& Information Technology Division
L | |E San Diego Unified School District

Non-District Employee - Instructions to Register for Professional Development
Trainings Using Electronic Registrar Online (ERO)

Version 1.0 e Updated July 21, 2009

This job-aid was created to guide you through successfully registering on the district’s on-line professional
development registration system (ERO), viewing available courses and related sessions, registering for sessions you are
interested in or have been designated to take, and to drop a session(s) if needed.

Section 1: Follow the steps below to register into the professional development tracking system and sign-up for a
course(s).

e Open an Internet browser such as Internet Explorer, FireFox, Safari etc.
¢ In the browser window, enter the following URL:

http://sandi.net/ero

¢ The following ERO Login screen will display. Complete step A below

* EIGthon ICl'eg I St San Diega L

ONLINE

Bookmark this page

Welcome to the Electronic Registrar Online
San Diego Unified School District {If this is not your district, click here.)

Browse the public catalog 9
Login ma PIN? | Forgot your PIN?

User D || \\
Click Browse the public
FIN catalog

e
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o Complete step B below

*electronicregistrar

DML

Before using this site, please review the following terms and conditions,

Indicate your acceptance by checking the box below and clicking ‘Accept.’

Revised

PLEASE READ THESE TERMS CAREFULLY BEFORE USING THIS SITE [#]
The materials on this website {the "Site") are provided by eSchool Solutions, Inc. ("eSchool Solutions™) as a

service for its customers and may be used for personal andfor informational purposes anly. VWhen you access,
browese or use this Site you accept, without limitation or gqualification, the terms and conditions set farth below

and any additional terms and conditions of use set forth in any sub-site. IF YOU DO NOT AGREE TO THEM, DO | =
MNOT USE THIS SITE OR DOYWYNLOAD MATERIALS FROM IT. Please note that when you enter any sub-site
accessible through this homepage or any other page, such sub-site may have its own terms and conditions of

use, which is specific to such sub-site.

Terms for Use of this Site and Its Contents:

This Site is only for your personal use. You may not distribute, exchange, modify, sell or transmit any materials

you copy fram this Site, including but not limited to any software, text, images, audio and video ("Materials"), for

any business, commercial or public purpase. Any unauthorized use of the Materials may violate copyright laws,
traderark laws, the laws of privacy and publicity, and civil and criminal statutes.

As long as you comply with the terms of these Terms and Conditions of Use, eSchool Solutions grants you a non-
exclusive, non-transferable, limited right to enter, view and use this Site. This is a license, not a transfer of title,

and is subject to the following restrictions: )

| accept these
terms and conditions

Printer-Friendly Accept Decline

Click the checkbox to accept terms J

and conditions, click Accept

Leg On Help

Welcome to the Electronic Registrar Online Click the [Course Catalog] tab in

either place.

For Assistance: Contact your Announcements
System Administrator
Welcome to the San Diego Unified School District Professional

Development System!!

SOLUTIONS
u ol Solutions, Inc. Al gk
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o Click in the Curriculum field or use the arrow for the drop down menu, and choose Non District Employees.

Search for district courses View Schedule Calendar

electronic

Course Catalog

Credit type:

San Diego Unifi

Log On Jul

OMLIMNE

iculum:

G- 8 Grades
11 |9 - 12 Grades
Advanced Geometry
Algebra Rediness
BTSA,

ognos

DataDirector
DataScanner
ifferentiated Instruc)

- Click in the Curriculum field and choose
|_| Non District Employees.

) .
Click Search

Geometry
History
Intern Credential - Designatefl Subjects
Intern Credential - Multiple Jubject
Intern Credential - Single Sfibject Course Catalog  Help
Intern Credential - i
K- 6 Grades

| Solutions,

Social Studies
SpEd Prof Dev
Staff Development v

=
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e Click on either the name of the training under Course Title, or the Register link.

electronic 5590 | (Fio

San Digga Uni
ONLINE

Cowrse Catalog

or district courses View Schedule Calendar

Mon District Employees ﬁ
No budget codes are defined Click either the Course Title or Register link.
I Fram: T Ta
(MDD YY) (MMIDDY Y

List by Caurse ﬁ

Advanced Search

Encoral Initial Training for Mon Case Managers

Encora MCM Wied 09/30/08

Reqister

Encorel Intro for Certral and Site Office Staff

Encore OFSTF Wied 09/30/0§

Reqister

¢ Course information displays. Review the details of the course and determine if there are prerequisites or
fees required to take the course.

Click Register
to sign up for
this training.

TOTT TS oS WP TS TS T o s T ST S To T DS o T T o oo T T ITO T o T

Back to Search Resulis

Encore! Initial Training for Non Case Managers
Target Audience: APE teachers, Nurses, Occupational Therapists, Mental Health providers, Physical therapists and
Psychologists, Special Ed staff who write information in IEP's but who are not case managers.

This training will provide instruction to staff members who must add infarmation to IEP's and will also cover the
important aspects of writing rmultidisciplinary reports and uploading report attachments into Encore.

There are no prereguisites for this course.

MGIER ELEMENTARY
BTS00 O 0oy

(:409/30/2009 12:30 PM - 04:00 PM

Credits Hours Reg. Fee Misc. Fee
Out-of-District Fees 0.00 0.0 F200 $0.00 I
2 VE = aad g ppEREI] P puERE]

Ui This is & test training.

o Click Register to sign up for training. NOTE: There is a fee for all trainings for Non District Employees.
Arrange for payment through the coordinator or presenter.
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e Select Out-of-District Fees, and click Continue.

*electronic ST (Tielp

Select Out-of-
District Fees
and click

Continue.

—— Out-of-District Fees §2.00 §0.00
\ O Staff Development §0.00 §0.00

COMLIME

Course Catalog

Public User, in order to complete registration, please select from the field{s) below and press "Continue.”

Select "Return to Catalog” to search for another session without completing your registration.

Choose a Credit Type Return to Catalog

o You will need to create a profile for yourself. (If you already have one, go to your profile).

o Create your User ID and PIN with 6 digits (numbers only). Fill in your First and Last Name and use the
information below for the other field fill-ins as a Non District Employee.

Create your
profile - or go
to your profile.

Red fields or
fields with *
are required.
Use this
information to
fill in required
fields.

Enter your work
phone number
(or the best
number to
reach you) and
your email
address. This
ensures you
receive email
information
about the
training i.e.,
cancellations,
etc.

Click Add

If you already have a profile, please do not add another one. Instead, click here: | have a profile.

New Profile Form {Required fields are in red with *.)

User

Active D

Public [

PUBLIC [

PUBLIC [

Gender [ STEEEY ¥ [ Ethnicity Choose D

Contact Information

*Enter at least ane phone numbef.

Enter numbers only, no
gpaces or dashes

-|| Choose D

Choose D

Add Fields marked in red or with a = beside therm are mandatory

e
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o If you created your NEW profile, you will get this message of successful registration for the training.

(TN T My Current Schedule My Transcript My Profile

Confirmation
of successful
registration.

My Programs My Plan My Eva

NewGuy, you have successfully registered for the following course and session.

Registration for Session Successful Return to Catalog

Enrolled Wed Sep 30, 2009 12:30 PM - 04:00 P Encorel Initial Training for Mon - Encore MM 53740001
Zase Managers

To see all trainings you
have registered for click
[My Current Schedule]

Help

il BETT = TIEN] My Current Schedule

My Transcript | My Profile My Programs My Plan My Eva

[ SmartFind Express

To report or cancel your absence in SmartFind Express,
enter your PIN and press SmartFind Express.

m Weekly Calendar “iewr tonthly Calendar “iew m‘ Selt-Paced Sessions  § Yiew Unpaid Courses

NewGuy, welcome to your course schedule.
If you are an a waiting list for any courses, you will be notified via email should those courses became available.

- @

Click on the Session # link for detailed information on instructors, fees and credits. ﬁ’

Schedule
If you choose to Click to Ecore P Encarel Initial Training for Mon 5340001 0.00 0.00
drop a training Drop Case Managers
click the “Click Location ANGIER ELEMENTARY
to Drop” link. Date & Time VWed Sep 30, 2009 12:30 P - 04:00 PM

e There is more information about dropping trainings in the next section of this job aid.
¢ To Logout click on Exit at any time.

NOTE: If you choose a curriculum other than Non District employees you will find that the sessions displayed are
not necessarily available to non district employees.

e
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TO DROP A COURSE

Section 2: Follow the steps below to drop courses in the professional development tracking system.

e Open an Internet browser such as Internet Explorer, FireFox, Safari etc.
¢ In the browser window, enter the following URL: http://sandi.net/ero
e The following ERO Login screen will display. Complete Steps A-D below

| *electronicregistrar

Bookmark this page

Welcome to the Electronic Registrar Online

San Diego Unified School District (If this is not your district, click here.)

Login Dgn't have a PIN? | Forgot your PIN?

Enter your User ID (which is
First time user?
If you have been assigned a User ID and do not have a PIN, yo_ur empl_oyee ID)' PIN and
click the "Don't have a PIN?” link click [Logln]
invalig.|

tificdte P
Sr Your security is important to us.

thawte The Electronic Registrar Online is a secure site as denoted by Atfos in the address
R | Toview your bro = encryption level, click

1d of your brow

e Help menu at the top of the bro weindow, th

encryption is recommended for maximum protection

A

||

& & Internst

L 100% v

e Click [My Current Schedule]

* electronic

OMNLINE Exit Help
Course Catalog My Current Schedule

Bob Test,
Welcome to the Electronic Registrar Onlik

San Diego Uni

\ly Transcript My Profile My Programs My Plan My Evaluations

Click IMv Current Schedulel

Announcements
System Administrator

For Assistance: Contact your J

Welcome to the San Diego Unified School District Professional
Development System!!

Home Course Catalog

My Current Schedule My Transcript My Profile My Programs

My Plan My Evaluations Help

@eSchool

Terms of use Privacy

v SOLUTIONS

Copyright & 2000-2009 eSchool Solutions, Inc. All rights reserved.

HTTP://WWW.SANDI.NET/DWA

e
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e Your current schedule displays, follow Step C to drop a session.

7]

Encorel Initial Training for Non 53740001 0.0
Case Managers

Location ANGIER FL EMENTARY

\ Date & Time YWed Sep 30, 2009 12:30 PM - 04:00 P

Click [Click to Drop]
MWly Transcrpt MWy Profi

Home Course Catalog My Current Schedule My Plan My Evaluations Help

*electronic A= | (Folp

OMLIMNE

Home Course Catalog JIVESINEL IS ELITEN My Transcript My Profile My Programs My Plan My Evaluations

If you drop to register for another session, that session may already be full.

Are you sure you want to drop?

L Click [Yes] to confirm dropping the session.

You will be returned to the [My Current
Schedule] tab

e You may sign-up for another course(s), by clicking the [Course Catalog] tab.
e To Logout, click on Exit at any time.

For more information or assistance, call the IT HelpDesk at (619) 725-7500.

e
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