Searching, Registering, & Managing Courses         

Audience: End Users   
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This document provides a step-by-step walkthrough of the processes for searching, registering, and managing courses in the Human Capital Platform portal. 
· To begin, log into your Human Capital Platform by accessing the AISD cloud at 
my.austinisd.org and clicking the HCP icon.
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· Once logged in, click the Professional Development tab.
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The channels on the Professional Development page will display.
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                 Searching
· To search for professional development opportunities, navigate to the Search Course Title, Course Description Course Number, Subject Aligned Courses, or Section Number channel.
· Search by course title, description, number, subject alignment, or section number by entering the appropriate information into the search field and clicking Search.
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· Search by Course Provider using the faceted navigation feature.
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· Conduct a more advanced search by clicking the Advanced Search link. 
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· Enter information into the appropriate fields and click Search.
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· Click Show All to view a list of all professional development opportunities currently in the catalog.
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Calendar Search
· Click on the Calendar icon within the left-hand navigation toolbar.
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· In the calendar popout, click Full Calendar.
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· When viewing the full calendar, use the filters at the top to show professional development courses.
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· Course with specific section times will appear on the calendar, Click any course title to open the details of the associated course or hover over it and a details box will open.
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Registering

· To register for a professional development opportunity, use the search method that works best for you.
· A list of all courses matching your search criteria will display.
· Click the title of the course to view course details
Online Courses
· Click View to access and complete the courses.
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Instructor Led Courses

· Click the title of the section to view section details.
· If the course has only one section, click Register.
· If there are multiple sections, click View All to view all section options.
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· All sections will display.  Click Register next to the section that best meets your needs.
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· After clicking Register, the Course Registration screen, with meeting details, will display.
· Review the information for the class and verify you have chosen the section that best meets your needs.  Click Next to register for this section.
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· The Registration Confirmation screen will display indicating you have completed the registration process.
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Withdrawing

· To withdraw from a professional development opportunity, click the Professional Development tab.
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· Within the My Courses channel you will see the sections you are registered for.  If see the section you are looking for and there is a Withdraw button, click on the Withdraw button to remove yourself from the section.
[image: image18.png]Professional
Development My Appraisals Administration Instructor Course Approval Coy

My Courses

«# LPAC Chairperson Training
Section: 81265
Location: BAKER CTR.





· If you do not see a Withdraw button scroll down and click on the My Learning Opportunities button.
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· If the Action Menu drop down is still active, you can withdraw from the section.  If the Action Menu drop down is no longer active, you may not withdraw from the section.  Click the Actions menu then click Withdraw.
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· On the Withdraw From Course screen, select Withdraw.
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· You will receive this message that you have been withdrawn.
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Receiving Credit for a Course

· After you have completed a course and attendance for the course has been taken, the course survey will display in the My Surveys channel on the Professional Development screen.  
· Click the Start Survey link to access and complete the survey.  The survey must be completed in order for credit to appear on your transcript.
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Accessing your Transcript

· To access your transcript, click the Professional Development tab and scroll to the My Courses channel.
· Click the My Transcript link.
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· Use the calendar tool to search for transcript details within a date range and click Search.
· A list of all courses you’ve taken will display at the bottom of the page, along with a summary of your total CPE credits.  Transcripts can be printed as a PDF and/or emailed to selected recipients.
[image: image25.png]Name:

Employee ID:

Sites:

Demographics: Show/Hide Demographics (13)

Section Completed Date From: mm/dd/yyyy

Section Completed Date To: mm/dd/yyyy

Section End Date From: mm/dd/yyyy

Section End Date To: mm/dd/yyyy

m CPE Credits |

Completion Registration  Credit
Section # Survey Start Date End Date Date Certificate#  Status Hours

3.0

Survey completed October 20, Credits

OPD.43178 80325 Professional Development Work Group G 02/19/2016  02/19/2016  02/19/2016 90577980 Completed






�











Search Course Title, Course Description, Course Number, Subject Aligned Courses, or Section Number – Locate workshops and courses that align to your professional development needs and interests.


Course Aligned by Category - Locate AISD courses specific to a subject area.


Recommended Training - Lists professional development that has been recommended for you.


Required Training - Lists professional development that is required of you.


My Surveys – Surveys for courses you have completed will appear here and must be completed for credit to display on your transcript.








My Courses – Helps you manage your courses.


My Transcript – allows you to view and print a copy of your transcript.


My Learning Opportunities – lists your registered learning opportunities; withdraw from courses using this link as well.
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My Course List – click to view a list of all course in which you are currently enrolled.


Course Search – click to continue searching.
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