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This manual is to assist the DESE Staff assigned as DESE Admin in the operation and use of the RPDC
Consultants Log System.
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What will I see when I log in as a DESE Admin User?

You will see your home page, which is the Regions tab/page.  This tab/page displays the following:
 Load Consultant for Region drop down list and button.  This allows you to choose a specific region

and then to display all staff member’s associated to the region selected.
 Consultant Name <link> - by clicking on this link, you are able to your access to the targeted RPDC

staff member’s calendar.  The calendar page provides a pathway select an existing event for
reviewing purposes on a targeted RPDC staff member.

You will see the Maintenance tab.  This tab / page displays drop down options for all DESE and RPDC
staff members. Select a staff member value and click the Edit Staff button. The page will refresh and
display that staff members already saved data.  If you click on the Add Staff button, the page refreshes
and displays all associated fields in default mode.

You will see the Unlock Submitted Logs tab.  This tab / page displays an ad-hoc view for searching for
and returning results equal to a targeted submitted event data log.

You will see the Log Audit Data History tab.  This tab / page displays all submitted event log records
that have been originally submitted, unlocked by DESE Super Admin or DESE Admin user, event log data
edited and saved, and then re-submitted to DESE.
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What can I do on a selected RPDC Staff Member’s Calendar?

First, click on RPDC Staff Member name link on the Regions page; this will open the target RPDC Staff
Member’s Calendar in read view. Event ID in red font color indicates that there are no event data logs
associated for the event ID/consultant.  Event ID in black font color indicates that there are existing
event data logs associated.

Calendar Navigation
You may navigate back one year by clicking the Previous Year button; you may move back one prior
month by clicking the Previous Month button, you may navigate to the current month by clicking the
Current Month button; you may navigate to the next month by clicking the Next Month button; and you
may navigate forward one year by clicking the Next Year button.
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Events Needing Log Data Page <Report>
You may click the Events Needing Log Data button.  This will display all open logs that have the Event
Data section of the Event Data page empty.  If the targeted RPDC Staff member has open logs that are
missing the Event Data Log(s), then the system will generate a “report” which displays event ID’s that
still require log data.

You may click on the Event ID link. You will be navigated to the Event Data page in read view.

If the targeted RPDC staff member is not missing log data on any open events, then the system will
generate the following:
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Events Assigned to Me Page <Report>
You may click the Events Assigned to Me button.  This will display all open logs for events that the
targeted RPDC staff member has been assigned to. If you click on the Event ID link, the system will
navigate to that Event Data page and will display that event in read view.

If there no open logs for you then the system will generate the following:
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What else may do from the targeted RPDC Staff Member’s Calendar view?
You may view the Paid Leave checkbox. This is a visual indicator to other staff members that the
targeted RPDC staff member has designated this day as a “Paid Leave” day.

You may Access the Targeted RPDC Staff Member’s Existing Event. Click the Event ID number listed on
the calendar that you would like to open.  This will display your view of the event data page in read
view.  We will discuss, in detail, the Event Data page later in this manual.

How do I Review an Existing Event?

Go to the targeted RPDC Staff Member’s calendar and click on the Existing Event ID link that you would
like to edit.  The system displays the Event Data page in read view. You will have access to the Print
button and the Return to Calendar button / functionality.

The Event Information section and the Event Participant Count sections will display the same data on all
assigned RPDC staff for this event.  The Event Log Data section is completely unique to the RPDC
assigned staff member who entered it.  This data is NOT reflected on any other assigned RPDC staff
member’s event data view.

Screen shot without event log data records
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Screen shot with event log data records associated
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How do I update an existing DESE/RPDC Staff Member or add a new DESE
/ RPDC staff member?

Click on the Maintenance tab. You’ll see your default view which provides the ability to select an
existing DESE or RPDC staff member and clicking the Edit Staff button OR to add a new DESE or RPDC
staff member by clicking the Add Staff button.

I want to edit an existing DESE / RPDC staff member – what do I do?  Click on the drop down options
for existing staff; scroll until you find the target staff member and click.  Then click the Edit Staff button.

DESE Staff Member selected screen shot

DESE Staff do not have the ability to assign Initiatives.  You may edit any of the Update Staff Information
fields.  Click Save Staff to save changes.
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RPDC Staff Member selected screen shot

RPDC Staff members have the ability to allow the assignment of Initiatives (by DESE Super Admin or
DESE Admin users) by either clicking on the Edit button (which opens the existing record for editing to
the Initiative assignments & percentages; FTD, Begin and End Dates), make changes and click the Update
button OR by clicking the Add Initiative Button when you need to end the previous record and assign
new Initiatives.  Click the Save Staff button to save.
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How do I Unlock a Submitted Consultant Log?

Click on the Unlock Submitted Logs tab. You’ll see the default page which allows you to find the target
consultant log in a number of ways.  If you know the exact event ID number, you simply enter the event
ID number into Event Number field and click Query Submitted Logs button.  If you don’t know the exact
event ID number OR you would like to pull several records tied to the same submittal date, region and
consultant, you may then enter the Submittal Date, Region and Consultant you are looking for, and click
the Query Submitted Logs.

If you query does not return any results, you’ll see the refreshed page as follows:

If you have successfully pulled back record, the page will refresh and display as follows:
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To select a record(s), click on the Select ‘selectable’ checkbox next to the record(s) you would like to
unlock and then click the Unlock Selected Records button.  The page will refresh and display a message
indicating that the records have been unlocked.  Upon clicking on your RPDC Home link, the DESE Super
Admin home page will refresh and display the Unlock Submitted Logs alert on your view; the DESE
Admin View, and the Regional Director associated to the consultant selected view.  This alert will no
longer display AFTER the unlocked consultant log has been successfully re-submitted to DESE.  The re-
submission of the unlocked log then triggers events on the Log Data Audit History page.
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How can I compare original submitted log data to unlocked and re-
submitted log data (audit history)?

Click on the Log Data Audit History tab. You’ll see all records of unlocked and re-submitted consultant
logs to DESE in descending order (most recent on top).  The log data audit history allows you the ability
to see the data that was ORIGINALLY submitted under the row titled Original for the following elements:
Event ID, Submit Date, Submitter, Region, Staff Name, Initiative Type, CW Detail, Type of Hours Logged
categories, and Mode of Contact. The record will also display the most recent changes made under the
row title Current for the above-mentioned data fields.  The Submitter will display the name of the
Regional Director or the DESE Super Admin person who originally submitted the log and also re-
submitted the log.  The Type column reflects what type of change was made to the log (was the
unlocked log updated <edited>; deleted; or added a new log).

Screenshot  below was obtained by two separate shots to capture entire table display
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What do the Reports do?

Here’s a brief description
All reports in the Left Navigation will have an initial ad-hoc search options for you to pick from.  All
require a Date to be selected. All require some type of grouping to be selected. All of them also have a
Display button.

When you click on the Display button, the system performs a search that matches the internal criteria
and the ad-hoc criteria listed and return the results within the SSRS report viewer within the HTML page.
The SSRS Report Viewer toolbar will display a disk icon which will give you the access for exporting to
PDF and excel.  The toolbar also provide a method to navigate between pages.

Example of the toolbar

What does the toolbar do?
If there are multiple pages, the toolbar will display 1 … of 5, etc.  You may either enter the number in the
text box or use the navigation icons listed.  You also have a number of options when it comes to
exporting the report (see screen shot above). After you have exported the report, you will utilize excel
or PDF print options to print the report.

Now let’s get started with the Reports!
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What does the All RPDC Events report do?

This report allows you to see all open consultant logs for a specific month/year and to return the results
according to either a Specific Region or Statewide. Select the Month/Year date and pick a region to
display.  If there are no events for a particular month/year, then you will not see it as an option.  Click
the Display button.  System will then search for the open logs that match the date selected and grouping
selected.

If you would like export your report, click the export (floppy disk) icon within the SSRS Toolbar.  This will
display the exporting options provided within the SSRS toolbar, as explained under the Brief Description
section of this manual. After exporting, you may use excel or PDF print options for printing the report.
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What does the Preliminary Monthly Consultant report do?

This report allows you to see all open, unsubmitted consultant logs for a specific month/year and to
return the results according to a Specific Consultant, Specific Region or Statewide.  Select the
Month/Year date and pick a Region equal to a specific Region or Statewide to display. If you pick a
particular consultant or region does not have any open, unsubmitted consultant logs, then the system
will not return any records.   After selecting your Month/Year, and Region or Consultant, then click the
Display button.  System will then search for the open logs that match the date selected, consultant
and/or region selected.  If you selected state wide, the system will search for all open, unsubmitted
event logs for all regions. If system finds open, unsubmitted event logs that match the search criteria
selected, the system will refresh the page and display the results in report format within the SSRS report
viewer.

If you would like export your report, click the export (floppy disk) icon within the SSRS Toolbar.  This will
display the exporting options provided within the SSRS toolbar, as explained under the Brief Description
section of this manual.  After exporting, you may use excel or PDF print options for printing the report.
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What does the Event Log Data by Date report do?

This report provides the user the ability to review all unsubmitted (open) event log data for a consultant
according to the date the user selected for the log on the event data page.  It also ties in the event ID
number, the type of hour and hours logged to the type, and the Initiative Type selected including the
CW (Collaborative Work) Detail value associated if the User has an initiative type equal to Collaborative
Work (CW).  For Regional Director and Consultants, this report will provide data to help assess if time
needs to be adjusted between initiatives prior to submitting to DESE.

If you would like export your report, click the export (floppy disk) icon within the SSRS Toolbar.  This will
display the exporting options provided within the SSRS toolbar, as explained under the Brief Description
section of this manual.  After exporting, you may use excel or PDF print options for printing the report.
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What does the Initiative by Percent report do?

This report provides a summarization of submitted (closed) consultants log hours displayed in a
percentage by the initiative type.  The data is collected from the Event ID related log, RPDC Staff, the
Initiative Type and hours logged. User may group the return by searching for All Consultants, All
Regions; or Statewide (all regions).

If you would like export your report, click the export (floppy disk) icon within the SSRS Toolbar.  This will
display the exporting options provided within the SSRS toolbar, as explained under the Brief Description
section of this manual.  After exporting, you may use excel or PDF print options for printing the report.
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What does the Initiative Report do?

This report provides a summarization of submitted (closed) consultants log data tied to the Event ID;
RPDC Staff member; the Initiative Type and related Hours Logged / Type; and Mode of Contact.  System
default search/return criteria are Event ID number equal to submitted (closed logs) and date (MM/YYYY
or YYYY).  User may group the return by searching for a Consultant, Region; or All Regions.

If you would like export your report, click the export (floppy disk) icon within the SSRS Toolbar.  This will
display the exporting options provided within the SSRS toolbar, as explained under the Brief Description
section of this manual.  After exporting, you may use excel or PDF print options for printing the report.
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What does the Submitted Monthly Log History report do?

This report provides a history record of all submitted monthly logs. User may group the return by
searching for a specific Region; or a specific Consultant.

If you would like export your report, click the export (floppy disk) icon within the SSRS Toolbar.  This will
display the exporting options provided within the SSRS toolbar, as explained under the Brief Description
section of this manual.  After exporting, you may use excel or PDF print options for printing the report.
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What does the Submitted Monthly Log Edit History report do?

This report provides a history record of all submitted monthly logs that the system detected a high or
low edits associated to the log record.  The Submitted Monthly Log Edit History report displays the
corrected High Edit with a status of corrected. If the User corrected the Low Edit, it also will display the
status as corrected.  If the User submits a Low Edit log without correction, this report will display the
status as submitted.

If you would like export your report, click the export (floppy disk) icon within the SSRS Toolbar.  This will
display the exporting options provided within the SSRS toolbar, as explained under the Brief Description
section of this manual.  After exporting, you may use excel or PDF print options for printing the report.
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What does the Quarterly Log by Initiative report do?

This report provides a summarization of submitted (closed) consultants log hours displayed in a
percentage by the initiative type based a quarterly time period.  The data is collected from the Event ID
related log, RPDC Staff, the Initiative Type and hours logged. User may group the return by searching for
All Consultants, a specific Region; All Regions; or Statewide (all regions).
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If you would like export your report, click the export (floppy disk) icon within the SSRS Toolbar.  This will
display the exporting options provided within the SSRS toolbar, as explained under the Brief Description
section of this manual.  After exporting, you may use excel or PDF print options for printing the report.



Version 1.0
05/15/2014

25 | P a g e

What does the Yearly Log by Initiative report do?

This report provides a summarization of submitted (closed) consultants log hours displayed in a
percentage by the initiative type based a yearly time period.  The data is collected from the Event ID
related log, RPDC Staff, the Initiative Type and hours logged. User may group the return by searching for
a specific Region; All Regions; or Statewide (all regions).

If you would like export your report, click the export (floppy disk) icon within the SSRS Toolbar.  This will
display the exporting options provided within the SSRS toolbar, as explained under the Brief Description
section of this manual.  After exporting, you may use excel or PDF print options for printing the report.
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What does the Monthly Logs by Event report do?

This report provides a summarization of submitted (closed) consultants log data tied to the Event ID;
RPDC Staff member; the Initiative Type and related Hours Logged / Type; and Mode of Contact.  System
default search/return criteria are Event ID number equal to submitted (closed logs).  User may group the
return by searching for submitted monthly log date MM/YYYY; for a Region; or All Regions or Consultant.

If you would like export your report, click the export (floppy disk) icon within the SSRS Toolbar.  This will
display the exporting options provided within the SSRS toolbar, as explained under the Brief Description
section of this manual.  After exporting, you may use excel or PDF print options for printing the report.
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What does the Monthly Logs by Initiative report do?

This report provides a summarization of submitted (closed) consultants log data tied to the Event ID;
RPDC Staff member; the Initiative Type and related Hours Logged / Type; and Mode of Contact as it
relates to the associated Initiative Type.  System default search/return criteria are Event ID number
equal to submitted (closed logs).  User may group the return by searching for submitted monthly log
date MM/YYYY; for a specific Consultant, a Region; or All Regions.

If you would like export your report, click the export (floppy disk) icon within the SSRS Toolbar.  This will
display the exporting options provided within the SSRS toolbar, as explained under the Brief Description
section of this manual.  After exporting, you may use excel or PDF print options for printing the report.
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What does the Monthly Consultant Log report do?

This report provides a summarization of all closed (submitted) event log data by Regional Consultant.
User may group the return by searching for a specific consultant, a specific Region or Statewide (displays
all regional staff in one report as separate page for each consultant).

If you would like export your report, click the export (floppy disk) icon within the SSRS Toolbar.  This will
display the exporting options provided within the SSRS toolbar, as explained under the Brief Description
section of this manual.  After exporting, you may use excel or PDF print options for printing the report.
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What does the Monthly Participant Count report do?

This report provides a summarization of all closed (submitted) event log data by Regional Consultant.
This specific focus of this report is to display all District/Agency, Building and related Participant Counts.
User may group the return by searching for a specific consultant, a specific Region or Statewide (displays
all regional staff in one report as separate page for each consultant).

If you would like export your report, click the export (floppy disk) icon within the SSRS Toolbar.  This will
display the exporting options provided within the SSRS toolbar, as explained under the Brief Description
section of this manual.  After exporting, you may use excel or PDF print options for printing the report.
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What does the Collaborative Work Data report do?

This report provides the user the ability to review submitted (closed) event log data that is specific to
the Initiative Type equal to Collaborative Work.  Certain Regional Professional Development Centers
require the tracking of this specific initiative type.  The report also displays the Event ID the log is tied,
staff, type of hours and hours logged to type, mode of contact, the event type and participant count.
The submittal date field is required.  You may select either a specific Region or All Regions or a specific
Consultant, this is also required.

If you would like export your report, click the export (floppy disk) icon within the SSRS Toolbar.  This will
display the exporting options provided within the SSRS toolbar, as explained under the Brief Description
section of this manual.  After exporting, you may use excel or PDF print options for printing the report.


