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Instructor Login

1. Log into Professional Growth. Click on
“Activities” and then on “Instructor
Tools.”

2. A screen opens which has all the upcoming workshops you will teach. Click on
the title of a workshop.

3. You will then view details about your workshop along with several options for
managing the
workshop.
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The following information reviews each of the blue tabs which appear as
Instructor Tools:

View Roster: The roster shows enrollment as of the date you check.  Participants can
be added up to the second day or session of your workshop and they can cancel their
registrations up to the end date. Therefore, checking enrollment status throughout your
workshop will save you time.

Print Sign In-Sheet: This is what should be printed for all workshops so that either you
(if the workshop is online) or your participants can sign and initial their names. You
might find that you need to switch to Microsoft Edge or another Internet browser if the
form does not successfully download onto Google Chrome. An Incognito window might
also work.

Activity Attendance: This link becomes available after your workshop has started.
However,an instructor should ONLY confirm attendance of participants at the
conclusion of the workshop.

In the following example - Anthony’s attendance will be changed from “In Progress
and/or Final Approved” to “Attendance Confirmed.” A Certificate of Completion will
appear in a participant’s record following receipt of his/her workshop evaluation.
Participants see their post course options by logging into Frontline, Clicking on
Learning Plan and then clicking on the Blue Manage button which appears before the
title of their workshop.
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Email Functions: You are able to email the entire roster or specific participants. For
instance, you might use this function to remind participants of “due dates” or to take the
Evaluation at the conclusion of the workshop.

Clicking on the Email Functions link will highlight the entire class. You are able to select
users and to send a copy of the email to yourself.

Cancel Activity: PLEASE DO NOT USE THIS FUNCTION! CONTACT THE CENTER
IF YOU NEED TO CANCEL YOUR WORKSHOP.

Preview a Workshop: Clicking on preview allows you to view how your workshop
appears in the catalog.
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Activity Evaluation Info: All workshops have a KSDC embedded Evaluation form
which is mandatory for all participants.  Certificates of Completion are only issued after
this form has been completed. This link informs you of the number of evaluations which
have been submitted. Instructors can view evaluations only when 2 or more have been
completed.

PLEASE NOTE: Participants access Evaluation Forms from their Frontline Accounts.
They are NOT emailed to them. Participant Directions for evaluation forms are
located on the KSDC Website.

Clicking on the “Results” button will allow instructors to view responses. You can view
them individually, all at once or export them.

Download Roster: You can print an Excel spreadsheet of your enrollment inclusive of
cancellations and waitlists.
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https://www.ktufsd.org/cms/lib/NY19000262/Centricity/Domain/46/Evaluation%20Forms.pdf

