Prolraxx

MyEzTraxx Enrollments

MyEzTraxx is the general teaching staff module of EzTraxx Online used for proposing professional development
activities, enrollment, enrollment management, transcript access, and the creation and tracking of Individual
Professional Development Plans. It is the resource for news and information about your district, provides links to
sites of interest and the Regional Education Service Centers, and provides Help and Support features. It is fully
integrated with the EzTraxx Online application used in your organization’s Central Office for the planning,
management and reporting of continuing education and related staff data.

The features and functionality of the MyEzTraxx site are managed by the district or organization’s administration.
The site’s dynamic menu allows each client to select the features they will make accessible to their users.
Following is a list of the topics covered in this document to assist you with using the application.
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1. Class Catalog Enrollment

Utilizing the Class Catalog Enroliments feature is one method of searching for activities.

e Once you login to your online MYEZTraxx site,
select ENROLLMENTS / Class Catalog. Class - Advanced Search

ENROLLMENTS | FORMS INSTRUC‘_(?

Class Calendar

| Class Catalog |

Enrollment Management

I__.y e gzl /

The CLASS CATALOG page is now open. e e

e Scroll through the returned results by Activity L g . .
Group Topic or Perform a quick search. Type in or (38950) souance swcn sewen conn
select any relevant information that will refine your
search, or leave all fields empty to return all e
records.

Administration & Supervision

Vil Every Teocher Heeds 1o View Details

e Click the button.

aniTime  EndTee  Lecaton

ST N PP NN

The CLASS CATALOG page will refresh. Yo, Derarls

2 Session Count: 1 1 0f 10 Seats taken. People on Waitist: 0

e If space is available in an activity class, the T g ———
button Wl“ appear' arget Audience: [Administraters Only]

e If the activity class is full, you may see the

button Opt|0n Prerequisites:

o If you are already enrolled in an activity class, the
message “YOU ARE ALREADY ENROLLED FOR THIS
CLASS” will appear.

Schedules:

06/18/2008 9:00 AM  12:00 AM High School 1

StartDate StartTime EndTime Location Room # ‘

Activity ‘

None

YOU ARE ALREADY ENROLLED FOR THIS CLASS

e If you attempt to enroll in an activity class which
would create a scheduling conflict based on
enrollment in other activities, the message “A
SCHEDULE CONFLICT EXISTS. YOU WILL NOT BE ABLE
TO ENROLL IN THIS CLASS” will appear. You must
edit your schedule in order to enroll in this class
(see ENROLLMENT MANAGEMENT).

e Click the button.

[ Emean |

e When prompted “Are you sure you want to enroll
for this class?”, click the @ button.

View Activity Class
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The ENROLLMENT CONFIRMATION page is now open.

Notice the PENDING status of the class you just
enrolled. Your enrollment approval/denial will be
determined by pre-determined administrators. Once
your enrollment status has changed, it wil be
automatically updated on your ENROLLMENT
MANAGEMENT page.

Note: You can enrollments according to Activity, Start
date and Enrollment Status by dragging their
respective title above the table menu.

Enroliments / Enrallme|

Quick Search

Start Date: Activity Name: Enrolment Status: | All |
SearchiFilter
Drag a column header and drop it here to group by that column - Groupatle Columns (Activity | Start Date | Course Code | Enroliment Status)
Withdraw  Evaluation  Class . Course  Enroliment Payment
2
Enollment  Form  Detalls < SertDate  coge Status Stetus Trens Method
Salina's :T
Details | EzTraxx 05302011 "E"E APPROVED | COMPLETED
Introduction 011
 salnaEzTraex 10- - - -
Details Introduction 05412:2011 a0z CONFIRMED = COMPLETED

02z

P adlP b._n ""l\‘hl.‘- '.‘....-._..0‘--—-\_ ISR Spver-Tgy 5
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2. Calendar Enrollment

Utilizing the Class Calendar Enrollments feature is another method of searching for activities.

e Once you login to your online MYEZTraxx [ e\RoLmENTs. | FORVS. INSTRUCTG
site, select ENROLLMENTS/Class Calendar Class - Advanced Search
from the above menu. [ Class Calendar

Class Catalog

Enrollment Management

. Lﬁ{e Providers hd

The Calendar page is now open. Notice your Calendar View choices:

1. Show All: Returns all activities, events,

L . “ Sulo TuWe Th Fr Sa|
and activities user is currently enrolled - TREER
in +efs |r |3 |s 1ot
Calendar Visw  ® Show Al O Activities © Events © My Activities + {2113 1415 1161718
-+ (1920 |21|22 |23 |24)25
Subject Araa- |All &/ -+ (26[27 |28(29 [30
Topic Code: |All - -+
Event Type: |All -
Change
Target .
Audience ‘A” I'I[ Apply Filter l View | Month View &
May July
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4
9:00 Al 4:00 AM
999-11-302-011 999-10-205-004
S Craig FOOD
% TEST
Intraduction
5 6 I 8 9 10 1

B Y T I ! 2 o N

2. Activities: Returns the activities that are
. u Sullo TuWe ThFr Sa|
available for enrollment. N RERAD
+5 6 |78 |3 10111
-+ |12]13 14|15 |16 17|18
-+ 1920 |21/22 |23 24|26
-+ 26|27 |28|29 |30
Calendar View: O Show All ® Activities O Events O My Activities ad
Subject Area: |All b4 Change
Topic Code: | Al ~ | Apply Fiter | view | Wonth View
ey July
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4
4:00 AM
999-10-205-004
Craig FOOD
TEST
5 3 7 5 3 10 1
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3. Events: Returns any events entered into
.. .. » SuMo TuWe Th Fr Sa
the calendar by administrators. This is a - A
viewing feature created to help avoid e
scheduling conflicts. 19020 21 22 [eaeiles
-+(26 |27 |26 |29 30
Calendar View: O show Al O Activities @ Events O My Activities +
Event Type |AII |E| Ch
ange
Auoncs: A1 vy,
May July
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4
] & I B El 10 1
4. My Activities: Returns activities that the
. . w SuMo TuWe ThFr &
user is currently enrolled in. T T RRE
+5 |8 |7 18 |9 1011
-+ 12|13 [14|15 |16 |17/18
-+ (19120 |21|22 |23 |24/26
-+ |26 |27 |28)29 30
Calendar View: O Show All O Activities O Events @ My Activities -+
Subject Area: |All - Change
Topic Code: |All w || Apply Filter ] View Manth View
L July
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4
9:00 A
999-11-302-011
Salina's EzTraxx
Intraduction
5 8 I 8 El 10 11
e A "‘\r‘nﬁ““ mw""“\“_ . .’

To enroll in an activity:
e Select the Activities Calendar view.

e Click on the underscored title of the activity
you would like to enroll in.

14

9:00 Al
§99-11-052-001
CALLIn vour
Classroom
[Marzano and
Effective
Teaching
Strateqies |

The catalog page is now open.
e Click the - button.

e When prompted “Are you sure you want to
enroll for this class?”, click the button.

Activity Enrollment = Enrollment Management = Class Catalog = View Activity Class

View Activity Class Back ta Class Catalo

Activity Name:  CALI in your Classroom: Marzano and Effective Teaching Strategies

Sub Title:  Group 1

ww\\lwﬂlﬁlﬁ\ ""\-MOM /\‘H“\J

4
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The ENROLLMENT MANAGMENT page is now
open.

Notice the PENDING status of the class you just
enrolled. Your enrollment approval/denial will
be determined by pre-determined
administrators. Once your enrollment status has
changed, it will be automatically updated on
your ENROLLMENT MANAGEMENT page.

Note: You can enrollments according to
Activity, Start date and Enrollment Status by
dragging their respective title above the table
menu.

Enrollments / Enroliment Management

Quick Search

S I B Evlmen isus
SearchiFilter Resuits

| Drag a column header and drop it here to group by that column - Groupable Columns (Activity | Start Date | Course Code | Enroliment Status) ‘

CALIin your
Classroom -
e | Marzano ang - 1-
Withgravs Details | oo UPH4ZO1T | | PENDNG OPEN
Teaching oo
Strategies

‘__q_f—lrvx.'pr“_w&‘fJM‘
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3. Class — Advanced Search

Utilizing the Class- Advanced Search feature is another method of searching for activities.

e Once you login to your online MYyEZzZTraxx ENROLLMENTS | FORMS _INSTRUCTG
site, select ENROLLMENTS/Class - Advanced Class - Advanced Search |
Search from the above menu.

Class Calendar

Class Catalog iﬁ
Enrcllment Management art L.

The SEARCH ACTIVITY page |S now Open. Enroliments / Enroliment Lanagement / Activity Class Catalag = Search Activity

Class - Advanced Search

Name of Activiy

e Type in or select any relevant information that Kepuors
WI” reflne your SearCh, Or |eave a” fleldS empty Activity Code:  Provider Code: Topic Code: Sequence Number:
to return all records.

Topic Code: [ Al

e Click the Search/Filter button. e —

Start Date: End Date:

searchiFilter

Drag a column header and drop it here to group by that column - Groupable: Columns (Topic | Start Date}

4 «][4][«

Activity Course Information Topic Start Date

CALlin your Classroom: Marzano and Effective Teaching Course # 555-11-052- No Associated Group 07142011

001
nding of ressarch Status: OPEN
facgtie Teaching
Strategies
Introductien to Photeshop 101 Course # 535-10-301-  No Associated Group 0812011
Learn shotoshop and how you can use it creating o5
websites, Status: OPEN

Ava||ab|e aCt|V|t|eS W|” be returned belOW | n Drag  column header and drop it here to group by that column - Groupable Columns (Topic | Start Date jfff———

. . Activity Course Information Topic Start Date
alphabetlcal Order by su bJeCt' in vour Classroom: Marzane snd Effective Teaching ~ Course # 555-11-052- l\niiinmatsd Group 07122011
Notes:

Strategias
You will not be able to view activities which have mmcsopmnOl o Comessssioon Nossasione oo
already started. ebsites.

You can group by the Topic and Start Date by
dragging their respective column headers and
dropping them above the table menu.

e Select the activity to view or enroll in by
clicking its underscored name from the search
results.
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The CLASS CATALOG page will refresh.

o If space is available in an activity class, the

button will appear.

e If the activity class is full, you may see the

button option.

o If you are already enrolled in an activity class,
the message “YOU ARE ALREADY ENROLLED
FOR THIS CLASS” will appear.

If you attempt to enroll in an activity class which
would create a scheduling conflict based on
enrollment in other activities, the message “A
SCHEDULE CONFLICT EXISTS. YOU WILL NOT BE ABLE
TO ENROLL IN THIS CLASS” will appear. You must
edit your schedule in order to enroll in this class
(see ENROLLMENT MANAGEMENT).

Activity Enrollment = Enrollment Management = Class Catalog = View Activity Class

View Activity Class Back to Class Catalo

Activity Name:
Sub Title:  Group 1

CALlin your Classroom: Marzano and Effective Teaching Strategies

e Click the button.

e When prompted “Are you sure you want to
enroll for this class?”, click the @ button.

\-\.l"‘,w.“).-&n...g._’m\ "‘k\—rﬂk‘q—l&d / nn

The ENROLLMENT CONFIRMATION page is now
open.

Notice the PENDING status of the class you just
enrolled. Your enroliment approval/denial will be
determined by pre-determined administrators.
Once your enrollment status has changed, it will
be automatically updated on your ENROLLMENT
MANAGEMENT page.

Enrollments / Enrollment Management

Quick Search

v

Search/Filter Results

Start Date: Activity Name: Enroliment Status: | Al

Drag a column header and drop it here to group by that column - Groupable Columns (Activity | Start Date | Course Code | Enrolment Status)

Withdraw  Evaluation  Class
Enrollment Form Details

Course  Enrollment
#
Start Date ; Status Status Trans

Poyment . View

BT Method Award

CALlin your

PENDING QPEN
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4. Enrollment Management

The Enrollment Management page allows users to view the status of all of the classes they have enrolled in.

e Once you login to your online MYEzTraxx ENROLLVMENTS | FORMS INSTRUC\I?

site, select ENROLLMENTS/Enrollment Class - Advanced Search
Management from the above menu.

Class Calendar

Class Catalog el

| Enrollment Management I

e F)

. il oyig gl A

The ENROLLMENT MANAGEMENT page |S now Enrollments / Enrollment Management

Quick Search

(o] p en. Start Date: Activity Name: Enroliment Status: | All W

- earch/Filter Results
ithdraw Enrollmen [ Scamhiriier esus

When VieWing the page, note that the ﬁrst Drag a column header and drop ft here te group by that column - Groupable Columns (Activity | Start Date | Course Code | Enrolment Status)
column displays the Withdraw option, if | | e e e Asi Seibee G5 QRN S s Payment pice e

available. You may only withdraw from an Cassro
activity class that you have enrolled yourself in. If | | o gums | {REM ornazorr | (F o eoone ore
an administrator has enrolled you in an activity Srseges ”

class or your enrollment has already been || =~ _se. gy @domadomcd o8 oo o %  peesivssi o i
approved, you cannot withdraw from a class.

Evaluation Form

The second column displays the Evaluation Form option, if available. If you have completed an activity class,
you can click on this link to complete and submit your online evaluation form.

Class Details|

The third column displays the Details option. Click on this link to view additional class details, such as the
schedule, objectives, etc.

Enrollment Status

Your enrollment is Pending until it is approved by your administrator. You will receive an email notifying you of
this approval.

(Once you have successfully enrolled in an activity class, the Enrollment Management page opens and
highlights the activity you have successfully enrolled in.)

Award Status

The last column displays the View Award option. Upon completion of your activity class, click on this link to view
your award.
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