ACIIS Teacher Appraisal: Completing Your PDP (Teacher)
August 11, 2015

Open your browser and navigate to the w ¢ Acls ’L-

ACIIS web address: a|aChua.truenorthlogic.com L é B https:/jalachua. truenorthlogic.comfiafrender .userLayoutRoothode, uP

Note: Do not use www in the web address.

Sign in.
P & User Name I Y Enter AD Username Here

*Use your ACPS Active Directory username and password

Password a,
If you are unable to sign in with Active Directory, call the

help desk. 955-7500

M‘_," PD Plan Learning
Step C.| Select on the menu bar. ) My PD Plan Opportunities Transcript PCG Login
Appraisals

Next, select 2015-2016 Appraisal | ) _ _ _ .
Current Evaluation Archived Evaluations

/ Click Here

== 2015-2016 Appraisal |

Plan Owner

Select Add Additional Administrators. This step is to very

— . Add Additional Administrators
administrators have access to your appraisal.

Evaluator Members
If any of your administrators are missing, select New User to
search for and add your administrator. Go to next page for m Add Additional Administrators
adding an administrator.
L John Principal Doe

2. John AP Doe

DO NOT USE INTERNET EXPLORER. Firefox and Google Chrome are the choice browsers.
Using INTERNET EXPLORER will result in functionality problems. Email ACIIS@gm.sbac.edu for support.
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Enter the first and last name Member User Search

of your administrator, search, FirstName: | john

(—‘— 1. Enter person's nam

check the box, and select Add

Last Name: | Doe

Selected Users.

X1 BT oo

3. Search
¢ Mame Email Site District County Region Demographics
¥ Doe, Joe freemance@gm.sbac.edu KIRBY-SMITH Default Default Default Administrators
District County Region
st
. Lo Learning
Once you have review and/or added any missing #  MyPDPlan  Opportunites  Transcript
administrators select the Back button
Manage Evaluation
=

2015-2016 Appraisal I-Ac

Select to return to
appraisal steps

You will complete your Professional Development Plan

template in this step. Hover over the PDP panel and click to open
and access the steps in this container.

The only step you will need to complete in the PDP container is the
first step Create Your PDP. Select Create your PDP to complete.

Once in the step, complete all the components of your PDP.

Professional Development Plan &

3 activitie&éx

Professional Development Plan

-4‘ Create your PDP %

T

Teacher Step

-4" Review PDP %

Admin Step

= 4‘ Approve PDP X

=

Admin Step

DO NOT USE INTERNET EXPLORER. Firefox and Google Chrome are the choice browsers.
Using INTERNET EXPLORER will result in functionality problems. Email ACIIS@gm.sbac.edu for support.
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Complete all fields. If you are unable to *Teaching Assignment/s | \jath Teacher k
complete your PDP all at once, you can

save and return to finish at a later *Schoel | Kanapaha MS

date.

School Improvement Alignment
What specific school improvement goals are
aligned to your PDP?

Student mastery of district assessments of 75%
or better and decrease in student referrals.

For lesson study, just check the box. Click Here
Although it is not required to participate
in the LessonStudy, you will lose all points
toward your final appraisal if you do not
participate. Selecting the box indicates
you are choosing to participate in the
lesson study.

Last, select Save and Exit - - -

Next, notify your administrator that you have completed your
PDP by using the email tool provided in this step.

\

Lesson Study = &
By not checking the box, you are choosing to
forfeit all of your lesson study peoints.

2015-2016 Appraisal |

Once you Save and Exit after completing the PDP in Step E , use the m send Email m'
email tool located to the right of the back button by selecting Send u&l\)‘
Email which will result in a pop-up window.

Leave alone subject line and only

Check the box to the left of your il Members complete Text: .
evaluator’s names. ¥
Evaluator “ | Subiect: - - -
If you have more than one school- Ject: 1| gisenderfirstname) $(senderlastname)
based administrator (Middle and High ¢ Principal
School), select both. Teacher Text: Mr. Doe, | have completed my PDP and it is review to
o Tonihery be reviewed onl lete thi ti
. nly complete this section
If you would like a copy of the same _—~" Y P y
email, select your name as well.

Leave the subject field empty. m

DO NOT USE INTERNET EXPLORER. Firefox and Google Chrome are the choice browsers.
Using INTERNET EXPLORER will result in functionality problems. Email ACIIS@gm.sbac.edu for support.
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Your administrator will receive a notification stating you have PDP Completion Notification nbox
completed this step. This notification will be the administrator’s ACHS@gm.sbac.edu

trigger to review and approve your PDP. toame [+
Dear  Mr. Smith

Mrs. Nomedigas has completed the step, Create your FDP.

Click here to access 2014-2015 Appraisal | for Evaluations 2014-2015

Marking your step completed. 2015-2016 Appraisal | y

Once you save and exit after completing your PDP and your

administrator has commented on your PDP stating it meets all SendEmail *
requirements, you will want to access the step Create Your PDP

and Mark Complete. If the choice of Mark Complete is missing send Email
- Create you endEmal
from the menu, it means you have not completed all steps of the
PDP. All steps of the PDP must be completed in order for you to —I Mark Complete |
mark it complete.
p .a Create Brint Forms jent Plan

If the step is not completed, an orange check «Z will appear to the
left of the incomplete step once you exit the step. A completed step will ;:* Professional Development Plan
have a green check.

——| Createyour PDP %
If you forget to Mark Complete while in the step, you will see an orange Teacher Step
check. In the container view, select the Mark Complete symbol just ®

above the print icon. | Review PDP %

Teacher Step

Once all steps are complete, your PDP will have a large green check on the container. If you
have any problems in completing this process, contact your school based trainer for ACIIS.
Email your administrator if you do not know who the trainer is for you school.
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3 activities
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