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My Learning is an online system that enables CFISD employees to manage their yearly professional
development needs. The Cypress-Fairbanks Professional Growth System (CFPGS) is the vehicle that we
use to navigate through My Learning. The professional development calendar year begins May 1 of
the previous school year and ends April 30 of the current school year.

Accessing My Learning

e Go to the CFISD home page

(https://www.cfisd.net/). it OURscHoOLS HONEACCESS CENTER i TRASUTE TP e e
e From the top menu, select CYPRESS**’»)%FMRBANKS

STAFF. £
e From the menu that pops up,

Our District Parents & Students Academics Staff Community Departments Careers News

scroll down to PROFESSIONAL P o P T AN Eae s
LEARNING, and then click on the s
(CFPGS Website) link.

e On the Rapid Identity Login
System page, login with your
Network login and Network

password. : s j £

e From the CFPGS home page, click AR o, 4 / 72N
on the My Learning tab on the . = ; ¢ Y Ty (i |
top navigation ba r. CALENDAR ;‘EZ‘KSS‘YRUAI:ES; BUS INFORMATION SB(E:DQSLE-P:OAGF;E‘:I-S ATHLETICS BOARD MEETINGS BERRV:ENTER CFISD EN ESPANOL

. |NDEPENDEN:" SCHOFOALID|RSTBNAYNKS

Note: Provided on the CFPGS home LEARN « EMPOWER o ACHIEVE » DREAN

page are various resources avallable ents Academics Stiff Community Departments Careers News Q

to users.

Home > Staff > Professional Learning > Professional Learning

GT Resources
Paraeducator Resources

(FISD PROFESSIONAL
‘ GROWTH SYSTEM

Home Badges~| My Learning |Activate
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Accessing the Course/Section in My Learning

e To access the course instructor’s tools, click the Administration tab along the top of the screen.
Click Course Administration.

Administration

Mentoring

Administration

g2 Applications

| & Course Administration

& creditRequests

@€ Rreporting

G Ad-Hoc Reporting (Restricted)

Q Mentor Administration

Search for the Desired Course

e Inthe Search Learning Opportunities screen, enter the section number (in this view, it may be
necessary to scroll down to this screen).
e Click Search.

Search Learning Opportunities

[in ] 4626 Mentor/Mentee Campus Share Session--Adam (Off-Contract)

Click the title of the course to view the course information. (The title of the course will contain
your campus hame)

Scroll to Sections at the bottom of the page.

Find the appropriate Section.

Click the down arrow next to access the drop-down menu and select View Roster.

@ Mentor/Mentee Campus Share Session #1--Adam (Off-Contract) 2023-2024 52320

Mentor

@ Share S

(Off-Cor

View Mentor;

- Share S¢
View Roster (Off-Can




2023-2024 A Help Guide for Lead Mentors

i : PROFESSIONAL
Facilitating Campus Share Sessions s CFISD ‘ GROWTH SYSTEM
Audience: Lead Mentors

Sign-In Sheet / Print Sign In sheet in My Learning

e Upon clicking View Roster, a menu of buttons will appear.
e Click the Sign-in Sheet button.

[ Add Learner ‘ l Add Learner Advanced l l Waitlist ] [ Remove Participants ] [ Enroliment History l l Attendance

[ Sign In Sheet ][ Name Tags ll Messages l[ Email All ][ Export l [ Manage Credits ]

Roster Status

A new window will load. Click Print above the roster and follow on screen instructions related to your
printer.

Print Section Code A Showing only active users

District

Position / B 430pm-530pm
School

Non- Cy-Fair,
1. DIXON, TONYA Teaching EURRICLLUM
Professional INSTRUCTION

Marking Attendance and Awarding Credit

Following the share session, you will move through the steps to mark attendance and award credit. To
do so, first access the section as noted above.

There are three essential steps in marking attendance and awarding credit in My Learning. Each step
must be completed for participants to receive credit.

Step 1: Marking Attendance

Mentor/

@ Share S

— (Off-Cor

e Click the down arrow to access the drop-down menu and select .
View Roster. T
e Upon clicking View Roster, a menu of buttons will appear. =
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e Click the Attendance button.

[ Add Learner l [ Add Learner Advanced l[ Waitlist l [ Remove Participants l[ Enrollment History l[ Attendance l

l Sign In Sheet I[ Name Tags }[ Messages }l Email All }[ Export l l Manage Credits l

e The online roster shows a list

of participants registered for
the class.

e To record attendance for each participant, click the drop-down button under the course date
column of the roster.

e You may select either Attended or Absent for each participant.
e Click on the Back link located in the upper left-hand corner of the page.

MONDAY
EMPLOYEE ID osfiz/2018
0430 PM

MONDAY

08132018

LOCK STATUS

a CHAMPION, TORINE SANTISHA @ . 0430 PM
torine.champion@cfisd.net
a DIXON, TONYA P @ .
tenya.dixon@cfisd.net
3 HORNER, GLENDAS @ .
glenda.horner@cfisd.net @
ults |
@ Attended
@ Absent

Step 2: Update Participant Credit

e C(lick the Manage Credits button.

[ Add Learner ] { Add Learner Advanced ] [ Waitlist \ [ Remove Participants ] [ Enroliment History ] { Attendance

[ Sign In Sheet ] [ Name Tags l [ Messages ] [ Email All ] [ Export ] [ Manage Credits ]

Roster Status

e Enter the credit amount in the Credit Hours field, then click outside the field.
e Upon doing so, the Update Learners button will appear. Click it.
e Scroll down the page and click the Done button.
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Off Contract Credit Hours

Done

Step 3: Update Roster Status

e Click the Roster Status button.

s CFISD PROFESSIONAL
GROWTH SYSTEM

l Add Learner l l Add Learner Advanced l l Waitlist ] l Remove Participants l l Enrollment History l l Attendance

l Sign In Sheet l[ Name Tags l[ Messages l[ Email All ][ Export ]l Manage Credits l

Roster Status

e C(lick the drop-down menu and select Complete

e C(lick the Save This Page button.

e If needed, move to each successive page and
complete steps for updating remaining roster
participants.

<Select One>

Registerec

Completed
ncomplete

Dondina llcor (Cn .
Save This Page




