
E D U C A T O R  D E V E L O P M E N T  

H O W  T O  G U I D E



BROUGHT TO YOU BY  

THE PROFESSIONAL LEARNING TEAM 



Central Office departments and School Leaders who offer 
professional learning* for DPS educators and would like to 

issue a record of professional learning contact hours.  

WHO SHOULD USE THIS
GUIDE? 

*Schoolnet should not be used to issue credit for PDU's as this is completed in ProComp



T A B L E  O F  C O N T E N T S
Things to Know
Important Steps
Cheat Sheet

Registration
Attendance
Submit Final Credit
Waitlists
Pending Approvals 

PD Admin
Facilitators

Creating Activities

Submitting Attendance 
and Final Credit Part 1 & 2

Permission Types



Creating Activities



T H I N G S  T O  K N O W

A C T I V I T Y

S E C T I O N

S E S S I O N  

Activities are the umbrella categories in 
Schoolnet where you build your section(s) and
sessions. 

Sections are instances within the same 
activity. Users cannot register for two sections 
of the same activity.   

Sessions are the number of days needed to 
complete a section of an activity.  

C R E A T I N G  A C T I V I T I E S  



T H I N G S  T O  K N O W

A C T I V I T Y

S E C T I O N

S E S S I O N  

Curriculum and Instruction is offering a K-5 
Math Curriculum PL this summer. K-5 Math 
Curriculum is the activity in Schoolnet. 

Example 

The Math department would like teachers to register by 
grade level to best track attendance data. Each grade 
level then becomes the section.  A teacher cannot 
register for two sections, or grade levels at once. 

The K-5 Math Curriculum PL takes two full days 
to complete. These two dates are the sessions.  

C R E A T I N G  A C T I V I T I E S  



Example 

S E S S I O N  

S E C T I O N
A C T I V I T Y

The sessions are 
the two dates of 
the section: June 
20 and 21st

The sections 
are divided 
up by grade

The activity 
is K-5 Math 
Curriculum



T H I N G S  T O  K N O W
C R E A T I N G  A C T I V I T I E S  

Each section within the same activity has to 
have the same number of sessions.

Your contact hours recorded in the main 
activity must match the hours listed in the 
section.

Sections can have different facilitators, dates, 
times, available spaces, and locations within 
the same activity.

Users cannot register for more than one section 
within the same activity. Registering for the 
section means users are automatically registered 
for all the sessions in the section. 

Important! 



I M P O R T A N T  S T E P S
S T E P  1  

C l i c k  o n  " C r e a t e  A c t i v i t y "  

C R E A T I N G  A C T I V I T I E S  

If you hover over Educator 
Development, "Create Activity" is under 
Admin & Set Up

If you click on Educator Development, 
"Create" is under Tools & Reports -> 
Activities



I M P O R T A N T  S T E P S

S T E P   2  

F i l l  o u t  t h e  i n f o r m a t i o n ,  
u s i n g  t h e  C h e a t  S h e e t

C R E A T I N G  A C T I V I T I E S  

Don't forget to hit "Save" 
when you are done! 



C H E A T  S H E E T
1.. ALWAYS keep “No” checked for School-based Activity 

2. Activity Title is the Title of PL Session from the Intake Form, followed by the Search Term in 
parentheses. 

      Example: K-5 Literacy Summer Professional Learning 

3. The Activity Search Term should be an easy abbreviation of your title, and may include the year 
depending on how unique and how often your event occurs. Include the search term at the end of 
the title. 

     Example: K-5 Literacy Summer Professional Learning (litsummer17) 

4. ALWAYS use the Activity Number that has been assigned to you, making sure each activity is 
consecutive. 

5. Fill out how many sessions your activity will have. 

6. ALWAYS select “22-SCHEDULING USE” from Internal Department. 

C R E A T I N G  A C T I V I T I E S  



C H E A T  S H E E T
7. ALWAYS keep External Provider at “Select one.” 

8. ALWAYS select “Facilitated Courses” from Activity Type. 

9. Fill out Grades, Description, Content Areas and Related Documents (if needed). Leave 
Initiatives, PD Standards, and Curricular Standards blank

10. Fill out Contact Information 

11. ALWAYS keep Delivery Method “In Person.” 

12. ALWAYS keep Approval Required for Registration “No”. 

13. ALWAYS keep Participant Eligibility blank. 

14. Only use “Prerequisites” if you have been trained on how to do so.

C R E A T I N G  A C T I V I T I E S  



C H E A T  S H E E T
15. Determine your own answers for: 
          Allow Waitlist 
          Allow User to Cancel Registration 
          Allow Late Registration 
          Allow participants to print certificates once credits are awarded 

16. Only enter Contact Hours under Certification - Credit Type(s) 

17. ALWAYS create your activity’s sections right after you have created your activity. 

18. Fill out all necessary information in the Section 

* Not following the important steps highlighted in this list in red could jeopardize your 
ability to submit final credit successfully. 

C R E A T I N G  A C T I V I T I E S  



C H E A T  S H E E T
The “Facilitator” in Schoolnet is the person who will submit final attendance. 

In order to actually tag the person as a facilitator, you must search for their name in the 
Facilitator* Search by Last Name, First Name box. 

If the facilitator’s name does not come up automatically, enter it in anyway. Contact your 
department’s Schoolnet lead, OR email Professional_Learning@dpsk12.org with the 
facilitator’s full name and supervisor in GHR. You will receive notification once the 
facilitator is officially registered. They will also receive an email and be able to manage 
registration. 

You can have different facilitators for different sections within the same activity 

C R E A T I N G  A C T I V I T I E S  



Submitting Attendance and 
Final Credit



R E G I S T R A T I O N  P A R T  1

Viewing Attendance, Printing Sign-In Sheets, 
Emailing Participants

How to Register Participants   

How to Remove a Registrant  

S U B M I T T I N G  A T T E N D A N C E  A N D  F I N A L  C R E D I T  



V I E W I N G  A T T E N D A N C E ,  P R I N T I N G  S I G N - I N  
S H E E T S ,  E M A I L I N G  P A R T I C I P A N T S  

You can view your attendance within 
Scheduled Sections, by clicking on 
the blue section title(s) 



V I E W I N G  A T T E N D A N C E ,  P R I N T I N G  S I G N - I N  
S H E E T S ,  E M A I L I N G  P A R T I C I P A N T S

Once you are within the section, click on Track Session Attendance 
to see a complete list of registrants:  

From here, you can register new attendees, email your attendees 
and print a sign-in sheet that has their names and DPS ID numbers: 



H O W  T O  R E G I S T E R  P A R T I C I P A N T S  
First, navigate to the Section that you would like to register people in.  

From the Section there are two ways got get to the Register Attendees 
page: 

Click the Select Action 
button, and then Register 
Attendees 

#1



H O W  T O  R E G I S T E R  P A R T I C I P A N T S  

Click on Track session attendance in the Scheduling Details box and then 
Register Attendees. 

#2



H O W  T O  R E G I S T E R  P A R T I C I P A N T S  

From the Register Attendees page, you can then search for participants in the 
Attendee Name or ID search box.  

DO NOT use the other fields in your 
search. This will limit your search 
returns. ONLY use the Attendee 
Name or ID search box. 

Keep Include all child Institutions in 
Search checked.  

Important! 



H O W  T O  R E G I S T E R  P A R T I C I P A N T S  

To locate your participants, it works 
best if you have their DPS ID number. 
If you do not have their ID, then 
search by the most unique part of 
their name to return the best results. 

When you have entered their name 
or ID in the box, click Enter. The list of 
search results will populate below. 

Click on the check box by their first 
and/or last name, and then Register 
All Attendees. 



T H I N G S  T O  K N O W
H O W  T O  R E G I S T E R  P A R T I C I P A N T S

If you receive a “No records found” message, 
this means one of the following: 
1. The person is already registered in this 
section, or another section in the same activity. 
2. You’ve entered their name or ID incorrectly. 
3. The person is a new employee and not 
entered into the system yet. 
4. The person does not exist in Schoolnet 

If you have multiple dates in your section, 
registering a person for one date will 
automatically register them for the other dates. 

If you believe the reasons are #3 or #4 from this 
list, please email 
Professional_Learning@dpsk12.org 

Important! 



H O W  T O  R E M O V E  A  R E G I S T R A N T

Go into the section 
where the participant 
is registered. Click on 
Track Session 
Attendance to pull up 
the attendance list. 

Click the box next to the registrant’s 
name and click the red Delete button at 
the bottom of the page 



H O W  T O  R E M O V E  A  R E G I S T R A N T

Enter a reason in the Delete 
Registration box for why you are 
canceling the registration.  

Once you hit Delete, a  pop up box 
will appear asking you to confirm 
this action. Click Ok 

Participants will automatically 
receive an email notifying them their 
registration has been canceled with 
the reason you type in the box. 

Important! 



H O W  T O  R E M O V E  A  R E G I S T R A N T

You will receive a confirmation page that your 
participant has been unregistered. 

Removing a participant from one session 
will remove him or her from every session 
in the section.  

Important! 



H O W  T O  R E M O V E  A  R E G I S T R A N T

Click below to watch a short video on how to remove a registrant 

https://vimeo.com/213880055


R E G I S T R A T I O N  P A R T  2
Submitting Attendance

Final Credit

Pending Approvals 

Waitlists  

S U B M I T T I N G  A T T E N D A N C E  A N D  F I N A L  C R E D I T  



S U B M I T T I N G  A T T E N D A N C E  

In order for participants to receive an official certificate of completion, 
you must record attendance and submit final credit correctly. 

Make sure to follow each of the steps listed below! 

Locate your attendance list. Mark who attended or did not attend from 
the main attendance list. You must do this for each session. 

Once you have gone down the row, go back to the top 
and mark the checkbox next to Name. 

Important! 

S T E P  1  

S T E P   2  



S U B M I T T I N G  A T T E N D A N C E  

Scroll down to the bottom and hit Save. 

You must hit Save for each page of your 
attendance list in order for attendance to 
be recorded. If you have 100+ plus 
participants, you must go back and record 
attendance/hit save for each page. 

Important! 

S T E P  3  



S U B M I T T I N G  A T T E N D A N C E  

Once you have saved each page of your 
attendance for each session date within your 
section, navigate to Submit Final Credit. 

Your attendance is NOT submitted correctly until all of 
the numbers on the Submit Final Credit page match. 
The number of attendees, and attendance submitted 
must match. If they do not, this means you need to go 
back to Step 3.  

Important! 

S T E P  4  



F I N A L  C R E D I T
To submit final credit, make sure you have first submitted attendance correctly.

There are two ways to get to the Submit Final Credit page:

From the Section Details 
page, click on the grey 
button marked  Select 
Action, and navigate 
down to Submit Final 
Credit

#1



F I N A L  C R E D I T
From the Track Attendance page, scroll down and click on the 
Save and Review Final Credit button

Even if you have multiple sessions and multiple Track Attendance 
pages, there is only one Submit Final Credit page for the activity.

#2

Important! 



F I N A L  C R E D I T

From the Submit Final 
page, go down the list 
to make sure the 
number of contact 
hours are correct and 
Yes or No is selected 
in the Credit for 
Completion column



F I N A L  C R E D I T

Once the list is reconciled, click the 
 Submit Final Credit button. You 
must do this for every page of 
attendance. 

A confirmation page will 
appear when the credit 
has been submitted 
correctly.



F I N A L  C R E D I T

Final Credit has been submitted correctly once the Participants Awarded 
Credit numbers match the Registered, and Attendance Submitted 
numbers



S U B M I T T I N G  A T T E N D A N C E  A N D  
F I N A L  C R E D I T

Click below to watch a short video on how to submit attendance 
and final credit in Schoolnet 

https://vimeo.com/179925488
https://vimeo.com/179925488


T H I N G S  T O  K N O W

S U B M I T T I N G  A T T E N D A N C E  A N D  
F I N A L  C R E D I T

If the contact hours listed on the Activity page 
match the actual start and end times, you will 
have an easier time submitting final credit

For activities that have several sections, a 
separate attendance and submit final credit 
process should be followed for each. 

Additional registrants can be added to the 
activity after final credit has been submitted. 
Follow each step to provide them credit.

Pending approvals must be cleared up before 
submitting attendance. 

Important! 



W A I T L I S T S

If you have allowed for a waitlist when 
you created the activity, and the 
maximum attendance has been 
reached, participants can request to be
added to your activity’s waitlist.  

You will NOT receive an email 
notification that your attendance has 
been maxed out and participants have 
been added to your waitlist. It is up to 
you to periodically review the section’s 
status within your activity. 

Important! 



W A I T L I S T S

To add or remove participants 
from your waitlist, you must do 
so from each Section. 

Navigate to the Select Action 
button. From here, you can 
click on Manage Waitlist 
delete or move participants to 
the actual registration list.  



W A I T L I S T S
The Manage Waitlist page will display a list of participants on your waitlist. 
Instructions will appear that explain in detail how to manage your waitlist: 



W A I T L I S T S
If you decide to register or delete a 
registrant from the Manage Waitlist page, 
a pop up box will appear asking you to 
confirm your decision 



W A I T L I S T S

Even if the maximum attendee number has been reached for the 
section, you can always override the maximum capacity by 
registering the participant directly and bypass the waitlist. 

S T E P   1  



W A I T L I S T S

S T E P  2  



P E N D I N G  A P P R O V A L S

Click below to watch a short video on how to clear pending approvals 

Important!  You must have PD Admin permissions 
to clear pending approvals.

https://vimeo.com/228103497
https://vimeo.com/228103497


T H I N G S  T O  K N O W
P E N D I N G  A P P R O V A L S

Facilitators of the activity where a participant has 
an existing conflict will receive a Pending 
Approval email from Schoolnet

Until the Pending Approval status is removed, 
the person will appear on the attendance list, 
but will NOT show up in the attendance numbers.

This email has a link for the facilitator to clear 
up the Pending Approval, but it does not always 
work.

Pending approvals must be cleared in order for 
attendance to be submitted successfully. 

Important! 



Permission Types



T H I N G S  T O  K N O W

P D  A D M I N  

F A C I L I T A T O R

PD Admin level access can do the following: 
Create activities 
Edit and delete activities and sections 
Update attendance and submit final credit on any 
activity 
Clear pending approvals 
Add facilitators 

Facilitator level access can do the following:
Must be assigned to the activity in order to see 
and manage attendance 
Can submit final credit for assigned activities  

P E R M I S S I O N  T Y P E S  



I M P O R T A N T  S T E P S
C l i c k  o n   t h e  a r r o w  t o  w a t c h  a  v i d e o  o n  h o w  t o  p r o v i d e  
f a c i l i t a t o r  a c c e s s  i n  S c h o o l n e t  

P R O V I D I N G  F A C I L I T A T O R  A C C E S S

You must have PD Admin 
access in order to follow these 
steps

https://vimeo.com/228103767
https://vimeo.com/228103767


I M P O R T A N T  S T E P S
S T E P   1  

S T E P   2  

S T E P   3  

S T E P   4  

N o t i f y  y o u r  d e p a r t m e n t ' s  S c h o o l n e t  M a s t e r  T e a m  
L e a d  f o r  p e r m i s s i o n  t o  g a i n  a c c e s s

M a s t e r  T e a m  L e a d  s u b m i t s  r e q u e s t  t o  
P r o f e s s i o n a l _ L e a r n i n g @ d p s k 1 2 . o r g

P L  T e a m  w i l l  s u b m i t  a  r e q u e s t  t h r o u g h  D o T S .  
D o T S  w i l l  n o t i f y  y o u  o f  y o u r  n e w  l e v e l  o f  a c c e s s

P L  T e a m  w i l l  m a k e  s u r e  y o u r  p e r m i s s i o n s  a r e  
c o r r e c t  a n d  y o u  h a v e  t h e  r i g h t  t r a i n i n g .

G A I N I N G  P D  A D M I N  A C C E S S  


