Fortlancl Fublic Schools

PPS Learning Campus
Reference Guide

PPS staff can register for and manage their PPS learning sessions through the PPS Learning Campus -
Learning Management System (LMS). This guide outlines the steps to register for a session or course,
cancel out of a session, check your scheduled training sessions and print completion certificates.
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Logging In To the PPS Learning Campus

Step 1 Start your web browser by double-clicking
the Internet Explorer, FireFox or Safari icon
on your desktop.

Step 2 If it's not your Home Page, enter
http://inside.pps.k12.or.us in the Address

field.
¢ http: ffinside. pps. k12, or us]

Press the Enter or Return key on your
keyboard.

Step 3 On the PPS Inside page, click the Technology
Technology Services button, Senvices -
Then click the PPS Learning Campus T
link PPS Learning
Campus
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Name].

To log out of the system when you
have completed your training session, move
your mouse over Account and click the

NOTE: If you do not want to go through PPS
Inside, you can enter
http://campus.serebra.net/portland in the
browser address field. htkp: ) fcampus, serebra, netfportland)
Press the Enter or Return key on your
keyboard.
Step 4 At the main screen, enter your PPS E-mail Ugername
Username in the Username field.
Next enter your PPS E-mail Password Password
in the Password field.
Click the Log In button. Login
Step 5 The PPS Learning Campus Main Screen ome f Catalog I Calendar List
will open. 2 All Courses
% Events Calendar Calendar of Events
In the upper right corner, you will see a GE  Earning MAY 2011
message that You are logged in as: [Your > EEEDSEEL <Provious |llext»

VIEW IList -] | b ULk EVENT

“ou are logged in as: samustudent | Account «

Account information

Change password

Log out link.

Preferences
Course Catalg
Log out

Browse and Register for Classes Using the Calendar

click the Events Calendar button.

Step 1 Click the Home or Course Catalog tab at m
the top of the screen. or '
Step 2 To browse for classes using the Calendar, % FEvents Calendar

FOR ASSISTANCE CONTACT THE IT SERVICE DESK, 503.916.3375 or

itservicedesk@pps.k12.or.us




PPS LEARNING CAMPUS PORTLAND PUBLIC SCHOOLS

Step 3 The Calendar of Events window will open.

Calendar of Events

MAY 2011 Fitter by location: | &Il locations hd
4P
odnosdey | thurscay
DATE TIME EVENT

[PSLADT 39-0003] - Gr. 9-12 Languadge Arts Curriculum Team: Peer Observations

Location: TBA TBA Details Add

May 2 G:00 A

[PEPS0730-0026] - PeopleSoft SMT: Refresher TrainingiMork Session

Location: BEST Wailowa Lab Details Add

May 2 330 PM

. [PSPSEOOT 3-0001] - Eguity Training - Strand 1 E Team Seminar 1 Detail " Add
I May 3 BH0 AN Location: Ambridge Event Center Ballroorm stalls £ Adc
I [PSPS0730-0027] - PeopleSoft SMT. Refresher Trainingvark Session

Location: BEST Wailowa Lab Details Add

May 3 330 PM

[PSCM4000-0010] - Classroom Management Series for Private School Staff

Details ad Add
Lacation: Rice Gympasiym B

May 3 4:00 PM

S‘I’e!:) 4 To view only classes at a particular location, | Fier by location: | Al 10cations v
(Optional) | click the Filter by location drop down list in
the upper right part of the Calendar.

‘Al locations v

Click the Location you wish to search ~OHS (@ Benson, Conference R,
on. Alameda ES
Applegate Head Start
Arleta ES
Astor
Atkinson Elementary
BeachES
Beaumont M3
Benson HS
BESC

S'I'e!) 5 | To change the Calendar View, in the left
(Optional) | navigation bar, click the View drop down VIEW | List =
list.

Select the Month, Week or List view.

NOTE: Users have found the List Wieek
view the best to work with. y List
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S‘I’e!:) 6 To view only specific Curriculum, first, in the CURRICULUM LIST
(Optional) | |eft navigation bar under Curriculum List,
click the none link. Select: all, none
Then click the checkbox next to the
Curriculum Heading(s) you wish to view [P e ond
(You may select more than one) Counseling
n Clazsified Connections
To view All Curriculum, click the all MR
link at the top of the Curriculum List. ResourcesBensfits
|:| PeopleSoft
n 515 (General Education)
S‘I'e!: 7 The list will default to the current month. To
(Optional) | change to another month, click the MAY 2011
Previous or Next navigation arrows next to 4Previous | Hext »
the Month name.
Sfep 8 Once you've located your class, if you wish [PSSZ0043-0001] - Gr -8 Spring sasyCEM
(Optional) | to view information about the class, click the | “net  &1sam  ouy
(d etails) link ! Location, POA@RIce Room 9
> Details Add
The class information and a maps training
location will display.
Step 9 To register for a class, click the Add button [PSSZ0048-0001] - Gr 6-8: Spring essyCEM
: J 1 815 AM OMLY
on the ClaSS yOU WISh' i Location: POA@RIce Room 9
Details Al
Or from the Details screen, click the
Register tab at the top. .
—>  Register
Step 10 | The Register for an Event confirmation Register for an Event
box will open. Click the Yes, | am
intertested in registering for this event Cowrse  3r 6-8: Spring easyCEM Data Analysis for
radio button. Date Jure 1, 2011 at 815 AM
\ Location PD.""\@RiCE (Room 9) 6433 ME Tillamoaok,
$ 0 Yes, | am interested in registering far this event.
Then click the Register Now button. ) _
\ Select Register Mow' to complete enroliment. This o
To register for additional classes, N rcicter
repeat steps 9 and 10. ——
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Calendar of Events

Step 11 The Registration conformation page will
appear at the top of the calendar display. — &

M Data Analysis for ZONE / TITLE | SCHOOLS ONLY has heen added to your My Training area. Continue
the event details

JUNE 2011 Fitter by location: [ &1l [ocations =

aPrevious [llext»

Browse and Register for Classes Using the Course Catalog
Step 1 Click the Course Catalog tab at the top of
the screen —or — 9

Click the All Courses button from the =% All Courses
Home page.

Step 2 The Course Catalog page will display. Catalog

District Staff Training

Click on a Curriculum Group heading to

display the curriculum within the group. <7 el i [Pzl Lo DLl el

> Business Processes & Technologies

& Curriculum and Instruction

S'I'ep 3 The C.:UI’I’ICU|UFﬂS within the selected group District Staff Training » Curriculum and Instruction
will display. The number of courses/classes

within that curriculum is listed in parenthesis
[ (6 courses)].

Curriculurm and Instruction
= Arts (6 courses)
= Career Technical Education (4 courses)

= Classroom Management (9 courses)

To search for classes/courses, click on

. = ESLBili {51
the Curriculum name. — Hingual (51 courses)

= Health Education {10 courses)

Step 4 The list of Classes (listed as events in the DELIVERY column) and/or e-Learning
Courses (listed as web in the DELIVERY column) will display. This list is sorted
alphabetically by the Course Title column.

. ¥ Math {143 courses)
COURSE 1D COURSE TITLE DELIVERY

PShA27ED 6-8 Math/Tech evert details add
PEMAZ210 Bth Grade Math CWMP 2 Overview Session evert details add
PSMADSO0 CPM Algebra 2 Connections Support and Follow-Up Classes evert details add
SfeP 5 Once you've located your class, if you wish /
(Optional) | to view information about the class, click the
(details) button. >  details add
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Step 6 To register for a class, click the Add button
on the class you wish.
details add
Or from the Details screen, click the > Register
Register tab at the top.
Step 7 The list of Classes Dates, Times and Locations will display. This list is sorted
descending by the Date column.
Register for a course
Cowurse Gr. 1: Getting Started with Bridges (PSMADT14) [~ Add this course to
_ _ o _ my parsonal
 Yes, lam interested in registering for this event. learhing plan
I  Aug25  S30AM  PDA@Rice (TBA) 6433 NE Tilamook, Portiand, OR, US [Day 1] 23 Seats
I  Aug23  G30AM  PDA@Rice (TBA) 6433 ME Tilamook, Portiand, OR, US [Day 1] 3 Seats
I C Junz? BI0AM  THA(TBA) [Day 1] 23 Seats
I 0 Junz3 B:30AM  THA(TBA) [Day 1] 18 Seats
I 0 dunzt BI0AM  TBA(TBA) [Day 1] 4 Seats
Select 'Register Mow'to complete enrollment. This course will be added to your by Training area.
Register How Close
Step 8 The Register for an Event confirmation Feamterforacaurse
_bOX will open. C“C_k thE_ Yes, | am Cowse  Gr. 4 Gelling Started with Bridges (PSMAO11T)
intertested in registering for this event
radiO button  Yes, | am interested in registering for this event.
I & Aug 23 £:30 &b PDA@Rice (TBA) 6433 NE Tilamook, Portland, O,
Next, select a Class Date, Time and O AnZr MM TBA(TBA)Dw 1]
Location radio button_ / I & unz23 :30 Abd TEA (TBA) [Day 1]
I i dun2t 5:30 AM TBA (TEA) [Day 1]
I i May 24 5:30 AM PDA@RIce (Rm 9) 6433 ME Tillamook, Portland, OF,
next five =
Then C|iC|( the Register NOW button.\ Select Register Mow'to complete enroliment. This course will be added toy
. .. $ Register How
To register for additional classes,
repeat steps 2 through 8.
Step 9 The Registration conformation page will Colendarof Bvents
appear at the top of the calendar display. e
JUNE 2011 Fitter by losation: [ A1l locations =
4Previous | llext»
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Browse and Register for E-Learning Courses
Step 1 Click the Course Catalog tab at the top of
the screen. '

Then click the E-Learning button = E-learning

—or — Click the E-Learning button from
the Home page.

Step 2 The Course Catalog page will display. Catalog

District Staff Training

Administrative Professional Development

Click on a Curriculum Group heading to
display the curriculum within the group. :

Business Processes & Technologies

Curriculum and Instruction

Step 3 The Curriculums within the selected group
WI” dISpIay. The numb(_ar Of E_I__ea'rnlng_ Business Processes & Technologies

courses within that curriculum is listed in 5 R T O eD)
parenthesis [ (6 courses) ].

District Staff Training » Business Processes & Technologies

= GroupWise (3 courses)
= Information Security Awareness (6 courses)
To search for E—Learning courses, click =+ Microsoft Office Mini Courses {1 course)
on the Curriculum name. = PeopleSoft {7 courses)

Y

RedDot CMS (2 courses)

Step 4 The list of only e-Learning Courses (listed as web in the DELIVERY column) will display.
This list is sorted alphabetically by the Course Title column.

4 RedDot CMS (2 courses)
CODE TITLE DELIVERY

PEROG200 RedDat for School Staff ek Details Add
PSRDOG300 RedDot for Department Staff ek /’etails {I{I
STeP 5 Once you've located your class, if you wish /
(Optional) | to view information about the class, click the
(details) button. >  details add

/
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Step 6 To register for a class, click the Add button
on the class you wish.

details add
Or from the Details screen, click the —>  Register
Register tab at the top.
Step 7 A confirmation box will open. Click the e seoue
Radio button next to Yes, | am interersted Comse  RedDotfor Depariment tal PSR0350
in registering for a 12 month license to o
th | s CO u rSe © “es, | am interested in registering for a 12 month license to this training.
Select Register Mow'to complete enrollment. Thig course will he added toyour My Training ares,
Then click the Register Now button. =——— 2> sestcton
Step 8 To start an E-Learning Course, click the My % My Training
Training tab at the top,
Step 9 On the left, click the Courses link. <+ My Training
s Dashboard
r Courses
« Calendar
Step 10 Click the Launch button to the right of the Launch

course.

Browse and Register for Classes Using Course Search
Step 1 g(iad; (;[rheeegourse Catalog tab at the top of

Then click the Course Search button + Course Search

—or — Click the Course Search button
from the Home page.

Step 2 The Course Search page will display. Course Search

Enter the Course Name, Number, or

Location in the Text field. w Search

Click the Search button.

Step 3 The list of Classes (listed as events in the DELIVERY column) and/or e-Learning
Courses (listed as web in the DELIVERY column) based on your search criteria will
display. This list is sorted alphabetically by the Course Title column.
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Course Search

bridges Search

Search Results

CODE TITLE DELIVERY

PEMADT14 Gr. 10 Getting Started with Bridges event Details Add
PSMA0115 Gr. 2 Getting Started with Bridges event Details Add
PEA0116 Gr. 5 Getting Started with Bridges event Details Add

S‘i’e!: 4 Once you've located your class, if you wish
(Optional) | to view information about the class, click the
(details) button. >  details add
Step 5 To register for a class, click the Add button
on the class you wish.
details add
Or from the Details screen, click the —> Register

Register tab at the top.

Step 6 The Register for an Event confirmation feaistertor course

_box WI” Open C“Ck the Yes’ | am Cowrse Gr. 4 Getting Started with Bridges (PSMAD117)
intertested in registering for this event
radio button.

© Yes, | am interested in registering for this event.

I i Aug23 8:30 Ah PDA@Rice (TBA) 6433 ME Tillamoak, Portland, OR,
&

Jun 27 8:30 AM TBA (TBA) [Day 1]

Next, select a Class Date, Time and

Location radio button. —_—

Jun 23 530 AM TBA (TBA) [Day 1]

[
o]

© dun2 BA0AM  TEA (TBA) [Day 1]

I © May24  B304M  PDA@Rice (Rm ) 6433 NE Tilamaok, Porland, OR,

next five »

Select Register Mow' to cornplete enroliment. This course will be added toy

Then click the Register Now button.
\
~
To register for additional classes,
repeat steps 2 through 8.

Cancel a Registration

Step 1 To cancel from a class hat you registered
P for, start by clicking the My Training tab. e

Register How
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Step 2 In the left navigation bar, under My =% My Training
Training, click on Calendar.
s Dashboard
+ Courses
r Calendar
« Compliance
+ Learning Plans
S‘I'e!:) 3 To change the Calendar View, in the left
(Optional) | navigation bar, click the View drop down VIEW | Month v
list.
Select the Month, Week or List view.
YWieek
| List
S‘I'e!: 4 The list will default to the current month. To
(Optional) | change to another month, click the MAY 2011
Previous or Next navigation arrows next to 4Previous | Hext »
the Month name.
Step 5 After locating the class in the calendar, click §-15AM  Details
the Details button.
[PSSZ0049-0001] - Gr
G-5; Spring easyCBM
Data Analysis for
ZOME S TITLE |
SCHOOLS OhLY
Step 6 On the details scree, click the Cancel Course Code: PESZ0043-0001
Event button. Gr6-8: Spring easyCBM Data
SCHOOLS ONLY
Foom 9 @
FDA@RIce
6433 ME Tillamook , Paortland, 97213
LUMITED STATES
Map
Cancel Event
Step 7 A confirmation dialog box will open. Click ) )
the Yes button to cancel your resgistration. Are yal sure you want towithdraw from this event?
Yes Ho
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NOTE Currently there is not a method to cancel
E-Learning courses you may have
registered for,

View Course History & Print Certificates

Step 1 To view your course history, start by
P clicking the My Training tab. My Training

Step 2 In the left navigation bar, click on My
Certificates link. Here you can view all o
training you have completed. — b Ul
= My Certificates

= My History

Step 3 Locate the class/course, and click the View View POF
PDF button. A certificate will open in a new
window.
Set Preferences for Event Calendar
Step 1 To set your preferences for the curriculum Account v

that shows for your event calendar, start by
clicking the Account button in the upper
right corner.

Step 2 In the left navigation bar, click on + Preferences
Preferences.

o in a3 twoight2 Account v

Account information

NOTE: you could have selected Preferences
Preferences from the dropdown when you

mouse-over the Account button. ]
Step 3 From the list of Curriculum, check (select)

or uncheck (deselect) those curriculum that =
you wish to see when you click on the
Event Calendar.

Guidance and Counseling
v Classified Connections
v Employes Training

. v e5IS (General Education)
NOTE: You can select/choose to view other

curriuculum in the Event Calendar.

v Human ResourcesBenefits

Step 4 After making your selections, at the botton Save Preferences
of the list, click the Save Preferences
button.

For questions about the PPS Learning Campus that have not been addressed in the Reference Guide,
please e-mail to techtraining@pps.k12.or.us .
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