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FOR SCHOOL ADMINISTRATORS 
A. Viewing teacher transcripts 

B. Recommending events to teachers 
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1.  Follow the directions in STEPPER 1: LOGGING IN AND SEARCHING to 
access the system. You will land on the Welcome page. 

2. Click the blue circle labeled, MY 
PROFILE. 

3. This will take you to your 
PROFILE page. Scroll to the bottom 
to see the people you supervise. 
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4. Click on a teacher’s 
name to be to be taken 
to his/her profile page.  
Click TRANSCRIPT 
from the white menu 
bar at the top of the 
page. 

5. This will show you 
the events the teacher 
is registered for, is 
waitlisted for, or 
withdrawn from. To 
see completed events, 
click the down arrow 
on the ACTIVE button. 
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B. RECOMMENDING PROFESSIONAL DEVELOPMENT  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Hover over the LEARNING tab 
and select LEARNER HOME. You 
will be taken to this page. If you 
know which event you want to 
recommend, type it in the search 
box and select it. If not, you can 
use one of the search paths 
described in STEPPER 1.  

2. Once you are 
on the TRAINING 
DETAILS page for 
the selected 
event, click the 
ASSIGN button at 
the top. 
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3. You will be 
taken to the 
ASSIGN 
TRAINING page. 
You will see your 
subordinates 
listed at the 
bottom of the 
page. Check the 
box next to the 
teacher you are 
recommending 
the event to or 
use the check all 
box at the top. 
Click the submit 
button.  
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4. When the teachers who are assigned events go to their LEARNER 
HOME page, they will see a list of the events that have been 
recommended by their principal. 


