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Professional Development Requirements for OPT Staff: Each OPT is responsible for completing at least 16
hours of Professional Development every fiscal year (Essential Training counts as 4 hours).

Areas of Focus Minimum Requirement
HR Essential Training (Compliance) 4 Hours

HR Essential Training 100 % Complete
Workplace Effectiveness (recommended areas of focus): 12 Hours

e Professionalism and Productivity
¢ Information Technology
e Communication and Collaboration

e Other electives approved by supervisor

Total Minimum Requirement 16 Hours

Instructions for Supervisors: Please review the areas of focus and subtopics below. On the following pages
are some suggested Courses and Learning Pathways that may be helpful for your OPT’s professional
development. When completing the Annual Appraisal Form in Blue, please note which areas of focus, courses,
or pathways would benefit the employee’s overall performance for the next fiscal year. The course titles may
vary slightly when listed in LinkedIn Learning or the Kalpa catalog.

Areas of Focus

Professionalism & Productivity Information Technology Communication & Collaboration
Time Management: scheduling, Adobe Acrobat DC: forms, documents Conflict Resolution: beginning to
planning and setting priorities & accessibility advanced
Business Etiquette: professionalism, Microsoft OneDrive and SharePoint:
proper phone and email file management, organization and
correspondence sharing Spelling and Grammar

Clerical Support: Editing &
Proofreading, Note Taking & Meeting | Microsoft Excel: from beginning user to

Minutes advanced formulas and functions Diversity & Inclusion
Customer Service Foundations:

serving internal and external Google Suite: docs, sheets,

customers storage(drive), forms, and surveys Effective Listening
Organization & Productivity: Microsoft Word: basic documents,

Microsoft Outlook and OneNote templates and forms, to advanced tips

beginner to advanced and tricks Giving and Receiving Feedback

Windows 10 or Microsoft 365:

Personal Accountability & Leadership | organization and navigation Interpersonal Communication
Virtual Meeting Platforms: Zoom and Teamwork and Collaboration
Critical Thinking & Problem-Solving Microsoft Teams Essentials

Microsoft Access, Publisher, and
Executive Assistant Foundations PowerPoint: beginner to advanced Working with Difficult People

Project Management Banner




Approved Resources for Completing OPT Professional Development Requirements

Source & Content Type

How to Access

Getting Credit

LinkedIn Learning (LIL) 1. Loginto Intranet At the end of each month, administrators run a
. . . report from LIL that captures all of the completed
On-Demand videos, courses | 2. Navigate to the Teaching and Learning Cen- P P P
. courses within that grading period. All completed
and learning pathways ter Page. ) .
courses are recorded in Kalpa. A course is complet-
3. Click on any course link to enter the ed when all course content has been finished suc-
LinkedIn Learning site. cessfully (assignments, test, quizzes, and videos).
4. Search for courses or pathways in the You DO NOT need to send proof of completion to
Search bar. HR or TLC.
Cigna: EAP Wellness 1. Start here: EAP Wellness Webcasts Approximately 1-2 business days after completing
. . . the Webinar, rtificate of completion will
Webcasts 2. Ifyou are a first time visitor, you need to e Webinar, a certificate of completion will be
. . emailed to you. Please forward this to
Live and On-Demand click on the link to create an account. )
“ e . tlc.staff@wccnet.edu for credit.
webinars WCC” is the access code, if prompted.
. If you do not receive a certificate of completion,
3. You must use your WCC email address to y P
log in you must send a "Session Completion Email". After
' you have completed the entire session, send an
4. Once logged in, you will see the list of webi- | email with the Session Title & Date (and Certificate
nars, click Register/Attend next to the of Completion, if applicable) to
webinar. tlc.staff@wccnet.edu.
Blue Cross Virtual Well- 1. Start here: Blue Cross Virtual Well-Being You must send a "Session Completion Email" to
i . . . receive credit. After you have completed the entire
Being 2. Click on the Webinar you’d like to attend or ¥ P
) register for session, send an email with the Session Title &
Live 'and On—DemaTld ) ' Date (and Certificate of Completion, if received) to
webinars and meditations tle.staff@wcenet.edu.
TIAA 1. Start here: TIAA Webinars You must send a "Session Completion Email" to
. L i it. A h | h i
Live and On-Demand 2. Register as a Guest User or Log-in with your receive credit. After you have completed the entire
. session, send an email with the Session Title &
webinars TIAA customer credentials.
Date (and Certificate of Completion, if received) to
tlc.staff@wccnet.edu.
Workforce Development/ |1. Visit the ECD Website to view courses. You must send a "Session Completion Email" to
i i . . i it. A h | h -
Community Enrichment 2. To register you must contact the ECD divi- receive credit. After you have completed the ses

(Non-credit)

sion at 734-677-5060 or email Ecdevelop-
ment@wccnet.edu.

sion, send an email with the Session Title &
Date (and Certificate of Completion, if received) to
tlc.staff@wccnet.edu.

WCC Course

In-person or virtual

Register for and complete a credit course with a

passing grade of “C” or better. WCC courses can

count for up to 8 hours of PD credit per fiscal

year.

1. Complete the process for a Special Request in
Kalpa (last page of booklet).

2. Send an email to ahemphill@wccnet.edu with
a copy/screenshot of your final grades.

Other

Any other training approved
by your supervisor or listed in
Kalpa.

Register for any applicable course in Kalpa. If

the course is not already in the Kalpa catalog,

gather proof of attendance, email from supervi-

sor, certificate of completion, etc.

When you register for a course in Kalpa, your
attendance will be verified by the instructor or the
TLC. Complete the process for a Special Request
(last page of booklet), if the course is not listed in
Kalpa.


https://blackboard.wccnet.edu/
https://event.webcasts.com/starthere.jsp?ei=1162957
https://www.mibluesperspectives.com/virtual-webinars/members/
https://vshow.on24.com/vshow/TIAACREF_VE?l=en#exhibit/LiveWebinarLounge
https://washtenaw.augusoft.net/

How to Find Content m LEARNING

Use the search box to perform
a keyword search

f™ LEARNING People Content Insights Q, excel

Filter results 416 Content results for ‘excel’ Sort by: Best match w

. Search for 'excel’ in Users or Groups
Content language: English w»

= LEARNING PATH

Content by -~ .

_ ) Master Microsoft Excel

] Linkedin Learning (415) I ‘

- _ Skills: Microsoft Excel and Spreadsheets

You can nar [} LinkedIn Talent Selutions (1) | 25h | P
row your 3 learners at Washtenaw Commu... Recommend to learners/groups = More w
search to N Type -~
Courses and : [> COURSE
Pathways. (] Videos (10,168) _f = ../ / Excel Essential Training (Office 365/Microsoft 365)

— . Jd T |
You will only [] Articles (0) = m By: Dennis Taylor - Skill Microsoft Excel
receive cred- U Audio (38) +Addto More v
: (] Books(0)
it for these l:' ookt
two types. S~ U Events () iz LEARNING PATH

@ Learning Paths (37) Getting Started with Microsoft Excel

U Links (0) Skills: Microsoft Office and Microsoft Excel

Documents (0}

Recommend to learners/groups More w

Learning Collections (0)

Choose an Level ~ iZ LEARNING PATH
experience (] Beginner (21) l = Excel Boot Camp
level. nd [] Intermediate (208) 1 Skill: Microsoft Excel
[] Advanced (30) Recommend to learners/groups More w

When you choose a course, pay attention to .II I I ® D CouRs
the software version (year). Most PCs on Excel 2016 Essential Training
campus will have Microsoft Office 2016, any | : By Déirﬁiis/Taylor - Skill: Microsoft Excel
new machines or laptops may have version 8 53m 40955
W e J earners
2019. Microsoft 365 is available from all
I
computers (desktop or laptop). You can
check your software version by opening the e > COURSE
program, clicking File (top left-hand corner) PFT =:EIEI Learning Excel 2019
and then Account. -l By: David Rivers - Skill: Microsoft Excel
ThTm
293,976 learners
Definitions \

Course vs. Pathway : a course focuses mainly on improving one skill set or one type of software. A Pathway is a group of courses
that focus on improving a desired set of skills or software tools.

Credit awarded in hours/minutes: The credit awarded in Kalpa for completion of a course or pathway is determined by the total
course time listed on LinkedIn Learning. In this example, you would receive credit for 1 hour of credit. It may take you longer to
complete the course, but you will only be awarded 1 hour.



Communication & Collaboration

Total
. Course

Courses Skills Time  Level
Grammar Foundations English Grammar 2h1llm |Beg
Advanced Grammar English Grammar 2h8m Adv
Conflict Resolution For Beginners Conflict Resolution 1h34m |Beg
Having Difficult Conversations Interpersonal Communication 1h7m Int
Unlocking Authentic Communication in a Culturally-
Diverse Workplace Cross-cultural Communication 49m Beg
Improving Your Listening Skills Active Listening 29m Beg
Communicating with Diplomacy and Tact Tactfulness and Diplomacy 1h5m Int
Giving and Receiving Feedback Constructive Feedback 48m Beg
Customer Service: Managing Customer Feedback Customer Service and Communication 54m Int
Communication Foundations Communication 1h17m |Beg
Communication Tips Interpersonal Communication 3h42m |Int
Critical Thinking for More Effective Communication |Critical Thinking 46m Adv
Teamwork Foundations Teamwork 1h25m |Beg

Teamwork and Interpersonal Communica-
Working with Difficult People tion 1lh46m |Beg
Pathways

Teamwork, Conflict Management, Cross-

team Collaboration, Interpersonal Communi-
Improve Your Teamwork Skills cation 6h47m |Beg

Teamwork, Conflict Management, Conflict

Resolution, Communication, Personal Devel-
Develop Conflict Management and Resolution Skills (opment 8h23m |Adv
Diversity, Inclusion, and Belonging for All Diversity & Inclusion 6h13m |Beg
Develop Your Communication Skills and Interperson- |Interpersonal Skills, Interpersonal Communi-
al Influence cation, Communication 7h41m |Adv

NOTE: These courses can be accessed 24/7 through LinkedIn Learning (access through Intranet/TLC). This is only a
partial list of what is available via LinkedIn Learning/Kalpa, please feel free to browse the catalog or the OPT Collec-
tion for more opportunities. Credit for ALL LinkedIn Learning courses will be given after the first of each month auto-
matically; there is no need to send certificates of completion.



Professionalism & Productivity

Courses Skills I?r:el Level
Outlook Essential Training (Office 365) Outlook 2h13m |Beg
Outlook 2016 Essential Training Outlook and Email Management 2h49m |Beg
Outlook 2019 Essential Training Outlook and Email Management 2h12m |Beg
Outlook: Time Management with Calendar and
Tasks Outlook and Task Management 1hlm |Int
Outlook 2016: Time Management with Calendar
and Tasks Outlook and Task Management 2h54m |Int
Outlook Microsoft Office Specialist - Cert Prep
(different versions) Microsoft Outlook and Email varies |Adv
Time Management Fundamentals Time Management 1h47m |Beg
Business Etiquette: Phone, Email, and Text Professional Communication, Email Etiquette.... 58m Beg
Writing Customer Service Emails Customer Service and Email Etiquette 1hém |Beg
Editing and Proofreading Made Simple Proofreading and Copy Editing 39m Beg
Administrative Professional Foundations Administrative Assistance 44m Beg
Administrative Professional Tips Administrative Assistance 3h2m |Int
Customer Service Foundations Customer Service 1h22m |Beg
Note-Taking for Business Professionals Business Writing and Note Taking 47m Beg
Smarter Note-Taking with Microsoft Office 365 |Note Taking and Office 365 1h5m |Beg
OneNote 2016 Essential Training OneNote 1h49m |Beg
OneNote Tips and Tricks OneNote 2h3m |Int
Productivity: Prioritizing at Work Priority Management 48m Beg
Time Management Tips: Scheduling Scheduling and Time Management 46m Beg
Project Management Reinvented for Non-Project
Managers Project Management 1h24m |Adv
How to Ask Productive Questions Problem-Solving and Productivity 27m Beg
Problem Solving Techniques Logical Reasoning and Problem Solving 1h32m |Int
Learning Everyday Math Mathematics 2hém |Beg
Pathways
Master Microsoft Outlook Microsoft Outlook 10h Int
Critical Thinking, Emotional Intelligence, Life Skills, Resili-
Master In-Demand Professional Soft Skills ency, Leadership, +2 more 9h13m |Beg
Organization Skills, Time Management, Personal Devel-
Improve Organizational Skills opment 6h20m |Int
Build Your Critical Thinking Skills Critical Thinking and Professional Development 1h56m |Int
Microsoft Office, Administrative Assistance, Time Man-
Become an Administrative Professional (OPT 101) agement, Note-Taking, Business Etiquette 16h Beg
Customer Service, Email Etiquette, Expectations Man-
agement, Professional Phone Skills, Customer Communi-
Become a Customer Support Specialist cation 7h10m |Beg
Master Microsoft OneNote Microsoft Office, Note Taking, and OneNote 5h17m |Int



https://www.linkedin.com/learning-admin/content/learning-paths/5a14795b498e47e9f9c70aab?account=74653082
https://www.linkedin.com/learning-login/share?account=74653082&forceAccount=true&redirect=https%3A%2F%2Fwww%2Elinkedin%2Ecom%2Flearning%2Fpaths%2Fmaster-in-demand-professional-soft-skills%3FshareId=6e77ce57-fa42-45ef-8c54-e997e2f55538
https://www.linkedin.com/learning-login/share?account=74653082&forceAccount=true&redirect=https%3A%2F%2Fwww%2Elinkedin%2Ecom%2Flearning%2Fpaths%2Fimprove-your-organizational-skills%3FshareId=ad20c1fe-23fa-429f-a2fe-3942b163b6b2

Information Technology

Courses Skills Tim Level
Acrobat DC Essential Training PDF Management and Adobe Acrobat 2h9m |Beg
Acrobat DC: Creating Forms Adobe Acrobat and Forms 1h49m |Int
Creating Accessible PDFs PDF Management and Accessibility 5h33m Adv
Google Sheets Essential Training Google Sheets 1h52m Beg
Google Docs Essential Training Google Docs 1h31m [Beg
Google Drive Essential Training Digital Asset Management, Google Drive 1h19m |Int
Microsoft Teams Essential Training Microsoft Teams 2h21m |Beg
Using Microsoft Teams and Outlook Together: Maximizing

Productivity Microsoft Outlook and Teams 49m  |Int
Learning OneDrive Microsoft OneDrive 48m Beg
Windows 10: Organizing Files and Folders Windows 1h41m Beg
Microsoft Cloud Fundamentals: SharePoint Online,

OneDrive, and Teams Microsoft OneDrive, SharePoint and Teams 2hdm |Int
Excel 2016 Essential Training Microsoft Excel 8h53m |Beg
Learning Excel 2019 Microsoft Excel 1h7m |Beg
Excel: Advanced Formulas and Functions Microsoft Excel 4h46m |Int
Excel: Tips and Tricks Microsoft Excel 4h24m |Int
Excel 2016: Advanced Formulas and Functions Microsoft Excel 6h18m Adv
Cert Prep: Excel 2016 Microsoft Office Expert Microsoft Excel 3h45m Adv
Word Essential Training (Office 365/Microsoft 365) Microsoft Word 2h10m |Beg
Word 2016 Essential Training Microsoft Word 5h41m Beg
Word Tips and Tricks Microsoft Word 1h7m |Int
Word: Templates in Depth (365/2019) Microsoft Word 1h13m |Int
Cert Prep: Word 2016 Microsoft Office Expert Microsoft Word 2h13m Adv
Word 2016: Advanced Tips and Tricks Microsoft Word 1h41m Adv
SharePoint Online Essential Training: The Basics Document Management, SharePoint 2hlm |Beg
SharePoint Online Essential Training: Beyond the Basics Document Management, SharePoint 2h9m |Int
PowerPoint Essential Training (Office 365/Microsoft 365) Microsoft PowerPoint 2h37m |Beg
PowerPoint 2016 Essential Training Microsoft PowerPoint 3him |Beg
PowerPoint Tips and Tricks Microsoft PowerPoint 1h53m |Int
Access 2016 Essential Training Microsoft Access 6h45m Beg
Publisher 2016 Essential Training Page Layout and Microsoft Publisher 4h18m Beg
Zoom Essential Training Zoom 1h34m Beg
Learning Computer Security and Internet Safety Windows and Browsers 1h18m Beg
Pathways

Master Microsoft Excel Microsoft Excel 25h Beg
Build Your Excel Skills Microsoft Excel 8h50m |Int
Master Microsoft Word Microsoft Word 13h Beg
Improve Your Microsoft Word Skills Microsoft Word 5h34m |Int
Working Smarter with Microsoft 365 Windows, Microsoft Office, 365 23h Int
Master Microsoft PowerPoint Microsoft PowerPoint and Presentations 11h Beg




Frequently Asked Questions (FAQSs)

Will any "Live" or in-person training events be held this year?

We will add some '"live" virtual training for both In-Service sessions (August and January), and
occasionally throughout the year as needed.

What happens if the OPT does not meet their minimum 16 hours of required training? Satisfactory perfor-
mance of the OPT job duties includes an obligation to complete professional development as assigned by the
supervisor.

What if the supervisor does not allow the OPT to attend training or complete the 16 hour minimum require-
ment? It is the responsibility of the supervisor to set professional development goals with each OPT including a
plan for completing the required training throughout the fiscal year.

What if a supervisor wants their OPT to attend a training session that isn’t listed in this program? This pro-
gram contains a list of recommended courses. A Supervisor may decide to assign other courses that are similar
in scope to the courses in this program or job-specific training.

How will OPTs and Supervisors keep track of their required training hours? All training attended at WCC,
through the TLC will be tracked using the Kalpa System. If OPTs attend training outside of the TLC, the activity
must be entered in the Kalpa System and approved by the supervisor to count towards required hours. The Su-
pervisor is able to view the PD records at any time throughout the year.

Can | receive credit for a WCC credit or non-credit course? Yes, as long as your supervisor agrees that the
course satisfies the “Workplace Effectiveness” recommended area(s) of focus listed in this program.

Who do | contact if | have questions about this program? Please contact Andrea Mendrick at 734-973-3335 or
ahemphill@wccnet.edu



mailto:ahemphill@wccnet.edu

Managing your PD

When you are ready to move on, please click on the menu option labeled PD Plan (Professional
Development). This will bring you to the page where you can view your PD Plan.

View Surveys Completed
Tag Totals
Tag Tag Color Total Taken

Teaching (Faculty Tag) 0.00 Hours
Leadership (Faculty Tag) 0.00 Hours
Workplace Effectiveness (Faculty Tag) 1.00 Hours
Information Technology (OPT Tag) | 0.00 Hours
Communication and Collaboration (OPT Tag) | Hours
Job Specific Training (OPT Tag) | 0.00 Hoyrs
ﬂivility in the Workplace (OPT Tag) [ | 0.0 urs
Diversity and Inclusion (OPT Tag) | 0.00 Hours
Essential Training | 4.00 Hours
Wellness (OPT Tag) | 0.00 Hours
R Professionalism and Productivity (OPT Tag) [ | 0.00 Hours
/4F\dvising & Counseling | 0.00 Hours

OPT - Essential Training Required:4.00 Taken:4.00 Registered:0.00

Course Name
Essential Training 21-22 1126628 |Blackboard 7/1/2021 |Anytime 4.00|Taken |

OPT - Workplace Effectiveness Required:16.00 Taken:1.00 Registered:0.00

PD Requirements

Course Name 1 Status

f WebXtender Training (Webinar) 1114109 |Webinar 7/28/2021 | 10:00AM-11:00AM

Other Professional Development Required:0.00 Taken:0.00 Registered:0.00

Course

Course Name D Location Date Time Hours| Status Tags

Requirements: Your PD Plan displays all of your professional development requirements, and any PD
activity associated with a particular requirement is listed below. At the top of each PD requirement section,
the system displays how many PD hours you are required to complete, how many you have completed, and
a total of the hours for which you are currently registered.

You may have PD activities pre-assigned by your supervisor, or you can add PD activities to your plan by
registering. The system displays the Course Name, Course ID, Location, Date, Time, Hours, and Status.

Tags: Course Tags are related to PD Requirements. These tags help to identify which requirements each of
the courses will count towards. Each tag is assigned a different color. Although Administrators can assign
more than one Tag to a course, the PD activity can only count for one requirement at a time.
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Managing your PD

AfLAan AR

Course Statuses are assigned as follows:

Registered: This means that you are registered or have been approved for attendance to this event. Clicking on
the pencil icon #" next to the course name allows you to change the status. You can Cancel Your Registration by

; |Body Language: Using Non-Verbal 945337 ) A 275 10/5/2018 |9-00AM-11-00aM | 2.00|CaNcel
‘ Communication Registration
Lynda.com: Writing Formal Business f . q4-
B s S 974923 |Lynda.com 11/1/2018 | 1:00AM-11-30PM | 0.75 |Taken
Banner & Self-Service Requisitions 945270  |5C 318 11/7/2018 [10:00AM-11:30AM | 1.50 | Taken [ |
Banner 9: Finance Budget Query 972081 |SC 318 11/14/2018 [11:00AM-12:00PM | 1.00 | Taken |
7 H.:,‘g&%‘f;m Learning to be Assertive 976209 |Lynda.com 12/1/2018 [1:00AM-11:30PM | 1.00|Taken
, |Gonversations with Colleagues: OPT 975554 |pE160 12/7/2018 |2:00PM-3:00PM | 1.00 |Taken
: Prafessional Development
It's Not Me, It's Youl Changing SC 105 Community 1 . 11 ' .
Pt s YU ianghng 975147 o= 1 2/13/2019|11:30AM-1:00PM | 1.00 |Registered
/ VitalSmarts Presents: Getting Things |ggam3g ML 150 28/2019 |8-30AM-4-00P I 75 Cancel
’ Done ) ' ) ) Registration
7 fg’;g%%‘;m Wiiting in Plain English 967139 || ynda.com 9/1/2018 | 1:00AM-11:30PM | 1.75|Taken
/' |ITs open Lab 045808 |SC 318 9/21/2018 | 19-308M- 150 NotTaken |W
/ Bﬁlfignﬁ\femew(St“de'“ SEIVICes 1961787 | Tl 244 10/4/2018 | 10-00AM-11-00AM | 1.00 Cancelled

clicking the pencil icon.

Update: Anything labeled as Registered will change to Update after the date for the event has passed.

Canceled: This indicates that an event that you were registered for has been canceled.

Not Taken: This indicates that you have failed to attend a scheduled event. The status cannot be changed by

users.

Cancel Registration: This indicates that you canceled your registration for this session. Your Supervisor and

Kalpa Administrators also have the ability to cancel your registration.
Taken: This indicates that you attended this PD activity.

Shaded Items in your plan can appear in various colors:

Blue items represent Special Requests.
Grey items represent PD activities that have been pre-registered for you.
No color items are PD activities that you registered for from the online catalog.
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Registration

To register for courses or events from the course catalog, click on the Registration menu option located on
the menu.

Bulletin Board Professional Development Plan Registration Documents Profile Contact

Search: Q, ]
sacpsel @ Ewoeel ] Note: The Course Catalog
Additional Filters._.. v . .
can also be viewed in

calendar form by clicking on
the Calendar View tab

Register  Course Name:

"Goals Tool" - Alignment and 11:00AM-
Register Assessment 977266 | GM 230A 1/25/2019 12:00PM 1.00 12 5 Option |Ocated at the top Of
Annual MI A.C_E. Network Off Campus - See link 8:00AM-
Register Conference (2 day event) 975135 for details 61372019 5:00PM 1200 150 1 the |ISt
Banner 9: Finance Query Self- 10:30AM- )
Register Service 977859 | SC 318 1/30/2019 11-30AM 1.50 12 0
Register | BOdY Language: Using Non-Verbal | gegqes | 1a 278 31152019 | 1100PM- 200 30 |24
Communication 3:00PM
Bridging the Gaps: Generations 10:00AM-
Register Working Togather 973813 | BE 230 4912019 11:00AM 1.00 39 2
Build Social Presence and Increase 12:00P-
Register | Retention (Online/Blended Faculty 974196 | BE 180 20202019 | 4 g0e1 1.00 28 1
Only)
il Wi | rcrivs P olen ananmn

In order to register for courses or events, you must first look through the Course Catalog and find courses or
events that you wish to attend. There are several ways to search through the Course Catalog.

Keyword Search: The Search function allows you to type in a keyword or other search term. A keyword will
search the course title, description and location fields. You can also enter the course ID, if you know it.

Date Search: If you know the date of the event you are looking for you can filter by date. To do so, enter a
start and end date in the corresponding fields on the page.

Sort by Tags, Requirements and or Categories: Click the drop down arrows next to "Additional Filters",
under "Categories", or check any of the other boxes to narrow down your search for available courses. This
should help you find courses that will count towards your PD Requirements.

Search: ‘ Q ‘

StartDate] ~ |[@ EndDate:| | //_—\\\
Additional Filters... \t_]

Requirement(s) Tag(s) Categories ~—

L FT Faculty o # Civility in the Warkplace
~ |« OPT - Civility in the Workplace ~ |« Communication and Collaboration ﬁ
~ |« OPT - Diversity and Inclusion - & Diversity and Inclusion
- |« OPT - Essential Training -« Essential Training
-l OPT - Workplace Effectiveness - Information Technology




Registration

To register for a course: Click on the Course Name (in blue font); this will take you to the course description.
Important things to note in the description:
e The Target Audience - does this apply to you or to your job?
e Description - Are there pre-requisites required before you attend? Are there attached documents to
review or other important instructions?
e Tags and Requirements: are always listed at the bottom of the description.

Bulletin Board Profes

& Course Detail

:
Course ID: 977859
Course Name: Banner 9: Finance Query Self-Service
Hours: 1.50
Additional Filters... Offer Date: 1/30/2019
Time: 10:30AM-11:30AM
*:Il  Course Size: 12
Register Instructor: Nichole Marbury Info Sys Train
Target Audience: Banner 9 Users
Register Banner 9 A
Service Location: SC 318
Register Body Larf First Day Registration: 1/15/2019
Communfl Must Register BEFORE: 1/31/2019
Register E\:idﬁ_ing |\:1LIS_T Cajoel BEFORE: 1/31/2019
OfKINg Iy Registration Pin Required:  No
Register | Civility arll v/alidation Type: Sign In Sheets
Register Civility arj|  Approval Levels: 0
(Webinarll v, Site:
Register | €8Nl  Categories: OPT, Staff
Enviranm o ) ) ) )

_ ; Description: This workshop provides a basic overview of the
Register | Don't TaK Banner Finance System. Participants will be
Register | Don't TaK introduced to fundamental purchasing concepts_ and

: : terminology used here at Washtenaw Community
Register | Effective College. Topics include: Overview of Purchasing

B Process, FOAPAL Descriptions, and Finance
: Embracin : i
Register | £ 1 e Terminology.
This Course can be applied to the following requirements:
ﬁ EE E OPT - Workplace Effectiveness
Other Professional Development
e
fags apbied to this course:
: Information Software skills such as Microsoft Office
C(ALPA Professional De M applications, Google apps, Banner and other
{ALPA Systems Inc.© Technology technical tool
019 All rights reserved echnical tools.
I :

Once you're ready, simply click “register” next to the title of the session or at the top of the window(in Course
Detail screen).

Once you have registered for a course, it will be added to your PD Plan and you can view it along with all of
the other courses you have registered for under the Professional Development Plan menu option.

Note: You cannot add courses with timeslots that conflict with existing ones on your current schedule. The
application will not add these courses until you un-register from existing courses in your PD Plan.



Canceling Your Registration

It's important to cancel your registration if you discover
that you cannot attend. This will open up seats for others =/, “ .
to register - especially when classes are full or near full. [
Please by mindful of your colleagues and cancel your

registration when you cannot attend. o T
Validation # il
To cancel your registration: Go to the PD Plan Tab and oy e | e’—i
Click on the little pencil icon next to the Course Name (in Reghered
blue font). Click the drop-down arrow next to Status and '
choose "Cancel my Registration". Then Click the green

checkmark to save your changes.

Special Requests:
Entering Other Professional Development

Users can submit any activities outside of the course catalog into their PD plan through the Special Request
process. These are typically activities that only one or two people from the college attend so it does not always
make sense to add them as a catalog course.

Special Requests will show up in your PD Plan with a blue background once they are approved by your
supervisor.

Using the “Special Request” button in KALPA:

e In KALPA, click on “Professional Development Plan”

On the far right you'll see a blue button “Special Request”

Click on the Special Request and entered all the details from the conference/event
You can also add attachments such as handouts or a certificate of completion

- : v - e
%--.- etin Boa .-% Professional Development Plan F_.m.m.m. Docum Pro
My PD Plan Luw*wq m
School Year: N
T ] P ——
20182019 - Ssecal rcavest Jl)
A
Civility in the n Promotes a safe and respectful workplace free of harassment and 5 00 Hours
Workplace bullying behaviors.
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