployee must already be added to personnel

SSM: [123123123
Find Employee

Robert Roberts has been found in personnel and has no user ID. We will assign RROBERT1

Select District

Search Activities

Search Employees

Yiew Summaries

Enter Activities

Group Activity

User ID: RROBERT1 Teacher access to PDP [T - or - Administrator access to POP [0
Approve /Verif Last Mame: Roberts
First Mame: Robert
Activity catalo Middle Initial:
Wark E-mail:
Activity Types Location: |
Wark Phane: Extension: |
District Goals
Street: |

Eunding Source City:
State:

Submit Changes

Manage Time

Permissions

Maiutaio Zabie =l

Blstart| | @ & OB HQ | @phovel Grou... | @) Mierasoft ac...| 5 Training Doc... | B poP Cortrol... |[&] staffuser . | 20 @%@ NM 1259em

4. Select teacher or Administrator access and click submit changes.

5. The system will create the user ID and password automatically. The user ID will appear

at the top of the screen and the password will be first and last initial plus the last 6 digits
of the employee’s SSN.

Giving Approval Access
Administrators and controllers may given access to pre-approve, approve, verify or deny activity
requests from employees.

1. From any PDP screen click on the permissions button on the left side of the screen.
SR
Fle Edt View Favortes Tools Help | aw
eBack - @ - E @ L‘_/I]‘/OSEarch *Favwltes A vedia ®| @- .;\: - D
Address [] https:fsms.eboces. org/PDPDCONTROL?G= B |un>s D
wmyrie” Permissions PDP Timekeeper |
11/02/2004 00:24:13 Edutech Demonstration District H—EIQ MI

Add/Change Employes Access to PDP

Select District

L Administrators
Search Activities

User ID Name Preapprove Approve Approval Limit Verify  Deny
ADEMOOL ADMIN DEMO ID r r r r Mare o

r r — r r
PEVANSTO PAULA T EVANSTON m} m} (| M More oo
r r r r

Approve/Verify Submit Changes

Activity Catalog

Search Employees

VLRSS CDEMOOL CONTROLLER DEMO 1D More »>»x

RDICKEM1 RHONDA J DICKENSON More »>>>

Activity Types

District Goals

Funding Source

Manage Time

Permissions

Maintain Tahle =
distart| | @ & D@ HO | @novel Greu... | @) Mirosoft Ac...| ) Trainng Doc... | B1POP Cortral... |[ £ Permission... |9 29 @2 @ NI 114
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2. To restrict access to a specific action click the check box next to the action and click the
submit changes button. If all options are left blank the administrator will have access to
perform all approval actions.

3. To set approval access for a specific building or department click the more button on the
right side of the screen.

-8l
File Edit View Favortss Tools  Help | ~
eﬁack - O - B @ (b ‘pSEarch *Favnrltes emed\a @| @- :1\5 - D
Address [{€] htps:jjsms bores. org/PD{PDCONTROLI Q= = B o |unks =
wnyrme Permissions PDP Timekeeper —|

Sign Out

11/02/2004 00:24:13 Edutech Demonstration District Help g_l

Add/Change Employee Access to PDP

Select District

Administrators
Search Activities

User ID Name Preapprove Approve Approval Limit verify  Deny
ADEMOD1 ADMIN DEMO 1D - - - 0 More »>»»»

r r l— r r
Enter Activitias PEVANSTO PAULA T EVANSTON Il Il - M Mare »ee>
r r r r

RDICKEM1 RHONDA 1 DICKENSON
Approve /Verify Submit Changes

Activity Catalog

Search Employees

VLRSS CDEMOOL  GONTROLLER DEMO 1D More smsx

Mare g

Group Activity

Activity Types

District Goals

Funding Source

Manage Time

Permissions

Maintain Tahle =l
dstart| @4 & ODBBEBC | @ novel Grou... | ) Miasaft ac...| L Trainng Dac... | B]POP Cartral... |[ £ permission... |20 @2 @ NM u:14m

4. Click the check box next to the building and\or the department and click submit changes
on the bottom of the screen. Leaving these blank will give the administrator access to all
buildings and departments.
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Maintain Tables

The maintain tables option allows the district to add or archive specific criteria for grouping
employees together. The tables are buildings, certification subjects, certification types,
departments, position types, retirement system, tenure area and union. These tables are not
required, but they are useful in restricting searches to specific criteria.

1. From any PDP screen click on the Maintain Tables button.

a1
File  Edt View Favortes Tooks Help | ar
@Back - @ - B @ @ |psaavch *Favnrltes A tredia @| 8- & o)

address |@ https: fjsms. eboces org/PD/PDTABLIST?G= =l Ga ‘Llr\ks »
wryric” Maintain Tables PDP Timekeeper |
08/09/2004 13:21:13 Web Only Prod District H46||2 M‘

Search Activities . L
To make changes to a table below, please click on the table description.

Search Employees
Table Description

¥iew Summaries  BIII[ale] /
Certification Subjects

Certification Type

Department

Pasition Type

Approve /Verif Retirement System
Tenure Area

Activity Catalog Union

Enter Activities

Group Activity

Activity Types

District Goals

Funding Source

Manage Time [
Permissions
Maintain Tables

.

amall addra =
distart| | @ 2 8 0@ HO | 6% tovel Group... | e CallLogaing - . | () Training Docu... [[@] maintain Ta.. B F0R Contrale... | (@29 & @HMN 1i2zpm

2. Click on the table to be updates.

sl
File Edt View Favortes Took Help | F
eﬁa(k - @ - B @ @ |p55amh *Favunles P media ®| @v & - D
diress [{E] hbtpsiff3ms ebaces orglD/POTABUFDTITABLE-FD03S B ‘Llnks =
wmnec Update PDP Table PDP Timekeeper |
Sign Out
08/09/2004 13:23:25 Web Only Prod District H—EIQ M

Search Activities Building
Search Employees B CorreREEntTas € all Entries © archived Entries

. q REFIND with alternate criteria
Yiew Summaries

GCode Description Archived

Enter Activities oooo ISﬁmp\eTable r

Group Activit 93783 Ihasement Il

[ [ Clear MNesw Entry
Approve/Verify
Update table entries

Return to Maintain Tahles

Activity Catalog

Activity Types

District Goals

Funding Source

Manage Time B
Permissions

Maintain Tables

M

= e 1=
distart| | @ & @ 0B | 6% tovel Group... | o CallLogging - .| (L) Training Docu... [[&] update poP .. RO Cortrale... | [ 29 & @MN 1:23P0
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3. Fill in the code and description and click the update table entries button to save.
4. To archive click the archive check box and click the update buttons.

5. To view archived entries select archived entries and click the refind with alternative
criteria button.
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My E-Mail Address

All employees can set or update their own e-mail address within the system. The e-mail address is

used by PDP to send automatic e-mails when a controller or administrator adds a group activity or
when a user forgets their password and requests a password reset.

1. From any PDP screen click on the My E-Mail Address button.

My eMail Address - Microsoft Internet Explorer == x|
File Edt Wew Favoites Tools Help

| &
Qo= 0 ] & () s o e © (- L -

Address [{€] https:fsms.eboces. orgiPDJPDSETEMAILZG=

=l s [uns >

Your eMail address will be required in case you forget your passwerd and you want
to have it reset.

Type in your new eMail Address and click Update to save.

|rkW|atek@ETb org

Update My e-hail Address |

Fesetthe Form
oup A

sinive -
distart| [ B S & OEBEO | $ tovellGroup..._| # CallLogaing - .| 5 Training Decu... [[&] My eMail Ad... 8] PoP Contrale... | (20 & GEIN Lazem

2. Fill in the e-mail address and click the update my e-mail address button.
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Import Employees

Controllers have the ability to upload a group of employees into the database. The file must be in a
tab delimited format spread sheet. See appendix B for the file layout.

1. From any PDP screen click on the Import Employees button.

3 Import Employees - Microsoft Internet Explorer =[=]x]

File Edt wew Favorites Tooks  Help ‘ aw

eaa:k S B @ (h‘psaarch *Favnmtes AP redia @‘ 8' & -

Address |@ https:fsms.ebores. orgiPD{PDIMPEMP? Q= | B ‘ Links **

wnyric Import Employees PDP Timekeeper —|
Sign Out

08/09/2004 13:41:30 Edutech Demonstration District H46|p H—I

Import Employees

Import data from a file:
Select District Enter file name, choose import mode, click Import Data

The import file must be a tab-delimited text file,

File name and path Browse
Search Employees & Scan data, no update
' Update Database

Search Activities

¥Yiew Summaries
o Import Data Clear the form
Enter Activities
Group Activity
Approve/Verify

Activity Catalog

Activity Types

District Goals

Funding Source

Manage Time

TrerarefeoitT =l
ot [ @ >80 BHEH® | % novell sroup. . | + Call Logging - | ) Training Docu, . | &7 1mport Empl... B POF Contrale... | (B 20 S GHAN 1zrm

2. Fill in the path to the file or click browse to find.
3. The scan data, no update option is used to verify the data is correct without importing. Use this
option first to validate the data will upload correctly. If so repeat steps using the update database

option.

4. Contact Boces to run batch routine to create user IDs.
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Definitions

Activity—any professional development activity that the district wishes to track,
e.g. Workshop: “Using Computers in Science Class”

Activity Type— Activity categories, e.g. In-service, Workshop, Grad Course and
more

Catalog—Ilisting of professional development activities offered by the district, a
college, BOCES, etc.

Approve—give the employee the go-ahead to take a course or other activity

Verify—indicate that proof of completion of an activity has been submitted; assign
value

PDP Hour—time value awarded to an activity for SED requirement of 175 hours
every 5 years

Contract Hour—time value awarded to an activity to meet district contractual
requirements for professional development each year

Stipend Hour_ - time value awarded to an activity to build toward an
advancement in salary

Stipend Credit—credit earned after a given number of stipend hours are
completed

Level—all activity types with the same weight are grouped into one level for
totaling purposes

Block—number of credits needed to earn a stipend or to advance on salary
schedule

Funding Source—budget code or other basis of payment for a requested activity
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PDP Import File Field Specifications

Employee Record Data
Field # Description Maximum length
1* SSN 11
2% Last Name 16
3% First Name 14
4 Middle Init 1
5 Address 1 20
6 Address 2 20
7 City 20
8 State code 2
9 Zip. 10

Appointment Record Data
Field Description Maximum length
10 appointment(tenure) area code 8
11 appointment(tenure) area name 45
12 Department code 8
13 Department name 45
14 Position (employee) type code 8
15 Position (employee)type name 45
16 Bargaining unit code 8
17 Bargaining unit name 45
18 Building code 8
19 Building name 45
20 Retirement System code 8

Certification Record Data
Field Description Maximum length
21 Certification number 11
22 Certification Type 8
23 Area of Certification code 8
24 Area of certification words 45
25 Certification Date 8
26 Certification expiration Date 8
27 blank column

* Required Fields
File notes:
e Tab delimited text file
e Provide only one appointment record and one certification record per employee.
e Data elements not loaded electronically may later be added manually within PDP Timekeeper.
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Suggested Reports

Although PDP does not have an actual report creation area many of the screen may be use to
generate reports by clicking on the printable view button. The following is a list of reports that can
be created this way.

Note: Any of the following reports can be modified by use multiple criteria. Such as in Search
Activities selecting a building and a date will give a report of all activities for a specified building
for a specified date and can be used to verify the number of subs needed.

Report Name | Purpose | How To run

Class Roster A listing of all employees enrolled  In Search Activities select by
in a specified class or seminar. activity.

Activities by Status A listing of all activities by a given  In Search Activities select by status.
current status.

Activities by Type A listing of activities by district In Search Activities select by
defined categories. activity type.

Activities by Goals A listing of activities tied to a In Search Activities select by goal.
district defined goal.

Activities by Building A listing of activities for a specified In Search Activities select by
building. building.

Activities by Funding A listing of activities for a specified In Search Activities select by

Source funding source. funding source.

Employees with no A listing of employees without any  In Search Employees click on

PDP credit current PDP hours. employees with no current PDP

credit check box.



