EzTr?xx
Online

A Product of ProTraxx, Inc.

Getting Started with MyEzTraxx

EzTraxx Online provides educators with an end-to-end management solution for professional development. The
application allows for the recording, tracking and reporting of activities, participation, and related staff data.

MyEzTraxx is the general teaching staff module of EzTraxx Online used for proposing professional development
activities, enrollment, enrollment management, transcript access, and the creation and tracking of Individual Professional
Development Plans. It is the resource for news and information about your district, links to sites of interest and the
Regional Education Service Centers, and Help and Support features. It is fully integrated with the EzTraxx Onine
application used in your organization’s Central Office for the planning, management and reporting of continuing education
and related staff data.

The features and functionality of the MyEzTraxx site are managed by the district or organization’s administration. The
site’s dynamic menu allows each client to select the features they will make accessible to their users. Following is a list of
the topics covered in this document to assist you with using the application.

TOPICS OBJECTIVES " TASKS Page
A. Login The student will be able to login with e Login to MyEzTraxx 1
their user name and password and
retrieve their user name and e Retrieve User Name and 2

password if lost or forgotten.

Password

. Overview of the Homepage | The student will become familiar e My Profile
with the layout of the MyEzTraxx e  Resources
Homepage. e Help
e Service Providers

. Enrollment

The student will be able to search
and enroll in activities.

Activity Class Catalog

Search Activity Class

Enrollment Management

. Activity Requests

The student will be able to complete
an Activity Request and manage any
requests they have created.

Create Activity Request

List Activity Requests

. Instructors The student will be able to use the e  List Activity Classes
instructor features of the application. e Record Attendance
e  Send email to participants
e View Classes
F. IPDP The student will be able to complete ¢ Overview of creating a plan.
the IPDP form. o Create Objectives &
Strategies
e Assign Goals
e Assign Resources
e How were objectives met
. Reports The student will be able to search, e  Staff Profile
view, and print the Staff Profile and e  Transcript
Transcript reports as well as add e Create Staff Profile
additional items to the Self-Created e  Self Profile

Profile
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TOPICS OBJECTIVES

A. Login The student will be able to login e Login to MyEzTraxx
with their user name and e Retrieve user name and password
password and retrieve their user
name and password if lost or
forgotten.

MyEzTraxx is a secure site accessible with a user name and password. Your district or organization will send you a login
User Name and Password via email. These may be changed at any time by you once you have logged in.

To login to the secure MyEzTraxx site:

a. Go to www.protraxx.com.
b. Click on Login found in the upper right hand corner of the page.

Login Here

c. Type your user name and password. Click

FIRST TIME USERS MUST CLICK ON "FORGOT YOUR PASSWORD" AND FOLLOW THE INSTRUCTIONS BELOW!

X Welcome to EzTraxx Online

Click here to enter
your email address.
Your user name and
password will be sent

to you.

User Name: |

Password: |

Forget vour password?

Retrieve User Name and Password

If you forget your user name and/or password, click Forgot your password? found in the lower left corner of the login
SEND PASSWORD

screen. You will be prompted to enter your email address in the space provided. Then click

k Welcome to EzTraxx Online

Enter your email address to receive your pagsword!

.................................

Please Enter Email here: |

.................................

SEND PASSWORD

Backto Login

! "suﬁ
USE YOUR DISTRICT EMAIL ADDRESS TO RECEIVE YOUR USERNAME AND PASSWORD.

The User Name and Password on file for the given email address will be forwarded to that email address.

You may return to the Login page by clicking Back to Login.
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TOPICS OBJECTIVES

B. Overview of the Homepage The student will become familiar e My Profile
with the layout of the MyEzTraxx e Resources
Homepage. e Help
e Service Providers

Your organization’s homepage will be viewable upon login. The center of the page has been customized to provide you
with news, events, forms or other information that may prove useful to you and to encourage regular site visits. Aote that
what you are able to see and do within this page is determined by your administration.

There are up to five headers across the page including: Home, Activity Enrollment, Activity Requests, IPDP
(Individual Professional Development Plan) and Reports. Move your cursor over each header to access the available
pages within each one.

ProTraxx Training District | - (P) ';.”:i'?.:f;

SHOME » ACTIVITY ENROULLMENT = ACTRTY RECLESTS « METRUCTORS « P08 -nmxpf

#ferings demands a
es the enoacaent to -
...... UL

The homepage consists of four quadrants, My Profile, Resources, Help and Service Providers.

MyProfile

My profile allows you to navigate to the following:

My Profile

[ElpraTraxx: Home

DSuEEDrt [%

[Eluseriame & Passwaord

DLDgDut

ProTraxx Homepage — return to our public website where you login at www.protraxx.com
Support — email us to request assistance with the MyEzTraxx site.

User Name and Password — view and update your user name and password here.

Logout — leave the secure MyEzTraxx site.
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Resources

Resources provides a view of the district focused standards, numerous links to sites of interest and the option to suggest
a site for sharing with other clients.

Resources

[El pistrict Focused Standards

[ElLinks of Interest

[ERecormmend a new Link

District Focused Standards — EzTraxx Online allows for the alignment of activity offerings with the student
performance standards, teacher and administrative competencies and the curriculum trace maps. While there are
hundreds of individual standards, the district or organization may choose to focus on specific ones at any given period of
time. To view those that have been targeted by your organization, click District Focused Standards.

Links of Interest — This page provides access to dozens of sites of interest at the State, provider, conference, and
association levels. To recommend a link, complete the fields provided (see below).

Recommend a new Link — If you wish to share a site or link with our clients, please complete the fields available in

Recommend a new Link. When complete, click M and your suggestion will be considered by our team for

addition to the site.

EzTraxx Online offers numerous tools to assist you as you get to know MyEzTraxx’s features and functionality.

S

(= pistrict Contact Information

[El Getting Started with MyEzTraxx

I:IHE|E Guide

[E activity Request - sarmple forms

[E1POP Guide - Overview

[El completing the Evaluation Form

District Contact Information — Should you need to contact someone in your district to assist you with the application
or report a discrepancy in your posted information, use this link. Your administrators will populate the page with email
and/or phone contact information of the staff to contact should you require technical or data assistance.

Getting Started with MyEzTraxx — to download a copy of this document, click Getting Started with MyEzTraxx.

Help Guide — to download the complete Help Guide, click Help Guide.
Activity Request — sample forms — to view and print a sample of a completed Activity Request form, click here.
IPDP Guide - to download the IPDP section of this document, click here.

Completing the Evaluation Form — for instructions on how to complete the online evaluation form when you have
attended an activity, click here.
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Service Providers

The service providers section lists regional education service providers offering additional professional development
opportunties.

Service Providers

[El connecticut RESCS

[ElMassachusetts Collaboratives

[ElMew ¥ark State BOCES

To view opportunities available at other educational organizations choose one of these links.
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TOPICS OBJECTIVES
C. Enrollment The student will be able to o Activity Class Catalog
search and enroll in activities. e Search Activity Class
e Enrollment Management

There are two methods of searching for activities: Search Activity Class and Activity Class Catalog.

Search Activity Class and Enroll

a. Select Search Activity Class found under Activity Enroliment. Enter search criteria and click . Available
activities will be listed here in alphabetical order by subject. Note: You will not be able to view activities which have
already started.

b. Select the activity to view or enroll in by clicking its underscored name from the search results. The View Activity

Class page opens. If space is available in this activity, the button will appear at the bottom of the page. If the
Add To Waitlist

activity is full, you may see the option. Click this button to add your name to the waitlist for this
class. If you are already enrolled in an activity class, the message “YOU ARE ALREADY ENROLLED FOR THIS CLASS” will
appear. If you attempt to enroll in an activity class which would create a scheduling conflict based on enroliment in other
activities, the message “A SCHEDULE CONFLICT EXISTS. YOU WILL NOT BE ABLE TO ENROLL IN THIS CLASS” will
appear. You must edit your schedule in order to enroll in this class (see ENROLLMENT MANAGEMENT).

Activity Class Catalog

Select ACTIVITY CLASS CATALOG found under Activity Enrollment. Scroll through the entire list of activities listed by
Activity Group Topic, or perform a quick search. Enter a date, select a target audience and/or choose an Activity Group
Topic and click Search. To perform an advanced search, click Advanced Search at the upper right hand corner of the
page. The Search Activity Class page will open, allowing you to search using multiple criteria. Proceed as described
above.

Enrollment Management

When viewing the ENROLLMENT MANAGEMENT PAGE, note that the first column displays the Withdraw option, if
available. You may only delete enroliment you have created. If an administrator has enrolled you in an activity or your
enrollment has been approved, you cannot delete it. Your enrollment is Pending until it is approved by your administrator.
You will receive an email notifying you of this approval.

Once you have successfully enrolled in an activity class, the Enrollment Management page opens and highlights the
activity you have successfully enrolled in.

=HOME = ACTIWTY ENROLLMEMT = ACTIVITY REQUESTS = INSTRUCTORS = PDP = HEF‘05

My Profile Activity Enrolimert/Enroliment Managemeng|
Quick Search
EproTraxx Home e B
VLY nrolime
Dzupport LT Naime: Status: [#1 =
Duserame & Password X
Boaout Note that your

enroliment is
Activity SJ:T':ET Activity Code  |Enrollment Status | Status PAYMEHT MET| pendlng approval by

) an administrator.

Withdraw Evaluation

- i el | Withdraw | |
Click Withdraw to [t

Liz Tools For Teacing 1210142005 |333-05-007-001 PEMDING " Fh

remove yourself %
from this activitv
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TOPICS OBJECTIVES
D. Activity Requests The student will be able to e Create Activity Requests

complete an Activity Request and e List Activity Requests
manage any requests they have
created.

Your staff may be given access to the proposal of activities using the Create Activity Request form.

Create Activity Requests

The Create Activity Request form is used to propose activities for CEUs and CEU Equivalents. This form was designed
to collect the data needed to effectively manage, deliver, and report on professional development offerings. Many of its
fields are required for accurate record keeping in compliance with the State Department of Education’s Guidelines for the
Issuance of CEUs and the CEU Procedures Manual. (Activities you may participate in outside of your district and offered
by another provider who is issuing CEUs are not submitted on this form.)

To access the form, click CREATE ACTIVITY REQUEST. The form will open, along with Directions on the left side of the
page which may have been customized by your administrator to further assist you. Complete the fields provided and then

Create Activity Schedule

click to continue and create the Activity Schedule.

Directions 1. Cusate Activily Roquest 3, Crese Schedde 3, Subml For Apgrovallivat Y
Activiy HeouesiiCreste Activiy Fegues

1. Craate Activity Request

The Create .E'.Ctl"v'l't':." Request farm i=s - Deacription of a Professional Dovelopment Activity
Lzed to propose activities for CEUs Ll ]
and CELl Equivalerts. This form was
designed to collect the data needed to
effectively manage, deliver, and T T

repart on profeszional development Tt e [ e e A [
offerings. Many of its fields are Coectins
required for accurate record keeping
in campliance with the State - [
Department of Education's Guidelines
for the lssyance of CEUs and the
CEU Procedures Manoal (Activities
wou may particivgte in ontside of vauy (
district and offered By another

provider who §s Issiing CEUs are not z

SessknType. =

r.

1

Ienaned Meeds Addeessed

Learnng Cuicomes [

Eftect on improved Student Lesrming

subrtted on this form. )

(-2 o P af (s neiiviy inckcats how stusen ksatming mary ke mgeoved-.-)
Addsonsl Requremants for Successiul
FarcpationCompleton

Create an Activity Request:

Descrioe Cymkstion Methodoiogy:

E o b R EE s R |

1. Enter the Activity Hame.

Acthvity Toph Wear Code

[move seLecTED =] 5o by Dwscrption [vone SeLECTED =

Tan et Aulierice ¢ Maimim Attoridance

Ivpe. Single session activities are
held on one date. Multiple session
activities are held on twa or mare
dates where all paricipants are
expected to participate on aif dates to
eatn the maximum number of CEUs.

|3, Eheckthd Equivallive fieny- -f/

PATRICLA HELL 4142006
Resuesting Stati Member Date

Create Activity Schedule

2. =elect the appropriste sesszion {

ey
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Complete the Start Date, Start Time and End time and choose a Location from the drop down list. You may choose to
enter room instructions. You must select an instructor, or if the instructor's name does not appear in the list, add it in the
field Other Instructor. The remaining fields are optional.

Click

3. Submit For Approval

|1 Creste Activity Request 2. Create Schedule 3. Submit For ApprovalDraft

Activity Reguest/Create Activity Scheduls

2. Create Activity Schedule

Start Date:

Location:

Start Time:

AM >

End Time:

AM >

Room Mumber:

NONE SELECTED >

Roam Instructions:
E
[ -]

Primary Instructor Information

Select Instructor. INONE SELECTED ;I Qther Instructor: I

‘Materials Required

™ Handouts Required ™ Handouts Received I Handouts Guantity:

™ overHead Unit Reguired O Projection Unit Reguired

Cther Needs:

’ [ |
H

3. Submit For Approval

Save As Draft |

if you have completed your request, or save click

Save As Draft

| and edit it at

any time. Draft proposals are available under the List Activity Request (see more information below).

Your administrator may edit any or all of your submission.

List Activity Requests

To access any Activity Requests you have created and view their status, go to ACTIVITY REQUESTS and click List Activity
Requests. The page will open to display all requests.

Activity ReguestsiList Activity Requeé_.

ACTIVITY HAME ACTIVITY CODE  |ACTIVITY SIZE| STATUS START DATE ¢
InteliTacls Partners 999-06-266-001 1 OFEN 10/ 852008 "y
Fareign Languade Curticulum 999-04-274-001 10 COPEM 07 M1 6r2006 r/
Development -
Leading in & Chanoing School 999-05-215-002 10 OPEN 071032006 F
Envirantnerit ) -
Beninner MS Access 999-06-204-001 22 OPEN 051012008 B
The MNewhiath Curriculum for B-8 999-05-228-001 10 COMPLETED |03 2/2008 P

il TN e “\_\“.}'-..q_ﬁ)uq.."-- e o - N J’\f TR—— : e W,

Draft requests will be accessible through a provided link, allowing you to continue to edit them prior to submission.
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TOPICS OBJECTIVES

E. Instructors The student will be able to use o List Activity Classes
the instructor features of the e Record Attendance
application. e Send email to participants
o View Activity Classes

Those users having access to the MyEzTraxx site who have been identified as Instructors of professional development
activities may be given the Instructor link. Instructors will be able to view all classes they have been assigned to,
communicate with the students in their classes through email, and record attendance.

List Activity Classes

To view a list of activity classes, select List Activity Classes found under the INSTRUCTOR menu.

Enter search criteria in one or more of the fields provided to find the classes you are searching for, or click ﬂl to
return all classes you are assigned to. The list of classes will appear below the search in a grid listing the session type,
activity code, status, maximum attendance, online enrollment indicator, and the start date. To view additional information
about a class, click the underscored name of it.

Active Indicator: | Al hd

Activity Name: I

Start Date: I

End Date: I
Activity Codel Provider Code l— Y I_ Topic Code: l— Sequence Mumber l—

Topic Cods: | &l =l
Status: | Al hd
Target Audience: I All j
. Search |
Click the
name of oI G
the Class ACTIVITY HAME SESSION TYPE ACTIVITY CODE STATUS ATTENDANCE | ENROLLMENT START DATE
- Using the Sony Languace Lab | Multiple 999-04-202-003 CPEM 10 YES 08i01/2003
to View /" Rubrics that Emposver Readers | hiutiple 993-04-208-001 COMPLETED |10 YES 06/29/2003
more Crisiz Manacgemert Single 999-05-217-002 COMPLETED | 60 YES 02i28/2005
details.

The View Activity Class page opens. Note that you will be able to view the Evaluation Report for this activity once the
activity has been held and the participants complete the form.

D T e e T

Wl Aotbdry Class

Wity Harveas Ly B ‘sorms Lavsgsgs Las

T T el il o
lepaadarm: ba Oam o Diwtr etz B k
Tostl Coimetaat Hammn) My mal A ibin 01 ey o A 0
Oinjecivien: Fprove e of Te Sony Lerguags Lab.
Duiviipthand  Parloparls mi iml W wie beadiel , Sardind dorigl§ nd ftes Mgl sealeiis § e Laspeage Lab V
lew a
Ariivity Code: TR0
Athye bl 827 athemy Tl 0 P e s i summary of all
Toar Codh  S004-TEE Hasmam Absrdae: 10 Lo
Aty laas Tatus) CVTN
A T activity
Sthadule: : _ 0 : - evaluations in
STARTDATE  START THEE | EI TR LA T L PERSAP BP0 H
— USRI RN A : - - this report.
v OREACTN | G Al 19285 i g, oo 7 Fe—— [e——
s 5 -l:l’.l-']m.l.:l. -'J"J:Nll -I‘i'ﬂll -H'-" !.-:'v:l‘." .rw“ ; .li.l -i\i.'vl- L]
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Record Attendance

Instructors may have access to the Record Attendance page. This will allow them to take attendance at a session directly
within the application, or to utilize the Sign-in Sheets which may be printed here as an alternative method.

Begin by Searching for the Activity Class you wish to take attendance for. Note that activity classes with multiple sessions
(taking place on more than one date) must have attendance taken for each session. To view a particular session, find it in

: : ZoTo Session I
the drop down list and then click /
Record Attendance M
Activity Mame:  Using the Sopfy Language Lab Seszszion Date: 872372003 :
Activity Code: 899-04-2924003 Schedule Status:  ATTEMDANCE INCOMPLE&

Start Time:  9:00 Ak
Attended: 1
Dicf Mot Attenct 0

End Time:  3:00 PM
Partials: 0 ,
Enroliment. & )

Session Type: Activity Attendance Status:  ATTEMDAMCE INCOMPLE{

4

Send Emai: [ 4

Select from dropdown of session dateg and click ’
GoTo Session

IDS.QS.QDDS; ATTEMDANCE INCOMPLETE, LI /

GoTo Session )

i

""" Please select Attendance Status from the drop down box*****
Select All | DeSelect All INONE SELECTED 'I Record Attendance Print Attendance Print Sign In Sheet!
7 |
SELECT |HOTE ‘ PARTICIPANT HAME STATUS SSH LOCATION PHONE NUMé

O l— Ancerson, John MOT RECORDED | K¥HK-KX-0099 Midelle School 2 850-53?-4532;
u l— Arguelles, Yolanda MOT RECORDED | #ix-Hx-3456 Out of District 860-537-2737 2
r I— Arnold, Rokert MOT RECORDED | ¥MX-XX-2345 High Schaal 1 850-253-6550
=

I Brovwn, John MNOT RECORDED HHM-HH-TIET High Schoal 1 850-53?-3531/

All registered participants will be viewed on this page. Check each individual participant off as appropriate or use the

Ml button to choose all records. Choose the appropriate attendance type from the drop down list — Attended,

Did Not Attend, Partial, or Not Recorded and then click HEEa A E NS

column will change following each action.

Send Email to Participants

The instructor may choose to communicate with the students in the class prior to or after a session. To do this, simply
click on the Send Email check box found just above the Session information in the middle white section of the page.

. Note how the status in the fourth

Record Attendance
Activity Name:  Using the Sony Language Lal

Activity Code:  999-04-292-003

Start Time:  9:00 &AM i
Attended: 1
Dicd ot aftenct: 0 2
Session Type:  MULTIPLE (
Click here to open /
an em all ed Ito rto / zz:‘jj:im';opuown of session dates and click §
(GoTo Session
Send a message to IDEPZB."ZDUB; ATTEMDANCE INCOMPLETE j /
one or more of the |_oorosession_| {
participants. | (e Please sekefl A
Select All DeSelect All MNONE SELECTED = Record Aﬂﬂ
fege [t

The email page opens. Enter a Subject and write your message in the space provided.
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Record Attendance
Activity Mame:
Activity Coce: 999.04-292-0
Start Time:  9:00 &M
Attended: 1
Dicl Mot Attend: 0
Session Type:  MULTIPLE

Send Emal. ¥

EHTML QiPreview

Using the Sony Language Lakb

03

*SEND EMAIL Check the hoxes for the people you want to send an email to!

Subject:
I
Message:
e HhaIdV e aBEEX IE
SE@E0IN 0N @K
FESe S W W 5= 5 EH EH 0 i . 8
BIU EleA-v- ==
Se S L ki ED D #HE
CssClass = Inline style = Paragraph - Arial

~ Size -

Send Email to Selected People

Session Date:
Schedule Status:
End Time:
Partialz:

Enralment:
Activity Attendance Status:

X' X, abe 4h An

Links = Caode Snippet = Images = Zoom =

Select from dropdown of session dates and click
(GoTo Session

IDBJ?3DDD3; ATTENDANCE INCOMPLETE LI

0T Session |
SelectAll | Deselect Al [[ONE SELECTED v

Record Attendance

tnplease select Attendance Status from the drop down box

Print Attendance

DIRECT\DN?

812352003 +
ATTEMDANCE INCOMPLETE
300 PM

i}
8 4
ATTEMDAMCE INCOMPLETE ‘

4

AAANAN ey NN AN S

P

B

[}

Print Sign In Sheets J

H

ny‘
S -

SELECT | HOTE PARTICIPANT HAME STATUS ssH LOCATION PHONE NUMBEEQ
r I— Andersan, John MOT RECORDED | XXX-XX-0023 Middle Schonl 2 | 860-537-4532 )
Arguelles, Yolanda NOT RECORDED | XHH-XX-3456 Out of District 8E0-537-2737 {
Arnold, Robert NOT RECORDED | ¥MM-M-2345 High Schaol 1 860-253-6559
= ot
L e Tuppneeeto Gt REGORDER - BT ' i *High Scn _B\E_Dj'fi_l-y‘\_"

Check off the names of the recipients you wish to receive this message (choose Select All to send to all). When your

message is complete and you have selected your recipients, click |

email. A copy of the email will be sent to your inbox.

Send Email to Sel*‘gcted People

I to send your
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TOPICS OBJECTIVES
F. IPDP The student will be able to e Overview of creating a plan
complete the IPDP. e Create Objectives & Strategies
¢ Assign Goals
e Assign Resources

MyEzTraxx utilizes an online Individual Professional Development Plan (IPDP). Staff members having access to MyEzTraxx
may create, submit and edit an IPDP online. Administrators have established goals that will be accessible to you for
aligning with your own objectives as part of your Plan.

Overview of Creating a Plan

When you create your plan online, your Plan will be given a default Plan Name and Plan Description consisting of your full
name and the fiscal year. You will create objectives, which you will align with goals established by your administrators
and identify the resources you may need to accomplish your objectives. These resources may include funding,
substitutes, and staff assistance.

Click IPDP Management to begin creating your Individual Professional Development Plan. All created Plans will be
accessible here, as well as the option to create new plans. Any created plans will appear in the table under the headings,
Plan Name, Fiscal Year and Status.

Each plan may have a description, objectives, goals, resources required and reviewer comments. Administrator’s
comments will be added upon submission for review prior to approval or denial. You will have the opportunity to revise
and resubmit your plan should it be initially denied. Once a plan is approved, it cannot be changed. However, each staff
member may at any time add to the plan’s objectives a description of how each objective was met throughout the year.

Steps for Creating an IPDP: Plan Status

Each plan will be defined by one of the following:
Create a Plan
Create Objectives Draft: Participants may save their plan in draft until is
ready for submission.

moom»

Assign Goals

.g Pending: Plans that have been submitted for approval
Assign Resources are pending.
Define How You Met Objectives Approved: Plans that are accepted by the appropriate

administrator are approved.
Denied: Plans that are rejected by the appropriate

Create POP PN | o create or edit a Plan.

To begin Creating your Plan, click

SHOME & ACTIITY ENVOLLMENT = ACTRATY BECLESTS « BETILCTONS o P« REVORTS

Plan

-
o

Ere JE ] |EnanE ALTIE

Palhe oA 0 B [races
- o

T e [
= Click here to

|
create a new Plan.

ELAM STATUS MOKCATORS

The Create Plan page opens.

Proprietary & Confidential

EzTraxx Online is a product of ProTraxx, Inc.
64 Wall Street, Suite 1E

Madison, CT 06443

Page 12 of 18



1. Create IPDP Plan 2. Create IPDP Ohjective 3. Submit For Approval

IPCP/Create IPDP Plan

Fiscal Year. | [MONE SELECTED x
Plan Mame:  [Patricia Kel -

Pian Deseription:  fingividual Professional Development Plan =]

Select the appropriate
Fiscal Year here.

=

HEXT => Create IPDP Objective |

Select a Fiscal Year.

Note that the Plan Name and the Plan Description fields are automatically populated. The Plan Name will be your full
name and the plan description will be “Individual Professional Development Plan”. You may edit this information by
typing over the existing text.

Then click ‘ HEXT >> Creafs IPDP Objective I

Create Objectives and Strategies
You will create one objective at a time and identify the strategies you will use to meet the defined objective.
Enter a brief description of your Objective. Enter an Objective Strategy by describing how you will meet this objective.

The following page opens, where you will create an Objective and align it with District/School/Organizational Goals and
identify the Resources needed to assist you in accomplishing this objective.

1. Viewy IPDP Plan 2. Create IPDP Objective 3. Submit for Approval

IPDP/Create IPDP Ohjective

e Ohjective

Objective Naime: ITechnnIﬂgy Skills

Objective Deseription |14 improve technology skills and share them with students ;I

Ohjective Strategy.  [agend after-school technology workshops, LEARN program, and adutt ;I

education sessions.

Select All | DeSelect All
SELECT |GOAL TYPE GOAL HAME DESCRIPTION GOAL HUMBER
] District District Goal Test test 123 District Mumber
ul District Foreign Langusce Imrpove foreign language skils 03
of all students.
" District Improving Technology Improving technology skils of all | D2
staff
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Assign Goals to your Objectives.

The lower half of the form allows you to select one or more goals that have been established by your administrators and
align them witth your objective by clicking in the Select box to the left of the appropriate Goals.

Assign Resources to your objective.

Scroll down the page and assign necessary Resources to accomplish this objective.

of scientific thought, howe
science has influenced cutlure
I and society, and how groups
from many countries have
cortributed to the history of
science.

Secience

r State Goal Para Reguirements Highly ouialifiect 31
paraprofessionals

Resource Mame: |5 nhatitute VI
Resource Type! | UMBER OF PEQPLE 'I Resource Smount; I"

Resource Descrifhion (eeqy & substitute for Wednesday, Novermber 17th to attend LEARN x|
etk zhiop

=

Create IPDP Objective Back to IPDP Plan |

Select one Resource at a time. Choose from the options created by your administrator in the drop down list. Then choose
a Resource Type and enter a Resource Amount in the field provided. Enter a description of this resource to further

Create IPDP Objective |

describe it to your administrator who will be reviewing your plan. When complete, click‘

(To exit this page at any time, To return to the Objective page, click __Back to IPDF Plan I)

The View Objective page opens.

lI Wiew FLF Flan 2. View BUP Obijestive 3 Submt For Approval

PLRNView PO Otiecihr:

Heme:  Heb, Pairicln Sty DRAFT

Sxciel Sy RN HO0EETT Fioseed Yo 002008
Flan Name:  Hatricia kel

Pinn Descrigtinr  indAdnl Prafessionnl Devsiopmert Pinn

Uljctive Miformiation
Cijective Neennr  Technology S
CRfectve Destigbull  ATErove leChiiogy SkES and shisre wih sudens

ioste programs, afterschonl workshops and du educstion programs
Preticinate In a thron-y seesion af LEARN for beginner comgeter udents

Cbie v

Horer daf you meet iz Objecive?.

Assign Goatn
(AL TYPE
Dustrict

GUAL HAML
Imgeching Technoioay

UESCHR TR

Wroving bechnology sks of
o staft

GOAL IRIMULE

UNBSEGH

Assign Ancther Gbjective Goal

Auwignel Resvw ces

| nesounce nane | nEsounce pEscRIPTION |P.F5umr.|= AMOUNT
MASSAH | Subeinge | et st 1 Wdinessctuy Hervemiser 1 7 o et LEARN | 1

| werkshap

Assbgn Ancther Diective Resource

Upsdate IPUF Oljective Create Another IFUP Objective Ik 10 PP Plan
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Unassign a
goal or
resource by
clickina here

To UNASSIGN a goal that you selected, click UNASSIGN to the left of the appropriate Goal.

To add an additional Goal to this Objective, click

Objective Information
Objectiv
Objective Dest

Howy dicd you meet this Olj

Objective Strateay:

e Mame:  Objective Mame

cription:  Objective Description: Objective Description:

jective™:

Objective StrateqyObjective Strateay

Assign Goals

GOAL TYPE

el d o g 4

GOAL HUMBER GOAL HAME DESCRIFTION
. UNASEIGH District 123 Diztrict Mumber Cistrict Goal Test test
UNASSIGN Diistrict o3 Foreign Language Imrpove foreign language
skillz of all studerts
UNASSIGN District o2 Improving Technoloy Improving technolooy skils of f
all staff
1
Assign Another Objective Goal 1
Assigned Resources Fd

RESOURCE_HAME

RESOURCE_DESCRIPTION

UNASSIGN | Staff

2

RESOURCE_AMOUHT IP

Assian Another Obiective Resource |

Assign Another Ohjective Goal

To UNASSIGN a Resource that you selected, click UNASSIGN to the left of the appropriate Resource.

To add an additional Resource to this Objective, click

To edit the Objective, click

To Create another Objective, click

To return to the IPDP Plan, click

= To delete an objective, click the Delete to the left of the appropriate objective.

Assign Another Objective Resource

Update IPDP Objective

Create Another IPDP Objective

at the bottom of the page.

Back to IPDP Plan

|1. View IPDP Plan 2. Creste IPDP Objective 3. Submit For Approval

IPDPigw IPDP Flan

Status:  DRAFT

Plan hame:  Patricia

Plan Description:  Indiviclus

View O

Social Security # KHX-KNH-80TT
Fiscal Year:  2005-2006

kel

al Professional Development Plan

VIEW IPOP PLANS

Mame:  Kell, Patricia

OBJ HAME

DESCRIPTION

STRATEGY

How did you meet this Obj?

DELETE [ %IEWY | Technology Skills

Improve technology skills and share
with studernts.

Participate in professional development
programs, afterschool workshops and
adult education programs. Particisste in
& three-day session at LEARN for
heginner computer students.

View Evaluator Comments

EVALUATOR

‘ EMAIL COMMENT

STATUS

| DATE

Update IPDP Plan__ |

Create IPDP Objective

Submit IPDP Plan for Approval |

= To View or Edit the Obijective, click View to the left of the appropriate objective.If your plan is complete, you will

need to return to the IPDP Plan page and click

Submit IPDP Plan for Approval
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= HOME = ACTIYITY ENROLLMENT = ACTIVITY REQUESTS = INSTRUCTORS = PDP = REPOP

»

IPCPManagement Cong

The status of your plan is
shown here

Individual Professional Development Plan :

3

PLAH HAME FISCAL YEAR STATUS ACTIVE {

Demo Madizon 2005-2006 DRAFT Active j
RN L el aae - . — [ ErED. # oo ch -t

Your plan status will change from Draft to Pending, and the Approved or Denied. The Plan below has been

approved.

Your plan status
will change to
reflect
administrative
approval or denial.

|1. View IPDP Plan 2. Creste IPDP Ohjective 3. Activity has heen Spproved!

IPDP igwe IPDP Plan

Mame:

Status:

Social Security &
Fizcal Year:

Plan Mame:

Plan Description:

View Objectives

Kell, Patricia
APPRONVED
HRR-HRN-8ETT
2005-2006
Patricia Kell

Individual Professional Development Plan

VIEW IPDP PLANS

0OB.J HAME

DESCRIPTION

STRATEGY

How did vou meet this Ohbj?

Wl Technology Skills

Improve technology skills and share with

Participate in professional development

students. programs, afterschoal weorkshops and
adult education programs. Participate ina
three-day session at LEARM for beginner
computer students.
View Evaluator Comments
EVALUATOR EMAIL COMMENT STATUS DATE
Kell, Patricia pat. kell@pratraxs com APPROVED | 111372005
12:24:15 PM

Note: If your plan has been denied, you may view the plan and your evaluator's comments, update the plan and re-

submit it.

If your plan has been approved, you may add to the plan throughout the school year by updating each of your
Objectives with comments on “How did I meet this objective’?

To add comments to your Objectives to define How you met Objectives:

From the main IPDP page, click on the appropriate plan to describe how you are meeting objectives.

Click on View next to the Objective you wish to add comments to.

Note that approved plans allow you to edit only the last field, How did I meet this Objective?

Proprietary & Confidential

EzTraxx Online is a product of ProTraxx, Inc.
64 Wall Street, Suite 1E

Madison, CT 06443

Page 16 of 18



1. %iew IPDP Plan 2. Update IPDP Objective 3. Activity has been Approved!

IFDPApdsate IPDF Ohbject.

hame:
Social Security #
Plan hame:

Plan Description:

Kell, Patricia Status:  APPROYED
HHK-RRH-BETT Figcal Year: 2005-2006
Patricia Kell

Individual Professional Development Plan

Objective Information

How didd you meet this Objective?:

Objective Natme: ITEChnU\Ugy Shillz

Objective Description: [0 0ue technology skils snd share with studerts. d
[
Objective Strateey. | |oaricipats in professional development programs, afterschoal ;I

fovorkshops and aduft education programs . Participate in a three-day
jse=sion at LEARN for beginner computer students

K

orkedd with mertor to learn the nesy application d

[ |

Y e Y S e

Update IPDP Objective | Back to IPDP Objective I

Type your comments in the How did you meet this Objective? Field and click

e =Ny L

'\,.-»...\,,\_ AN A A A, ey AN

Update IPDP Objective
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TOPICS OBJECTIVES

G. Reports The student will be able to o Staff Profile
search, view and print the Staff ¢ Transcript
Profile and Transcript reports as ¢ Create Self-Profile
well as add additional items to ¢ View, print Self-Profile

the Self-Created Profile.

The data gathered through the EzTraxx Online application is compiled in humerous reports. Each individual staff member
having access to MyEzTraxx may have access to the following:

Staff Profile

Staff Profile — a complete snapshot of the employee including your position, tenure or projected tenure, certifications
and endorsements held, the related state requirements for CEUs, your professional development participation, staff
evaluations, training and education.

Transcript

Transcript — a State formatted report of comleted professional development programs which have been issued CEUs or
other awards. This report is categorized by fiscal year and totals each year as well as an overall grand total for all data in
the database.

Choose to print either report by clicking the Print Report button at the upper right hand corner of the page. Please note
that your state may require that official Transcript reports be generated by an administrator and be originally stamped
reports to be considered valid documentation for recertification. Check with your district or organization for further
information.

Create Self Profile

Your district or organization may choose to allow you to add additional items to your Staff Profile that may not be
available to the administration but would create a more complete record of your credentials. You may add additional
information to an all inclusive report, the Self-Created Profile, using the Create Self Profile feature.

Classroom work, published articles, books, etc, or out of district participation are just some of the items you may wish to
add to your profile. To add items, click Create Self Profile. Enter the following data: Date, Activity Code (if available),
Creste Profile Informstion

Activity Name, and Award Amount (if any). Click when complete.

Self Created Profile

The following information will be displayed on your Self Created Profile Report.

Education

|Date ‘Activity Code |Acti|rity Hame ‘Awar(l Amount ‘
Unclate | Delete [irz/2004 [038-05-201-001 [Using Phatashop E |

Create Profile Information
Date:

Activity Codle: |

Activity Mame: |

Aanard Amount:
Create Profile Infarmation

Self Profile Report

To view or print the Self Profile report, click Self Profile under REPORTS on the menu. This report will include all items on
the Staff Profile as well as any items you have added through the Create Self Profile feature as described above.

To print this report, click MI on the upper right hand side of the screen.
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