
How-to Mark Complete Courses & Workshops

Click on the
desktop icon to 

log on

Click on select item



Click on the complete Evaluation button

To complete the
evaluation and

to mark a
course/

workshop
complete, select
one from the list 



Next Mark
complete the

course/
workshop. 

Click Return 

After completing
 the evaluation,

Click Save



Click Mark Complete after you have finished the course or workshop. 

Click Submit
This will then go to HR,
so the in-service credit
can be allocated. 



This will show
that the course/
workshop has
been marked
complete by you. 

To print a certificate for your records

Click on the manage tab for the course/workshop   



Click on the options button
and select to print

certificate



Should you need help, please contact me 
Monica Alvarez

monicaalvarez@wpcsd.k12.ny.us
 914-422-2438

Location: Staff Development Center 
(Eastview MS Rm124)


