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Getting Started

Introduction to the Ohio ABLE Professional Development System

The PD System is just one of the many services offered by the Ohio Professional
Development Network. This system allows ABLE staff to:

e register for professional development opportunities;

e cancel registrations for professional development opportunities;
e update contact information;

e maintain a Professional Development History; and

¢ manage Distance Education.

The PD System can be accessed via the direct login link,
http://mercury.educ.kent.edu/database/rcn/registrations/login.cfm.

If you don’t have this link on hand, you can always access the PD system by visiting
ohioable.org and clicking on the link on the right side of the page.

BETTER SKILLS BETTER JOBS

/| Buss B4 Cotge & Cavnnt Prom + GED Trop + Dnghn b Sommtans of e Lumgusges

What follows is detailed instructions for using most of the features available through the
PD system. However, if you have additional questions, you can always contact the
Professional Development Network at the contact information below.

ohiopdn@literacy.kent.edu
AIM: OhioPDN
800-765-2897 option 2




Logging in to the PD System

1. Visit http://mercury.educ.kent.edu/database/rcn/registrations/login.cfm, which will
bring you to this screen

Ohio ABLE
Professional Development
System Login

First name | *

Last name *

ABLE system ID *

Login

Forgot your ABLE System ID?
Click here to have it emailed to you.

2. Your program director is responsible for creating a PD System ID for you, and
providing you with that information. If you have not received that information,
start by contacting your program director. Once you have your system ID, it's a
good idea to write it down somewhere and keep it near your computer, or in your
email. We have created a document that is a guide to the different ABLE
websites, and provides a place for you to write down your system ID and
password. If you've received the information, but cannot remember it, you can
find instructions for retrieving it in the Requesting your ABLE System ID section.

3. Type in your first and last name. These fields are case sensitive and must match
the name we have in the database exactly, so make sure you make note of how
your name is entered in the system.

As an example, let’s look at Alice ABLE. To sign in to the PD System, Alice
would have to enter her name the way it is in the system.

ABLE system [0 e *

Lagin

Forgot your ABLE System 107
Chek hare bo haye it smaded Yo you

4. Type in your system ID, without any spaces before or after.

5. Click on the Login button to complete the process. The screen that will appear
will look like this.



Requesting your ABLE System ID

If you know you have an ABLE system ID, but cannot remember it, you can
request it right through the login website! To do so,

1. Visit http://mercury.educ.kent.edu/database/rcn/registrations/login.cfm
2. Click on the Click here to have it emailed to you link.

Ohio ABLE
Professional Development
System Login

First name #*

Last name _. *

ABLE systemID | *
| Login |

Forgot your ABLE System ID?
Click here to have it emailed to vou.

3. Clicking on this link will take you to this page:

Ohio ABLE
Professional Development
System Login

First name

Last name

< | Send ID via email | >

4. Type in your first and last name. Please note that if the first and last name
you type in do not match what we have in our records, the system will not be
able to locate your system ID. So if you type in your name and get an error,




try typing your name in with different capitalization, or any different spellings
of your name that might have been used.

5. Click on the gray Send ID via email button. If the system was able to locate a
system ID for you, it will be emailed to the email address on file. If you do not
receive an email at the address you think is on file, please try using any
alternative email addresses you may have.

6. If you are unable to obtain your PD System ID after going through this
process, please email ohiopdn@literacy.kent.edu for assistance in obtaining
your PD System ID.

Your Contact Information

Verifying Your Contact Information

When you log in to the PD system, you will see a webpage that lists the contact
information we have for you. Your director may fill this out, or they may leave it blank for
you to fill out. Either way, please review this information and make sure that it is
accurate and also the best information for reaching you.

For example, if you prefer to have any mail sent to your home address, or you are
easier to reach by cellular phone, please make sure this page reflects that. Email is the
most frequently used method of contact, so please make sure to add your email
address to this page.

This information is kept confidential, and will not be shared with anyone outside the
Professional Development Network.

If you see any changes that need to be made, the Editing Your Contact Information
section will provide you with further instruction for completing this process..

Editing Your Contact Information

Your contact information can be changed at any time. Please check this page
periodically to make sure the information is up to date. If you move, your name
changes, or your email changes, you will want to go in and update the information. If
you work for more than one program, you can also use this page to provide that
information.

1. To edit your contact information, log in to the PD System.
2. On the main page, click on the Edit info link.



PD history ||| Stipends/Payments ||| Register
Contact information for
Alico ABLE
Alice ABLE |

Nama Tithe | First Wididie Last | Gulfix | Wickname
Program name Cleveland Municipal Schools
Site (optional}
Position Primary:
Primary

Address 1 Address 3 P g
Secondary

Aaidress 1 Aaldress 2 ¥ e Fibtot

3. Make any changes to the information that you need to make. Please provide
complete information and check your spelling. When you have finished making
changes, please be sure to press the Submit Changes button.

Infarmation for
Alice ABLE

mice: MBLE
Title First WMiddia Last Suffin  Mickname  Farmer

Program name 1.} | Cleveland Municipal Schaols

2)
3}

Site (optional)
Position Primary Secondary
Primary

Address 1 Address 2 City State ZIP Code
Secondary

Address 1 Address 2 ciry Ste  ZIP Code

Phone numbers Fax numbers Email addresses

Mumber  ExtensionType - Type: v | [Primary
0- 7| o= Type:
0- X Secondary
0- bl
0- o

Special needs/dietary requirements

Director/Coordinator email address:

Submit changes

Calendar of Events

Registering for an Event

You’'ve logged in, your contact information is updated, and now you are

ready to register for some PD! The PD System allows you to register for
three different types of PD

1. Face-to-face PD-face-to face opportunities provided or sponsored by
the PDN.



1.

2. Self-directed PD-any PD completed in your own time, including online
courses, webinars, and other activities

3. Independent Activities-This would cover any PD you complete that you
haven’'t used the Ohio ABLE PDN Calendar to complete. This would
include national conferences, seminars, trainings, webinars, etc.

The registration process for the three different types of events is slightly different,

but in all cases you begin by logging in to the PD System and clicking on the
Register link at the top of the page.

PD history ||| S:lpe.‘lds_."P.!}'ments

Contact information for
Alice ABLE

Edit information

Name . Alice ABLE
itle First Hiddie Tast

.......

.......

Phone numbers Fax numbers Email addresses
0- Drirar
(-

The following section will describe the process for registering
for each type of PD

Registering for a face-to-face event

After clicking the Register link, all the trainings on the webpage you arrive at will
be face-to-face opportunities, listed by date. Choose the training you would like
to register for, and click on the link.



There are 7 in-person workshops or events available ,
and 46 self-directed options

‘You may also register for an individual professional development activity

L) ABLE Professional Development Network sponsared New! added within the last 2 weeks

Tuesday 08/05/2014 | Reqiohal Administrator Mesting DAS Training Building
Newa! 9:30 AM - Objectives

30PN -Provide infarmation for 3 succes sful start to the

new fiscal year

e

Tuesday 08/05/2014 | Reqgiohal Administrator Mesting Penta Career Center
Newe! 9:30 AM - Objectives

2:30PM -Provide information for 3 successful start to the

new fiscal year

D,

wednesday |08/06/2014 | Regional Administrator Mesting Buckeye Career Center
Newi! 9:30 AM - Objectives

2:30PM -Provide information for 3 successful start to the

new fiscal year

D,

Thursday 08/07/2014 | Regional Administrator Meeting pike County Career
New! B30 AM - Objectives Technology Center

230 PM -Provide information for 3 successful start to the

newfiscal year

D,

Monday 08/11/2014 | Regional Administrator Meeting Trumbull Career and
New! 3:30 AM - Objectives Technical Center
230 PM -Provide information for 3 successful start to the
newfizeal year

D,

Friday 08/15/2014 | Reqional Administrator Meeting Marion Technical College
New! 9130 AM - Objectives

3:30 PM -Provide information for a successful startto the
new fiscsl year

2. At the top right of the screen, click on the Register here! link.

PD history ||| Stipends/Payments ||| Contact information

Information for
New Teacher Orientation (NTQ)

Event Information

Title New Teacher Orientation (NTQ)

Fulfills New Teacher Orientation

Presenter(s)

Contact hours 5.0

Sponsor agency Ohio Professional Development Network

Dates and times Start date Friday 11/21/2014
Registration time 9:00 AM
Start time 9:30 AM

End date Friday 11/21/2014

End time 3:30 PM

Register b 11/14/2014




3. With some events, you may have the option to purchase lunch. If so, you will
see a drop down menu that allows you to choose whether you will purchase a
lunch or provide your own. Please make sure to select what you want. Once
you state you are going to purchase a lunch, you may be held responsible for the
cost of the lunch if you later decide you don’t want it. If you have made your
lunch selection, or there is no lunch selection, you can now click on the gray
Register for . Button. Please make sure you don’t skip this
step, as your registration will not go through until you click that button.

ABLE
ost of $10.00. Additional

Note: Food will be a
" led soft drink from

nformat

Register for New Teacher Ornentation (NT0)

Event information

Title New Teacher Orientation (NTO)
Contact hours 5.0
Sponsor agency Ohio Professional Development Netwark
Dates and times Start date Friday 11/21/2014
Registration tme 9:00 AM
Start tme 9130 AM
End date Friday 11/21/2014
Eni e 3:30PM
Register by 11/14/2014
Location Name Ross County ABLE (PRCTC Chilicothe Annax)
Address 40 W Sth 51
Chilicothe, OH 45601
Meal information Food wil be available for this event at a cost of $10.00. Additional information:
Chicken, 5b i ite and bottled soft drink from Chipotle. Bring

cash, exact change preferred.

4. The registration confirmation page will have important information about your
training. If you prefer to have a paper copy, print out the registration confirmation
page and save it. Generally speaking, you will not receive a confirmation email.
However, the information can always be accessed by following the instructions in
the Locating Registration Information section of the guide.

PO hestory 111 Reaistes |11 Contact mfematoen

Thank you for registering for New Teacher Orientation (NTO)!

Please print this for your records.

— Please print this page for your records.
________ Event@fomaton |
Title New Teacher Orientation (NTO)

Dates and imes Sy date Friday 11/21/2014
Registration time 9:00 AM
Start time 9:30 AM
End date Friday 11/21/2014
End time 3:30PM
Regster by 11/14/2014
Location Ross County ABLE (PRCTC Chillieathe Annesx)
40 W Sth 5t , Chdkcothe, OH 45601
Maal costs Food iz available for & cost of $10.00 per person. Additional information: Chicken,

Steak, or Vegetanan burrito and bottled soft donk from Chipotle. Bring cash, exact
change preferred.

Payment options Pay with cash

Registrant Information

Name | Alice | ABLE | | |
In | st | wiade | uffer | Wecknama [ Formar ]

Program namea Cleveland Municipal Schools

Site (aptional)

Position Primary:

10



Registering for a self-directed event

1. After clicking on the Register link, click on the Self-Directed Options link.

atabase/rcn/registrations/calendar_results.cfm?ABLESystemID=3973

PD history ||| Stipends/Payments ||| Contact information

There are 1 gnts available |

You may also reqister for an individual professional development activit

L/ 2BLE Professional Developrment Netwaork sponsored New! added within the last 2 weeks

Friday || D6/20/2014 | L) apply for Paid Registration to Attend the | The Ohio State University

1:00 PM - TESOL Acadermy 2014 Main Campus - Exact Lacation
30 PM The Internztional TESOL Academy provides TBOD
Closed intensive, hands-on workshops for 2 wide variety of
TESOL pu.

2. Choose the training you would like to register for, and click on the link. The trainings
are sorted by topic. For the sake of the example, we are going to register for New
Staff Orientation.

UL 10 Y= ] L L = L

This alternative delivery professional development opportunity is for all ABE teachers, The purpase.

|/ Great Courses: Basic Math - Part 5
This 2k delivery | devel op is for all ABE tachers, The purpoce ...

|/ Great Courses: Basic Math - Part &

This alternative delivery professional development apportunity is for all ABE teachers, The purpase.

New to ABLE

—
MW Staff Orientation
Mg eclf-paced, online orientatiop ncludes investigative activities to be completed using i...

|/ New Support Staff Orientation
Thiz self-paced, online arientation delivered in four modules is designed to give new support staff ..,

Reading

Teaching Adults to Read: Alnhabetics
Parti 'tz learn about alphab research ds d with sdults and zome impertant research with..,

3. At the top right of the screen, click on the Register here! link.

u/database/rcn/registrations/calendar_detail.cfm?ItemsID=2802&ABLESystemID=3973

PD history ||| Stipends/Payments ||| Contact information

Information for
New Staff Orientation

Event Information

Title New Staff Orientation

Fulfills MNew Staff Qrientation

Presenter{s)

Contact hours 5.0

Sponsor agency Ohio Professional Development Metwark

Dates and times Completion deadline 6 weeks from date of registration
Location MName Alternative delivery/Self-directed
Meal costs There are no meal arrangements listed for this event,
Description

This self-paced, anline arientation, which includes investigative activities to be completed using
information and web resources, is designed to provide a convenient format for new ABLE staff
(administrators, support staff, and teachers) to learn more about ABLE in Chio. Some of the
assignments invalve cooperation with the new staff member's supervisor, There are six modules to
this course. It consists of content focused on the following topics: 1) Overview of the ABLE System,
2) ABLE Students, 3] Student Experience Model, 4) Accountability, 5) Program Operations, and &)
Professional Development.

Keywords describing this event

New Teacher Mew Staff Orientation

11



4. On the page that comes up, click on the gray Register for

Please make sure you don’t skip this step, as your registration will not go

through until you click this button.

[ Register

ckent.edu/datab

N = ——— |

ase/rcn/registrations/ren/calendar_registration_dataentry.cfm?ltemsID=2802&ABLESystemID=3973

Confirm registration of Alice ABLE

Register for New Staff Orientation

Event information

Title Mew Staff Orientation

Contact hours 3.0

Sponsor agency Chio Professional Development Network
Dates and times Completion deadline

6 weeks from date of registration
Alternative delivery/Self-directed
There are no meal arrangements listed for this event.

Location Mame
Meal information

button.

5. Necessary instructions for accessing the course will be found on the registration
confirmation page. Print out this page and save it. If you are completing a Moodle

course, this is where you will find your enrollment key. It will be located in the
Registration Information section, and the text will be red.

Title

times

Dates and  Completion deadline 07/15/2014

Location Alternative delivery/Self-directed

Registration This course is housed on the Chio ABLE Moodle site. For detailed instructions on
information accessing a Moodle course, please dick here.

atabase/rcn/registrations/ren/calendar_registration_insert.cfm

PD history ||| Reaister ||| Contact information

Thank you for registering for New Staff Orientation!

Please print this for your records.
See "Registration information™ below for access and additional
information.

Event Information
Mew Staff Orientation

All ABLE Staff are required to complete this orientation course within 60 days.
The [l e e e e e o e

Lt ion of the Moodle site.
@M&nt key for this course is NSO+ohi ollment key is case
SensiveEs

The course is designed so that you can return to the site at any time to complete the
modules and use it a5 an on-going reference. Each time you access a page, a che_ck

12



Registering for an Independent Activity

An individual activity would be used for a training that you did not register for
through the PDN calendar. This might include a national conference or a
webinar or training given by a non-ABLE organization. You can register for

Individual Activities before or after the training, however, you must register before
you send your certificate in.

1. After clicking on the Register link, click on the Register for an independent

professional development activity link.

PD history ||| Stipends/Payments ||| Contact information ||| Distance education

There are 30 in-person workshops or events available ,
and 43 self-directed options

You may k6 register for an independent professional development activity

1 mBLE Professional Development Network sponsored New! added within the last 2 weeks

New! 3:00 PM -
5:00 BM

Tuesday [ 02/10/2015 | LJ curriculum Retrofitting Virtual Office Hours Webinar

The Road to Retrofitting Continue

2. Fillin all the information you can about the activity. Please be sure to fill this in
as completely as possible, including your purpose for completing activity. After
completing the form, click on the gray Submit form to Ohio PDN button.

Activity type
Length

Title
Location
Date(s)

Purpose

ons/cale egis on e tal_dataentry.cfm?ABLESyste =397

Individual Activity Request Form for 2lice ABLE

Event information
Select one v Specify other o]
contact hours

Start date (required)
End date (reqguired)

Please state the reason for attending this event. How is this activity related
to your professional practice?

In order for this activity to appear as "Completed" in your PD History,
you must submit yoLE g 0 colECE s L Unon completion.
| Submit form to Ohio PDN |

3. After completing the form, please be sure to send your certificate to

ablecert@osu.edu. You will not be marked as complete for the activity if you do
not send a certificate of completion.

13



Canceling a Professional Development Event Registration

If you register for an event, and something comes up where you cannot attend,
you can cancel your registration online! Please try to cancel your registration as
soon as possible. To do this through the PD System,

1. To cancel your registration, you will need to first log in to the PD System.
2. Once you have logged in, click on the PD History link at the top of the page.

Professional Develor x

C' | [ mercury.educkentedu/database/rcn/registrations/login_do.cfm

H Stipends ||| Register

Contact information for
Alice ABLE

Edit information

[ [ alice | [ aBLE | [ |
LTitte |_First | Middle | Last | Suffix |  Mickname | Former |

3. On your PD History page, you will see a list of trainings you have registered for.
Find the name of tralnlng you want to cancel your registration for, and click on it.

Tabase/rcn YS/pd_Mistory_NsLOm:ABLE MID=397

Stinends/Pavments ||| Register ||| Contact information

Professional development history for

Alice ABLE
Current year professional development
Dated professional development
Begin ; Contact
date Title hours Status
04/04/2014 BEST Plus 6.0 Attended all
Self-directed professional development
Begin i Contact
date Title Hotts Status
In progress
DEJDSIZEI14 Great Courses: Algebra 1 - Part 1 3.0 | Complete response farm
il

Materials not yet returned
(Uﬁ,fUEu’ 14 New Staff Orientaton 5.0 In progress
registe

Individual activities

4. Once you have clicked on the link, the Registration Confirmation page will come
up. Click the Cancel Reglstratlon link at the top of the page

du/database/rcn/registrations/calendar_detail_historical.cfm sIiD= BLESystemID=3973

PD history ||| Stipends/Payments ||| Contact information

You are already
Information for registered for this event

New Staff Orientation
Cancel reqgistration

Title New Staff Orientation

Fulfills MNew Staff Orientation

Presenter(s)

Contact hours 5.0

Sponsor Ohio Professional Development Network

agency

Dates and Completion deadline & weeks from date of registration
times

Location Mame Alternative delivery/Self-directed

Registration This course is housed on the Ohio ABLE Moodle site, For detailed instructions on
information accessing a Moadle course, please click here,

All ABLE Staff are required to complete this orientation course within 60 days.
The course is located under the Mew to ABLE section of the Moodle site.

The enrollment key for this course is NSO+ ohio. This enrollment key is case
sensitive,

14



5. Click the gray Confirm Cancellation button at the top of the screen.

du/database/ren/registrations/ren/calendar_cancellation_dataentry_alternative.cfm?ltemsID=2802&Registr

Confirm cancellation of 4lice ABLE

Confirm cancellation | TOYdew Staff Orientation

e
Title New Staff Orientation
Dates and times Start date
End time
Register by
Location Alternative delivery/Self-directed
Meal information There are no meal arrangements listed for this event.

Registrant Information

Name

Program name
Site {optional)
Position Primary:

The “Cancel registration link” will be available up through the day before the
schedule event. If you must cancel after this point, please let us know either by
email (chiopdn@literacy.kent.edu) or via telephone (800-765-2897 option 2) If
you do not cancel the training, your PD history will be marked as a No Show, and
your program may be charged for costs associated with the event.

Locating registration information for an event

Generally speaking, you will not receive a confirmation email after registering for
an event. The information you need to know about the event will be located in the
Registration Confirmation page. But what do you do if you registered for the
event, but closed it out without looking at the information? Follow the steps
below to view details about the training you registered for.

1. To return to the registration confirmation you will need to first log in to the PD

System.
2. Click on the PD History at the top of the page.

Professional Develor x

C' | [ mercury.educkentedu/database/rcn/registrations/login_do.cfm
H Stipends ||| Register

Contact information for
Alice ABLE

Edit information

[ [ alice | [ aBLE | | [ |
LTitte |_First | Middle | Last | Suffix |  Mickname | Former |

15



3. Scroll through your PD History until you see the title of the training
Click on the title of the training.

rations/pd_nhistory_listcrmABLESYStemIU=3573

Stipends/Payments ||| Register ||| Contact information

Professional development histary for
Alice ABLE

ICurrent year professional development

Dated professional development

foan Title Gontact  status
04/04/2014 BEST Plus 6.0 attended all
Self-directed professional development
B Title fantach Status
In progress
Dﬁjﬂif2914 Great Courses: Algebra 1 - Part 1 3.0 | Complete resnonse form

Materials not yet returned
Dﬁ‘ma’rz? Mew Staff Orientation 5.0 In progress
Ll < >

Individual activities

4. This will take you back to the registration confirmation page. You can now view
the details about the event.

du/database/rc n/registrations/calendar_detail_historical .cfm?ItemsID=2802 &ABLESystemID=3973

PD history ||| Stipends/Payments ||| Contact information

You are already
Information for registered for this event
New Staff Orientation

Cancel reqgistration
Event Information

Title New Staff Orientation

Fulfills New Staff Orientation

Presenter(s)

Contact hours 5.0

Sponsor Ohio Professional Development Network

agency

Dates and Completion deadline & weeks from date of registration
times

Location MName Alternative delivery/Self-directed

Registration This course is housed on the Ohio ABLE Moodle site, For detailed instructions on
information accessing a Moodle course, please click hare.

All ABLE Staff are required to complete this orientation course within 60 days.
The course is located under the New to ABLE section of the Moodle site,

The enrollment key for this course is NSO+ohio. This enrollment key is case
sensitive.

Professional Development History

Your professional development history provides a complete record of the
professional development you have completed in your time in ABLE. Once you
have a PD System ID in ABLE, you do not need to get a new one if you change
programs, or leave and come back. You can simply sign in to your original
system ID, and update your Program name. This way any Professional
Development you have done with other programs will stay with you. If you need
assistance with this process, see the sections on requesting your ABLE system
ID or updating your contact information or contact Ohio ABLE PDN technical
assistance.

16



Viewing your Professional Development History

1. To access your Professional Development History, you first must log in to the PD

System.
2. Once you have logged in, click on the PD History link at the top of the page.

| | Professional Develo; x
C | [3 mercury.educkentedu/database/rcn/registrations/login_do.cfm
Stipends ||| Register
—— (zmta([t information for
Alice ABLE

o ¥ 7

s .

Edit information
hame I [ Alice | [ _ABLE | T 1
[Tie 1 First | widdle | Last | Suffic | Wickname | Former |

3. From here you will be able to view your PD History. The screen will look like this:

Stipends/Pavments ||| Eegister ||| Contact information
Professional development hustory for

al
Alice ABLF

urrent year professional development

Dated professional development

Begin Contact
date hours

04/04/2014 BEST Plys 6.0 attended all

status

Sell-directed professional development

Title

Materials nat yet retumned
5.0 In progress

Dated professional development

Begin -
date Title Contact hours Status
self-directed professional development
Begin _— Contact .
date Tithe NOAS Status
o2 ssion Possible: 2014 GED® - Aegsening though Language Arks | 1.0 |Tn progress

The PD history is organized chronologically. If you are looking for a training you
completed in the past year, it will be in the “Current Year Professional
Development Records” Section. Any past Professional Development will be
listed near the bottom of the page.

17



Glossary of PD History Statuses

The PD History does not just provide a list of trainings. It also provides the status of
each event. Below is a glossary of all the statuses you might find in your PD History
and what they mean.

e Attended all-This means you have attended and completed a professional
development activity. No further action is required.

e Attended part-This means you attended a training, but left early. If you receive an
attended part for a required training, you will need to attend the training again to
meet the requirement.

e Cancelled on time-This means you have cancelled your registration for a training,
giving the appropriate amount of notice.

e Cancelled late-This means you have cancelled your registration for a training at the
last minute.

e Complete response form-After completing certain Alternative Delivery Activities,
participants must complete a response form. Clicking on this link enables you to
complete the form right in the PD System. If you see this next to an activity in your
PD history, this means you must complete this form and return your PD materials
before you can be marked as complete.

e Completed-This means the same as attended all. This will generally appear for
Individual Activities after the proper documentation has been sent.

e Did not complete-This means you started an activity that is no longer available and
did not complete the training. This designation is rarely used.

e Duplicate-This means you have registered for the same thing twice. Items marked
duplicate will be removed from your PD History periodically.

e In progress-This means you have registered for an activity, but have not yet
provided what is required for the training to be marked as complete. This generally
means you still need to send a certificate to ablecert@osu.edu.

e Materials not yet returned- This means you have registered for an Alternative
Delivery training that requires materials to be sent to you and have not yet returned
the materials yet. Once we receive the materials in our office, we will update the
status. In order to be marked complete for a training, you must return the materials
and complete the response form.

18



e No show-This means you registered for a training and did not attend a training, nor
did you contact the PDN to cancel your registration. To avoid doing this, please
contact us if you need to cancel for any reason. We understand things happen, but
it helps us to know how many people we should be expecting.

e View certificate-For some alternative delivery trainings, you are able to view your
certificate right in the PD System! If you see this link next to a training, you can click
on it to access your certificate for the activity. You will still want to save the
certificate to your computer for your own records.

Updating Your PD History

You know you completed Assessment Fundamentals, so why does your PD History still
say the course is “in progress?” Chances are you have not yet submitted your
certificate to the PDN so you can be marked complete!

To do this, you just need to send the certificate as an attachment to ablecert@osu.edu.
Once it is received, your PD History will be updated to show the activity as complete.

If you see any other discrepancies in your PD History, please feel free to contact Ohio
ABLE PDN technical assistance. They will be happy to assist you in resolving the
issue.
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Distance Education

The PD System is also used for referral of Distance Education students. Based on your
involvement in the Distance Education part of your program, your director will assign
you a Distance Education role. If you are given a Distance Education role, you will have
a link at the top of the page when you sign in to the PD System. Clicking on the
Distance education link gives you access to many resources about the Distance
Education process, as well as the ability to perform certain tasks.

Refer a Student

1. To refer a student for distance education, you first must log in to the PD System.
2. Click on the Distance Education link at the top of the screen.

Primary

* fiefer astudent for distance educaticn

HResources

® Meet oui DE Teachers!
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4. Click on the student’s classroom teacher or, if no classroom instruction has been
provided, click on the program contact for the student.

Distance education staff listing for
Ohio Literacy Resource Center

Select the student's classroom teacher ar other
program contact to begin the referral process

‘ Classroom teacher ” Gillette, Bethany ” Prograrm Support Coordinator |

‘ Classroom teacher ” Baycich, Dianna ” |
Classroom teacher Franks, Judy Literacy Projects Coordinator
Classroom teacher White, Carrie Communications Coordinatar

‘ Program contact ” Lockhart, Susie ” Office Manager |

5. The referral form will populate automatically with the classroom teacher’s contact
information.

Note: if this information is incorrect, the teacher should update it in the PD
System prior to beginning the referral process.

Distance education student referral for
Ohio Literacy Resource Center

Please complete the infarmation below for the student you are
referring to the DE Hub. Click the "Refer student" buttaon
at the bottom of the form when you are done.

Items marked with * are required fields.

Program name Ohio Literacy Resource Center
Classroom teacher Marty Ropog

Contact information Phone 1: {3300 672-2007 Ext. 20760 (Wark)
Fhone 2: (2303 672-0760 (Wark)
Email 1: mropog@literacy kent.edu
Email 2: olrc@literacy. kent.edu
Fax: (3300 A72-4841

1. Complete the referral form. Required fields in the referral form are marked
with *.

Student contact information

Provide complete and accurate contact information for the student. Name and
contact information will not be stored in the database, but will be directly emailed to
the Distance Education teacher. The DE teacher will match the remaining
information to the student using only the ABLELInkID.
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Your program’s data entry person/people will have this information. You cannot
send a student for referral without the ABLELink ID because after the initial emalil
sent to the DE Teacher, it's the only identifier that will be used for the student.

Note: student name and contact information will be sent to the DE teacher, but will not be displayed
on any online forms. all references to the student should be done through the ABLELink 1D,

ABLELink ID*

Name
First® Middle Last* Mickname
Phone numbers Phong 1*: Euxt. Select ane v
Phone 2: Ext. Select one %
Email addresses Email 1:
Email 2:

Attendance and instructional history

Enter the most recent attendance, EFL, and tracking subject.

Date form completed* {mm/dd v yyy)
Total hours attended

Entry /Current level* Select an entry level %

Tracking subject* Select a tracking subject

Assessment scores

Enter the most recent assessment scale scores for the student. Do not enter grade
level equivalents. At least the scale score for the tracking subject should be
entered. Please include other scores if they are available.

Please enter the most recent scores for the student

TABE Reading: Language: Total math:
CASAS (ABE) Reading: Math:
WorkKeys Reading: Math: Writing:

CASAS (ES0L) Reading:

BEST Plus: Literacy:

TABE CLAS-E Reading: Writing: Speaking: Listening:

Optional information

If you feel that the student would benefit from the Distance Education teacher having
additional information, please complete any of the optional fields.
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Optional information
Gender

Birth country: | | Languages spoken: | |

Please provide any additional comments that would be helpful to the distance teacher.

2. Once the form is completed, click the “Refer student to the DE Hub” button at

the bottom.

[ Fefer student to the DE Hub ]

3. A confirmation page will be displayed.

Note: the student’s contact information will be sent to the DE teacher, but is
not stored and will not be displayed on the confirmation page. All information
retrieval and display will only show the ABLELink ID and no other student
identifiers.

Thank wou! Your referral has been submitted.
Ohio Literacy Resource Center
Y¥ou can choose to refer another student for
Marty Fopog or for a different teacher.

Program name Chio Literacy Resource Center

Classroom teacher Marty Ropog

Contacts Phone 1: {330) 672-2007 Ext. 20760 {Waork)

Phone 2: (3307 672-0760 (Cell)
Ernail 1: mropog@literacy kent.edu
Email 2: alrc@literacy.kent.edu
Fax: (330) 672-4841

ABLELink ID 123456

Name This Information has been sent to the distance education teacher.

Phone numbers This information has been sent to the distance education teacher,

Email addresses This Information has been sent to the distance education teacher.

Date form completed 01/19/1971

Total hours attended 25

Entry /Current level ABE 4

Tracking subject Math

4. You can choose to refer another student for the same teacher or for a

different teacher. If you are finished referring students, you can simply close

the browser window.
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Thank you! Your referral has been submitted.
Ohio Literacy Resource Center

Y¥ou can choose to refer another student for
Marty Ropog or for a different teacher.

5. Basic information on referred students will appear in the classroom teacher’s
account in the PD system.

View Referred Students

1. To view referred distance education students, you first must log in to the PD System.
2. Click on the Distance Education link at the top of the screen.

ED histary || Stoends/Payments ||| Begste

Contact information for
Alice ABLE

Cleveland Municipal Schools

Primary

3. Click on the View referred students by ABLELink ID link.

® Meet oui DE Teachers!

* Setup mstructions

*® Test accounts for
Do you want to see
(Please do not ute to stude L

i f ts)

4. A list of students you have referred will appear, organized by ABLELIink ID. To view
additional information about a student, you can click on their ABLELink ID.

12/03/2003 OLRE

12/02/2003 OLRC

12/02/2003 OLRC
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Director Access

Directors Access is given to the administrator of every program. Only one person from
each program is able to have Director Access at any given time. This access allows the
administrator to add new PD System users, view staff PD histories, change staff
statuses, assign Distance Education roles, and generate various reports. If you have
Director Access, it will be listed at the top of the screen, as seen below.

PD history | || Stipends/Paymeg Begister ||| Distance education |||
Contact information for
Marty Ropog

Edit information

Name

[ [ Marty | | _Ropog | [ [ |
[ | Last S

T | eme | waame

Program name Ohio Literacy Resource Center
Site [optional)

Position Primary: Director

Primary

Adding a new staff member

New staff members should be added to the PD system as soon as they are hired.
Before adding a new staff member, please note: If you are aware that a new staff
member has worked for another ABLE program, please do not create a new
System ID for this person. Instead you can do one of two things to get this
person’s system ID updated.

1. If the person remembers his or her PD System ID information, he or she can log in
and update their contact information to update their program information. Once that
person has updated their program name to their current program, you will be able to
see them on your list of staff members.

2. Contact Ohio ABLE PDN technical assistance. They will be able to update the
program information for you so that this person is listed as a member of your staff.
Doing this not only prevents duplicate records, but provides you with access to your
new staff member’s entire PD history.

Once you have verified that a person has not previously worked for an ABLE program,
you can move on to adding this person to the system. To do this, please take the
following steps:

1. To add a new staff member, you first must log in to the PD System.
2. Click on the Director Access link at the top of the screen.
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PD history | || Stipends/P3 Femsier ||| Distance education |||

Contact information for
Marty Ropog

Edit information

[ [ Marky | | _Ropog | [ [ |
[Toe | Fmt W = =

Name

Program name Ohio Literacy Resource Center
Site (optional)
Position Frimary: Direcbor

Primary

3. The main Director Access screen is pictured below. Click the Add a new staff

member link.

Staff listing for
Ohio Literacy Resource Center

Actigp
Qe nes staff namog =3
o Upe e - atuses and designations
Change staff statuses
B Update distance education roles
O Available reports (more will be added)
© BEST Test orders
® Order history
B Place an order

‘ Active |ancich Dianna |

352 |uteracy Projects Coordinator

‘ Active |Framk5 Judy 642 |L\teracy Projects Coordinator

2535 | Media and Technology Specialist

‘ Active |Gambr\\| Matthew |

‘ Active |G|Hette Bethany 1918 |ngram Support Coordinator

Fill in as much information about your staff
member as you have available. When you
add their name, please note that they will
need to spell it exactly as you do every time
they log in to the system (including how it's
capitalized.) Using their full name with the
first letter of the first and last name
capitalized is good standard practice. Most
of the information on this screen can be
edited or filled in later, but please be certain
to provide at least their name, the program
name, and their email address when
creating their account.

Click on the Enter new staff member
button.

Marty Ropog (director access)
Exit dirsctor sccess

Enter new staff member for Ohio Literacy Resource Center

Alice Able
Trie st Micde s Sumx  Mcwame  Famer

1.] Ohig Literacy Resource Center
Program name 2.

4

3) -
Site [optional)
Position Primary Secondary
Primary
Resesrch 1-1100 Summit Strest P.0. Box 5190 Kent OH 4424 -
Agaress 1 Acress 2 cny swee  IrCose
Secondary
Agaresz 1 azaress 2 oy EE L

Phone numbers Fax numbers Email addresses
Number Extznsion Type Type: ~ [primary
- Type: | =ity kent et
- Secondary
-
-

Special needs/dietary requirements

Q[ Enternew staff member .
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6. After clicking the Enter new staff member button, the screen that appears will give
you the System ID number of your new staff member in red at the top of the screen.
You will want to share the username and system ID with this person as soon as
possible. Sending an email with links to this User Guide and other useful PD
documents may help your new staff member to become familiar with the Ohio ABLE
PDN System.

Wiew Alice Able's PD history ||| Wiew Alice Able's stipend history
Marty Ropog (director access)
Exit director access
Alice Able ID number 4439
I [ Alice | [ Able | [ [ |
I L L T = = |

Name

Program name  Ohio Literacy Resource Center
Site (optional)

Position Primary

Primary

[ Research 1-1100 Summit Street | P.0.Box5190 [ Kent [ OH [ 42242 |
[ T [ AT [oey [ =eme [ zrco= |

Secondary

[ i L [ EETE [ o5 | = | Zirmaa |

Changing Staff Statuses

Do you have a staff member that is no longer a part of your program, but still shows up
as active on your staff list? You have the ability to update the status of all staff members

listed as part of your program.

1. To change a staff status, you first must log in to the PD System.
2. Click on the Director Access link at the top of the screen.
3. Click on the Change staff statuses link.

Staff listing for
Ohio Literacy Resource Center

Actions
¢ Add a new staff member
o Update/Change.sta gtuses and designations
= Update metanes education roles
o Available reports {more will be added)
o BEST Test orders

= Order history
= Place an order

Active | Able, Alice

Active || Baycich, Dianna Literacy Projects Coordinator
Active || Eranks, Judy Literacy Projects Coordinator
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4. A listing of your staff will appear. Locate the name of the person whose status you'd
like to change. For each staff member you will have three status options:

Active-A staff member currently employed by your program. The word “Active”

will appear in green next to an

active staff member’s name.

Inactive-A staff member
previously employed by your
program. This status does not
delete them from the PD system,
but it moves their name to the

bottom of the list with other

inactive employees. The word
“Inactive will appear in red next to
the staff member’s name.
Deceased-This status can be used for deceased staff members. This status
removes that staff member from your list of employees.

5. Using the dropdown menu, choose the status you'd like to update the person’s name

to.

Staff listing for
Ohio Literacy Resource Center

Change staff status

System ID

Able, Alice

Position

Active
Inactive

Baycich, Dianna

Literacy Projects Coordinator

Deceased
TALvE

Eranks, Judy

Literacy Projects Coordinator

Gambrill, Matthew

Media and Technology Specialist

6. Click on the gray “Change staff status” button at the top of the page.
7. A confirmation page will appear, stating the status change has been made.

Active

Staff listing for
Ohio Literacy Resource Center

G{aﬁ statuses have been updated. )

Return to Director portal.

Baycich. Dianna

Literacy Projects Coordinator

Active

Eranks. Judy

Literacy Projects Coordinator

Active

Gambrill, Matthew

Media and Technology Specialist

H Inactive ”

Able, Alice H

28



Updating Distance Education Roles

If your program will be referring students to the Distance Education Hub, you will need

to assign Distance Education roles to your staff members. If your program handles
distance education internally, you would not need to use this feature.

1. To update Distance Education roles, you first must log in to the PD System.
2. Click on the Director Access link at the top of the screen.
3. Click on the Update distance education roles link.

Actions

Staff listing for
Ohio Literacy Resource Center

o Add a new staff member
¢ Update/Change staff statuses and designations
s C taff ctatiyce
ate distance educaf]
o Awvailable reports {more will be added)
o BEST Test orders

= Order history
= Place an order

T T T

Active Able, Alice

Active | Baycich, Dianna

Literacy Projects Coordinator

Active

Franks, Judy

Literacy Projects Coordinator

4. A listing of your staff will appear. Locate the name of the person whose role you'd
like to change. For each staff member you will have three status options:
Classroom teacher- instructional staff who are referring students for distance

education.

Program contact- other staff
who are not instructors, but
who may complete the referral
process on behalf of a
classroom teacher or the
program. Program contacts
may also be contacted if the
classroom teacher cannot be
reached.

No distance education role-

Distance education roles for
Ohio Literacy Resource Center

students to the DE Hub.

| Update staff DE roles |

System
Classroom teacher v
B Classroom teacher

Bavcich. Dianna

Please select a distance education role for each staff member. Classroom
teachers and program contacts will be the only staff able to refer

Literacy Projects
Coordinator

Classroom teacher
Pragram contact
= Mo distance education role

Franks, Judy

Literacy Projects
Coordinator

Media and Technology

Program contact v | || Gambrill. Matthew = 3
Specialist
Classroom teacher v | || Gillette, Bethany Program Support

Coordinator

staff who are not directly involved with referring students for distance education.

Using the dropdown menu, choose the role you'd like to update the person’s name

to. Please note, every staff member should be assigned a role, even if they are not

involved in Distance Education referrals.
Click on the gray Update Staff DE roles button
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7. A confirmation page will appear, stating the status change has been made.

Staff listing for
Ohio Literacy Resource Center

Distance education roles have been updated.
assroom teachers and program contacts can now refer stud 4

Return to Director portal.

System
I

Classroom teacher Baycich. Dianna Literacy Projects Coordinator

Classroom teacher Franks, Judy Literacy Projects Coordinator

Program contact Gambrill, Matthew Media and Technology
Specialist

Viewing Staff PD information

As a Director, you will want to stay updated on what PD your staff has been
participating in. You can view this information very easily through Director Access.
Director access provides the ability to view an individual’s PD information, as well as a
number of reports you can easily generate to view the information of multiple staff
members.

To View an Individual’'s PD History:

1. To view an individual’'s PD information, you first must log in to the PD System.
2. Click on the Director Access link at the top of the screen.

3. Click on the name of any staff member.

Staff listing for
Ohio Literacy Resource Center

Actions
¢ Add a new staff member
o Update/Change staff statuses and designations
» Change staff statuses
» Update distance education roles
e Available reports (more will be added)
o BEST Test orders

= Order history
= Place an order

Active ‘bble. Alice
Active < Bagcich. Dianna > Literacy Projects Coordinator
Active || Eranks, Judy Literacy Projects Coordinator
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4. Doing this will give you access to this staff member’s contact information and PD
history. To view this person’s PD History, click the link at the top of the page.

hew Dianna Bavcich's stipend history

Marty Ropoq (director access)
Exit director access

Contact information for
Dianna Baycich

Name [ | pianna | | Baydch | [
b |_Taie | First | migaie | Last | Sutfw |  Mickmame | Foemer

Program name  Ohio Literacy Resource Center

Site (optional)

Pasition Prmary: Literacy Projects Coordinator

Primary

| Research I Bld., 1100 Summit St. | PO Box 5190, Kent State Univ. | Kent| OH 44242
1 i n 1 A 2 1 1 | T

5. You will now be able to view the status of all professional development this person
has taken.

View Dianna Baycich's stipend history ||| View Dianna Baycich's contact information

Marty Ropog (director access)
Exit director access

In-person professional development

I?i‘:lgt:l Title cﬁ:l:::t Status
11/05/2014 Fall Teacher Academy - Northeast Region 5.0 Scheduled
10/31/2014 Fall Teacher Academy - Southwest Region 5.0 Scheduled
10/17/2014 Fall Teacher Academy - Northwest Region 5.0 Attended all
10/16/2014 Fall Teacher Academy - Northeast Region 5.0 |Event cancelled
10/10/2014 Fall Teacher Academy - Southeast Region 5.0 Attended all

Self-directed delivery professional development

‘ Begin

‘ Title ‘ Contact hours ‘ Status
date

Independent activities

To View PD Information about Multiple Individuals:

1. To view staff information, you first must log in to the PD System.
2. Click on the Director Access link at the top of the screen.

3. Click on the Available Reports link.

Staff listing for
Ohio Literacy Resource Center

Actions
¢ Add a new staff member
o Update/Change staff statuses and designations
» Change staff statuses
=) BL L L L

= Order history
= Place an order

Active Able, Alice

Active || Baycich, Dianna Literacy Projects Coordinator

Active || Eranks, Judy Literacy Projects Coordinator




4. Choose the report you would like to view. A short description of each report is
provided, however if you would like more detail on what information the reports
provide, feel free to contact, or you have a specific report in mind that you'd like to
request, please contact Ohio ABLE PDN technical assistance.

Available reports
Ohio Literacy Resource Center

Professional development portfolio
© Scheduled or in progress professional development

Professional development history

O Sorted by date (newest first) for:
B All active staff, all vears
B All staff, current vear only (includes inactive staff)
B All staff, all years (includes inactive staff)

O Sorted by topic for:
m All active staff, all vears
B All staff, current vear only (includes inactive staff)
® Al staff, all years (includes inactive staff)

5. Once you have chosen a report, it may take a moment to load the data, so please be
patient. A page will come up with the information you requested. This information
can be printed for later use, or the report can just be pulled again when you need it.

PD history - scheduled or in progress
Ohio Literacy Resource Center

\11 /07/2014 BEST Plus Test Administrator Training

‘ Gillette, Bethany

‘11/07/2014 ESOL Basics

‘ Franks, Judy

‘11/05/2014 Fall Teacher Academy - Northeast Region
\ Baycich, Dianna

‘Assessment Fundamentals

Ponder, Tim
Ropog, Marty

CASAS Implementation Training

Gillette, Bethany
Ropeg, Marty

\Distance Education 101: Recruiting and Teaching Adult Learners at a Distance

‘ Ponder, Tim

‘Distance Education Basics

‘ Gillette, Bethany
[F1 fCivic< Online
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Ordering BEST Plus and Literacy tests

The Ohio PDN purchases BEST Plus and Literacy tests in bulk so they can be sold to
programs at a discount. The cost for the tests is as follows:

e BEST Plus Tests: $1.15 per test
e BEST Literacy tests: $2.00 per test (with free shipping)

These tests can be ordered through Director Access.
Placing an order for BEST Plus or Literacy tests

1. To order BEST tests, you first must log in to the PD System.
2. Click on the Director Access link at the top of the screen.
3. Click on the Place an Order link under the BEST Test orders section.

Staff listing for
Ohio Literacy Resource Center

Actions
¢ Add a new staff member
o Update/Change staff statuses and designations
» Change staff statuses
= Update distance education roles
o Available reports (more will be added)
o BEST Test orders

e
| status | wame | systemm |  positon |

Active | Able, Alice

Active || Baycich, Dianna Literacy Projects Coordinator
Active || Eranks. Judy Literacy Projects Coordinator

4. An order form screen will appear. Please fill this form out. BEST Plus tests can only
be ordered in quantities of 20 or 50. BEST Literacy tests can be ordered in any
guantity. The shipping and billing information will be automatically populated,
however, if you need tests or an invoice sent to a different address or person, you
can update that information.

5. Once you have entered your test quantities and updated your contact information,
click the gray Review order button to proceed. Your order is not complete after
pressing the Review Order button, you will still need to review and confirm your
order before completing it.

33



Test type Quantity Cost per test
BEST Plus s1.15
snty=
BEST Literacy Form B $2.00
BEST Literacy Form C $2.00
BEST Literacy Form D 52.00
Shipping information - this information may be changed
Attention [Marty ) Ropog
Address  Research | - 1100 Summit Street
Kentt State University - P.O. Basx 5190
Kertt . OH 42242
Phone (330} 672200 Extension 20780
Email mropog@iteracy kent.edu
Billing information - this information may be changed
P.O. number (optional) - P.O.s should be made out to Ohio Literacy Resource Center
Attention  Many Repog
Address Ressarch | - 1100 Summit Strest
Kent State University - P.O. Box 5150
Kent . OH 44242
Phone (330} 672200 Extension 20760
Email mropog@literacy kent edu

C oo D

6. The next screen will provide you with a preview of your order, as well as the total

cost of your order.

Review your order to make sure everything is correct.

If you

come across an error, you can use your browser's back button to correct the
information. Once your order is ready, please click the Place order button at the

bottom of the screen.

Test type Quantity Cost per test Total
BEST Plus 20 $1.15 $23.00
BEST Literacy Form B $2.00
BEST Literacy Form C $2.00
BEST Literacy Form D $2.00
Order total $23.00

Shipping information

Attention Marty Ropog

Address Research I - 1100 Summit Street
Kent State University - P.O. Box 5190
Kent, OH 4424;

Phone  (330) 672-2007 Extension 20760

Email  mropog@literacy.kent.edu

Billing information

P.0. number
Attention  Marty Ropog
Address R t
Kent State University - P.0. Box 5190
Kent, OH 44242

Phone (330) 672-2007 Extension 20760
Email mropog@literacy. kent.edu

Place order

7. Once you click the Place order button, a confirmation screen will appear. At the top
of the screen, you will see a gray Print invoice button. Click this button to view and

access your invoice.

Stipends/Pavments ||| Reaister ||| Centact information ||| Director access

Thank you, Ohio Literacy Resource Center!
Your ordesh heen placed.

C L Promoce |

You will receive an e-mail when BEST Plus tests are ready
for activation through the Center for Applied Linguistics.

BEST Plus and BEST Literacy

Tests ordering

Test type Quantity Cost per test Total
BEST Flus 20 $1.15 $23.00
BEST Literacy Form B $2.00
BEST Literacy Form C $2.00

8. An invoice will appear in your browser window. To print this invoice, please use the

print function in your browser menu. If you don’t print the invoice at this time, you

can still access it later.
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Ohio Literacy Resource Center i
Invoice
Enhancing Adult Literacy (Please send your remittance with a copy of this invoice)

Order number: BEST141
Order date: 10/29/2014 Purchase order number:

Bill to Ship to

Ohio Literacy Resource Center Ohio Literacy Resource Center

Marty Ropog Marty Ropog

Research I - 1100 Summit Street Research I - 1100 Summit Street
Kent State University - P.O. Box 5190 Kent State University - P.O. Box 5190
Kent, OH 44242 Kent, OH 44242

(330) 672-2007 Ext. 20760 (330) 672-2007 Ext. 20760
mropog@literacy.kent.edu mropog@literacy.kent.edu

Order Details

[ Test type | quantity | Cost per test | Total |
BEST Plus | 20 | $1.15 | $23.00]

9. If you ordered BEST Plus tests, you will receive an email from the Ohio PDN

notifying you when the tests are ready for activation. If you ordered BEST Literacy

tests, the tests will be shipped to the shipping address you provided.
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Viewing your Order History

You can look back at your BEST test orders any time. This feature can be useful for
confirming an order went through, or for printing an invoice out any time.

1. To view your order history, you first must log in to the PD System.
2. Click on the Director Access link at the top of the screen.
3. Click on the Order History link under the BEST Test orders section.

Staff listing for
Ohio Literacy Resource Center

Actions
o Add a new staff member
o Update/Change staff statuses and designations
» Change staff statuses
= Update distance education roles
o Available reports (more will be added)
o BEST Joai-aida
0
= Place an order

Active | Able, Alice

Active |[Baycich, Dianna Literacy Projects Coordinator
Active || Eranks. Judy Literacy Projects Coordinator

4. After clicking on this link, you will see a list of your BEST Plus orders. The various
statuses show you whether the tests have been shipped or payment has been
received. By clicking on a particular order number, you can bring up the invoice
associated with that order for viewing or printing.

= TS VISIEd | GEMng Started WL AL AU ESC AESess..

Stipends/Payments ||| Register ||| Contact information ||| Director
access

BEST Order Histary for
Ohio Literacy Resource Center

Click any Order ID to view the arder or to print an invaoice copy

Shipped Notified
(BEST Literacy) (BEST Plus)

[ 10/29/2014 |[ BEST141 |[ $23.00 || [ [

| Date ‘ Order ID |&muur|t Paid
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