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Logging Into PDP Timekeeper

When logging into PDP Timekeeper for the first time the password will be your initials plus the last
6 digits of you SSN.

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.
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3. When the log in screen appears click on the Sign In button.
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Welcome!
This web site may be used by administrators and teachers in school districts
Yiew My Summary which have registered through the Western New York Regiconal Information
Center.
View 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 Activity Types their employees have undertaken. You may award hours to each completed

achivity 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.

View District Goals

Search Employees

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

see total hours awarded, credits earned and to see each activity in detzil.
Enter Employee 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

Approve/Verify Activities

Activity Catalog expect 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 registered user, sign in using the button at the top of the page.
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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.
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Sign In To PDP Timekeeper
(il i et | Please enter your user id and password:

user 1D ||—
password l—
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Change Passward
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Return to Welcome Page
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Once Login is completed the My Summary screen will appear.
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My Summary

My summary allows an employee to view a summary of classes and seminars requested as well as
the status of each. Accumulated hours can also be viewed here.

1. To view the summary click the my summary button on any PDP screen.
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Ermployee: TEACHER X. GUEST
My Summary
Area: 7-12 teacher Position:
Actlvity Catalo Bargaining Unit: Teacher ass'n. Retirement Sys: TRS
Certif Subject: Math 7-9 Exten Certif Type: Provisional
Ri t Activit: P
- Hours Summary
Aclivity Types Type Description Level PDP Hours Gontract Hours Stipend Hours
o el Graduate E 165.00 0.00 15.00
District Goals 15 In Service 2 a.00 0.00 &.00
0 M Mentor Time g 3.80 0.00 0.00
My eMail Address o Other 3 30,00 0.00 &.00
RE Required workshop 4 17.00 0.00 0.00
R WK waorkshop 2 21.00 0.00 16.00
Erie 1 BOGES Totals: 245.50 0.00 43.00
Archived totals: 205.00 0.00
Current totals: 40.50 0.00
Stipend Summary
Hours Divisor Credits Pending Hours Paid Credits Unpaid Credits
Level 1 Totals: 15.00 1 15.00 12.00 3.00
Level 2 Totals: 22.00 LK 1.00 7.00 1.00 0.00
Level 3 Totals: 6.00 30 0.00 6.00 0.00 0.00
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Note: The my summary screen appears when an employee logs into The PDP system.
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Activity Catalog

Employees may view a list of classes, seminars or meetings from a catalog created by the district

1. From any PDP screen click on the activity catalog button.
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My Summary Following is a list of activities in the Activity Catalog: /
Activity Catalog . 2
To view greater detail, click on the link. Frintable View

Request Activity

Catalog No Type Goal Title Start Duration PDP Hrs St:_[:uend
Activity Types rs
AUGHS REQ TOM WORKSHOR 08/20/2004
District Goals MNOD1 M Mentaor Qrientation 01/05/2004
M Mentar Observation 01/05/2004
My eMail Address M Mentor Time 09/01/2004
WK Follow Up With Phil 07/12/2004 1 Hr. 1 1
WNYRIC WK Follow Up With Phil 07/12/2004 1Hr 1 1
BEQU21404 REQ  HRL C'assmmlnagr':";t‘iim" Sosial 02/13/2004  ° if:sa 3 3
Erie 1 BOCES
WRKD41404 WK EL2 Tessalations and the Math-Challenged 04/14/2004 2 hours 2 2

Go to MORIC
Go to O-N BOCES TCHR CTR
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2. To view detail information about the activity, click the catalog number button to the left of
the description.
3. To print a listing of available activities click the printable view button and click the printer

icon on the web browser.
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Request Activity
An employee may submit for approval a request to take a class or seminar.

1. From any PDP screen click on the request activity button.
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Employee: TEACHER X. GUEST Yiew Summary

area: 7-12 teacher Position:

Union: Teacher ass'n. Retirement Sys: TRS

Certif Subject: Math 7-9 Exten Certif Type: Provisional

My Summary

Activity Catalog

Request Activity
Select from catalog

Activity Types
District Catalog |Se\ec1Al:t\vny j View the Catalog

District Goals \

LRSS oF enter information in the following form.

WRNYRIC * indicates required fields

" lﬁ District Catalog l—
Erie 1 BOGES Type of Activity &

* Title Justification

" Date Goal | =l
Contract Hours |0.00 Total Cost 0.00
PDP Hours (0.00 Funding Source ~

Stipend Hours |0.00 A/Subst\tute Needed

Subrmit Activity | Claarthe Form | Delete Activity Resat

View Summary =]

Bistart| [ S & O @ HO® | @ ovell Goup.. | 4 CallLogaing .. | 3 Training Docu. .. | PO Teadher .. [ Request act... |20 Bl% N @& 10:22 a0

2. To select an activity from the catalog created by the district click the drop down arrow in the
district catalog drop down box.

3. Ifthe activity cannot be found in the catalog the user may enter the information.
Note: Type of activity, title and date fields are required.

4. When data is filled in click the submit activity button.

5. The clear the form button will clear all fields entered allowing the user to start over.
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Activity Types
Activity types are a way for the district to group similar activities together.

1. To view a list of activity types click the activity type button from any PDP screen.
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District Goals

District Goals is a way for the district to track activities and hours completed by employees to
achieve predefined district wide goals.

1. To view the goals defined by the district click the district goal button from any PDP screen.
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iy S Following is a list of District Goals:

Goal Description

-

Activity Catalog EL1 improve english

ELZ improve math

Request Activity
FO1 all faculty mandated

Activity Types HR1 high school regents improvement
123 Personal Professional Development

District Goals View activity catalog.

My eMail Address
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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|
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Your eMail address will be required in case you forget your password and you want

My Summary =
to have it reset.

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

Request Activity

I
‘ Update My e-bail Address I Resetthe Form

Activity Types

District Goals

My eMail Address
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2. Fill in the e-mail address and click the update my e-mail address button.
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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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