Act 48 Tutorial Guide

Building an Iltem in Advance to
Collect Feedback and Submit
Hours to PERMS
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Please refer to the notes below for

detailed instructions of each step.

Down here! This is where detailed instructions of the steps will appear for each slide.
If you would like to make this section larger, click and drag the three grey dots above
this text box upwards.



Step 1 - Creating an

Iitem
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From the Supervision Management submenu...

1. Select Templates
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From the list of Templates, locate the template called “Act 48 Item (Physical Sign-In
and PD Feedback Form) Template”

1. Select View



Act 48 Item (Physical Sign-In and PD Feedback Form)

Template
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Purpose - The purpose of thes item Is 10 track attendance 3t an upcoming Inservice,
gather feedback about the session, and s Act 48 hours to PLRMS.

Step 1 - Please physically sign-n at the nservice

Step 2 - At the completion of the iIn-service, complete the QUesTONNAIre 10 provide
feedback (chck the blue Complete Questionnaire bution)

Step 3 - When finshed with the Questionnare, be sure 10 Cick the green Submn for
Approval button

Note - Once this compliance Rem is approved by the Act 48 Coordinator, your hours will
be submitted to PERMS and you will receive an emal

Resource Links

Jrer Requarements Questionnaire Required

1 Day after the [nd Date
Act 48

Mours: 1

Provider: Example School

Activity Type: Act 48 Professional Development Activity

Course Type: Teaching and Learming Professional Development
Course Sub Type: Teaching Techniques and Strategies
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From the item’s detail page...

1. Select Actions

2. Select Duplicate (from the Actions button drop down menu)

Note: This will copy the template to your portal so that you can customize it to the

unique needs of your district.
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Purpose - The purpose of this item I 10 track Jendance Jt an UPCOMINg In-service.
gather feedback about the session, and submit Act 48 hours to PERMS,

Step 1 - Ploase physically sign-n at the nservice

Step 2 - At the completion of the Inservice, complete the Questonnaire 1o provide

hore wiecied

On the Edit Compliance Item page...

1.

Edit the Title to the name of the Act 48 event (i.e. 2019-01-21 Bullying
Prevention Training).

Note: The title of the event is what will be recorded at PERMS. By including

the date of the event at the beginning of the title, your Act 48 items will be
organized and listed by year on the All Items page or My Supervision Items

page.
Modify the Start and End Dates by clicking on the calendar icons.

Note: For most inservice events, the start and end date are the same date...
that is, the day of the event.

Delete the red text appearing in the instructions box.




Step 2 - A the completion of the Inservice, complete the o
feedack (chck the blue Complete Questionnaire button).

Step 3 - When finished with the Questionnaire, be sure to o)
Approval button

Note - Once thes complance item & approved by the Act 48
will e subetted to PERMS and you will receive an emad
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What is required of the user? *

¢ Completed Questonnaire
Uploaded Evidence/Astachment
No User Requarements

Scroll down and for Person of Contact...

Select +Add Person
Type name in search bar
Click the green Search button

L=

Preview

o o

Select Save Roster

Check that the name appears under Roster Preview

Click the appropriate name or click add to move the name to the Roster
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Step 2 - At the completion of the in-service, complete the Questionnaire 1o provide
feedback (Chck the blue Complete Quemtionnaire bution).

Step 3 - When finsshed with the Questionnare, be sure 10 chck the green Subema for
Approval button

Note - Once this complance fem i3 approved By the At 48 Coordmator, your hours
will Be submitted 1o PERMS and you will receive an email
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Scroll up and from the right column...

1.
2.

Select the green Approval Stages link

Select the blue +Add Supervisor Stage of Approval and Related Supervisor(s)

link
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Within the Add Supervisor Stage of Approval section...

1. Type “Act 48 Approver” under Name/Position
2. Select the blue +Add Approver link

In the Add Users pop up menu...

1. Type the name in the search bar
2. Click the green Search button

3. Click the appropriate name or click add to move the name to the Roster

Preview

Check that the name appears under Roster Preview

5. Select Save Roster
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What is required of the user? *
¢ Completed Questonnare Provider: *
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No User Requirements
Activity Type: *
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From the green Act 48 details section...

Select the green Act 48 link

Click on the No/Yes toggle to change the position to “Yes”
Type in the appropriate number of hours

Choose the appropriate Activity Type

Choose the appropriate Course Type

Choose the appropriate Sub-Type

Select Save, and Publish

Nogaksrwh-~
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Purpose - The purpose of this item i 10 track ACtendande al an UPCOMINg IN-4ervice.
gather feedback about the session, and submit Act 48 hours 10 PERMS,

Step 1 - Please physically sipnn at the inservice

Step 2 - AL the completion of the in-service, complete the Questionnaire 1o provide
feedback (chick the biue Complete Questionnaire bution)

Step 3 - When finshed with the Questionnare, be sure 10 cick the green Subem for
Approval button

Before Closing the edit page and Adding Users, access the Professional
Development Feedback Form and make any desired changes.

From the Edit Compliance Item page...

Select the green Questionnaire tab link
Select the green Manage button which will take you to the Questionnaire
Management page
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From the Questionnaire Management page, locate the questionnaire called
Professional Development Feedback Form (Basic) Template Copy. This is the
questionnaire that was copied to your portal when you duplicated the item.

1. Next to the questionnaire, select Actions
2. Then select Edit from the dropdown menu
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Edit Questionnaire

[ Examgle School PD Form

Professional development and in-service feedack form for aendees 10 complete 08owiNg ranng sesson

To begin:

1. Add (grab and drop) the Section item from the panel on l‘he Fight to the gray panel below. Name the section as approprate

2. If you want directions inchuded on your questionnaire, 334 a Labelinstruction item. Rename the Label and enter directions as apgropriate.

1 Add questions as needed (Singletine Text, Multine Text, Multiple Chowe, Drop Down, and/or Check-Box ) You can 23d 35 many questions 3 you want or duphcate questions as
YOu £0O. YOu Can even add additional sections.

4 Save your work frequently. Cick Preview 10 view your progress, and Publish (make the form active) when ready.
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O Onagee © Multipie Choice
O
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From the Edit Questionnaire page...

1. Change the title as needed (i.e., “Your School District Name” PD Form)

2. The templated questionnaire comes with a few basic questions. Edit,
duplicate and/or delete the existing questions as needed. If desired, add more
questions using Add tool box (select, drag, and drop questions into the
working area as needed).

3. Click the green Save button to save your work. Click the blue Preview button
to preview the questionnaire.

4. Select the white Close button to exit.
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48 compliance item you were building.

1.
2.

Select Supervision Management
Select the My Supervision Items tab
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From the My Supervision ltems page...

1. Select View next to your created item



Step 2 - Adding Users
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Person of Contact Admin User
Purpose - The purpose of this item i5 10 track Aendance at a0 UPCOMING IN-Service,
gather feedback about the session, and submit Act 48 hours 10 PERMS. Approval Stages Act 48 Approver ©
User Reguirements Questionnaire Required
Step 1 - Please physicaly sign-n at the nservice . ) a
Remenders
Step 2 - Az the completion of the iIn-service, COmplete the GUESHIONNAE 10 Provide 1 Day after the End Date
feedback (chck the blue Complete Questionnaire button).
At &R
Step 3 - When finshed with the Questionnare, be sure to cick the green Subma for
Hours: 1

Approval button
Provider: Example School

Activity Type: Act 48 Professional Development Activity
Course Type: Standards Area Curnoulium and Assessment
Note - Once this compliance Rem is approved by the Act 48 Coordmator, your hours wil Pe Sub Type: Curriculum D
De submitted 1o PERMS and you will receive an email

Resource Links

Questionnaire Preview

Roster
No user Cycles currently in the roster.

Modity N 3 L - Current Cycle 01212019 - 012120193

From the Item’s Details page...

1. Select the blue Add Users icon button
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There are three basic ways to add users. You may add users from a list of all
users, individually, or by utilizing groups.

Option 1 - Add users from a list of all users in your system

1. Select the blue Get All Users button
Select the the appropriate names under the results column, adding them to
the Roster Preview

3. Review names under Roster Preview
Select Save Roster

Note: Upon Save Roster, users will be assigned to the item and each user will
receive an email. The email that each user receives, includes the important
details of the item (i.e., instructions, due date, person of contact, act 48 details,
etc.). The email also includes a hyperlink, allowing the user to quickly access
the item within Comply.
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Gocch s
y

Option 2 - Add users by searching for individual names

1. Type the name of user

2. Select the green Search button or hit the Return key on your keyboard

3. Select the appropriate name from the results column, adding to the Roster
Preview column
Repeat steps 1-3 for all users that will be in attendance

5. Review names under Roster Preview
Select Save Roster

Note: Upon Save Roster, users will be assigned to the item and each user will
receive an email. The email that each user receives, includes the important
details of the item (i.e., instructions, due date, person of contact, act 48 details,
etc.). The email also includes a hyperlink, allowing the user to quickly access
the item within Comply.
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Search

Results Roster Preview
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Option 3 - Add users by utilizing groups

wn =

Note - this option assumes that Groups have been created in advance. To
learn more about creating or managing Groups, from your Comply portal
select the green Support link. Form the FAQ section of the Support page,
locate the article on How to create and manage groups.

Select Group

Check the groups that will be in attendance

Select the green Search button

Select Add All

Review names under Roster Preview, removing users if desired
Select Save Roster

Note: Upon Save Roster, users will be assigned to the item and each user will
receive an email. The email that each user receives, includes the important
details of the item (i.e., instructions, due date, person of contact, act 48 details,
etc.). The email also includes a hyperlink, allowing the user to quickly access
the item within Comply.
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CyCle Progress Compliance Cycle Type: nem Tirehne
S e Start Date 02182019
Desoription

End Date 182019
Act 48 Bem

Recurrence Not Appicabie
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Person of Cortact fdulink Admin
Step 1. Please physically sign-n at the in-service

Approval Stages Act 48 Coordinator ©
Step 2 - At the completion of the iIn-service, complete the QUesHOnnaire 1o provide feedback User Requirements Questiornare Rrqured
$tep 3 - Subent for Approval Remenders

1 Day after the End Date
Note - Once the signn sheet for this in-senvice & received by the Act &3 Coordinaner, your hours wil A<t 48
be submitted to PERMS and you will receive an emad Howrs S
Provider: Dxample School
Activity Type: Act 48 Professional Development Activity
Course Type: Toaching and Learning Professional Development
Course Sub Type: Teaching Techniques and Strategies
CEC Performance Based Standard instructional Strategies

Resource Links
Documents

Questionnare Preview

Roster
| - Moty Due Ds N Message . . Currert Cycle 221182019 - 002018 un

NEXT STEPS:

Now that the item is built and users have been assigned, you can print a sign in
sheet if desired.

1. Select the print roster icon

The next step is to wait for users to attend the inservice, complete the
questionnaire, and submit for approval.
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Step 3 - Approving

Users

Once users attend the inservice, complete the questionnaire, and submit for approval,
you will need to approve submissions in order to submit Act 48 hours to PERMS.

When users complete their questionnaire and submit for approval, you will receive
email listing the users needing Approval.

Prior to approving each user, you may want to...
e  Modify their Act 48 hours
e Review their completed questionnaire
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Admin User
NO ACTION IS REQUIRED. The purpose of this item Is to submit previously earned X
Act 48 howrs. No action is required. A val Stage Act 48 Approver ©

Nothing Required of User
Note - When the ACt 48 hours for this item Rave been successiully submitted to PERMS,

you will receive an email notfication.

° My Complance tems

‘ o Link MHours: 1.5

O User Management Prowvwder: Example School

Activty Type: Act 48 Professional Development Activity

‘T’ Group Management g . Course Type: Teaching and Learning Professional Development
Course Sub Type: Teaching Technigues and Strategies

0 Questionnaire Management
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Reporting
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o Portal Maragement
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’mu

Modify individual users Act 48 hours (Optional)

Prior to Approving, modify the Act 48 hours for individual users where appropriate.
Note - if a user was the presenter, you may want to increase their hours. If a user left
the session early or arrived late, you may want to reduce their hours. To modify an
individual user’s Act 48 hours....

1.  Form the Act 48 roster column, select the Act 48 clock icon for an individual
user

From the Act 48 details pop-up, edit the number of hours as needed

3. Select Save, then Close. Repeat as needed for other users.

N
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Review completed questionnaires (Optional)

To review individual user's completed questionnaires, from the roster section of the
item’s details page...

1.  Select the bold Questionnaire Icon next to a user who has completed the item
From the completed questionnaire pop-up...

1.  Review the details submitted by the user
2. Close the pop-up

Note - A questionnaire usage report can also be generated for this item.
Questionnaire usage reports summarize the responses of all users on one
exportable spreadsheet. For directions on how to access and export the
questionnaire usage report, see the directions at the end of this tutorial.
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Approving Users - Users can be approved individually or in bulk.
To approve an individual user and submit their hours to PERMS...

1. Select the green Approve button across from their name
From the Approval pop-up...

1. Change the date to the date of the inservice by selecting the Calendar icon
2. Select Ok

Note: Upon Approve, hours will be automatically submitted to PERMS. The
submission process can take up to 30 seconds to process. While the system
is waiting for a response from PERMS, the Act 48 clock icon for each user will
turn blue, indicating that the status is pending. Once submitted to PERMS,
the Act 48 clock will either turn green (successful submission/hours received)
or turn red (submission error). If there is an error in submitting hours to
PERMS (indicated by the red clock), the Approver will receive an email
indicating the error. To fix any errors and resubmit, click on the red clock,
read the error message sent back from PERMS, make the necessary
adjustments, then click Save and Resubmit.
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Nothing Required of User
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o My Complance tems

Hours: 1.5
0 User Managernent Prowvider: Example School

Actiny Type: Act 43 Professional Development ACtivity

m Group Management Course Type: Teaching and Learning Professional Development
Course Sub Type: Teaching Technigues and Strategies

0 Questionnaire Managerment

Roster
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o Current Cycle 01/21/2019 - 017212019
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To bulk approve users...

1. Change the Roster filter from Priority to Pending. Note - this will sort the list
by those users that are pending and needing approved.
a. Make sure all users are listed (25 users per page, 50 users per page,
100 users per page, etc.)
b. Check the select all users box
Select the bulk Approve button
Change Completed Date to the end date of the inservice
Select Ok

BwN

Note: Upon Approve, hours will be automatically submitted to PERMS. The
submission process can take up to 30 seconds to process. While the system
is waiting for a response from PERMS, the Act 48 clock icon for each user will
turn blue, indicating that the status is pending. Once submitted to PERMS,
the Act 48 clock will either turn green (successful submission/hours received)
or turn red (submission error). If there is an error in submitting hours to
PERMS (indicated by the red clock), the Approver will receive an email
indicating the error. To fix any errors and resubmit, click on the red clock,
read the error message sent back from PERMS, make the necessary
adjustments, then click Save and Resubmit.



Creating Your Next Act

48 Item
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The most efficient way to create your next Act 48 item is to_duplicate one that
you have already created. Duplicating an item saves you time by copying over
details/settings that will remain the same.

To create your next Act 48 item, return to your My Supervision Items page...

1. Select View next to the item you want to duplicate
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° My Compliance Rems
O User Maragement
(’) Group Management

o Questionnare Management

o Reporting

o Portal Maragerment
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2019-01-21 Curriculum Development

e Tenehne

= tart Date oN12019 Tente
f § Date 01212019 S
At 48 tem Questionnare Usage Report
Recurrene Not Appicable
Admin User

Purpose - The purpose of this item s 10 track attendance at an UPCOMING IN-service.
[ 2 A ' Approval Stage AL 48 Agprover ©
gather feedback abOUL the session, and subent ACt 48 hours 1o PERMS,
Questionnaire Required
Step 1 - Please physically signn at the inservice
Step 2 - At the completion of the In-senvice, complete the QuestonNnaire 10 provide
feedback (chck the blue Complete Questionnaire button)

1 Day after the [nd Date

Step 3 - When finshed with the Questionnaire, be sure 10 Cick the green Subwm for

Approval button Hours: 1
Provider: Example School

Activity Type: Act 43 Professional Development Activity
Course Type: Standards Area Currouium and Assessment

Note - Once this compliance Rem is approved by the Act 48 Coordinator, your hours wil Course Sub Type: Curriculum Deve -

be submitted to PERMS and you wil receive an email

From the item’s detail page...

1.
2.

Select Actions
Select Duplicate (from the Actions drop down menu)

Note - Once duplicated, you will be taken to the Edit Compliance ltem page. As you
did for the previous item...

Edit the items details (Title, Person of Contact, Dates, Approval Stage, and
Act 48 details)

Save, Publish, and Close.

Add Users

Print the sign in sheet (optional)

Wait for users to attend the inservice, complete questionnaires, and submit for
approval.

Modify Act 48 hours for individual users, review completed questionnaires,
and Approve.
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Creating a
Questionnaire Usage

Report

A questionnaire usage report can be generated for this item. Questionnaire

usage reports summarize the responses of all users on one exportable
spreadsheet.
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From the My Supervision ltems page...

1. Select View next to the item you would like to create a report for
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Purpose - The purpose of this item is t0 track attendance 3t an UpComIng INn-service.
gather feedback about the session, and suteme Act 48 hours to PERAMS

Step 1 - Please physically signan at the inservice

Step 2 - At the completion of the in-service, complete the QuestONNare 10 provide
feedback (chck the biue Complete Questionnaire button)

Step 3 - When finshed with the Questionnaire, be sure 10 cick the green Submi for
Approval button

Note - Once this compliance fem s approved by the Act 48 Coordnator, your hours wil
e submitted to PERMS and you wil receive an emal
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Provider: Example School

Activity Type: Act 48 Professional Development Activity
Course Type: Standards Area Curnouium and Assessment
Course Sub Type: Curriculum Development
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From the Item Details page...

1. Select Actions

2. Select Questionnaire Usage Report from the drop down menu

Follow the on screen directions for downloading the file. Note - The file will contain all
the responses from completed questionnaires for this item.



