Creating a New Course and Section in the New PL Platform
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1. Everything is under the Professional Learning tab
2. Create a course using the BUILD function

3. Click Build Course/Section

1. Select Instructor Led Course

2. Click Continue

Build a Course
Select Course Type
(o) 9 Instructor Led Course o
An instructor-led course has instructor(s) and can take place in a physical location or online.

9 self Paced Course
A self-paced course does not need to have a specific start and end time, and is delivered online, typically via a LMS.

PLC
e A PLC has additional communication tools to encourage a community of learners to collaborate online.

Cancel Continue
-

Enter your Course Name [REQUIRED]
Select your Office in the Drop Down
Select Course Provider —i.e Do you
want a Schoology with these sections?
4. Click Create
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Build a Course

9 New Instructor Led Course

This is the only
chance to make it a
Schoology
course....this setting
cannot be edited later.

Course Title o

COURSE NAME

Office Course Provider

| SCHOOL NAME v

Default Provider

Default Provider v 0
Schoology
»

Course Details

Credits/Hou
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o Hour(s)

() credit(s)

(") Non Credit(s)

Training/Credit Areas: [Feaured] e
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Course Survey

I - None - N |

Optional

Enter your Credit Area Details [REQUIRED]

1. Number of Hours for each section of this Course
2. Act 48/ other Credit

Select if particapants can take multiple sections of
your course - this is a YES for principals creating
school-based 2 day PD sessions

Registration Settings

Mow Participant to enroll in multiple sections of same course

Click Submit Course

Submit Course m

1. Under Course Details you will see that
you have zero sections
2. Click Add Section

Course Details All sections (0)

Add Section e

Course Tags
Visibility

Course Resources

Sections (0) o )




DEMO SECTION

Section Details Class Times (0) Roster

Section #:
This is an unigue identifier for this section that users can search By or quickly reference.

1. Enter Your Section Title [REQUIRED]
secion e o 2. Enter Contact Person [REQUIRED]
DEMO SECTION
Select At least one Focus Area
- Mot Selected - ~ .
3. Click Add Instructors
ContactPersonl |e a. Best Practice is to make yourself an instructor
| b. Add any other instructors as needed
[ @ nNo Instructors are assigned.
Registration Settings
s Nomber of Partcpants 1. Enter Maximum Number of Participants [REQUIRED]
—— 2. Enter Release to Catalog Date [REQUIRED]

Start of Registration Date

[ &

End of Registration Date
The dite after which no more users may enrallin this secion. This date is inclusive.

l &|

Release to Catalog for Registration on | requres

\ =

Once or Twice a Day Attendance

o Once a Day |i ) Twice a Day

NOTE - this is NOT the same a Registration Date. You
can set Start and End dates for registration — the
Release to Catalog is a new requirement that really
doesn’t apply to us — and has functionality more suited

to post-secondary institutions.

Click Once a Day or Twice a Day for Attendance — recall
that the Twice a Day option is typically used for full day

PD sessions.

1. Under Class Times — enter start and

end dates for the section [REQUIRED]
2. Click Add Class Times as needed
NOTE - the Default Date under Class
Times is TODAY - you will need to edit
that Date and Time

3. Click Release Section

ClassTimes(1)  Fosier  Astendance

v [ swnoae End Date
snmzs artauzs
Class Times
T
Date ooy Time
anene El wea w00 am ©| = [om0oPM ©
Add Class Time | Use Recurring Date

If you missed a Required Field — you will
get a pop up error with a to-do list

Required Fields are Incomplete.

© | Book Room

Release Section

The following course fields must be completed before submission:

Release Date

Contact Person

Maximum Number of Participants
Release to Catalog for Registration on

See your results:
1. Under Professional Learning Tab
2. Click Manage to see your Course

-n
aae Pittsburg

h
weY public Schools

Home r‘lofﬂs-amucamgsomc:- Courses  Extemal cres
ua ] Manage Cout

Deshbeard

See your results:

1. Under Professional Learning Tab
2. Click Instruct to see your Section
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