Pnine PDOnline User Manual

PDOnline (http://www.pd-online.com.au) is an online booking

service which allows users to book a place for Professional
Learning and Professional Development courses being offered by
their Regional Office of the Department of Education and Early
Childhood Development (DEECD). In these regions it replaces the
more traditional "phone and fax" methods of booking PD that

may have been used by these regions in the past.

As well as being your booking service, PDOnline also records your
future PL/PD commitments and keeps a personal record to help
you complete certain documentary requirements for the Victorian

Institute of Teaching’s (VIT) re-registration process.

We aim to keep this program as simple and as user friendly as
possible. Should you not find what you are looking for within this
manual, please see the HELP section on the website or contact
the Administration Desk on (03) 9015 9606 during normal

working hours 9am-5pm, Monday to Friday.
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REQUEST AN ACCOUNT

The ‘Request an Account’ button can be found on the home page of the
website and is to be used when first setting up your account. Please follow

the steps below.

1. After selecting the ‘Request an Account’ button, you will be prompted to
enter your email address to determine whether you have an existing
account. Click ‘submit’. If you already have an account you may need to
follow the link to reset your password. (see Reset Password from login

below)

2. If you do not have an account with PD Online, an Account Request form

will display. Fill in the blank fields and click Send Request.

3. This will be sent to your Regional Administrator. Once your account has

been activated an email with your login details will be sent.
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RESET PASSWORD FROM PDONLINE
HOMEPAGE

The ‘Reset Password’ button can be found on the home page of the website
and is to be used if you have forgotten your passphrase. Please follow the

steps below.

1. After selecting the ‘Reset Password’ button, you will be prompted to enter
your TO number and email address to confirm your identity. Click

‘validate’. If you are a nonDEECD user, enter O as your TO.

2. If you have entered your details correctly you will be prompted to enter
your new password. Your new Password must be at least 7 characters
long and can be any combination of words, numbers, punctuation
symbols & whitespace. Your password is 'case-sensitive' (see password

screen for further instruction) Click ‘Register New Password and Login’

3. You will return to the login prompt where you can login with your email
address and new Password.
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LOGGING IN

The login figlds can be found on the home page of the website. Please follow

the steps below.

1. In the Username field, enter the email address you supplied when
requesting an account. If you are a DEECD employee this will be your

edumail address.
2. Enter your passphrase in the field below and click ‘Login’

3. Your personal PD Online account page will display.
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EDIT ACCOUNT DETAILS

The Edit My Account menu item can be found on your personal PD Online
account page. From here you can edit your region, school, phone number,

email contact etc. Please follow the steps below.

1. Select the ‘Edit My Account’ menu item from the left of screen.

2. Edit the appropriate fields

3. Click ‘Update Records’
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CHANGE PASSWORD FROM WITHIN
PERSONAL PDONLINE ACCOUNT

The ‘Change Password’ button can be found on your personal PD Online

account page. Please follow the steps below.

1. Select the ‘Change Password’ menu item from the left of screen.

2. Enter your new password. Your new Password must be at least 7
characters long and can be any combination of words, numbers,
punctuation symbols & whitespace. Your password is ‘case-sensitive' (see
password screen for further instruction) Click ‘Set new password and

login’

3. You will return to the login prompt where you can login with your email

address and new Password.
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MY WISH LIST

The ‘My Wishlist’ button can be found on your personal PD Online account
page. Here's your opportunity to tell PDOnline about the PD's you would like
to see delivered in the next academic year. Please follow the steps below.

Select the ‘My Wishlist’ menu item from the left of screen.
Click on ‘Add Wishlist’
Enter your suggestions

Click ‘Submit’
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A record of your suggestion will then be stored on your wishlist. You may
withdraw suggestions that you have entered at any time.
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REGISTER FOR A NEW PD

The ‘Register for a New PD’ button can be found on your personal PD Online
account page and is to be selected when you wish to register yourself for a

PD being offered in your region. Please follow the steps below.
1. Select the ‘Register for a New PD’ menu item from the left of screen.

2. To view all PDs currently available to you, click on ‘SEARCH’ found at the

bottom of your screen.



3. You can complete an advanced search for a PD by selecting a specific
Region, Category, Month, Presenter or entering Title or Outline Keywords.
Enter the appropriate details and click ‘Search’ and a list of available PDs

matching your search will display.
4. A list of the PDs matching your search will display by name and date.

5. There may be further pages which you can access by selecting the small
number 2, 3, 4 etc at the bottom right of the Course Overview box. You
can go directly to the PD you’re looking for by selecting the name of that
PD.

6. A Registration box outlining all of the Course details will display. This box
also contains links to maps and email addresses of the presenter and

coordinator.



7. Select the ‘Register For This PD Course/s’ box found beneath the

Registration box.

8. If the PD has workshops, click the Workshop Bookings text at the bottom
of the Registration box to select the workshops in each session you wish
to attend. At the top of the next screen are two Quicklinks, select
‘Register for Workshops’. Check the boxes beside the workshops you wish

to attend.

9. A confirmation popup will display and an email will be sent to both

yourself and your school confirming your position at the PD.

10. To check that your registration was processed correctly, select ‘Current
Registrations’ from the left hand menu of your personal account screen. A
full list of the PDs you are currently registered for will display by name

and date.
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REVIEW PD HISTORY

The ‘My IJD History’ button can be found on your personal PD Online account
page. This will display a complete list of the PDs you have registered for and

attended via PD Online. Please follow the steps below.
1. Select the ‘My PD History’ menu item from the left of screen.
2. A list of the PDs you have attended will display in order of the date held.

3. If you find that a PD you have attended is not on this list, it is likely that
the Course Coordinator has not yet marked the roll for that PD. Please

contact your Regional Administrator if this occurs.
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REVIEW CURRENT REGISTRATIONS

The ‘Current Registrations’ button can be found on your personal PD Online
account page. This will allow you to view the list of PDs you are booked in to

attend. Please follow the steps below.
1. Select the ‘Current Registrations’ menu item from the left of screen.

2. A full list of upcoming PDs that you have registered for will display in date
order.
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WITHDRAWING FROM A PD

The ‘Withdraw from a PD’ button can be found on your personal PD Online
account page. This will allow you to cancel a PD that you are currently
registered for and should always be done to avoid your school being invoiced

for a PD that you didn’t attend. Please follow the steps below.
1. Select the ‘Withdraw from a PD’ menu item from the left of screen.
2. A full list of the PDs that you have registered for will display in date order.

3. Tick the box of the PD you wish to cancel and click the ‘Withdraw from

selected PD Course/s’ button.
4. A popup will display to confirm your withdrawal, select OK.

5. A confirmation popup will display and an email will be sent to both

yourself and your school confirming your withdrawal from the PD.

Professional Development Online Services 14


John
Oval

John
Line


WAITING LIST

The ‘Waiting List’ button can be found on your personal PD Online account
page. If a PD has reached its capacity, it may have a waiting list that you

can register for in the event of a withdrawal. Please follow the steps below.

1. Locate the PD you wish to attend. In the event of the PD being fully
subscribed, next to the Register heading will say ‘this program is fully
subscribed and course is available for waitlist’. Click this sentence and

you will be taken to the Waitlist screen.

2. The Course details will display, add a message to the Coordinator if
appropriate and click the ‘confirm your waitlist position’ button at the
bottom of the screen. An email will be sent to your address confirming

your Waitlisted status.
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3. In the event of a place becoming available for a Waitlisted PD, an email
will be sent to you. You will have 24 hours to accept the place. If you do
not respond within that time period, the system will automatically remove

you from the list and offer the place to the next person in line.

4. Other PDs available for Waitlist are listed in the New/Confirm button at

the top of the Waitlist screen.

5. The PDs you are currently Waitlisted for are listed in order of the date
held. You can see your position on the waiting list for each PD on the
right hand side of the table.

2

6. To withdraw yourself from the Waiting List of a PD select ‘Withdraw’ from
the bar across the top of the Waiting List table. Click on the rubbish bin
next to the PD you wish to remove yourself from and it will no longer

display in the table.
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MY REPORTS

The ‘My Reports’ button can be found on your personal PD Online account
page. This section is available to Registered Teachers only and is a tool to
assist you in keeping a track of the PDs you have attended. This will be of
particular value when it comes time to update your VIT registration. From
within this menu item you can also add PDs that you have attended outside

of those you registered for via PD Online. Please follow the steps below.

1. Select the ‘My Reports’ menu item from the left of screen.

2. All of your VIT details, including the PD hours you’ve completed and the
hours remaining are displayed across the top of the table. This data is

automatically updated when new PDs are added to your History.
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3. For each PD listed you can select the nature of the Course completed.
Click on the name of the PD and a popup screen will display. (See image
below) Click ‘Submit’ after selecting the appropriate box. This information

will then display on the ‘My Reports’ table.

Mature of activities For Course : Writing Check/Uncheck
User Manuals :

Within the school with an external
presenter or a colleague presenting new
knowledge

Within the school in collabaration with other
colleagues

External to the school [/
Undertaken on the initiative of the teacher
Other
Activities providing access to research &

knowledge sourced from outside the school
environment

4. On the right hand side of the ‘My Reports’ table there is a feedback
column. Teachers may find this framework useful to assist reflection on
the relationship between the professional development activities they
have undertaken and their professional practice in the context of the
standards of professional practice. Select this and tick the appropriate

standards met for the PD. Click the ‘Submit’ button after selection.

RENEWAL OF REGISTRATION PROFESSIONAL DEVELOPMENT ACTIVITIES
Reflection on the standards of professional practice

Teachers may find this framework useful to assist reflection on the
relationship between the professional development activities they have
undertaken and their professional practice in the context of the standards of
professional practice.

Activity or course undertaken: Writing
User Manuals

i a : Yes
Relationship between the professional
development activity un_dertaken a.nd (Tick whera Comments
the standards of professional practice thereis 2

relationship)

1Does this professional development
activity contribute to your knowledge of
how students learn and how to teach
them effectively?

Consider the reference the PDA makes to current -
understandings of teaching and learning and current

research. Consider the relevance of the knowledge

gained to your school and class context and the needs

of the students you teach

2. Does this professional development

activity improve your knowledge of the

content you are teaching or intend to

teach?

Consider also the relationship to current curriculum
policies and documents you draw on in your teaching
situation

3. Does this professional development

it imnrnaen e bnoudadan and
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ADDING AN OUTSIDE PD

To add a PD that you have attended outside of those you registered for via
PD Online, please follow the steps below. Please note, these PDs will not be
listed in your PD History, they will only be able to be viewed through your
reports. It is a tool we have provided to assist you in keeping a record of the
extra PDs you participate in for VIT registration purposes. To add an outside

PD, please follow the steps below.

1. Select the ‘My Reports’ menu item from the left of screen.

2. Click the ‘Outside PD Course’ button at the top right of the screen.
3. Click the ‘Add New Course’ button at the top left of the screen.

4. Enter the appropriate details in the fields provided.

Course Title :
Date of Course : 53]
Effective Training Hours : 0 * . 0 ~* (hrs : mins)

Provider Name :
Provider Phone Number:

Provider Email :

Short Qutline :

5. Click the ‘Save Course’ button at the bottom of the screen.

6. The PD will be added to you’re PD Reports page and Steps 3 and 4 from
the My Reports section of the manual (see pl7) can be repeated to add

the appropriate details of the PD.
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