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What will I see when I log in as a Regional Consultant?

You will see your home page, which is your Calendar page. If you have existing events that have log
data associated, then the Event ID will display in blue font color; if you have an event that does NOT
have log data, then the Event ID will display in red font color until you add log data and save it.

QMissouri

Regional Professional Development Centel
Consultant Logs

DEPARTMENT OF ELEMENTARY & SECONDARY

EDUCATION.

e Consultant Calendar View - Home

Region: 1 Southeast RPDC
Region 1D: 998001

User Name: Rose RPDC RC
User Id: ROSERPDCRC

Calendar For: May 2014 Today lIs: 5/21/2014

Working With: Region 1 - Rose RPDC RC

Previous Month ‘ Current Month ‘ Next Month Next Year
= RPDC Home n

Sund 7 i Tored

All RPDC Events [ y | Monday [ T y [ W y| T y Friday Saturday
1 A3d Event g -Add Event- 4 -Add Event-

Preliminary Monthly Consultant Log 5143 15148
Event Log Data By Date
Initiative By Percent
Initiative Report ™ Paid Leave ™ Paid Leave No wark day
Submitted Monthly Log History 4 Agd Event s had Event: § Zgd Event 7 B3 Event 8 g Event » hed Eveot 10 hed Event
Submitted Monthly Log Edit History 15164
Quarterly Log by Initiative
Yearly Log by Initiative i - I Paid Leave = s
Monthly Logs By Event No work day | Paid Leave | Paid Leave 1 hes logged | Paid Leave | Pad Leave Neo work day
Monthly Logs By Initiatives 4y shdd Event. 12 -hdd Event. 43 -AJ2 Event 14 A28 Event 48 -hod Event- 16 Add Event: 47 had Event
Monthly Consultant Log
Monthly Participant Count
Collabarative Work Data Report No work day [ radieave | [ Padiesve | [ Pateave | T Pagleave | [ Fadieave | Noworkcay
FAQ T BAEEven: |19 AfiEvert  |zp ASifvet |21 AmiEeent |z & 23 hdaEve 24 a3 Event-
DESE Web Application Menu 15141
Logon/Logoff

No work day ™ Paid Laave I~ Paid Leave I Paig Leave I~ Paid Leave I Paid Laave No work day

94 =Ad Event 26 wAdd Event 27 A3d Evest: g Add Event- 29 -ASZEve 30 434 Event 3y cAds Event:
e s = ™ Paid Leave s
No work day I Paid Leave | Paid Leave | Paid Leave 1 hrs logged | Paid Leave No work day

View Other Staff Calendars

Events Meeding Log Data

Events Assigned To Me

« Click Add Event to create a new event.

« Click an existing Event Number to open the event.

What can I do on my Personal Calendar?

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. You may print this report by clicking on the Print button. If
you have 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. If it is an event that you are a RPDC staff member, you will see your
event in edit view. If you are looking at someone else’s report, you will see the Event Data page in read

only view.

To return to your calendar simply click the RPDC Home link on the left navigation.

Events Needing Lug Data Thl.lrlsday. October 03, 2013

Region 1-Rose RPDC Con
‘Evem Id Event Title EventType  Eventlocation  Event Staff |
1-213-2 Test-creator not IDd as staff-assigned RC as staff & save 1:Rose RPOC Con |
1-913-35 Assignto RC 1:Rose RFDC Con |
1-913-36 test Technical Assistance Other Location  1:Rose RPDC Con
M test 1:Rose RPOC Con |

Print

+ Click an Event Number to open the event.

If you are not missing log data on any open events, then the system will generate the following message:
No report data found.
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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 you have

been assigned to. You may print this report by clicking on the Print button. If you click on the Event ID
link, the system will display that event.
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05/15/2014

You may click on the Event ID link. If it is an event that you are a RPDC staff member, you will see your
event in edit view. If you are looking at someone else’s report, you will see the Event Data page in read

only view.

To return to your calendar simply click the RPDC Home link on the left navigation.

éMissouri

" GEPARTMENT OF ELEMENTARY & SECONDARY

| EDUCATION.

Regional Professional Development Center
Consultant Logs

Hide

Eion: 1 Southeast RPDC

Region ID: 998001

User Name: Rose RPDC RC

User Id: ROSERPDCRC

& RPDC Home
All RPDC Events
Preliminary Monthly Consultant Log
Event Log Data By Date
Initiative By Percent
Initiative Report
Submitted Monthly Log History
Submitted Monthly Log Edit History
Quarterly Log by Initiative
Yearly Log by Initiative
Monthly Logs By Event
Monthly Logs By Initiatives
Monthly Consultant Log
Maonthly Participant Count
Collaborative Work Data Report
FAQ
DESE Web Application Menu
Logon/Logoft

Events Assigned To Me

Begin  Event
Date | Id |
05/22/2014 {2214

10

test delete for RD=no logs & RC=with logs

Event Type

Professional
\Development

1A : -
05/01/2014 ; 514- test RC creating event; assign to herself & also assign

to roseRD

1-514-
4

05/05/2014
creation point

test to validate roseRPDCrd can create; assign to
himself & assign to roseRPDCrc an event - no logs at

Professional
Development

05/03/2014 E13-51-1- test event for RD with no logs & RC with logs = delete |Professional

button on RD

e Click an Event Number to open the event.

|Development

If there no open logs for you then the system will generate the following:

Events Assigned To Me

Wednesday, May 21, 2014
Region 1 - Rose RPDC RC

Event

Location Event Staff

Other Location |1:Rose RPDC RC

[1‘Rose RPDC RC,
1:Rose RPDC RD

District/Building ;:gﬁ:: gggg 23

Other Location |1:Rose RPDC RC

Thursday, October 03, 2013
Region 6 - David Oesterly

| Event Id

Event Title

Event Type

Event Location

Event Staff

_I‘_\_I_q_r_e_p_n_@__{_ﬂ_ata found.

= Click an Event Number to open the event.
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Other things you may do from your Calendar view

You may select the Paid Leave checkbox. This is a visual indicator to other staff members that you have
designated this day as a “Paid Leave” day. You still have the option to de-select it, and other staff
members may still select you for an event for that day.

If you have been selected to attend an event for the day you have marked as paid leave, you have the
following options:

1. You may choose to leave the Paid Leave box check marked and attend the event; you would record
your Event Log Data on your Event Data page with the Type of Day equal to WORK DAY; OR

2. You may choose to de-select the paid leave checkmark and attend the event; OR

3. If you choose to not attend. To do this, simply go into your event data page, enter a Event Log Data
DATE equal to the date of the event, and select the Type of Day as DID NOT ATTEND. Click the Add
Log Data button. This will display this record under the log data records view. Make sure you click
the Save button! If you do not click the Save button, your data will not be saved!!! By selecting the
Type of Day equal to DID NOT ATTEND, you have disassociated yourself from this event. When this
log is submitted to DESE, it will not trigger any low or high edits.

You may Add an Event. Click the Add Event link on the day you would like to create the event. The
system will open the Event Data page with all fields open for adding data. We will discuss, in detail, the
Event Data page later in this manual.

You may Access your own 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 edit view. We will discuss, in
detail, the Event Data page for editing later in this manual.
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How do I Create / Add an Event?

To add a new event, go to your personal calendar and click the Add Event link for the calendar month,
day and year. This will display your Event Data page with all fields ready for data entry.

/aMissouri
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Hide
Region: 1 Southeast RFDC
Region 1D: 535001

User Name: Rose RFDC RC -
User Id: ROSERPDCRC Event Information
= RPDC Home * Event Title ||
All RFDC Events &
Preliminary Monthly Consultant Log * Bagin Date |5/2:2014 End Date Event Type | Select.. :_l
Event Log Data By Date — =
Initiative By Percent i ) 1:Test To Add Staff by DESEsa =
Initiative Report Furpose | Select... j Location |Select... x| " RPDC Staff ™ 1:Tom Anderson
Submitted Monthly Log History ™ 1:Jube Antil
Submitted Monthly Log Edit History
Quarterly Log by Initiative
Yaady Log by loietive Event Participant Counts
Monthly Logs By Event _ i
Monthly Logs By Initiatives Fiviciplint Costs Do Mot /ey
Monthly Consultant Log Partici c
Monthly Participant Count DistrictiAgency Buikdings MO Coun:
Coliaborative Work Data Report | ACADAMIE LAFAYETTE ~| | ACADEMIE LAFAYETTE - Teachers Admin|  Other
FaQ
DESE Web Application Menu Add Participant Count
LogonLogoff :
By ) District/Agency | Building Teachers Admin Other
No event participant counts found.
Event Log Data
f Type [ - Initiative | cw Mode Of
Date Doy |Work Day ~| Tyee |CW I Detaa |59t 2] Comae: [Emad 2]
Communication, Training 5‘;‘;:‘"‘"“’ Travel
& Collaboration ——
MNotes Add Log Data |
Plan
Type Of Initiative + ~ i State Mtgs/ Mode Of
Date ‘ CW Detail Comm, Training Travel Notes
! Day Type Cord Conference | Contact
No evant log data found
Save | Print Return To Calendar
» Cilick Add Participant Count button to add counts to Participant Count list,
= Cihick Add Log Data button to add counts to Log Data lkst,
« Ciick the Save button after you have entered event information and added Farticipant Count and Log Data information.

Event Data

Today Is: 521/2014
Working With: Region 1 - Rose RPDC RC
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If you are simply setting up an event and are NOT planning to a participant BUT you don’t know who the
RPDC staff will be, or which District/Building will be affected, simply do the following:

Enter your Event Title (this is required)

Enter your Begin Date (this is required and defaults to the calendar day you selected)

Select yourself as the RPDC Staff (there must be at least ONE RPDC staff member identified)

Enter the same date equal to your Begin Date into the Event Log Data section. Select the Type of
Day equal to DID NOT ATTEND.

5. Click the Add Log Data button. The page will refresh and display this log in the records view portion
of the Event Log Data segment.

PonNE

read Event Data has been saved. If you don’t use the SAVE button, you will LOSE ALL YOUR DATA!!!

Now your calendar will display this event ID on the day equal to the begin date selected. If there is no
log data associated, the Event ID will display in a red font color. You may go into this event at a later
time and select the RPDC staff. You may also enter the Event Participant Count segment fields if you
wish. If you add an Event Participant Count data, click the Add Participant Count button. This will

display this newly added record in the display section of this segment. Remember to click the

calendars. The identified staff members can open their own event data page and then begin entering
log data.

If you are setting up the event and are NOT going to a participant but KNOW who the staff will be,
simply create the event and do the following:

Enter the Event Title

Enter Event Begin Date

Selected the identified RPDC staff member(s)

Click the SAVE button!!!! The event ID will be displayed on all identified staff member’s calendars.
The event ID will NOT display on your personal calendar.

PwnNPE
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How do I Create a Sign-In Sheet?
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First select an existing event data page from your calendar view. If you select the Add Event option,

you will not see the Create Sign In Sheet button.

Next step is to click the Create Sign In Sheet button. This will open a separate “pop up” page, File

Download, which will allow you to start the exporting process to your computer. This
ask, “Do you want to open or save this file?” Click the SAVE button.

=]

Do yowu wart To opan or sawve thes fille
(e Maomo: SigninShoot.xlisx
=l I Types  Blicrosoft CHffice Fucel Worksfieet
From: b s, state. mo.us

Dpen I Sawe 1 | Conocl I

Wihili= files from the Intemet can be csefud
. o cho most erest the
- WMok "o thee rialc?

filas coan potentialhe
SoLrce, G0 Mot open or

<@

pop up page will

This will then generate a “pop up” page that is a “Save As” page. The default file name listed is:
SigninSheet. You may choose to rename the file if you wish. Suggested practice is to name it

SigninSheet + event number (SigninSheet 1-913-1 for example).

= CDrewnloads

S W — Oesterly. Becky

Organme -~ Fleww Folder

= = Pl - I Jate o,
wim Faworites s Ernte e o

BER | search Dosenioacts

[me

N pesktop
B Dowenloads

Mo termms match your cearch.

L Recent Places
—a Libraries

= Documents

alt Pusic

— Pictures

B videos
-] =

B Cormputer

File mame: | EFDGERTTS

Sawve as type: | Microsoft OUffice Excel Weorksheet

= Hide Foldars |

~1
=1
<ancer |

Next, select your target drive to save your exported excel file
drive, click the SAVE button on the “Save As” pop up page.

. Once you have identified your target

éh—_;-" R Decktop — ~ Ed [ Srareh Deskrea =
Olrganmire — Pl Feuleter = S

i Faworites
Il Cosktop
B Mesvcniaaes

=3 Libraries
] Docurments
ol Music
e Picturec
BY vidcos

S Computer

Frle narme

e et Flaces

=
A

“

Libraries

Syrcrerm Folder

D L e, Bmec b
Systenn Folder

Computer
Systorm Folder

Metwork
Systerm Foldes

ESS

(=] ‘ bt b =1
: [SigninSheet Event L 913 5] =1
A as type: | Pl rosott Cffice Excel Work sheet

= Hide Folclcrsl

€ meeal
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Your excel Sign In Sheet is now saved to your target destination; the “Save As” pop up page closes.
You'll next see a pop up message “Download Complete”. Click the CLOSE button. The Download
Complete pop up message closes and you will remain on the Event Data page.

Drownload complete

- -

Diowrdcad Complete

Tigninfthert s from sswebdes. bos stat e mooss

Drownlooded:
Downiload to
Transfer rote:

S5 8HE N 1 scc
CoUsarss. . WSigninSheet Evert 1-973-Sadme

GG oKD/ Sec

r Clonses Pheim cliabog Bom il e dorvws dorsscl coommpslestes

Oy |

Oy Fodder J Closa I

— =] =<l

You’re now ready to go your excel Sign In Sheet and begin the sign in process at your site location.

The excel format will display the following:

Event ID (not the actual event number like 1-913-1, this is an internal ID and it maps this excel
spreadsheet back to the appropriate event when you go to import it!);

Event Number ( this is the actual event number you see on the event data page 1-913-1)

Begin Date (this is the Begin Date that is saved on the Event Data page)
Event Title (this is the Event Title that is saved on the Event Data page)

First Name (this is an open field)
Last Name (this is an open field)

District/Agency (this has a drop down button and options)

Building (this has a drop down button and options mapped to the District/Agency selected)

Type (this is the participant type — Admin, Teacher, Other)

100 Event ID 1-913-5

Test high edit submitted and then corrected

Last Name
Tester

First Name
Becky

100 Evant ID 1 =91z 5

Temt hiph et mubrmstted and then corrected

Last Marme
Tty

First Fame
Becky

100 Fusarit 10 1-21a-m

Test high adit submitted and then corrected

LasT Mama
1esTar

FarsT reame
Hacky

Begin Date a/6/2013
District/Agency Building
| B
-

ACADAMIE LAFAYETTE

CACADEMIE =
ACADEMY FOR INTEGRATED ARTS
ACADEMY OF KAMNSAS CITY

ADVANCE -1V

Bogin Data

District/Agancy
APCLETOMN CITY R-11

Pl pien Fasate TGV

LiSTricTSAgancyY Bullding

ALTLTLE AR CEY H-

AETLRLE § IR LY HISe

SSG/201S

Building

Type

Type

EN=rn
APELETOMN CITY FGH
A E T COTY MIDOLE

Once you have completed entry work, simply save your excel spreadsheet. You’re now ready to start

the import process!
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How do I Import a Sign-in Sheet?
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First open the Event Data page that you used to create the Sign In Sheet. Next click the Import Sign In
Sheet button. The page will refresh and you’ll see some additional components — “Enter the location of
the Sign In Sheet to submit: <browse data field>; the Browse button; and the Upload button.

You’'ll also see a “pop up” page — “Choose File to Upload”. This allows you to begin the selection
process. Browse to the target drive where you saved your excel Sign In Sheet and select the file. The
“Choose File to Upload” page now displays the target Sign In Sheet in the File Name data field of this
page. Click the Open button. The “Choose File to Upload” pop up page closes, and you now see the File

Path and the File Name in the Browse <data field> on the Event Data page.

83 CHGGEE Fila 16 Uplasd 54
CJC) M Dackaop - = §#3 | Scarch Dezktop =
Organize + P folder == - [ &
T Favantes el = T :

M Cesktop _-: —| | Systern Folder
|# Downloads

onal Development Centt

¥ Recent Places Gesterly, Beeloy
e

st Fol

- | Cwmpute
J | System Folder

=l Libraries

=] Docurents

Working With: Ruegivn 1

Today Is: 10/9/2013
Ruse RPDC Dir

-l Music
| Pictures - Netwark
B videos | System Folder

B Compute

| Professional Development

£
Sharteur
[l 1004 KB

=l .  Genole Chreamme =1

File names || =

&g Metwork

[Ain Fite= =5 =1

I~ 1.7772777 TPPPTTT
I 1-Tom Anderzon
™ 1 Tarmy Brotheion

L b 4]

Cancal |

Open

iy Logs By Dwenl

| Event Participant Counts

hly Legs By Initistives
thly Consultant Leg
ihly Particigant Count

= ranicipant Counts Do Mot Apply

District/Agensy
| ACTADAMIE LAFAYETTE =]

Bulldings

i | ACADEMIE LAFAYETTE =1
E Web Application Menu

L agotl | Create Sign In Sheet |

Farticipant Count
Tueuchers | Fudrmrin | Other

Import Sign In Sheet |

Add Farticipant Count

Enter e localion of the Sign In Sheet Lo st | Browse.. | Upload
= Districv/Agency Building _ Teachers _Admin Other
Mo event participant counts found.
| #2 Choose File to Upload =
i v J B Desktop — ~ §=23 | Seerch Desktop _!g
Organize - Mew folder B= - B 'B
=~ [ | 214 bytes i
i Favorites I . i
=] FY¥3% for Initiatives & Consultants
Bl Cesktop === 5 | FTE
® Downloads L | Microsoft Office Excel Worksheet
‘=l Recemt Places Picrosoft Visual Studio 2010
@ Shortcut
= Libraries Lom 134 K
i Documents - [F:lDC;:';:m: -
5 aus erm: ortc
el Music L r.‘— 225 bytes
Pictuw -
b = RptAllEvents_2013_10_04 7334
B videos —= | Microsoft Oftice Excel Worksheet
S li1aske
M Computer 1] SigninSheet Event 1-313-5
Microsoft Office Excel Workshest
. T6.7 KB
S Metwork ~| -
File name: |SigninSheet Event 1-913-5 =] |auFiles .1 -]
| Open I Cancel I
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Event F"art'rcipant Counts
M Participant Counts Do Mot Apply
District/Agency Buildings Participant Count
| ACADAMIE LAFAYETTE B | ACADEMIE LAFAYETTE | Teachers Admin Other
| Create Sign In Sheet | Import Sign In Sheet | Add Participant Count |
Enter the location of the Sign In Sheet to submit |C.\User5\nesleb\Desklup\ Browse_ .. | Upload |
District/Agency Building Teachers Admin Other |
Mo event participant counts found

Next click the Upload button. The system refreshes the page and displays the District/Agency, Building
and Participant Count record(s) in the existing Participant Event Counts viewing window.

NOTE: In order to save these uploaded Event Participant Count records, you
MUST click the SAVE button on the Event Data page. If you don’t click the Save
button, you will lose this data and will have to re-import it!!!!

Event Participant Counts
F Paricipant Connts Do BNor Spphy

DisrricT/aAogency Buliding=s Participant Count
[AcADAMIE L AFAYETTIE o | [ACADEMIE LAFAYETTE -1 Taachars Addmin Crther
| _cCreata Ssign in Sheart | impon Sign in Sheat | Add Pamicipant Gouant
= = Distict/Agency : Building __ Teacherss  Admin _ Other
Edit Dalote APFPLETOMN CITY R-11 APPLETOM CITY HIGH =2 o
Eeit Dejate LS IOWWGA T E R -1 BLACIKWWATER ELERM. 1 o 1
=it Delmte CAMPERELL R CAMPEELL FILEM 1 o o

HeIpfuI Hints: If you have multiple, SAME-KIND, District/Agency and Building combinations on your

excel spreadsheet, the system will roll these multiple records into one record in the existing event

participant count viewing window, and will add up all participant counts for the Teachers, Admin, and
Other.

If you have already existing event participant count records, PRIOR to creating the sign in sheet, and you
enter a District/Building combination on your excel sign in sheet that already is in existence on your
Event Data page, the system will disregard this record. You MUST use the Edit button on the displayed

record to update the counts.

If you have already existing event participant count records, PRIOR to creating the sign in sheet, and
your sign in sheet has records that do NOT match the existing District/Building combination, the system

allows you to upload these records. Remember to click the SAVE button after doing so.

If you have an Event Data page open and attempt to import a Sign In Sheet that was created through
another Event Data page, the system will display an error message you attempt to save it. The system
checks to see if the Event ID (not the event number) on the Event Data page matches the Event ID listed
on the excel Sign In Sheet.
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How can I Edit My Own Existing Event?

Go to your personal calendar and click on the Event ID link that you would like to edit. The system
displays the Event Data page in edit view. If there are NO Event Log Data records associated to this
event for you OR other assigned RPDC staff members, then a Delete button will be displayed. This is the
only condition that will allow a user to delete an event from the system. The Delete button will perform
a soft delete and remove this event from all assigned RPDC staff calendars. If the system detects any
logs associated with an event (for yourself or other staff), the Delete button will NOT display.

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 yours. This data is NOT
reflected on any other assigned RPDC staff member’s event data view.

C_\ M i ssout ri . J o Regional Professional Development Center
= - »
| EDUCATION. R i
rise 1-514-10 Event Data
Region: 1 Southeast RFDC Today Is: S/21/2014
Region ID: 558001 Event Entered By: ROSERFPDCRD Working With: Region 1 - Rose REDC RC
User Hame: Rose RPDC RC E
i e R Event Information
= RPDC Home * Event Title [test delete for RD=no logs & RC=with logs
L * Begin Date [5/22/2014 End Date Event Type | Professional Development |
™ 1. Test To Add Staff by DESEsa ==
Purpose Initial Contact d Locaton Other Location . | * RPDC Suaff ™ 1:Tom Anderson
™ 1:Jube Antll -
d Monthly Log Edit History
g by
Event Participant Counts
™ Participant Counts Do Not Apply
District/Agency Buildings Participant Count
ACADAMIE LAFAYETTE -] ACADEMIE LAFAYETTE =1 Teachers Agemun Othar
[ Create Sign In Sheet | Import Sign In Sheet | Add Participant Count
District/Agency Building Teachers Admin | Other
Ecit [Delste  |ACADAMIE LAFAYETTE |ACADEMIE LAFAYETTE g o ]
Event Log Data
Type Initistive cw Mode Of
Cate Doy |Work Day -] Type | CW =] Daran | Seect = Contact | Emad =
Planning.
Communication. Training S';" :"‘:“"‘*’ Travel
& Coltaboraton onferences
MNotes Agdd Log Data
Type Of | Initiative | - CP”'"- N State Mrgs/ | L | Mode Of |
Date Day Type DUEH | o ining | Conference | 1T Contact | Notes
Edit |Delete S/222014  [Work Day |[CW ETLF 0.00 j0.00 1.00 000 |Emas
Save | Print| Retumn To Calendar |
= Chok Add Participant Count button to add counts to Participant Count Est
= Clck Add Log Data button to add counts 1o Log Data list
« Chick the Save button after you have entersd event information and added Participant Count and Log Data information

You'll notice that this event has an associated log data record — the Delete button is NOT displayed.
However, you may still delete an Event Participant Count record or an Event Data Log record.
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{_\Missouri

'I" DEPANTMENT OF ELEMENTARY & SECOND

EDUCATION.

Regional Professional Development Center
Consultant Logs

1-514-3 Event Data

Hide

Region: 1 Southeast RFDC Today Is: 521/2014
Region ID: 58001 Event Entered By: ROSERPDCRC Working With: Region 1 - Rose RPDC RC
B e e o Event Information
= RPDC Home * Event Title [test RC creating event; assign to herself & also assign to roseRD
All RPDC Events
Preliminary Monthly Consultant Log * Begin Date |5/1/2014 End Date Event Type | Select.. :j

Event Log Data By Date
™ 1:Test To Add Staff by DESEsa —

Initistive By Percent
Initiative Report Purpose | Select... _-] Location |Select... = * RPDC Staff
Submitted Monthly Log History ™ 1:Julle Antill

1:Tom Anderson

Submitted Monthly Log Edit History
Quarterty Log by Initiative
TR W Event Participant Counts
Monthly Logs By Event
Monthly Logs By Initiatives
Monthly Consultant Log

™™ Participant Counts Do Not Apply

Monthly Participant Count DistrictAgency Buildings Pastioipant Coune
Colisborative Work Data Report ACADAMIE LAFAYETTE ;I ACADEMIE LAFAYETTE ;l Teachers Admin Other
FAQ
DESE Web Application Menu | Create Sign In Sheet ] Import Sign In Sheet Add Participant Count
Logon/Logoff
| | District/Agency | Building Teachers  Admin | Other
Ecit |Delete ADAIR CHARTER ADAIR CHARTER ACAD 1 0 o
Deiste ;CROSS_ROADS ACAD OF KANSAS CITY '_CROSSROADS ACAD OF KANSAS CITY ' 0 0
Ecit |Delete ADRIAN R-III [ADRIAN SR. HIGH |9 0 i
Event Log Data
Type Initiative | cw Mode Of
Date Day |Work Day -] Type | W = petga |Seect. =] "N [Emai -l
Planning. - i
Communication, Training S";‘:ﬂ:‘;ﬂm Travel
& Coliaboration

Notes Add Log Data

State Mtgs/ Mode Of

Type OF Initiative £ - =
Date Day Type CW Detail Comm, Training Conference Travel Conlack

No event log data found.

Delete | Savai Print Return To Calendar |

= Chck Add Participant Count button to add counts to Participant Count kist,
= Cihick Add Log Data button to add counts to Log Data kst
« Chok the Save button after you have entered event information and added Participant Count and Log Data information.

You may also delete an event in its entirety if the following conditions are true:

You do NOT have log data saved to this Event ID record and/or
No other assigned RPDC staff have log data saved to this Event ID record

If the above condition(s) is true, then you will see the delete button at the bottom on the page
Click the Delete button, the system will ask if you’re sure about deleting. Click Yes, if you’re sure.

The system has deleted this event from your calendar and also from any other assigned RPDC staff
members.
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1-514-3 Event Data

Today Is: 5212014
Event Entered By: ROSERPDCRC Working With: Region 1 - Rose RPDC RC

Event Information

* Event Title }esl RC creating event; assign 1o herself & also assign to roseRD

* Begin Date |5/1/2014 End Date Event Type |Select. _:J
™ 1:Test To Add Staff by DESEsa —
Purpose | Select j Location |Select >| * RPDC Staff ™ 1:Tom Anderson
™ 1:Jube Antil -

You may edit the fields in the Event Information section of the page. Please keep in mind, that
any changes made in this section, will affect any other identified staff member’s
view of the event data page.

Event Participant Counts

™ Participant Counts Do Not Apply

District/Agency Buildings Participant Count
ACADAMIE LAFAYETTE =1 ACADEMIE LAFAYETTE =1 Teachers Admin Other
| Create Sign In Sheet | Import Sign In Sheet Add Participant Count
District/Agency Building Teachers Admin Other
ate Cance ADAIR CHARTER ADAIR CHARTER ACAD 1 0 0
Deletz| CROSSROADS ACAD OF KANSAS CITY [CROSSROADS ACAD OF KANSAS CITY |1 0 0
Ean Delete ADRIAN R-III |ADRIAN SR. HIGH 0 [o

You may edit an existing Event Participant Count record for the actual Participant Count types
(Teachers, Admin, and Other). Remember to click the Edit button to open these fields for editing.

Remember to click the Update button to add these edits for the record selected. Please keep in
mind, that any changes made in this section, will affect any other identified staff
member’s view of the event data page.

Event Participant Counts

™ Participant Counts Do Mot Appty
District/Agensy Buildings Farticipant Count
ACADAMIE LAFAYETTE =l ACADEMIE LAFAYETTE =1 Teachers Admin Othar
Message from webpage >
Create Sign In Sheet | Import Sign In Sheet Add Participant Count
DistrictAgency Building Teachers | Admin | Other .
s ADAIR CHARTER ADAIR CHARTER ACAD 1 el 7] 9 Are you certain you want to delete this row?
8 [CROSSROADS ACAD OF KANSAS CITY CROSSROADS ACAD OF KANSAS CITY
= ADRIAN R-11I ADRIAN SR. HIGH

| oK | Cancel

[Event Log Data
T

You may delete an existing Event Participant Count record. Click the Delete button located next to the
event participant count record.

You may add a new Event Participant Count record. Remember to click the Add Participant Count
button to display the new record in the viewing window of this section.

Remember to click the SAVE button after making changes!!!!
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Event Log Data
Type Initiative [~ cw Mode Of |
Date Day Work Day ﬂ Type cw 2l peta Select. j Coatact Email ;I
Planning,
Communication, Training S‘;{:ﬂ:::::: Travel
& Collaboration
Notes Add Log Data
Dat Type Of Initiative oW 2 cmin. Es Mtgs/ s Mode Of N
s (" hay Type Detai gou:; raining oo e T Cordiack otes
sate Canosl 152872014 WO ' '-
Update Cancell 828201, | CW ~]|enP ~]boo [o.00 100 ja.m ]Ema -]

Return To Calendar

f

You may edit the fields in an existing Event Log Data record. Click the edit button next to the record.
The system will allow you to change the Hour Type and the actual time. Click the Update button to

Event Participant Counts
™ Participant Counts Do Not Apply
District/Agency Buildings Participant Count
ACADAMIE LAFAYETTE =l ACADEMIE LAFAYETTE - Teachers A Other — =
Message from webpage x
__ Create Sign in Shewt Import Sign In Sheet _ Asd Fanicipant Count
District/Agency Building Teachers Admin | Other . i
Edt [Delste |ACADAMIE LAFAYETTE ACADEMIE LAFAYETTE o o e Are you certain you want to delete this row?
OK I Cancel
Event Log Data
Type Intiative cw Mode Of
Cate Day | Werk Day =] Type |CW =] Dean |Sowet =] o, [Emaa =
Flanning
Commurizatan Training TR0 Janpias Travel
& Colisboration SR
Notes Add Log Data
Plan,
Type Of | Initiative 5 State Migs/ Mode OF
Date T CW Detail Cé‘uﬂm, Training | & Travel | o ohaey | Motes
Edit |Dsiete [5/29/2014 Work Day [CW ETLF 0.00 0.00 1.00 (000 [Emaa

ﬂm Retumn To Calendar
You may delete an existing Event Log Data record. Click the Delete button next to the record

You may add a new Event Log Data. Enter all data and click the Add Log Data button.
Remember to click the SAVE button after making changes
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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; a grouping to be selected, and 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
assigned to the report selected and the external ad-hoc criteria selected. The system returns the results
on the page within the system. You will see the SSRS report reviewer toolbar at the top of the report.
This is what you’ll use to navigate between multiple pages, export to excel, csv or PDF, or to print.

Example of the toolbar

4 4 of1 b bl & [ 100% =l Find | Next %‘J] L
All RPDC Events Report il it S
C5V [comma delimited)
| Event Title ' ol
MHTML (web archive)
1-913-31 event title Coaching District/Bullding Ros i
o TIFF fle
Word
1-913-35 Assign to RC Rose RPOC Con Region 1

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).

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.

All RPDC Events Report
Date:|10f'2103 'l

Region: I Statewide ﬂ

Tuesday, May 20, 2014
All RPDC Events Report For 1212013, by Region 1

Event Title Event Type
1-1013-192 CW-Math (1) Professional RPDC Tom Anderson, Region
Development Julie Antill, Marcia 1,

Clark, Rita Fisher,  Region
Stephanie Kuper, ; o8
Melanie Needling, Region
Linda Null, Becky :
Rider, Tammy Region
Brotherton, Susan 1,
Hekmat, Debora Region
Lintner, Tom : 8
Okruch, Carol Region
Reiman 1
Region
1,
Region
1,
Region
1,
Region
1,
Region
1,
Region
1,
Region 1

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.

19| Page



What does the Preliminary Monthly Consultant Report do?

Version 1.2
05/15/2014

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.

Preliminary Monthly Consultant Log
* Pre-submittal Date: | 10/2103 ~

Regions: |Se|ect...

=l
=~

Consultant: | Select...

Preliminary Monthly Consultant Log
* Pre-submittal Date: I12J’2013 'i

Regions: | Region 7- Southwest RPDC ~|
Consultant |Se|ect _'_]
4 41 of2? b Pl & [100% ~1 | Find [ Next W~ @& &
Preliminary Monthly Consultant Log - December 2013
Region 7 - Andrea Rockney
Date Type Of Day cw RPDC-CS
Plan, Plan Plan Plan
State i State 3 s State 3 = St
Col, Training Travel|Col, Training Travel|Col, Training Travel| Col, Training
o Mtg/Conf ot Mtg/Conf Cois Mtg/Conf ia Mt

No Work Day
Work Day
Work Day
Work Day
Work Day
Work Day
No Work Day

0 N d ot s W N

No Work Day

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.

Event Log Data By Date Report

Pre-submittal
Date: |1UI2103 -|
Region: | Select... -]
Consultant: | Select... ~|

| Display I Resetl

Event Log Data By Date Report J;%fg; gggzm‘”‘i‘

Date Of Event Title RPDC Staff Initiative Hours Logged
Log Entry Tvpe PCC |Training | Mtgs

05/01/2014 1 314- Test Evemt Dana TestAccount 0.00 3.00 0.00 1.00

05/17/2014 1414-9 setup clean event log for RD by Rose RPDC RD MELL-ELL 0.00 0.00 1.00 0.00
DESE SA

05/18/2014 14149 setup clean event log for RD by Rose RPDC RD MELL-ELL 0.00 1.00 0.00 0.00
DESE SA

05/29/2014 1-514-10 test delete for RD=no logs &  Rose RPDC RC ow ETLP 0.00 0.00 1.00 0.00
RC=with logs

05/23/2014 1-514-13 sa creating event=RD = DNA  Rose RPDC RD 0.00 0.00 0.00 0.00

05/05/2014 1-5144  test to validate roseRPDCrd can Rose RPDC RD ow ACL 6.00 0.00 000 0.00
create; assign to himself &
assign to roseRPDCrc an event -
no logs at creation point

05/20/2014 1-5144  test to validate roseRPDCrd can Rose RPDC RD PBIS 0.00 0.00 1.00 0.00

create; assign to himself &
assign to roseRPDCrc an event -
no logs at creation point

05/07/2014 1-514-6 test event for RD with no logs & Rose RPDC RC PLC 1.00 0.00 0.00 0.00
RC with logs = delete button on
RD

05/05/2014 1-514-8  test rc has no logs; rd has log; Rose RPDC RD ow CWo 0.00 1.00 0.00 0.00
rc wants to remove event from
her view

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).

Initiative By Percent Report

Date: |4o"2014 _V_l

Grouping: |All Consultants ~|

s Tuesday, May 20, 2014
Initiative By Percent Report o diicoti 14 by Racton

RPDC Staff Yo %o Y% % Yo ‘ % % Y% No Work
MELL-ELL PLC | PBIS | IC BSS |PLC-CS| PBIS-CS | RPDC-CS Days

1:Test To Add Staff by
DESEsa

1:Tom Anderson

1:Julie Antill

1:Tammy Brotherton

1:Marcia Clark

1:Jesse Deleon

1:Rita Fisher

1:Susan Hekmat

1:Stephanie Kuper

1:Debora Lintner

1:Melanie Needling

1:Linda Null

1:Tom Okruch

1:Carol Reiman

1:Becky Rider

1:Rose RPDC RC 100
1:Rose RPDC RD 3 2 38 38 19
1:Tiffiney Smith

1:Dana TestAccount

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.

Initiative Report

Submittal Date: |4r'2014 "I

Region: [Select. S l]

Consultant: | Select... ~|

| Display I Reset |

Initiative Report Tuesday, May 20, 2014
For 4/2014, by Region 1

T T T T T
—mmmmmm

BSS

MELL-ELL 29.00 23.00 79 3.00 10 3.00 10

MELL-MIG 47.00 23.00 49 23.00 49 1.00 2
PLC 47.00 24.00 51 23.00 49
RPDC-CS 23.00 23.00 100

Sped CC

Sped IC

PBIS

PLC-CS

PBIS-CS

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.

Submitted Monthly Log History Report

Submittal Date: |4f2014 -I
Region: | Select... ~|
Consultant: | Select... ~|

| Display I Reset|

Submitted Monthly Log History Tuesday, May 20, 2014
Event Id |Event Title Event Type
4/2014 1-414-10 test for submitting no edit Technical Other Location = 1:Rose RPDC RD i
records by SA Assistance
4/2014 1-414-11 high edit Technical District/Building = 1:Rose RPDC RD 1
Assistance
4/2014 1-414-2  test to create and enter Professional Other Location = 1:Rose RPDC RC 1
event log data by rc Development
4/2014 1-414-5 high edit Technical District/Building 1:Rose RPDC RD 1
Assistance
4/2014 1-414-6  test low edit missing location Professional District/Building 1:Rose RPDC RD 1
data Development
4/2014 1-414-7 test low edit Professional  District/Building 1:Rose RPDC RD 1
Development
4/2014 1-414-8 test RD create; no event Technical District/Building 1:Rose RPDC RD 1
count & no event log; Assistance

submit; then correct log;
submit through tab flow

4/2014 1-414-9  setup clean event log for RD Planning/Com Other Location = 1:Rose RPDC RD 1
by DESE SA munication/C
ollaboration

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.

Submitted Monthly Log Edit History Report
Submittal Date: [4/2014  ~]

Region: [Select... :]
Consultant: | Select... ~|
| Display I Reset |
Submitted Monthly Log Edit History Report Tuesday, May 20, 2014
Date Eventid JEmor —|ReDCSalt
4/2014 1-414-5 Log data not complete. Rose RPDC RD High Corrected
4/2014 1-414-6 Log data not complete. Rose RPDC RD High Corrected
4/2014 Log Report Incentive % does not match contract % for CW.  Rose RPDC RC Low Submitted
4/2014 Log Report Incentive % does not match contract % for MELL- Rose RPDC RD Low Submitted
MIG, PLC, RPDC-CS.
4/2014 FTE Hours for week of 4/6/2014 are too high. Rose RPDC RD Low Submitted
4/2014 1-414-6 Missing location data. Rose RPDC RD Low Submitted
4/2014 1-414-5 Missing location data. Rose RPDC RD Low Submitted
4/2014 1-414-8 Log data not complete. Rose RPDC RD High Corrected
4/2014 1-414-8 Missing location data. Rose RPDC RD Low Submitted
4/2014 1-414-11 Log data not complete. Rose RPDC RD High Corrected

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).

Quarterly Log By Initiative Report

Date: |4/2014 - 6/2014 ~]

Grouping: | All Consultants ~|

= Tuesday, May 20, 2014
Quarterly Log By Initiative Report o 4 by s

RPDC Staff % %o % % % % % % % %% No Work
CW |MELL-ELL PLC PBIS Ic CcC BSS |PLC-CS| PBIS-CS | RPDC-CS Days

1:Test To Add Staff by
DESEsa

1:Tom Anderson

1:Julie Antill

1:Tammy Brotherton

1:Marcia Clark

1:Jesse Deleon

1:Rita Fisher

1:Susan Hekmat

1:Stephanie Kuper

1:Debora Lintner

1:Melanie Needling

1:Linda Null

1:Tom Okruch

1:Carol Reiman

1:Becky Rider

1:Rose RPDC RC 100
1:Rose RPDC RD 3 2 38 38 19
1:Tiffiney Smith

1:Dana TestAccount

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 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).

Yearly Log By Initiative Report

Date: | 2014 ~
Grouping: | All Consultants ~|
Yearly Log By Initiative Report Tuesday, May 20, 2014

For 1/1/2014 to 12/31/2014, by Region 1

RPDC Staff % % Yo % % Y% % Yo % % % No Work
CW |MELL-ELL MELL-MIG| PLC | PBIS Ic CC | BSS |PLC-CS| PBIS-CS | RPDC-CS Days

1:Test To Add Stff by

DESEsa

1:Tom Anderson

1:Julie Antill

1:Tammy Brotherton

1:Marcia Clark

1:Jesse Deleon

1:Rita Fisher

1:Susan Hekmat

1:Stephanie Kuper

1:Debora Lintner

1:Melanie Needling

1:Linda Null

1:Tom Okruch

1:Carol Reiman

1:Becky Rider

1:Rose RPDC RC 100
1:Rose RPDC RD 3 2 38 38 19
1:Tiffiney Smith

1:Dana TestAccount

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.

Monthly Logs By Event Report
Submittal Date: |4!2014 'I

Region: | Select... ~|

Consultant: | Select... ~|

| Display I Reset |

Monthly Logs By Event Report ;mx;k&‘lg%gb?'&i?

Date Of | Event Event Title RPDC Staff Initiative Hours Logged Mode Of
tog Entry| 10 Type | PCC [Training Migs [Travel| _Contact
0.00 0.00 1.00 0.00

04/30/2014 1-414-10 test for submitting no edit Rose RPDC RD MELL-ELL Email

records by SA
04/16/2014 1414-11 high edit Rose RPDC RD MELL-ELL 0.00 0.00 1.00 0.00 Email
04/08/2014 1-414-2 test to create and enter event  Rose RPDC RC MELL-ELL 23.00 0.00 1.00 0.00 Other

log data by rc Technology
04/30/2014 1-414-2  test to create and enter event  Rose RPDC RC MELL-ELL 0.00 3.00 0.00 0.00 Other

log data by rc Technology
04/17/2014 1-414-5  high edit Rose RPDC RD PLC 0.00 0.00 1.00 0.00 Email
04/15/2014 1414-6 d;w low edit missing location  Rose RPDC RD ow 0.00 1.00 0.00 0.00 Email

]

04/07/2014 1-414-7 test low edit Rose RPDC RD MELL-MIG 0.00 23.00 0.00 0.00 Email
04/08/2014 1-414-7 test low edit Rose RPDC RD PLC 0.00 0.00 23.00 0.00 Email
04/09/2014 1-414-7 test low edit Rose RPDC RD RPDC-CS 23.00 0.00 0.00 0.00 Email
04/10/2014 1-414-7  test low edit Rose RPDC RD MELL-MIG =~ 23.00 0.00 0.00 0.00 Email
04/11/2014 1414-7  test low edit Rose RPDC RD PLC 0.00 0.00 0.00 23.00 Email
04/08/2014 1414-8  test RD create; no event count Rose RPDC RD MELL-MIG 0.00 0.00 0.00 1.00 Email

& no event log; submit; then
amect log; submit through tab

04/22/2014 14149  setup clean event log for RD by Rose RPDC RD ow 0.25 0.50 075 1.00 Email
DESE SA

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.

28| Page



Version 1.2
05/15/2014

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.

Monthly Logs By Initiative Report
Submittal Date: [4/2014 =]

Region: | Select... =]

Consultant: ISeIect... L]

| Display I Resetl

Monthly Logs By Initiative Report Jmﬁaﬂgg&ﬁ?

Date or RPOCStalt | Mode OF Event Tt
Log Entry| PGC [ Training | migs [Travel Contact
1.00 0.00 0.00

Initiative

4/15/2014 0.00 Rose RPDC RD Email 1-414-6 test low edit missing location
ow 4/22/2014 0.25 0.50 0.75 1.00 Rose RPDCRD Email 1-414-9 setup clean event log for RD
by DESE SA
MELL-ELL 4/8/2014 23.00 0.00 1.00 0.00 Rose RPDCRC Other 1-414-2 test to create and enter event
Technology log data by rc
MELL-ELL ~ 4/16/2014 0.00 0.00 1.00 0.00 Rose RPDCRD Email 1-414-11 high edit
MELL-ELL ~ 4/30/2014 0.00 0.00 1.00 0.00 Rose RPDCRD Email 1-414-10 test for submitting no edit
records by SA
MELL-ELL ~ 4/30/2014 0.00 3.00 0.00 0.00 Rose RPDCRC Other 1-414-2 test to create and enter event
Technology log data by rc
MELL-MIG 4/7/2014 0.00 23.00 0.00 0.00 RoseRPDCRD Email 1-414-7 test low edit
MELL-MIG 4/8/2014  0.00 0.00 0.00 1.00 Rose RPDCRD Email 1-414-8 test RD create; no event

count & no event log; submit;
then comrect log; submit

through tab flow
MELL-MIG  4/10/2014 23.00 0.00 0.00 0.00 Rose RPDCRD Email 14147 test low edit
ALC 4/8/2014  0.00 0.00 23.00 0.00 Rose RPDCRD Email 1-414-7 test low edit
PLC 4/11/2014 0.00 0.00 0.00 23.00 Rose RPDCRD Email 1-414-7 test low edit
PLC 4/17/2014  0.00 0.00 1.00 0.00 Rose RPDCRD Email 1-414-5 high edit
RPDC-CS 4/9/2014 23.00 0.00 0.00 0.00 Rose RPDCRD Email 14147 test low edit

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 Region, or Statewide (displays all
regional staff in one report as separate page for each consultant).

* Submittal Date: 1412014 -I

Regions: ISeIecl 3
Consultant: |Selecl - __._J

Monthly Consultant Log - April 2014
Region 1 - Becky Rider

Date

O ® N0 L WN -

23

B

b w

BB NN BYEENY Y38

Type Of Day

Work Day
Work Day
Work Day
Work Day
No Work Day
No Work Day
Work Day
Work Day
Work Day
Work Day
Work Day
Mo Work Day
No Work Day
Work Day
Work Day
Work Day
Work Day
Work Day
Mo Weork Day
Mo Work Day
Work Day
Work Day
Work Day
Work Day
Work Day
Mo Work Dary
Mo Work Day
Work Day
Waork Day
Work Day

Pian, Col
Mig/C
Travel
Pian, Col.
Com
Traning
State
Mig'Cont
Travel
Travel
Plan, Col
Com
Traning
State
Mig/Cond
Travel

TOTAL HRS © o (] o o [] o o o [+] o o (+] [+] o o (+]

Total Hours by Category o o o o
Total % by Category 0% 0% o% 0%

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).

Monthly Participant Count
* Submittal Date |4f2014 '|

Regions: |Se|ect... .'_J

Consultant: | Select ~|

Monthly Participant Count - April 2014

Region 1 - Rose RPDC RC
Day Districts and Buildings Totals
8 (048914) ACADAMIE LAFAYETTE (A=0, T=1, 0=0)
6940 ACADEMIE LAFAYETTE
Participants: A=0, T=1, 0=0 Districts=1, Buildings=1
30 (048914) ACADAMIE LAFAYETTE (A=0, T=1, 0=0)
6940 ACADEMIE LAFAYETTE
Participants: A=0, T=1, 0=0 Districts=1, Buildings=1

Consultant Total - Participants: A=0, T=2, 0=0 Districts=2, Buildings=2
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.

Collaborative Work Data Report
Submittal Date: m

Region: |Se|ec£ LI

Consultant: | Select ~|

| Display | Reset |

y and S ¥ ion

Missouri D of El

| Professional D F it Centers
Collaborative Work Data Report
Pre.submittal Date: 4/2014

Region: 1
Event RPDC Consultant Event Title Begin Learning Type Of Hours Mode Of Event Total Participant Count
n Region Name Date  Pockage Topic PCC Training Mtgs Travel Total Hours Contact Type Teacher Admin Other
14148 1 1:Rose APOC RO test iow edt mssing locaton data 4102014 coT a.00 1.00 000 0.00 1.00 Emad Frofessional Development 0 ] o
1-414-8 1 1:Rose RPOC RD setup clean event log for RD by DESE 5S4 4z cwo 028 050 ors 1.00 2850 Emad Panning/Communicaton/Colaboraton 23 123 13

Aeport as of 4732014

Page 1ol t

+ Select a Submittal Date and select either a spacific Region or All Regions from the Region option menu OR select a
specific Consultant from the Consultant option menu. You must choose either a Region option OR a Consultant option
= not both

# Select the Display button to generate the report

= Select the Reset button to clear all search criteria from page

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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