Email Groups in PD Place
Need a quick way to communicate with various groups within your school board?  The Email Groups feature allows you to do just that.
Under the Supervisor section on MyPage click on the link “Email Groups”
[image: C:\Users\krennie\Desktop\blogs\emailgroups1.JPG]

Now you can use the value lists along the left side of the page to filter your email list by location, public or employee, employee group, supervisory role and more.  Simply click on the “search” button to make your selections.
[image: C:\Users\krennie\Desktop\blogs\emailgroups2.JPG]

The list will now appear in the “users” field.  You can even filter the list further by selecting a name on the lists and using the arrows to move it to the “exceptions” field, excluding it from the list.[image: C:\Users\krennie\Desktop\blogs\emailgroups3.JPG]

Now you can “select all users” and the “email all users” and a new window will appear for you to create your email.  You can even choose to populate the email with upcoming in-services within a specific date range.
[image: C:\Users\krennie\Desktop\blogs\emailgroups4.JPG]

It’s a quick and simple way to broadcast your message to different groups of employees, helping save you time.







How apply Registration Restrictions in PD Place
Registration restrictions can help you manage in-service attendance to ensure the right employees are able to register for events and in-services.

First you need to find the in-service you would like to add registration restrictions to and click on the pencil icon under the admin column to enter the in-service admin portal>
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Once you are in the admin portal you will need to click on the “Edit Registration Restrictions” link.

[image: C:\Users\krennie\Desktop\blogs\regrestrictions2.JPG]




Now you can start to create your registration restrictions for the in-service.  
[image: C:\Users\krennie\Desktop\blogs\regrestrictions3.JPG]
You can manage the number of users within a particular group.  By entering a “Reg Max” number you are allowing that specific number of users to register.  If the number is set to “0” then no users can register.  You can then assign a location, employee group, public user group or public/employee to this rule.  You can also use a combination of these fields to create the rule.   For example you may want to only allow 10 registrations from elementary teachers at a certain location to register for the in-service. 
You can also set specific deadlines for groups as well such as registration deadlines, withdrawal deadlines and an “active” date for the rule.
You can enter as many registration restrictions as you wish but keep the priority of the rules in mind when you are entering them.  When a user registers, the software will check the first rule and if none of the criteria are met, it will then check the second rule.  However you can change the priority after you have created your rules, and you can also delete rules you may no longer need.












Instructor Statistics Report in PD Place
The Instructor Statistics Report in PD Place is a great tool to show you how many in-services your instructors are teaching and their average satisfaction based on post-in-service evaluations.
In order to take advantage of this report you will need to ensure you make use of the evaluation feature for each in-service and direct participants to fill out the evaluation after each in-service they attend.  You can even block the printing of a certificate until the evaluation has been completed.
The report can be found on the “Reports” page under the statistics section.
[image: C:\Users\krennie\Desktop\blogs\instructorstat.JPG]
Click on “Instructor Statistics” and you will be brought to the page where you can select your criteria for the report.
[image: C:\Users\krennie\Desktop\blogs\instructorstat2.JPG]

Here you can: select a date range, public or employee instructors, and choose a specific instructor or all.  Then you will want to set the “Show Average Satisfaction” field to “Yes” and the “Show Number of In-Services Taught” field to “Yes”.  You can leave “Show Summary Only” to no so you can see the details of the report.  Then click in the “submit” button.
[image: C:\Users\krennie\Desktop\blogs\Instructorstats3.JPG]
Then we can see the results in the final report giving you valuable insight into the quality and quantity of in-services your instructors are teaching.
























Evaluations in PD Place
PD Place has a great feature to allow in-service participants to submit an evaluation after they have completed the in-service.  The evaluation can provide you with valuable feedback about the instructor, course content and delivery.
First you must ensure evaluations are enabled in PD Place preferences.
Next go to the admin portal of the in-service you would like to add the evaluation to and select “Survey Questions”[image: C:\Users\krennie\Desktop\blogs\evaluations1.JPG]

Now you can enter the survey questions as you would like to see them appear. You must enter a label for the question and text for the question. You must choose a text box size and if you would like the question to be on a rating system.  If the question is specifically about the instructor make sure to check that box as well.  Finally you can order the questions as you like or delete a question if needed.
[image: C:\Users\krennie\Desktop\blogs\evaluations2.JPG]

Once the in-service has been marked as complete, the user will be able to fill out the evaluation.  You can even block the printing of a certificate until they have completed the evaluation.
[image: C:\Users\krennie\Desktop\blogs\evaluations3.JPG]
After the user has completed and submitted their evaluation, the results will be complied and available for the supervisor and instructor of that in-service.
[image: C:\Users\krennie\Desktop\blogs\evaluations4JPG.JPG]

This is a great way to get valuable feedback from staff to ensure the success of your Professional Development programs in the future.
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