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

• Please note that your username is NOT your CPS username. 
• 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. 
• 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.oh.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.oh.us OR johnsob@cps-k12.org. 

MyPD Login Screen 

Before you login for the first time: 

• Click on System Requirements to make sure 
your operating system and internet browser 
meet the system requirements. 

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

• More detailed user instructions can be 
accessed by clicking on the User’s Guide 
link. 

 

TO LOGIN: 
1. Type in your Username in the Username field. 

• 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. 

• 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. 

• The first time you login, the temporary password is mayerson in lower case. 
• 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. 

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

• 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. 
3. You may also update any other personal information that may be incomplete or inaccurate. 

4. Please click on the Submit button at the bottom of the screen, even if you do not make any changes. 
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Welcome Information 

Welcome / Class Portfolio Screen 

 

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. 
• Click on the Class Catalog button in the top menu bar (#2 in the example above.) 
• The Class Catalog screen appears. 

Class Catalog Screen 

 

• Scroll through the list of available classes. 

• Click on the name of the class for which  
you would like to register. 

• The Class Catalog Details screen 
appears showing the class description, 
meeting dates and times, registration 
details, types and amounts of class credits 
available, etc. 
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Class Catalog Details Screen 

 

• A message above the Class Catalog 
Details screen will indicate if you are 
eligible to register for the class.  

• To register for the class, click on the 
REGISTER button. 

• If you have successfully registered, you will 
receive a “Registration Complete” message.  
You will also receive an immediate e-mail 
confirmation. 

• If the class is full, you will receive a 
message that you are on the waiting list.  
You will then receive an e-mail confirming 
your waiting status. 

• To return to your Welcome/Class 
Portfolio page, click on My Portfolio in the 
menu bar at the top of the screen. 

 

Help Exit from MyPD 

• For detailed HELP:  Click on the 
User Tools drop-down menu and scroll to 
the HELP option.  This screen will answer 
many of your questions. 

• A more detailed User’s Guide is also 
accessible from a link on the LOGIN screen. 

• To Exit the MyPD website or to return to the 
LOGIN screen:  Click on the LOGOUT 
button. 

 

For additional assistance with MyPD,  

please contact the Mayerson Academy at 513.475.4100. 

 
 


