
 

The Life of 

A Professional  

Development Activity in 

AllofE 
 

 

 

Before the Activity 
1. Create the Activity 

2. Enroll staff members in the Activity 

3. Add an evaluation to the Activity 

4. Print an attendance sheet for the Activity 

 

During the Activity 
1. Have staff members sign the attendance sheet at the Activity 

 

After the Activity 
1. Use the attendance sheet to submit attendance for the Activity 

2. When the evaluation closes, view the results of your Activity 



How To Create an Activity 
First, choose PD Admin from your home screen. 

Next, choose Manage Classes from your Quick Links 

Next, choose Add Class 



From here you will need to enter 

the following information: 

 Title of  activity 

 Hours (length of  activity) 

 Description of  activity 

 Cont. Certification Eligible 

(yes only if  attendees will re-

ceive college credit) 

 School Year the activity is in  

 Minimum and Maximum stu-

dents that may be enrolled in 

the course 

 Categories that are applica-

ble to the activity. 

 Date, time, and location of  

the class.  To enter this infor-

mation, choose the Add but-

ton under Sessions.  If  an ac-

tivity will be happening on 

more than one day (usually 

consecutive), you would add 

the other sessions onto this 

one activity.  If  you are set-

ting up a year of  Design 

Team meetings, you would 

want to create an individual 

activity for each month using 

the Copy feature. 

 Select a provider (usually 

ISD) 

 Building/District activity 

 Activity fee if  applicable 

 Instructor of  Course-may be 

more than one. 



Next, determine 

which CSIP goals 

are applicable to 

your activity.  At 

least one must be 

selected. 

Beyond that you can restrict viewers based on the following criteria: 

 Grade 

 Department 

 Group 

 Building 

You must click on the Submit button to add the activity 

to the catalog 



How to Enroll Staff  Members in an Activity 
First, choose PD Admin from your home screen 

Next, choose Enrollment Tools from your Quick Links  

Next, highlight your activity.  Click on the colored box to the left of  the activity.  Do not select 

the orange title or you will view the activity instead.  Choose the More dropdown box and select 

Enrollments 



From here you can add individuals by searching for their names, you can add entire 

buildings, departments, grades or groups by using the User Filter on the left side of  

the page.  When you find the users you want to enroll you can highlight their name (s) 

and choose Add    or you can enroll them all by choosing Add All.   

If  you add someone that you did not want to add and would like to remove them from 

your list, you would need to select the staff  member and choose Remove  

 

Remember, you must save all of  your changes! 

 



How to Add an Evaluation 
Choose PD Admin from your  home screen.  Again, you will choose Enrollment 

Tools from your Quick Links 

Next, highlight your activity by clicking on the colored box to the left of  the activity title,  

select More and then select Evaluations on the dropdown box. 



Choose the survey you want to use with your event.  Click in the area under Start 

Date and End Date to select your days.  After you have selected your days, tab 

over and then hit Submit.  You will then get a message that your changes have 

been saved. 



How to Create an Attendance Sheet 
Choose PD Admin from your  home screen.  Again, you will choose Enrollment 

Tools from your Quick Links 

Next, highlight your activity by clicking on the colored box to the left of  the activity title, 

then select Attendance Sheet.  The attendance/sign in sheet will pop up.  Select Print and 

you are done. 



How to Confirm Attendance 
First, choose PD Admin from your home screen.  Then, you will go to Enrollment Tools 

through the Quick Links.  Next, highlight the activity by clicking on the colored box 

and choose the More dropdown box.  Select Course Credit Data. 

At this point, a box will 

pop up with a list of  every-

one who is enrolled in the 

activity.  Enrollees are all 

at the Approved status   

until the day after the      

activity and then they are 

all automatically changed 

to Completed status.  If  

you have someone who is 

absent you will need to 

change their status or they 

will be automatically given 

credit.  It is up to instruc-

tors to keep our attendance 

as clean as possible. 



To change someone’s status, you will need to click on their status box.  A dropdown 

box will appear and you can then choose No Show. 

 

 

Remember to choose Submit when you have completed your changes. 



How to View Your Evaluations 
Choose PD Admin from your  home screen.  Then choose Enrollment Tools from 

your Quick Links 

Next, highlight your activity by clicking on the colored box to the left of  the activity title,  

select More and then select Evaluations on the dropdown box. 



Choose the View button to view your survey results.   

The first page is a list of  staff  members who took the survey and the date/time they started 

and completed the survey.  This page only lists 50 staff  members at a time, so you may have  

several pages to this report.  To view the actual results choose Evaluation Report. 



The next page shows your results and gives you the option to export the file to  

Excel.   



 

Helpful Tips for AllofE  

 
 

 Only the instructors can see the results of the evaluations.  It is a good idea to 

add both the building principal and PD rep as instructors. 

 

 When enrolling staff members, make sure to verify the list of enrollees.  This 

will help alleviate confusion on who should attend and who shouldn’t. 

 

 Everyone who is enrolled in your activity can take the survey.  You MUST enter 

your attendance into AllofE.  This will nullify the submissions of staff members 

who did not attend the activity. 

 

 Surveys have been update yearly based on the input of the PD Committee.  

Please do not use any surveys marked (OLD). 

 

 All evaluation answers are anonymous.  The results were originally written to 

include the time the answer was entered and if someone had enough time, they 

could have compared the two lists.  We asked for a rewrite to the results to guar-

antee anonymity! 

 

 Evaluations should be available for 2-5 days after the activity.  We should be al-

lowing a few minutes at the end of an activity for staff to log-in and take their 

survey.   

 

 


