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Logqing In

Logging into the Kiosk requires a
full email address and user
password.
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To create a Kiosk Account, click on the First time user link at the login

page and the screen on the right will display.
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You will be required to
enter the following:

1. Either your
social security
number

2. Select Allen
County

3. Select Elida Local Schools

4. Enter your
school email
address. You
may verify with
payroll
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A notification will be sent to the email address you supplied with the

password to use for accessing the Kiosk.

Once the password is received you
can access the Kiosk using the email
address and password. When
logging in for the first time you will
be prompted to change your
password. Currently the Kiosk
password does not expire.
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Once you are logged into the system, the IPDP tab will be at the top of
your options. Click on that tab as shown below, to enter the system.
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Employee Profile

The Employee Profile information will display positions, certificates, and
your active individual professional development plan. If you have not
started a plan, nothing will display under the Individual Professional
Development Plan
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Creating a Plan

1. To begin the process you will need to click on Create Plan

Individual Navigation

Employee Profile

Create Pla n*—

Activity List
LPDC Guidelines

2. You will need to select a plan template. There should only be one
template for you to select from at this point. Click on Select.

Select Template for Plan 1

J

Select Template Owning Committee
Select | Elida LPDP Plan | Elida LFDC
1-1

The first section to complete is the Development Plan Header.

f{ Development Plan - Header :}

Plan Template New 2010

* Name Of Plan: \D

% select Committee District LPDC v t2>
Approving Supervisor None ~ 13)

% Mission: 1Year Renewal - 4
Other Mission Desc:

* Focus:

0of 1000

* Applies to Licenses (V|8 Year - Professional - Certificate - Elementary (1-8) - 03/14/2006 - 06/30/2014




1. The name of the plan should be the certificate type and year it
expires. For example: License 2014 would be for a license renew
that expires in 2014.

2. Select the committee that will review your plan.
The default will be Elida LPDC.

3. Your supervisor does not approve your Development
Plan. The default of this is None and you should not
change this.

4. For Mission you need to select if your plan will be for a
i. 1 Year Renewal
ii. Other
iii. Renewal of a 5 Year License
iv. Transitionto a5 Year License

5. If you selected Other as the type in the Mission you can enter a
description.

6. The open text box LPDC Options should have the following entered:

See Development Plan — Focus Area Below

7. There is only one Goal that is needed to be entered. The goal for all
plans should be:

To support the improvement of student achievement

,-[Prncedure - Professional Development Plan Goals }

* Goal One:

HEL
s

0 of 2000

e There are currently 20 Options listed in the Elida IPDP Guidelines.
You should select the options that your plan will meeting by clicking
on the box next to the statement.



,-[ Development Plan - Focus Areas ]

To Support the Improvement of Students Achievement

Select Focus Area

OFTIOM 1 - COLLEGE (*HQT) LPDC Credit - 1 sem. hr. = 3 LPDC Credits, 3 grt. hrs./2 sem_hrs. =6
LFDC Credits, 2 grt. hrs. = 4 LPDC Credits, 1 grt. hr. = 2 LPDC Credits. Verification - Official or

g copies of. Transcripis or Grade Slips. Criteria - Must be taken through an accredited college or other
approved post secondary educational institution. Must be taken for credit with a grade of "C" or beiter,
or a "P" in passifail classes. *Coursework must be in pedagogy or in the content area directly related
to the individual's teaching assignment. Must be submitied within one year of completion.

OFTION 2 - PROFESSIONAL CONFEREMCE, WORKSHOP, INSTITUTE, ACADEMY, OR
INSURAMCE CREDIT (*HQT). LPDC Credit - 1 Clock hr_ in workshops = .01 LFDC Credit.

O Verification - Activity documeniation Voucher and Signed Cerfificate of Completion with Contact
Hours. Criteria - Must include only time spent in those portions of the conference program that
contribute to the paricipant's knowledge, competence, performance, or effectiveness in education.
*Must be connected to follow-up activities that are sustained over a peniod of time.

OFTION 3 - PEER OBSERWVATION, OR VISITATION TO SCHOOLS. Maximum Credit - 1 LPDC

7l Credit per license cycle. LPDC Credit - 1 clock Hr. - .01 LPDC Credit. Verification - Activity Document
Voucher and Signed Certificate of Completion with Contact Hours. Criteria - Must include a statement
of authorization from a supervisor along with summarization of preconference and post-conference.

OFTION 4 - PUBLICATION OF ORIGINAL WORK (*HQT). Maximum Credit - 4 LPDC Credits for a
book. LFDC Credit - 6 LPFDC Credits for a book. 3 LPDC Credits for an arficle in a professional journal

7l or magazine. Werification - Copy of publication or document and Activity Documentation Voucher.
Criteria - Must contribute to the education profession or add to the body of knowledge in the
individual's specific field. Must be a commercially published book or article. *Must be a research
article in the content area or pedagogy that is published in a juried journal.

,-[ Save Development Plan ]

User Comment: @

HEL:

v

0 0f 1000 @ 'L]i]

[ Create and Save Plan to Work on Later ” Create, Save and Submit Plan for Approval ” Cancel ]

9. You can make any comment you want on your plan. You can enter up to
1000 characters and you can use the ABC icon to spell check your
comments.

10.You can save your plan to work on later by clicking on the Create and
Save Plan to Work on Later icon.

11.You can click on the Create, Save and Submit Plan for approval icon to
submit your plan for approval.

When you save your plan to work on later you will receive the message that
your plan has been saved successfully.



Making changes to a Plan that has not been
submitted

To go back and work on your plan at a later time:

1. Click on View Plan.

Individual Navigation

Employee Profile

View Plan ‘—_

Activity List
View Archived Plan(s}
LPDC Guidelines




~_iwew Ingivideal Professional Davolopment Plan

Plan Tempiate: Disinr! Tamplale
Mama of Pan: 2000-11 Pan
Commatine Mame: Disyicd LFOC
Approang Supervisoe: Naca Fmopd

Apohes 20 Carmficams|sr
Cenulcate Wiormaton

Namee Cheed Lymn Gronbaugh Carshcme Stalus: Renew |

Cradec 6 Yau tisue Dema: 03142006
Typec Elemarntyy (1-81 ENective Yeur 2000
Caas Frefeasicod [ Exp. Desa: 06302014 |

Plan Measion: TIsn o 195 Yaur Licen
Focus: { wil tecome 3 laddec n amarging echnala gy
Pan Sates: fo Suomia

Creaton Dese: 06102010

Ravision Dave:
Subvession Deoe:

Approval Dete:

Commmet

ber 2000 2’ f 3‘
| PRINT Development Plan | Edit Plan | Sebme Plas Tor Approval |

2. Click on Edit Plan if you want to make more changes before
submitting
it for approval. If you do make changes you can save your plan
again or submit it for approval.

3. If you are ready to submit your plan for approval without any
editing click on Submit Plan for Approval.

When you submit your plan for approval you will receive a message that your
plan has been saved successfully and submitted to LPDC for approval.

You will receive an email notification that your IPDP has been submitted for
approval.

When your plan is in the approval process you can click on view plan to see the
current status.
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,{View Individual Professional Development Plan ]

l < Return to Previous Page

Plan Template: Elida LFDP Plan
Name of Plan: License - 2014
Committee Name: Elida LFDC
Approving Supervisor: N/A

Applies to Certificate(s):
Permit Information

State Certificate ID: ZA1701419

Name: Sharon L Lawley Permit Status:

Grade: Permanent Issue Date: 03/30/2009
Type: Staff Effective Year: 2009
Class: Professional Exp. Date:

Teaching Fields:

Plan Mission: Other
LPDC Options See Development Flan - Focus Area Below
Plan Status: Awaiting Committee Approval

Creation Date: 07/31/2013

Revision Date:
Submission Date: 07/31/2013

Approval Date:

Effective Date:

l PRINT Development Plan ]

Once your plan has been approved, an approval date will display in the
approval date field.

- Wiew Individual Professional Development Plan |

[ =< Return to Prewvious Page]

Plan Cwner: Sharon Lawley
Plan Template: Elida LFDP Flan
Name of Plan: plan 20138
Committee Mame: Elida LPDC
Approving Supervisor: MN/A

Applies to Certificate(s):
Permit Information
State Certificate ID: ZA1701419

Name: Sharon L Lawley Permit Status:

Grade: Permanent Issue Date: 02/30/2009
Type: Staff Effective Year: 2009
Class: Professional Exp. Date:

Teaching Fields:

Plan Mission: Other
LPDC Options See development plan focus area
Plan Status: Archived

Creation Date: 07/30/2013
Revision Date:
Submission Date: 07/30/2013
Approval Date: 07/30/2013
Archived Date: O7/30/2013
Effective Date: 03/30/2009

[ PRINT Development Plan ]




Making changes to a Plan that has been
submitted

If at some point you need to revise your plan you can make changes to your
plan and re-submit the plan for approval.

Individual Navigation

To revise your plan: Emeloves Profie
] ] View Plan ‘——
1. Click on View Plan. Activity List

View Archived Plan(s)
LPDC Guidelines

2. Click on Revise Approved.

,.[ View Individual Professional Development Plan ‘

Plan Template: District Template
Name of Plan: 2010-11 Plan
Committee Name: District LPDC
Approving Supervisor: Marcia Principal

Applies to Certificate(s):
Certificate Information

Name: Cheryl Lynn Cronbaugh Certificate Status: Renew

Grade: 8 Year Issue Date: 03/14/2006
Type: Elementary (1-8) Effective Year: 2006
Class: Professional Exp. Date: 06/30/2014

Plan Mission: Transition to 5 Year License
Focus: | will become a leader in emerging technology
Plan Status: Approved

Creation Date: 06/10/2010

Revision Date:
Submission Date: 06/10/2010

Approval Date: 06/10/2010

[PRINT Development Plan ][ Revise Approved J[ Archive Plan ][ Create Activitv]

3. You then can edit your plan.

4. You then have the option to Save Plan to work on later or Save and
Submit Plan for Approval.
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Creating an Activity

Your Plan must be approved before you can enter any Activities

After you have an approved plan you can then create

1. Click on Create Activity.

2. Enter the
name as
follows:
OPTION #-
ACTIVITY
NAME-
YOUR
LASTNAME.
Example:
Option 1 —
Bluffton
College -
Lawley

3. Enter the activity
start date or click
on the calendar
to select a date.
Format is
MM/DD/YYYY.

4. Enter the
activity end
date or click on
the calendar to
select a date.
Format is
MM/DD/YYYY.

- Civate Devaiepment Activity

activities.

Individual Navigation
Employee Profile
View Plan
Create Activity ‘—
Activity List
View Archived Plan{s)
LPDC Guidelines
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* Prowoal '\)7
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Emar one of tha Solovwing Credt hour Mekls
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@
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0 2 1000
* actraty Focus
)
=
Dar1000
Commans
P
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i Canced H Create Activity Request |
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5. Make sure you select the certificate or certificates that apply to this activity.

6. Select your attendance verification method. You can choose form
certificate of Attendance (CEU), Transcript, Agenda, Brochure or Meeting
Ouitline.

7. Enter the sponsor of the meeting.
8. Do not select any supervisor, leave the default of None in the box.

9. Enter the Semester Hours, Quarter Hours or CEU Credit earned for this
activity. If you struggle figuring what the CEU credit will be for an
activity, enter the number of contact hours for the activity and it will be
converted to CEU Credit when you click Create Activity Request.

10.Enter the description of the activity. You can enter up to 1000 characters
and can you click on the ABC icon to spell check this field.

11.List the options for this activity.

12.Enter any comments for this activity. You can enter up to 1000 characters
and you can click on the ABC icon to spell check this field. This field is
optional.

When you click on Create Activity Request you will receive the following
message.

Your activity has been saved but is NOT YET SUBMITTED for approval. You can attach documents by going
to the edit screen before submitting the activity for approval.

At this point you can
- Edit Activity
e Print Activity Detalil
e Submit Activity for Approval
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Edit Activity

Will take you back to the
screen where you can
change the name, date,
description, etc.

Print Activity Detail

Allows you to print the
information regarding
this activity.

Submit Activity for
Approval

Will submit the activity to
go through the approval
process. Once you click
Submit you will then be
able to attach
attendance verification
before the final
submission of the
activity.

A Activity Derall |

| < Return to Previcws Page

Actraty Ryme: IPDE Watenar

Bagin Dasa: 05112010
End Devs: 001 12010
Apgig 10 CenSicatic,
Pormndt ndonnasion
Flan Keme: 2010-11Fian Plan Stasp s Aoprowed Commimee Namec Cartrad Re-wn§
Name Susaen C Baugtman Same Staus
Gradec Permanent Issue Datec (SORMF67
Type Sy EfMfectivg Yoar: 1907
Class: Frofessicos Exp Dulec

Vil atioo MO Canlcats of AXundance
Vendor: NCODCC
AQPeoAng Supanison 1

CEUCrede 18
fleamn the new 1IC 606 softwasd

Description

Thizr will toccesss =7 crowledoe of the IFDF softwece,

Actraty Focus

Commant

Crasgon Dater 090772010
Last Edid Datie 03072010
Sutimitied Dt
Apprownd Date
Delrind Qotee
Actvity Stams Not Suamited

| £ Activity || PRINT Activity Detail || Submit Activity For Approval |
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Attaching Attendance Verification

Before you submit your activity for approval you can attach your attendance
verification to the activity.

1. Click on Add New Attachment

' e Activity Attachments |
to this Activity.

Add New Attachment to this Activity

no Activity Attachments found

2. Click Browse to locate a copy of your CEU, Transcript, Agenda, Brochure,
or Meeting Oultline.

Activity Attachment Create/Edit ]

[ Cancel ] [Add Attachment

* Attachment

3. Once you have located the file you want to attach click Add Attachment.

4. Once you have added the attachment you will see the attachment
displayed.

A Activity Attachments |

[ Add New Attachment to this Activity

Download
Attachment

Download | Activity Form.pdf | 06/07/2010 02:09 PM
1-1

File Name Date/Time Updated

1. Once you are ready to submit the activity for approval click on Submit Activity for

Approval.
T RETY Sthland NOTSABHMED ™7~ TN S T n et
| Edit Activity || PRINT Activity Detail | | Submit Activity For Approval | f' _
N e e il T e e vy T vy v
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You will receive the message that your activity has been saved and submitted for
approval.

View Activities

Click on Activity List to review your activities. You will el
Enutees Pyl
.
. Act!v!t!es Not Ygt Submlttgd T
« Activities Awaiting Committee Approval Vg Archizsd Panis)
= Activities Returned for Modifications LPEC Cunedines

« Activities Already Approved
= Activities Denied

Any activities in these sections can be viewed by clicking on the View icon.
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THerd werd N0 D@wekaposnd Lcvbg b Nt Yal Suamited lioong |
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—— YAQNEED ~ & ~ - A ~
D) | Cammie | DIQEA10 07012010 | NCOCC | conficsd 2 anamsG ol | (ANNA010 | 08102010
e “oroal Progressbook

A ACUYITes Retunad for Mediticanion -

4 ACtivities Already Approved

T
Rowe 1 [ d'
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¥ Flan Stahs 1w wchned [0 R

THAIE W16 D0 Qevil Do rt Achales AXQady Ao aunad
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Activities Not Yet Submitted
When you are creating an activity before you submit the activity for approval you can

save the activity to allow you to edit the activity later. Any activities that have been saved

and not submitted will be displayed in this section.

Activities Awaiting Supervisor Approval
This section will display any activities that you have submitted for approval that needed
your supervisor’s approval first before going to the LPDC.

17



Activities Awaiting Committee Approval
This section will display any activities that you have submitted that are awaiting
approval from the LPDC.

Activities Returned for Modification
Any activities that the LPDC have returned for additional information will
display in this section.

1. Click on View next to the activity

2. Click on the + in the Activity Change History section

~|: Activity Change History

3. The reason why the activity was returned will be displayed under the User
Note. You can then edit the activity and re-submit the activity for approval.

r-[A{:tivity Change History E= ]

Date/Time ¥ User Name User Note System Note
06/10/2010 03:46 PM | ESPRIN@NCOCC.K12.0H.US Meed more documentation | System updated activity license status to Returned
06/10/2010 03:42 PM | ESTEACH1@NCOCCKI12Z0HUS | - Activity submitted by user
06/10/2010 03:41 PM | ESTEACH1@NCOCCKI12Z0HUS | - Activity created by user
1-3
Activities Deleted
Any activities that you have deleted will display in this section.
Activities Already Approved
Any activities that the LPDC have approved will display in this section. In this
section you can run interactive reports by clicking on the down arrow by the
gear.
A Actisities Alrasdy Approved .
o3 Rows 15« | Ga! (B, f
7
7 Pfunstye ='4cteed W R ;
) :l-’-:‘-'= USARCONIGY e Approied  OG/ZDI0  OBISCOI0 = » ¥ WIOve  cardbcws OGITEOI0  OGEIGOI0  OWETE010 c:\:'vng
Crencs lw" ')
Soo: 28 ‘,
g™ g o ) g . s =T s ol
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Archive Plan

When you need to start a new plan:

1. Click on View Plan. Individual Navigation
Em Profile

View Plan h
Create Activity

Activity | ist

View Archived Plan(s)
LPDC Guidelines

2. When your plan is displayed click on Archive Plan.

1 ¥iew tndividual Protessional Dexelopment Plan ;

P Temptate: Diovicl Template
Mama of Pan: 2010-11 Plan
Commitios Name: Cishid LFOO
Approving Superdaon Mads Frinogd

Apphes W Coraficms|sr
Contfcate nicrmanen

Namee Crieny) Lymn Crontangh Ceraficate Sestus: Renew ’

Geadec 6 Yaar tasue Dasa: Q3142008
Types Edemartany (181 EMecase Yoor: 2000 I

Cleds Professionad Exp. Dane: oﬁmou,

Plan Miscion: Transiton to 5 Your LUcense
Focus; | wil become 3 leader n emerping technobopy
Plen Ssatus: Appioved

Createn Dasa: 05102010

Ravision Dess:
Subimission Desd! 05102010

Approval Dase: GTA10020%0

| PRINT Development Plan | Revise Approved || Archive Plan | Create Activaty |

3. You then need to click Ok to archive your plan.

e 2¢e yOu SUce 500 wire 10 ARCHIVE this planT

[ ok || coma |
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View Archived Plans

To view past year’s plans:

Individual Navigation

1. Click on View Archived Plans Employee Profile

View Plan

Create Activity

Activity List

View Archived Plan{s) *—
LPDC Guidelines

A list of archived plans will be displayed.

P‘ Plans Archived

View Plan Hame Creation Date i Date App Date  Archived Date = Ci i Name Chail Name Chail Username Supervisor Name
Mppian  2AZHI0 | 027472010 Dot panamnt0 | oismarieoc Marcia Principal | esprin@ncoce k12.0hus | Marcia Principal
Plan 2 g?;?g; 0 g?;;ug:: 0 g?;g‘lgi: 0 g?;g%i: 0 District LPDC Marcia Principal | esprin@ncocc.k12.0h.us
0214i2010 0211472010 02114i2010 02M14i2010
Plan 0323 PU 0324 PM 0325 PI 0326 PU District LPDC Marcia Principal | esprin@ncocc.k12.0h.us
1-3

2. Click on View to display the plan.

4 View Indivigual Protessional Development Plan |

| < Retorn to Previows Page |

Plan Qwmer: Emily Teachar
Pan Temphate: Datna Templae
Neme of Flare Wy Flan
Commimeo Hame: Distnict LPDC
Approvng Supenriesr Myt Prindpal

Apptias 10 Conscaleds):

Plon MNsalon Raoemal of S Yeal Licanse
focus ocus
Plan Stamie Archived

Croagon Dot 021942010
Revizdon Dater (21182010
Subenission Date 02142010
Approes Dates 02142010
Archived Datec 0211472010
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