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Login Information

PLEASE READ THE LOGIN INSTRUCTIONS BELOW BEFORE YOU ATTEMPT TO LOGIN.

e Please note that your username is NOT your CPS username.

e If you were not an active user in the telephone registration system, you may not have a user
account in MyPD. Please call us at 475.4100 to set up your account.

e Please be sure to enter a valid e-mail address. If using your CPS e-mail address, please be
sure the domain name is either @cpsboe.k12.0h.us OR @cps-k12.org. These are the only
valid domain names. Your name is typically (but not always) the first 6 letters of your last
name + the first initial of your first name.

Example: johnsob@cpsboe.k12.0h.us OR johnsob@cps-k12.org.

MyPD Login Screen
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Before you login for the first time: —

e Click on System Requirements to make sure T Leting MyPD
I y qui u Mayerson Academy

your operating system and internet browser
meet the system requirements.

iy Welcome to MyPD, a professional
develapment management system
designed o give you o simple,
personalized, and efficient way to
manage your complete PO portfalio.

e Make sure your browser is set to allow
pop-up windows.

If thiz is the first time you ore logging
inta MyPD, please click on the Users
Guide below for instructions,

e More detailed user instructions can be

-+ System Requirements Lagin

accessed by clicking on the User’s Guide -+ Usar's Guide —
Iink. : :f:mtu Mayerson Academy Wetsite e
TO LOGIN:

1. Type in your Username in the Username field.

e Your Username is your first initial + the first 5 letters of your last name + the last 4 digits of your social
security number. This will ensure that your username is unique in the system. Your Username will not
print on any documents.

o For example, if your name is Beth Johnson and the last 4 digits of your SSN are 1234, then your
Username is bjohns1234.

¢ Please note that this is a case-sensitive field and is entered in all lower case.

2. Tab to the Password field.
e The first time you login, the temporary password is mayerson in lower case.
e Click the Login button.
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Personal and User Information

After logging in for the first time, the Personal and User Information screen will appear.

1.

You must enter a valid e-mail address in the required E-mail field before your login is complete.
ALL communication regarding your registration status is conveyed by e-mail, so this is a critical field to
complete.

Please enter a new password on this screen.
e Type in a new password. Type the same password again for verification.

o Type in a reminder hint. If you forget your password and the reminder hint does not help, an email with
your password will be sent to you.

This will now be your Username and Password each time you login to the MyPD system.
You may also update any other personal information that may be incomplete or inaccurate.

Please click on the SII[YuIL button at the bottom of the screen, even if you do not make any changes.

Personal Information
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Welcome Information
Welcome / Class Portfolio Screen

Usor Tools = Portfolic Tools = Class Catmiog Heldp =

Fhanits and Linguikies RESESTORED

The Welcome/Class Portfolio screen is the main navigational screen where you can:
1. view your Portfolio — a listing of classes for which you have registered
2. view the Class Catalog — to see ALL the classes available for registration
3. view your Transcript — a history of Mayerson Academy classes you have attended in the past
4. view your Calendar — a calendar view of classes for which you are currently registered

How To Register For A Class

Registering for classes in MyPD is simple and can be completed in a few clicks of the mouse.
e Click on the CIass [e]1%=1[I] button in the top menu bar (#2 in the example above.)
e The Class Catalog screen appears.

Class Catalog Screen

Avatar POMS™ UserTools » MyPortfolio  Class Catalog  Help » Logout
Type Legend:
This is the online Class Cataloy. Search for a class by type, by category, by contact, or by a specific period of time. Choose your search criteria o WBT-Wie
and click "Search”. To prirt detailed results, click the Print button next to the Search button. This will display a printer-fiendly version of your o ILT- Instr
search results. Then, you can click on your browser's Print button ta print + BLEND-
+ SCORM-
e Scroll through the list of available classes.
Class D/ Title Categories Contact/Presenter Meetings
[ ] pososs o e em® Click on the name of the class for which
At = o . .
Web-based (NBT) AgsessmentTesting ou wou Id I | ke tO re |Ste r.
Inshuctor-led LT) Best Pracices L oo y g
Blended (BLEND) Clasroom L) Th CI C t I D t - I
ooo . € Llass Latalog Detalls screen
appears showing the class description
4
ILT Phurics and th Teaching of Reading for Grades 3 26,97 Ly Mlod Sury S04 an -4 meetin g dates and times , reg istration
o -

11/19/2007 4:15 prn - B 1 1
ILT  Phorics and the Teaching of Reading for Grades 4-8 (28.33) Literacy  Milrod, Sonia 941772007 4:15 prn - 6:4 deta I ISl ty pes a nd a mou nts Of Class Cred Its

1015/2007 4:15 pm - B .

LB 415 gy -6 avallable, etc.
ILT Phonics and Linguistics (3.1 Literacy  Milrod, Sonia 3119/2007 4:30 pm - 7.3

97262007 4:30 pm - 7.3
104372007 430 pm - 7.3
10/10/2007 4:30 prm -- 7
1041772007 4:30 pm -- 7
1072472007 4:30 prm -- 7
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Class Catalog Details Screen

S ————— e A message above the Class Catalog

Vo iy tegiser for i cass Details screen will indicate if you are
eligible to register for the class.

* %ﬁt@rfgr&he class, click on the

st ot T cuse v devkped 1 spons 1 opuar demand s gt techers uhocompete he s, o Do ChidenLeam o e P andihe Teshng of ey dung X utton.

Com o i e If you have successfully registered, you will
e TSI S O receive a “Registration Complete” message.
You will also receive an immediate e-mail
- e - o confirmation.

e e e If the class is full, you will receive a
N s message that you are on the waiting list.
bebes ULt You will then receive an e-mail confirming
e o T your waiting status.

e To return to your Welcome/Class

Faymert Mehods  Hone Freserter

Portfolio page, click on My Portfolio in the
menu bar at the top of the screen.

Block Register | Download Date

Help Exit from MyPD
For detailed [g]l98%: Click on the e To Exit the MyPD website or to return to the
VEL=l LWL drop-down menu and scroll to [MeJc)\| screen: Click on the [Kelc{e]V)]
the [gl38y option. This screen will answer button.

many of your questions.
A more detailed User’s Guide is also
accessible from a link on the [Keleil)'| screen.

For additional assistance with MyPD,
please contact the Mayerson Academy at 513.475.4100.
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