Using SCHOOLSTATION

Here’s how to get started with SCHOOLSTATION, our new professional development
tracking system.

1. Visit http://www.myschoolstation.com/robertson/.

2. Enter your Username and Password.

3. Click Login.
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The Start Page

Once you have logged in you will see the Start Page. Here’s what you need to know to
get started:

- The Top Menu—Click the Start Page button (with the traffic light) to return to this page.
+ The Left Menu
- Edit Profile —Click this to edit your profile. You will need to go here to change
your password!
+ Logout—Click this when you are done with SCHOOLSTATION.
« The Content Area
« Register for PD—Click this to see a list of available workshops and sign up for one.
+ Reports—Click this to see what you’ve signed up for, drop a class, and see your

transcript.
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Registering for Professional Development

To register for a workshop you need to:

1. Click the Register for PD button on the Start Page. (Be patient, the professional
development list may take a moment to load.)

2. Either use the Keyword Search function or scroll down to find a workshop you
need to register for.

3. Click Register.

4. Confirm that you want to register for this class in the window that pops up.
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Professional Development Registration

You are required to complete hours of professional development. You have completed hour(s).
Click here to view your individual professional development record.
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Location: RCLLC
Internet Search Presenter: Deborah McFarland
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Using Outlook to Communicate with Parents/Faculty
There are 0 participant(s) registered for this session. Total number

of participants allowed is 15.

Date Time Location Presenter Credit
2006-08-31 3:30 pm  RCLLC Deborah McFarland 3

Synopsis:This workshop will show you how to use Microsoft Qutlook to
communicate with faculty or parents by email.
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Viewing Your Report

Your professional development report acts like a transcript showing you what workshops
you have already taken and how much professional development credit you have for the
current year. It also gives you a list of workshops you have signed up for and provides
you with a way to drop a class if you need to.

To view your report you need to:
« Click the Reports button on the Start Page, or

« Click the “Click here to view your individual professional development record” link
at the top of the Professional Development Registration page.

All workshops in which you are enrolled will be listed here. If you know you will not be
able to attend a workshop you have signed up for please click the red X to drop
yourself from that course to create room for other people.
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