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1. Fromyour INTERNET BROWSER, at the Region 10 Home Page
www.regionl0.org. Click on the Login link at the TOP RIGHT.
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Create An Account

Forgat your password?

Email Address ‘glenn,bmwnmg@regmmU,nrg ‘

Password: .

If you recsive an srror on this page,

Region 10 Education Service Center 400 E. Spring Valley Rd. Richardson, Texas 75081 97 Tuesday March 10, 2009

2. Enter your Region 10 Account EMAIL ADDRESS and PASSWORD. Click on
the Login button.
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EDUCATION SERVICE CENTER

Administrators  Teachers  Parents Students  Community ~ Support Staff  Special Populations Logout

Login Home Login

o Create a New Account
+ Edit account details

* Change password You're currently logged in as Glenn W.

Browning (glenn. browning@region10.0rg)

Calendar of Events Online Learning Center

Transcript Region 10 Staff Resources

Accountability Reference Tool

f you receive an error on ¢ out & Technical Request

Region 10 Education Service Center 400 E. Spring Valley Rd. Richardson, Texas 75081-5101 | 372.248.1700 Tuesday March 10, 2009

3. Click on the CALENDAR OF EVENTS link.

[@AREGION 10 Calendar of Events

EDUCATION SERVICE CENTER

Home | Calendar Home | Search | Enrollments | Transcript | Wy Events | nt| Wy Resources | Facilities Report | Logout |

Calendar of Events

Jump to a different day: |3/10/200%

==Previous Day Next Day>>

What's geing on Tuesday, March 10, 2009, at Region 10:
B

ing opens at 7:30am. Please refer to ual events for start times.

Burnout Relief 101: Strategies for Teachers who Refuse to be Frazzled (p Natosha Scott)
Workshop Registration Ciosed
31042005 9:00 AN-1:00 PM

Region 10 ESG/Spring Valiey Site
Inor=sase tescher motivation and inoresss student schisvemant!l Vateran teschars will lesve resnenized, renawed and 2sger to start the naw year

Childrens Thinking in K.5 (presenter: Penelope Hoard)
Vorkshop Registration Ciosed
12008 9:00 AN-:00 PM, 3:24/2008 5:00 AM4:00 PM

Region 10 ESG/Spring Vaiiey Site
The biggast changas in the revisas slementsry TEKS wars in the massuremant ssnd. The workshop will center on the core idess of massuremant, snd
how thess cors idess srise and are sxprasssc = children solve protlems in cless. This is = 2-0sy werkshop,

Crisis Prevention Institute (CPI) Training (presenter: Jack Delametter)
WOrkshop Registration Open Thru 3/10/2009
/1042009 5:00 AW-4:00 PM

Region 10 ESG/Spring Valiey Site
Thers i ne fes for this session for participents sssocisted with Region 10. Howevar, & of September 20, 2004, Outck-Region peridipants will be
charged 550 per day for the session and will be waitlisted until two wesks prior to this session. Fersons outside of Regien 10 must call Winnie Doloe at
972-348.1786 to be plscad on the wsiting list It is the policy of Region 10 Educstion Sarvice Centar nat to diszriminate on the basis of racs, coler,
nations| crigin, gendar or handicag in its vocstions| programs, servicss or sctivities ss required by Title VI of the Civil Rights Act of 1984, =5 amandsd:
Title IX of the Educetion Amendments of 1872: and Section 502 and 504 of the Rehsbilitstion Act of 1873, as smended. Region 10 Educetion Service
Cantar will tak= steps to ensure that lack of English lsngusge sills will not be & barrier 1o sdmission and participation in sll educstional pragrams and
sanvices In the past 20 yasrs over -million human sarvice providers hsus bean tisinad in the techniquas of Nonviclent Crisis Intervantion. This iaining is
broken into three main secticns; preventstive technigues, identifies ussful vercal and nanverbel strategies for sddressing problem behavior befors it
escalates to 2 physical level

E ing Students with Visual i for Additional Diserders (presenter: Stormetta Stateler)
Workshop Registration Ciosed
31042005 9:00 AN-3:00 PM

Region 10 ESC/Abrame Site
This training will give participants information on the l=gs| issuss and process of determining sligitility for spacial education senvioes when sdditicnal
aisseilities are suspactad for students with visusl impairmants. Educstional Disgnosticians/LSSPs and teschars of the visuslly impaires will be givan
informatien on sach rele in this process snd the collaborsticn thet is necessary to complete @ valid evalustion when the presence of Specific Lesming
Dissbility. Autism. or Mental Reterdstion is suspected a5 an additionsl dissbility for a student with a visusl impairment. Evalustion instruments that can
bz us=d will be discussed a3 wll 85 the process of determining how the visusl impairment is not the cause of the suspecied additionsl gissility

Eollow-Up for the Gray Oral Reading Test-4 (GORT-4), C ive Test of P| ical F ing (CTOPP). and
[Create An Event Reference Manual - Micrasaft Word])

Waodcock Readina Mastervy Test.Revised (WRMT-RI Test Infernretation (nresenter: |inda Sullivan)

4. Click onthe CREATE EVENT link.
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Home | Calendar Home | Search | Enrollments | Transcript | My Events | Create Event | My Resources | Facilities Report | Logout |

Event Information v

Add New REGULAR ‘EH(EI OFF-SITE
Reservation Information

5. Click onthe ENTER NEW EVENT INFORMATION link.

(= Class Maker - Windows Internet Explorer provided by Yahoo!

@_\;-v [@ hitpjevents.echet 10 netjFEzProduction.nsfjselecteverttemplaterreadform 9 [#] [ %] [#ehoa search
File Edit View Favortes Tools  Help
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%ﬁ&%ﬁﬂa}g Calendar of Events

Home | Calendar Home | Search | Enrollments | Transcript | My Events | Create Event | My Resources | Facilities Report | Logout |

You havent entered any information about this event. Would you like to:

Ivcreale a new event from scrafch I

Createa new eventbased on'a previously offered event
Cancel. go back

6. Click on the CREATE A NEW EVENT FROM SCRATCH link.
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[AREGION 10 Calendar of Events
-

Step 1 o0f3
Title: | |
These users can editEl?elte?t::; St L) Search address h'j':'k:l |[ Search ]

==4dd

Remove

Hotification List: ([Gienn . Browning(browngw)
These users will be notified of
changes and actions necessary

when events change

Remove

Event Change

Hotification List:

These users will be notified of
changes only

Abstract:

One or two sentences,
summary of event OMLY

Description:
Full deseription of event

Prerequisites:

Reminder Email:
Email sent to Registrants | fg W
reminding of upcoming Event

Notes:
Internzal notes, not publicly
viewahle

7. The FIRST Event Information Screen will display. You need to fill out the
information on this screen.
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Title:

8. TITLE - enter the Name of the Event, this will also appear on any Certificates
for this Event.

Event Type: v
9. EVENT TYPE - Use the dropdown menu to Videoconference

a. WORKSHOP - appears on the website and processes registrations.

b. INTERNAL - For Region 10 staff usonly, does NOT appear on the website

c. VIDEOCONFERENCE - appears on the website for events using the
Videoconference network.

Editors: |[Glenn V. Browning(browngw) caarch address book Search
These users can edit the event ' Search address book] [—]
Remove

Hotification List: ([Glenn V. Browning(browngw)
These users will be notified of

changes and actions necessary
when events change

Event Change

Notification List:
These users will be notified of
changes only <=Add

Remove

10. Use the SEARCH on the right to display a list of your EVENT editors to add to
the Event.

a. EDITORS - list of selected STAFF who have FULL rights to this Event.

b. NOTIFICATION LIST - list of selected STAFF who will receive
NOTIFICATION EMAILS in their inbox on registration issues.
EX: Receive an email for each registrant who is WAITLISTED.
(DEFAULT - if this field is empty, than ALL persons in the EDITORS field
receive the emails)
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c. EVENT CHANGE NOTIFICATION LIST - list of selected STAFF
who will receive NOTIFICATION EMALILS in their inbox on
ANY CHANGE made to the EVENT.
(DEFAULT - if this field empty that ALL persons in EDITORS field
receive the emails)

Abstract:
One or two sentences,
summary of event ONLY

11. Enter a brief Description of the Event. The ABSTRACT displays under the
TITLE of the Event when a SEARCH is performed and a list of matching
Events are displayed.

EX: See the HIGHLIGHTED text below.

%ﬁ&%@ﬂ&% Calendar of Events

Calendar of Events

Jump ta a different day:

=<Previous Day Mext Day==

What's going on Thursday, March 12, 2009, at Region 10:

Building opens at 7:30am. Please refer to individual events for start times.

Advanced Academics - Gifted Education Training for Administrators (presenter: Libby Horton)

Workshop Registration Closed
31272005 8:30 AM-3:30 PM

Region 10 ESC/Abrams Sife

State lew mandates sll administrators working with the gifted program sttend s basicsix-hour training. This treining includes: nature and needs of the
gifted lesrner, snd program aptions. This wodkshop exsmines cument state lsws, plus issues snd trends in the field of gifted education. Participants sre
requested to bring the |atest copy of the district Gifted Educstion Guidelines and s copy of the campus plan which integrates training for teachers of the
gifted lesrner. Time is sveilsble for sharing best practices snd darificstion quastions and snswers. This session is for sdministrators only. This event is
closed because it is full!

Description:
Full description of event

12. Enter the FULL DETAILS in the DESCRIPTION. The DESCRIPTION
displays under the TITLE of the EVENT, after the registrant has clicked on the
TITLE of the EVENT.
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EX: See the HIGHLIGHTED text below.

ﬁ'ﬁoﬁ%%}g Calendar of Events

Advanced Academics - Gifted Education Training for Administrat%rs

State law mandates all administrators working with the gifted program attend a basic si-hour training. This training includes: nature
and needs of the gifted learner, and program opticns. This workshop examines current state laws, plus issues and trends in the field
of gifted education. Participants are requested to bring the latest copy of the district Gifted Education Guidelines and a copy of the
campus plan which integrates training for teachers of the gifted learner. Time is available for sharing best practices and clarification
questions and answers. This session does not qualify for update cerification and is not designed for teachers.

Event Type: Workshop
Presenter: Libby Horton
Event Schedule:
Date Time Location Room
3/12/2009 8:30 AM-3:30 PM Region 10 ESC/Abrams Site Modkingbird Room MAP

Registration Deadline: 3/9/2009 The registration deadline for this event has passed

Registration Information: This workshop is intended for currently employed teachers in Region 10. Out-of-region teachers
or teachers currently not employed may attend for a $50 fee. Contact Patricia Gay at
972.348.1356 for payment details.

Subject Area: Gifted and Talented

Prerequisites:

13. PREREQUISITES - list any REQUIREMENTS that must be met in order for a
person to be registered for this Event.

Reminder Email:
Email sent to Registrants | g  w
reminding of upcoming Event

14. REMINDER EMAIL - this field controls the automated reminder email.
a. NO - (DEFAULT) does not send out reminder emails.

b. YES -send a reminder email to ALL ENROLLED registrants 3 DAYS
prior to the Event date that person is registered to attend.

Ex: See sample REMINDER EMAIL below:
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' Notification Fields

Cieued Date

Queued Time

Dearvirginia Carol

- Registration

& ves O Mo

[ ggshoglobal.net

Reminder I‘Eutice for Bvent Teacher Preparation and
Certification Information Meeting Movember 2008

20081121

0024940

Thig i5 a reminder thatyou are registered for the up coming Teacher Freparation and Certification Information Meeting November 2008 event.

The event details are as follows:
Section Mame is: Section 1

1102452008 6:00 PM-7:20 PM Caollin-Dallas Combined

‘four Registration Confirmation ID is REG-EVES-

Thank you faryaur interest in this event. Additional details can be found at hitps ifevents ednet 0 netfe 2production nsfieventdetails readformé&eventid=EWT-EVES-TEYR Q3

Notes:

Internal notes, not publicly
viewable

Continue ==

15. NOTES - Information pertaining to the Event that ONLY the Event EDITORS

can see from MY EVENTS.

16. Click on the ABORT to EXIT the Event and DISCARD the information, or
CONTINUE to go to the SECOND step of EVENT INFORMATION.

Calendar of Events Page 8 of 42
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%‘E&%ﬁﬂx}g Calendar of Events
I

Step 2 of 3

Consultant/Event Coordinator: |

|
Consultant Phone: | |
|

Contact: |Glenn WW. Browning

Contact Information:

Presenter Information:

Name: | |

Credentials: | |

SSHE: | |

Phone: |

Company: | |

Address:

[JConsultant Agreement Needed
[JVitae Needed or on file
[INo Expenses Paid

Airfare: l:l (cost estimate)
Mileage: | |

Meals:

[ ]
Hotel: |:|
[ ]

Hotel Addressiinfo:

Arrival Date:

Presenter Notes:

The rest of the SECOND screen of EVENT INFORMATION is on the next page of
this Reference Manual.
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Event Technology Based? m

Subject Area: [ Assistive Technology

O] Autism/PDD

[ Behavior Management

[]Behavior Management/Classroom Discipline
O Bilingual

[JBusiness Partner Presentations

I Career and Technology

O Certification Study Sessions

CIChild Nutrition

[1Communitv Relations

Intended Audience: | [ gth Grade Reading and English Teachers
[ 6th Gr Math-Science-Sac Study Teachers
[0 7th Grade Reading and English Teachers
[17th Gr Math-Science-Soc Study Teachers
[18th Grade Reading and English Teachers
[J8th Gr Math-Science-Soc Study Teachers
[]Adapted Physical Education Teachers
ClAll Teachers

[JAny Educator

CIASL instructars

Content Classification: | [ 5pEd:ASSISTIVE TECHNOLOGY

[ SpEd:AUDITORY IMPAIRMENT

[ SpEd-AUTISM STRAND

[ SpEd:BEHAVIOR MANAGEMENT/DISCIPLINE

(] SpEd:CURRICULUM AND INSTRUCTION TO PROMOTE INCLUSIVE
PRACTICES

(] SpEd:Evaluation

] SpEd-First Aid and Safety
C1SpEd:Legal Issues

] SpEd:Low Incidence Populations

Course Credit: | ||H0ur3 v|| v|

PDAS Indicators: | |

17. The SECOND Event Information Screen will display. You need to fill out the
information on this screen.

Step 2 of 3

Consultant/Event Coordinator: | |

18. CONSULTANT/EVENT COORDINATOR - NAME of the
CONSULTANT(s) for this Event.
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Consultant Phone: | |

19. CONSULTANT PHONE - CONSULTANT(s) PHONE NUMBER for Event.

Contact: [Glenn W. Browning |

20. CONTACT - NAME of the CONTACT for this Event.

Contact Information:

21. CONTACT INFORMATION - PHONE NUMBER and EMAIL ADDRESS
for the CONTACT for this Event.

Presenter Information:

Name: | |

22. PRESENTER INFORMATION - NAME of PRESENTER(s) for the Event.

Credentials: | |

SSH: | |

Phone: |

Company: | |

Address:

[ Consultant Agreement MNeeded
[JVitae Needed or on file
[INo Expenses Paid

FoePorDay: [ | #Days [ |

Airfare: l:l {cost estimate)
Mileage: |:|

Meals:

[ ]
Hotel: l:l
[ ]

Hotel Addressiinfo:

Arrival Date:

Presenter Notes:

23. ADDITIONAL Information on the PRESENTER, if needed.
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Event Technology Based? |No |

24. EVENT TECHNOLOGY BASED - track if this Event teaches Technology.
a. NO - (DEFAULT), no technology related training from this Event.
b. YES - technology training is provided from this Event.

(FY1 = REGION 10 ESC reports to the state TECHNOLOGY BASED
training provided. Ensure ALL technology Events are set to YES.)

e [ Adapted Physical Education

Ol Appraisal System

(] Assessment

[ Assistive Technalogy

O] Autism/PDD

[ Behavior Management

[ Behavior Management/Classroom Discipline
O Bilingual

[JBusiness Partner Presentations

[Jcareer and Technology

25. SUBJECT AREA - list of categories that when checked will display this Event
inan EVENT RESULTS LISTING fora REGISTRANT, who uses the
ADVANCED SEARCH to find this Event by choosing a SUBJECT AREA.

(The above mentioned ADVANCED SEARCH is found at:
https://events.ednet10.net/fe2production.nsf/eventsearch?readform )

Intended Audience: |76t Grade Reading and English Teachers
C16th Gr Math-Science-Soc Study Teachers
[17th Grade Reading and English Teachers
[I7th Gr Math-Science-Soc Study Teachers
[18th Grade Reading and English Teachers
[18th Gr Math-Science-Soc Study Teachers
[]Adapted Physical Education Teachers
ClAll Teachers

] Any Educator

[JASL instructars

26. INTENDED AUDIENCE - list of categories that when checked will display
this Event ina EVENT RESULTS LISTING for a REGISTRANT, who uses
the ADVANCED SEARCH to find this Event by choosing a AUDIENCE.

(The above mentioned ADVANCED SEARCH is found at:
https://events.ednet10.net/fe2production.nsf/eventsearch?readform )
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Content Classification: | [T 5pEd:ASSISTIVE TECHNOLOGY
[1SpEd-AUDITORY IMPAIRVMENT

[ SpEd:AUTISM STRAND

[ SpEd-BEHAVIOR MANAGEMENT/DISCIPLINE

(] SpEd:CURRICULUM AND INSTRUCTION TO PROMOTE INCLUSIVE
PRACTICES

] SpEd:Evaluation

[ SpEd-First Aid and Safety
C]SpEd:Legal Issues
[]SpEd:Low Incidence Populations

27. CONTENT CLASSIFICATION - list of categories that when checked will
display this Event ina EVENT RESULTS LISTING for a REGISTRANT,
who uses the SPECIAL EDUCATION PROFESSIONAL DEVELOPMENT
SEARCH to find this Event by choosinga CONTENT CLASSIFICATION.

(The above mentioned SPECIAL EDUCATION PROFESSIONAL
DEVELOPMENT SEARCH is found at:
http://events.ednet10.net/fe2production.nsf/eventsearch?readform&ccprefix=SPED )

Course Credit: Hours |+ w

28. COURSE CREDIT - NUMBER of credit UNITS awarded for attending the
Event. The information appears on Event CERTIFICATES.

a. ACVREP - Academy for Certification of Visual Rehabilitation and
Educational Professionals.

ATT — Assistive Technology Training

CFLE - Certified Family Life Education

CPE - Continuing Professional Education

LPC - Licensed Psychologist Certificate

PD - Professional Development

TSHA - Texas Speech Language Hearing Association

Other — All other Events not using one of the above.

S@ o o0T

PDAS Indicators:

29. PDAS INDICATORS - this field no longer used. Leave this BLANK.

30. Click on BACK to return to the FIRST step of EVENT INFORMATION, or
CONTINUE to go to the THIRD step of EVENT INFORMATION.
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Eﬂﬁg&!&,ﬂ&g Calendar of Events
I

Step 3 of 3
Related URL: | |
ICS Code:

Report as Internal Professional
Development: | M

[

Attendance Confirmation: () Eyent
® Daily

Required Number of Days a Person
Must Attend to Obtain Certificate:

|

Enter the number of class days in which the attendee must be marked ‘present” in order to
receive a certificate of completion.
leave blank for "all”

Minimum Number of People Needed
to Hold Event: I:I

Class Publish Date: l:l
Registration Open Date: l:l
Registration Close Date: l:l

Registration Type: &) Anyone can register
O Editors and Registrars can Register People
O Only Event Editors can Register People
(O Registrations are not taken

Registration Information: | |

Evaluation Type: {has no affect if registrations are not taken)

Automatic Registration: &) Aytomatically Approve Registration Requests
O Approve Registration Requests Individually

Registration Passcode: l:l

LMS Cross-registration
Course OID: |
If registration in this event should automatically register the atfendee in an on-line course,
place the OID from that on-line course here. If not, leave this space bilarnk.

Fee lo Register: (9 Class DOES NOT require payment
O Class REQUIRES payment

Accepted Payment Types: [ | Cash
[ Credit Card
[JCheck
[OPurchase Order
[ other

Payment Instructions:

Required Registration Fields: [ ggy
Email
[ WorkPhone
[ HomePhane
[ Address
O city
[ State
O zp
District
Campus
Role
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Step3of3

Related URL: | |

31. RELATED URL - Enter any website that is related to this event.

EX: www.mapguest.com

This will turn on a link that will display on the screen after they first click on the
TITLE of the workshop. Registrant clicks on the CLICK HERE to go to that URL.

Home | Calendar Home | Search | Enrollments | Transcript | My Events | Create Event | My Resources | Facilities Report | Logout |

Wtk with E'.-'E”l| Cligk here to SUBSCRIBE to this E\r‘EI"tl You're registered for this event Cancel your registration | Register Ct"5'5|
4-28-2008 Calendar Demo Event

This is a Demo Event for Class

Event Type: Waorkshop
Presenter:

Event Schedule:

Date Time Location Reoom

Section 1
6282009 2:00 AM-4:00 PM Demo Room 1
68/28/2009 8:00 AN-4:00 PM Demeo Room 2

Section 2 <- Yeou're registered for this section (cancel) (move to snother sedicn)

6/28/2009 4:00 PM-5:00 PM Demeo Room 2
Registration Deadline: 6/28/2009

Subject Area: Career and Technology

Audience:

Credit: 2 Hours CPE

FEE: This event has no fee

Prerequisites:

For more information click: -

Contact: Glenn W. Browning
glenn.browning@region10.org
972-348-1158

ICS Code: |:|

32. ICS CODE - Use one of the ICS CODES below that best describes the type of
videoconference Event being scheduled.

08 07 05 - Provide high school courses from school to school

08 07 06 - Provide college courses for educators

08 07 08 - Provide student activities

08 07 09 - Work with community colleges to offer dual credit or college courses

08 07 10 - Educator conference

08 07 01 - Install videoconferencing equipment

Calendar of Events Page 15 of 42 4/20/2010


http://www.mapquest.com/

Create An Event Reference Manual Version 1.0

c. EVENT CHANGE NOTIFICATION LIST - list of selected STAFF
who will receive NOTIFICATION EMALILS in their inbox on
IANY CHANGE made to the EVENT.
(DEFAULT - if this field empty that ALL persons in EDITORS field
receive the emails)

Abstract:
One or two sentences,
summary of event ONLY

11. Enter a brief Description of the Event. The ABSTRACT displays under the
TITLE of the Event when a SEARCH is performed and a list of matching
Events are displayed.

EX: See the HIGHLIGHTED text below.

%ﬁ&%@ﬂ&% Calendar of Events

Calendar of Events

Jump ta a different day:

=<Previous Day Mext Day==

What's going on Thursday, March 12, 2009, at Region 10:

Building opens at 7:30am. Please refer to individual events for start times.

Advanced Academics - Gifted Education Training for Administrators (presenter: Libby Horton)

Workshop Registration Closed
31272005 8:30 AM-3:30 PM

Region 10 ESC/Abrams Sife

State lew mandates sll administrators working with the gifted program sttend s basicsix-hour training. This treining includes: nature and needs of the
gifted lesrner, snd program aptions. This wodkshop exsmines cument state lsws, plus issues snd trends in the field of gifted education. Participants sre
requested to bring the |atest copy of the district Gifted Educstion Guidelines and s copy of the campus plan which integrates training for teachers of the
gifted lesrner. Time is sveilsble for sharing best practices snd darificstion quastions and snswers. This session is for sdministrators only. This event is
closed because it is full!

Description:
Full description of event

12. Enter the FULL DETAILS in the DESCRIPTION. The DESCRIPTION
displays under the TITLE of the EVENT, after the registrant has clicked on the
TITLE of the EVENT.
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Class Publish Date:
Registration Open Date:
Registration Close Date:

36. PUBLISH, OPEN, and CLOSE dates — the dates to trigger registration
availability. (Dates must be in the format MM/DD/YYYY. EX: 04/15/2009)

a. CLASS PUBLISH DATE - the date that the event will display on the
Calendar of Events and allow the SEARCH function to display the event.

b. REGISTRATION OPEN DATE - the date that the system will switch
the event to REGOPEN status and allow users to register for the class.

c. REGISTRATION CLOSE DATE - the date that the system will switch
the event to REGCLOSED status and stop users from registering for the
class.

Registration Type: (3 Anyone can register
(O Editors and Registrars can Register People
O Only Event Editors can Register People
O Registrations are not taken

37. REGISTRATION TYPE - the selected option determines who is allowed to
register for this event.

a. ANYONE CAN REGISTER - any user can logon with their Region 10
account and register for this class.

b. EDITORS AND REGISTRARS CAN REGISTER PEOPLE - only
EDITORS of this event and USERS with REGISTRAR rights on their
REGION 10 ACCOUNT can register people for this class.

c. ONLY EVENT EDITORS CAN REGISTER PEOPLE - ONLY
EDITORS of this event can register people for this class.

d. REGISTRATIONS ARE NOT TAKEN - the registration part of the
event is turned off.

Registration Information:

38. REGISTRATION INFORMATION - this field is used to display, any needed
instructions for REGISTRANTS dealing with registering for this class.
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Evaluation Type: | Manual (Scantron) | % | (has no affect if registrations are not taken)

39. EVALUATION TYPE - selection of how COURSE EVALUATIONS are to be
taken.

a. MANUAL (SCANTRON) — attendees complete forms handed out in
class.

b. ELECTRONIC - attendees logon to their REGION 10 ACCOUNT and
complete the COURSE EVALUATION from either ENROLLMENTS
or TRANSCRIPT.

(The system sends out a NOTIFICATION EMALIL to each
REGISTRANT that is MARKED as ATTENDED.)

EX: ENROLLMENTS

A Calendar of Events Demo Workshop Title 11/15/2007, 12/7/2007, 12/30/2007, 11/16/2008
Enrolled - 4/128/2008 11:55:24 AM - completed, click here to complete an online evaluation and receive your certificate

EX: TRANSCRIPT

Title Date Credit Certificate
o 2 Hours  click here to complete an online evaluation
A28 _ o HETS
4-28-2008 Calendar Demo Event 5/28/2009 CPE and receive your certificate

The registrant clicks on the LINK to display the COURSE
EVALUATION. Afterthe COURSE EVALUATION is completed and submitted,
the LINK switches to allow the REGISTRANT to printa CERTIFICATE for the
class.

Automatic Registration: (& Automatically Approve Registration Requests

(O Approve Registration Requests Individually

40. AUTOMATIC REGISTRATION - selection of whether to ENROLL or
WAITLIST registrants.

a. AUTOMATICALLY APPROVE REGISTRATION REQUESTS -
the system processes all REGISTRANTS to ENROLLED status, if the
class is not full (if full then to WAITLISTED status); and then sends a
confirmation EMAIIL.

b. APPROVE REGISTRATION REQUESTS INDIVIDUALLY - the
system processes all REGISTRANTS to WAITLISTED status, and then
sends a confirmation EMAIL.
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Registration Passcode:

41. REGISTRATION PASSCODE - set a password on this event. The event
EDITOR can restrict registrations to certain people and give the PASSCODE to
approved REGISTRANTS.

LMS Cross-registration
Course OID:

If registration in thiz event should automatically register the attendee in an on-line course,
place the QID from that on-line course here. If nol, leave this space blank.

42. LMS CROSS-REGISTRATION COURSE OID - THIS FIELD IS NOT
USED, LEAVE IT BLANK.

Fee to Register: (3 Class DOES NOT require payment
(O Class REQUIRES payment

43. FEE TO REGISTER - select if registrants are REQUIRED to pay for
attending the class.

a. CLASS DOES NOT REQUIRE PAYMENT - class is FREE for
attendees.

b. CLASS REQUIRES PAYMENT - registrants MUST pay to attend the
class.

Fee:

44. FEE - enter the dollar amount to attend the class. EX: $50.00

Accepted Payment Types: []Cash

[ Credit Card
[Jcheck
[JPurchase Order
[JOther

45. ACCEPTED PAYMENT TYPES - check all types allowed to pay for the class.
(FYI: You MUST check at least ONE TYPE for CLASS REQUIRES
PAYMENT or the system will NOT ALLOW any registrations.)

a. CASH - payment by CURRENCY or COIN.

b. CREDIT CARD - payment by MASTERCARD or VISA.

c. CHECK - payment by BUSINESS or PERSONAL check.

d. PURCHASE ORDER - payment by PURCHASE ORDER NUMBER.
e. OTHER - payment by another form than the ones listed above.
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Payment Instructions:

46. PAYMENT INSTRUCTIONS - this field is used to display, any needed
instructions for REGISTRANTS dealing with the payment for this class.

Required Registration Fields: [ ggy

Email
[ WorkPhone
[ HomePhone
[ Address
[ city
[] State
O zip
District
Campus
Role

<< Back Continue ==

47. REQUIRED REGISTRATION FIELDS - selection of information to be
collected from the REGISTRANT while registering for this class.

SSN — Social Security Number, LEAVE UNCHECKED NOT USED
EMAIL - registrant email address.

WORK PHONE - registrant work phone number.
HOME PHONE - registrant home phone number.
ADDRESS - registrant street address.

CITY —registrant city.

STATE - registrant state.

ZIP registrant zip code.

DISTRICT - registrant educational district selection.
CAMPUS - registrant educational campus selection.
ROLE - registrant Job Title selection.

AT T SQ o000 T

48. Click on the CONTINUE button to save selections made on the three screens, or
on the BACK button to change a selection on the previous screen.
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[AREGION 1
EDUCATlONgRVQ:E CENTg Calendar of Events

Edit Event |CsnoEI Event |E'\-‘EI‘IT Details |Si-:ln In Sheet |HE-:list'51i:n Log Hss=1|

Event Information

Event I: EVT-EVES-7TQVSGT (Release Event)
Evaluation Key: 29106606 Evaluation Summary
Status: Draft
Title: Create An Event Reference Manual Event
Event Type:

Abstract: This is the text that will display under the title of the event on screen displaying a list of
gvents.

Consultant’Phone: John Smith (972-123-4567)
Contact: Glenn W. Browning
Editors: Glenn W. Browning (browngw)
Notes: These are internal notes for event editors only.

Add New REGULAR Reservation | Enter OFF-SITE Reservation Information

Reservation Information

49. RESERVATION INFORMATION
a. ADD NEW REGULAR RESERVATION - book the room

reservation(s) for the workshop class(es) listed for either the SPRING
VALLEY BUILDING or the ABRAMS BUILDING.

[AREGION 1
EDUCATIONg:EIRVQ:E CENTEOR Calendar of Events

Edit Event |Csn:JEI Ewent |E\Ent Detsils |Sign In Shest |RE-:1ist'sti:n Log Report |R5gisti' Cth5'5|

Event Information

Event ID: EVT-EVES-TQVSGT*
Evaluation Key: 291086086 Evaluation Summary
Status: Ready
Title: Create An Event Reference Manual Event
Event Type: Internal

Abstract: This is the text that will display under the fitle of the event on screen displaying a list of
events.

Consultant’Phone: John Smith (972-123-4567)
Contact: Glenn W. Browning
Editors: Glenn W. Browning (browngw)
Notes: These are internal notes for event editors only.

lﬂdd New REGULAR 'ResewaﬁaaEntE' OFF-SITE Reservation Information

Reservation Information

Click on ADD NEW REGULAR RESERVATION to reserve a REGULAR room.
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Eﬂﬁg&!\f?ﬂx}g Calendar of Events

Resource requirements:

Fill in as much as you know to narrow the resource search. The more ifems you select, the more narrow your searci
results will be.

I'm looking for this type of resource: [¢] Rogom O Equipment
Il need space for this many people:n

I need a resource at this campus:(Region 10 ESC/Abrams Site
Allen 1SD/Allen High Schoel
Allen |SD/Bridge

Allen 1€D/Lowrey Frezhman Cntr
Anna ISDiAnna High School

Ctrl{PC) or Command(Mac) click to select multiples.
Il need the following: ] Meeting Room

(] Conference Room

OLab

] Combined Meeting Rooms

(] Combined Conference Room

[ Combined Lab

[JVideoconference site - District

[Videoconference site - Classroom

[JVvideoconference site - Classroom/Presentation

[JVideoconference site - Mobile

O Videoconference site - College

[Jvideoconference Off-Network Connection

My event will begin on or around:l:| mm/ddiyyyy

50. RESOURCE REQUIREMENTS - Select the criteria and location you wish to
use for booking a room for the event.

I'm looking for this type of resource; Room []Equipment
51. TYPE OF RESOURCE - Select the type of resource you wish to reserve.
I. ROOM - display rooms that match the rest of the criteria. (DEFAULT,
This is the choice you will always use when booking events.)

m. EQUIPMENT - display equipment that matches the rest of the criteria.

Il need space for this many penple:D

52. I’LL NEED SPACE FOR THIS MANY PEOPLE - narrow search results to
rooms with a CAPACITY at or above the number entered.
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I need a resource at this campus:[Region 10 ESC/Abrams Site
Allen 1€DJ/Allen High Schoel
Allen |SD/Bridge
Allen 1SD/Lowrey Freshman Cntr
Anna ISDYAnna High School

Ctrl{PC) or Command({Mac) click to select multiples

53. I NEED A RESOURCE AT THIS CAMPUS - select the site to display the
available list of rooms from that location that match the criteria selected.

I'll need the following: ] Meeting Room
[JConference Room
OLab
J Combined Meeting Rooms
(] Combined Conference Room
(] Combined Lab
[JVideoconference site - District
[JVideoconference site - Classroom
[JVideoconference site - Classroom/Presentation
[JVvideoconference site - Mobile
[Jvideoconference site - College
[JVvideoconference Off-Network Connection

54. I’LL NEED THE FOLLOWING - select from the list of available rooms the
ones that match the checked items. (If NONE are checked than the list of rooms
displayed will be any of the above that match all the other selected criteria.)

My event will begin on or around: mm/ddivyyy

55. MY EVENT WILL BEGIN ON OR AROUND - type in the DATE, if you are
only interested in available rooms for that specific date.

56. Click on the CANCEL button to return to the EVENT SUMMARY screen or

click on the SEARCH button to display a list of available rooms that match all of
the selected criteria.
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ﬁﬁg%@&,ﬁ Calendar of Events

Resource requirements:

Fill in as much as you know to narrow the resource search. The more ifems you select, the more narrow your searci
results will be.

I'm looking for this type of resource: [¢] Rogom O Equipment
Il need space for this many people:n

I'need a resource at this campus:(Region 10 ESC/Abrams Site
Allen 1SD/Allen High Schoel
Allen |SD/Bridge

Allen 1€D/Lowrey Frezhman Cntr
Anna ISDiAnna High School

Ctrl{PC) or Command(Mac) click to select multiples.
Il need the following: ] Meeting Room

(] Conference Room

OLab

] Combined Meeting Rooms

(] Combined Conference Room

[ Combined Lab

[JVideoconference site - District

[Videoconference site - Classroom

[JVvideoconference site - Classroom/Presentation

[JVideoconference site - Mobile

O Videoconference site - College

[Jvideoconference Off-Network Connection

My event will begin on or around:l:| mm/ddiyyyy

57. SELECT a resource location and then click on the SEARCH button.

Eﬂlﬁ&%@ﬂx}g Calendar of Events

Resource Name Capacity Operating Hours  District/Campus Manager
Administrative Micro Coop =, 20 8:00 AM-10:00 PM Region 10 ESC/Abrams Site Sheri Drotor
Training Lab

Bluebonnet-Mockingbird @ 100 7-:00 AM-10:00 PM Region 10 ESCiAbrams Site

Combined

Bluebonnet Roomn
Curriculum and Instructional
Management Lab

Elm Room

Hickory Room

Maockingbird Room
Pecan-Bluebonnet-

Mockinghbird
Pecan-Bluebonnet Combined

Pecan Room

43 7:00 AM-10:00 PM Region 10 ESC/Abrams Site
15 5:00 AM-10:00 PM Region 10 ESC/Abrams Site Lisa Watson

B8 7:00 AM-10:00 PM Region 10 ESC/Abrams Site
8 7:00 AM-10:00 PM Region 10 ESC/Abrams Site
60 7:00 AM-10:00 PM Region 10 ESC/Abrams Site
200 7-00 AM-10:00 PM Region 10 ESC/Abrams Site

144 7:00 AM-10:00 PM Region 10 ESC/Abrams Site
84 7:00 AM-10:00 PM Region 10 ESC/Abrams Site

28 R |

58. The list of available rooms to choose from will be displayed.
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RESOURCE NAME - Alphabetical list of available rooms.
¥ . Conference Room

a . Meeting Room

2 . Lab
CAPACITY - the maximum number of people the room is designed to hold.
OPERATING HOURS - the time range that the room is available for use.
DISTRICT/CAMPUS - the physical location site of the room.

MANAGER - if a name is listed, then the room request MUST be approved by that
person in order to RESERVE the room.

EEAEOE&AQEI&% Calendar of Events

Resource Name Capacity Operating Hours ~ District/Campus Manager
Administrative Micro Coop = 20 8:00 AM-10:00 PM Region 10 ESC/Abrams Site Sheri Drotor
Training Lab

Bluebonnet-Mockingbird & 100 7-00 AM-10-00 PM Region 10 ESC/Abrams Site

Combined

Bluebonnet Room g a8 7:00 AM-10:00 PM Region 10 ESC/Abrams Site

Curriculum and Instructional B 15 8:00 AM-10:00 PM Region 10 ESC/Abrams Site Lisa Watson
Elm Room b 8 7:00 AM-10:00 PM Region 10 ESC/Abrams Site

Hickory Bog L= B8 7:00 AM-10:00 PM Region 10 ESC/Abrams Site

€ 60  7:00 AM-10:00 PM Region 10 ESC/Abrams Site

Pecan-Bluebonnet- & 200 7-00 AM-10-00 PM Region 10 ESC/Abrams Site

Mockingbird

Pecan-Bluebonnet Combined §§ 144 7:00 AM-10:00 PM Region 10 ESC/Abrams Site

Pecan Room @ 84 700 AM-10:00 PM Region 10 ESC/Abrams Site

59. Click on the NAME of the videoconference room to reserve for this event.
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[AREGION 10

EDUCATION SERVICE CENTER

Cancel | Back to Search Results |

Rescurce:Mockingbird Room
District/Campus:Region 10 ESC/Abrams Site
Hours:7:00 AM-10:00 PM

Description:Room #8101 The Mockingbird Meeting

Managed by
Classification:

Room is 33"11" x 36°8"

Unmanaged
Meeting Room

Calendar of Events

Jume to | April 2008 b
=< pravious April 2009 naxt ==
Sunday Menday Tussday Wednasday Thursday Friday Saturday
29| 2 31 01 o 07 04
9:00 AM-4:00 PM|  8:30 An-3:30 P 8:30 AM-2:45 PM| B:00 AM-4:00 PM|  8:30 AM-3:30 PM|  8:30 AM-2:30 P
£:30 PM-8:30 PM
o5 o4 o7 (o [og [ET (RN
9:00 AM-2:00 PIV| 5:45 AM-12:00 PM|  8:00 AM-12:30 P
1:00 PIM-3:45 PM
1= 12 4 s [1s O e
8:20 AM-2:20 PM|  2:00 P7-00 Pi|  8:20 Am-1z:00 PM|  2:00 AM-:00 M| 8:30 AM-12:00 PM
EE ED [EY Oz 23 24 [
9:00 AM-12:00 PM|  5:20 AM-12:15 PM 8:20 AM-2:00 PM|  1:00 PM-4:20 PM|  8:30 AM-2:20 P
1:30 PI-3:30 P
== =7 [zs [Ozs [ [Ho1 [Joz
9:00 AM-1:20 PM|  8:00 AM-3:30 PM|  8:30 AM-2:20 PV 9:00 AM-2:00 PM|  8:00 AM-3:30 PM|  8:30 AM-2:30 P

) Blocked
Reserved (no : Reserved with : Solect Times
Registrations) Unavailable Registrations Uqr%?fsa?ll;rbclg} This Event T

Reserved (no
Registrations) . A
- the event for the room reservation currently has no registrants.

Unavallable
- the room is part of a combined room setup and is booked under one of
the other combination room choices.
Reserved with

Registrations N )
- the event for the room reservation currently has enrolled registrants.

Blocked
{Resource
Hnavalablsl - the room is unavailable for booking on that date. (EX: Room can only
be reserved 2 days or more in advance.)
This Event

- the room reservation is from this same event.
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[AREGION 10

EDUCATION SERVICE CENTER

Cancel | Back to Search Results |

Resource:Mockingbird Room
District/Campus:Region 10 ESC/Abrams Site
Hours:7:00 AM-10:00 PM

Description:Room #8101 The Mockingbird Meeting
Room is 33'11" x 36'8".

Managed by Unmanaged
Classification:Meeting Room

Calendar of Events

Jump to | April 2008 ¥
<< pravious April 2009 April 2008
Sunday Monday Tuesday Wednesday Thursday Friday May 2009
29| 20) 21 o1 0z 0 jﬂzs;uuuu;
.00 AM-4:00 PM| 230 AM-2:30 FM|  B:20 AM-2:45 PM|  2:00 AM-4:00 PM|  8:20 AM-2:30 PN, o
£:20 FI-8:30 FM g O
September 2009
QOctober 2008
Hovember 2005
a8 a8 a7 Oas o [ 14December 2008
9:00 AM-2:00 PM 9:45 AM-12:00 PM| 5:00 AM-12:30 PM January 2010
1:00 PM-2:45 PM| February 2010
March 2010
April 2010
May 2010
[EE: (EE 14 (EE: [EL O+
8:20 AM-2:30 PM|  4:00 PM-7:00 PM|  2:30 AM-12:00 M| 2:00 AM-2:00 PM|  £:20 AM-12:00 FM
R =y 0= WE= L =4 =g
5:00 AM-12:00 PM| 8:30 AM-12:15 PM 8:30 AM-3:00 PM|  1:00 PM-2:30 PM|  8:30 AM-2:20 PM|
1:20 PM-2:30 PM|
Oze 27 Ozs Oze a0 (od (e
5:00 AM-1:30 PM|  2:00 AM-2:20 PM|  8:20 AM-4:30 PM|  2:00 AM-2:00 PM|  8:00 AM-2:30 PM|  £:20 AM-2:20 FM|

i Blocked
Reserved (no ; Reserved with : —
. - Unavailable 2 : (Resource This Event Select Times ==
Reqgistrations) Reqgistrations Unavailable)

60. Select the dropdown to move to the desired month and year you want to reserve
the room.

(FY1: Room reservations are limited to a maximum of 450 days in advance of the
current date.)
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%ﬁ&gi&ﬂ&g Calendar of Events

Cancel | Back to Search Results |

06/20/2010 Sunday clear dates

Resource:Mockingbird Room
District/Campus:Region 10 ESC/Abrams Site
Hours:7:00 AM-10:00 PM
Description:Room #6101 The Mockingbird Meeting
Room is 33'11" x 36'8".
Managed by:Unmanaged
Classification:Meeting Room

Jumg to | June 2010 w
<< previaus June 2010 naxt ==
Sunday Monday Tussday Wednesday Thursday Friday Saturday
EN [J=1 o Oez EE Ooa EE
[oe o7 Cos [Cos [T O 1z
1:30 PM-4:00 FM
[EE s s EE O7 EE: s
[ Y
EOJ Y (E> 23 24 [z e
Oz Ozs E: E o [ o} 03
) Blocked
Reserved (no : Reserved with - y -
. ' Unavailable - : (Resource This Event
Reglstratlons} REQISIFETIOHS Unavailable}

61. Click on each date to CHECKMARK inside the box, for all the dates needed for
this room selection. The system will list all dates selected in the BOX above.

62. Click on the SELECT TIMES button to go to the next screen.
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[AREGION 10 Calendar of Events

EDUCATION SERVICE CENTER

Cancel | Back to Search Results | Back to Resource Calendar |

Mockingbird Room

Choose the times you require: [ All times are the same

06/2002010n0 fime selecied
Sunday 0

..... 1 Fooan fooaw [imooam [iioosm Jeen [oorm  roem  [rooew  [smew  wew  mewm  frooewm fooew fooem |

HSESSSSEEEEEEESSSEEEEEESESEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE

Requested Layout:  Expected Attendance: MNotes: Section for Reservation:
[zection 1 |

|l2|aaarccmi€C:: V| | | | |

63. The TIME SELECTION screen will appear listing all selected DATES.

] All times are the same

64. ALL TIMES ARE THE SAME - check this box if you have more than one
date listed and ALL of the entries are to be IDENTICAL. The system will
replicate whatever is entered on the FIRST entry to all the other DATES.

06/20/2010n0 time selecied
Sunday o o Fooan  [ooan [rooam Jeen [orm  roem  fooew  [rooew  woew  omew  foorw fooewm fooem |
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEENEEEEEEEEE

1 foan foan |
CITTTTTTITTTd

65. TIME SELECTION - click on the box for the start time and the box for the end
time. The system will fill in the gap from start to end and display the time range
selected. Click on a different start or end box to adjust the range, if your
selection is not displaying the range you needed. See on the next page, for an

example.

Requested Layout:

Clazsroom (607 |W |

66. REQUESTED LAYOUT - Click on the dropdown to select the room layout.

Expected Attendance:

]

67. EXPECTED ATTENDANCE - enter the number of maximum registrants
allowed before WAITLISTING additional registrants.

Motes:

68. NOTES - enter any other setup requirements for FACILITIES staff for the
class. EX: Need two sign-in tables outside the door to the room.
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Section for Reservation:
|E&-:1il:un 1 |

69. SECTION FOR RESERVATION - the system will provide a SECTION
NAME heading. You can change the heading to anything you want instead.
(FY1: DO NOT LEAVE THIS FIELD BLANK OR REGISTRATION WILL

NOT WORK FOR THIS EVENT)

[AREGION 10 Calendar of Events

EDUCATION SERVICE CENTER
Mockingbird Room
Choose the times you require: 1 All times are the same
06720120109-00 AWM to 4:00 PM_420 minutes or 7 hour(s) clear

wen oo Fooew oo ooem fwoem fooewm fooew fooewm |

sunday  [Foan foan 0 F
[T TTTI T I I ]
Section for Reservation:

|5&|:1iun 1

Expected Attendance: Motes:

Reguested Layout:

|N&&:I Sign-in Table
Conference (38)
U-Shape (28]
Other
This is an example display of a desired room reservation setup.
prior to you

NOTE: If any of the boxes are already filled with RED or
selecting your time range; that means that TIMERSLOT is already RESERVED by

another ROOM RESERVATION.

[AREGION 10 Calendar of Events

EDUCATION SERVICE CENTER
Mockingbird Room
Choose the times you reguire: [ All times are the same

06/20/20109:00 AM to 4:00 PM 420 minutes or 7 hour(s). clear
Sunday Fooaw  fovaw  fooaw foooam fimoaw oo oew pooew Fooew  [rooew fooem fooew [ooem fwoew  ooew |
[TTTTTTITIT I ITIIlrITTd
Requested Layout: Expected Attendance: MNotes: Section for Reservation:
|cassroomg0) »| o0 | [Need Sign-in Table [section 1 |
Mext ==

70. Click on the NEXT button to SUBMIT a REQUEST for the listed dates for the
room.
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[AREGION 1
EDUCATION%RVIOCE CENTg Calendar of Events

Edit Event |Csn0&| Event |E\-‘Ent Details |Si-:ln In Sheet |HE- istration Lo HE::"tl

Event Information

Event ID: EVT-EVES-7TQVSGT |(Release Event)
Evaluation Key: 29108806 Evaluation Summary
Status: Draft
Title: Create An Event Reference Manual Event
Event Type: Internal

Abstract: This is the text that will display under the fitle of the event on screen displaying a list of
events.

ConsultantiPhone: John Smith (972-123-4367)
Contact: Glenn W. Browning
Editors: Glenn W. Browning (browngw)
Hotes: These are internal notes for event editors only.

Add New REGULAR Reservation | Enter OFF-SITE Reservation Information

Reservation Information

Edit Sections
Date Time Room/Resource Status Registrations
Section 1 Mark Attendance 0(0)

@ 6/20/2010  9:00 AM-4:00 PM Mockingbird Room(Region 10 ESC/Abrams Site) Draft

71. The requested room reservation will start in a status of DRAFT.

72. Click on the RELEASE EVENT link or the room request will NEVER process.

Eﬂﬁ&%%&g Calendar of Events

Event EVT-EVES-TQVSGT: Create An Event Reference Manual Event has been released.
Clicklo review the event.

73. Click on HERE to return to the EVENT SUMMARY.
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[AREGION 10 Calendar of Events

Home | Calendar Home | Search | Enroliments | Transcript | My Events | Create Event | My Resources | Facilities Report | Logout |

Version 1.0

Edit Event |Csn:JEI Ewent |E\Ent Detsils |Sign In Shest |RE-:1ist'sti:n Log Report |R5gisti' Cth5'5|
Event Information

Event ID: EVT-EVES-TQVSGT*

Evaluation Key: 291086086 Evaluation Summary
Status: Released

Title: Create An Event Reference Manual Event
Event Type: Internal

Abstract: This is the text that will display under the title of the event on screen displaying a list of
events.

Consultant/Phone: John Smith (972-123-4567)
Contact: Glenn W. Browning
Editors: Glenn W. Browning (browngw)
Notes: These are internal notes for event editors only.

Add Mew REGULAR Reservation | Enter OFF-SITE Reservation Information
Reservation Information
Edit Sections
Date Time Room/Resource
Section 1

Status
Mark Attendance

Registrations
© 6/20/2010  3:00 AM-4-00 PM

0 (0}
Wockingbird Room(Region 10 ESC/Abrams Site)

Draft

74. The event will be RELEASED and start processing the room request.

Eﬂﬁ&%ﬁﬂx,}% Calendar of Events

Home | Calendar Home | Search | Enroliments | Transcript | My Events | Create Event | My Resources | Facilities Report | Logout |

Edit Event |CsnoEI Event |E\-'Ent Details |Si-;n In Sheet |H5gist'sti:n Log Report |HE-;istE' Sths's|
Event Information

Event ID: EVT-EVES-TQVSGT
Evaluation Key: 29106606 Evaluation Summary
Status: Ready

Title: Create An Event Reference Manual Event
Event Type: Internal

events.
Consultant/Phone: John Smith (972-123-4567)
Contact: Glenn W. Browning
Editors: Glenn W. Browning (browngw)
Notes: These are internal notes for event editors only.

Abstract: This is the text that will display under the title of the event on screen displaying a list of

Add Mew REGULAR Reservation|Enter OFF-SITE Reservation Information
Reservation Information
Edit Sections
Date Time Room/Resource Status Registrations
Section 1 Mark Attendance 0 (0)
@ 6/20/2010  9:00 AM-4:00 P Mackingbird Room(Region 10 ESC/Abrams Site) Reserved

The processed room will switch to a STATUS of RESERVED if it was AVAILABLE.
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LIST OF ROOM RESERVATION STATUSES:

CANCELLED - the room reservation was cancelled.

CONFLICT PENDING - the room was already RESERVED for the requested time.
DRAFT - the room reservation is waiting on processing. The room is NOT BOOKED.
REJECTED - the room reservation was REJECTED by the MANAGER of the room.
REQUESTED - the room reservation is waiting on approval by the room MANAGER.
RESERVED - the room has successfully been RESERVED for that time range.

CONTACT THE TECHNICAL HELPDESK FOR ASSISTANCE AT 972-348-1158

49. RESERVATION INFORMATION
b. ENTER OFF-SITE RESERVATION INFORMATION - book the

room reservation(s) for the workshop class(es) listed for ALL OTHER
locations NOT LISTED in ADD NEW REGULAR RESERVATION.

[AREGION 1
EDUCATIONE:I-!RVQZE CENTEOR Calendar of Events

ister u1h5'5|

Edit Event |SsnoEI Event |Ev5nt Details |Si-;n In Sheet |H:- istration Log Report |H:-

Event Information

Event ID: EVT-EVES-TQVSGT*
Evaluation Key: 28106606 Evaluation Summary
Status: Ready
Title: Create An Event Reference Manual Event
Event Type: nternal

Abstract: This is the text that will display under the title of the event on screen displaying a list of
events.
Consultant’Phone: John Smith (972-123-4567)
Contact: Glenn W. Browning
Editors: Glenn W. Browning (browngw)
Notes: These are internal notes for event editors only.

Add Mew REGULAR RESE".-‘S[iCI"lEI‘ItE' OFF-SITE Reservation Inf:"ﬂsti:ﬂ

Reservation Information

Click on ENTER OFF-SITE RESERVATION INFORMATION to reserve an
OFF-SITE room.
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%ﬁg%@zﬂaﬁ Calendar of Events

Erefill with & srevious off-site 'Es:u'oE|

Define Non-standard Resource
Save this location for later use? No | ¥

Description:

Address Information

Map URL:
Resource Notes:

Location Classification: gz w

Contact Name:

Contact Phone:

Room Fee:
AN Fee

Other Fees:

Reserved Date:|:|
Contract Received Date:|:|
Down Payment::I

Due Date:|:|

PaidDate] |

Actual PaidDate] |
Balance Due:|:|

Continue=>

50. DEFINE NON-STANDARD RESOURCE - create a ROOM RESOURCE for
any location that is NOT already listed in the Calendar of Events system. Complete
all applicable fields to customize your room.

Erefill with 5 previcus off-site resource

51. Click on this link to display a list of the saved OFF-SITE RESOURCES. Then
select from the list to pre-fill your room, instead of typing in the information each
time you need to rebook the same room for each class.

(FY1 - this function is currently UNAVAILABLE for use.)
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Save this location for later Llse?

52. SAVE THIS LOCATION FOR LATER USE? - choice of adding your created
room to the list, in order to reuse it at later times.
(FY1 —this function is currently UNAVAILABLE for use.)

a. NO - (DEFAULT) DO NOT save this room into the list of available OFF-
SITE RESOURCES.
(FY1 - this function is currently UNAVAILABLE for use.)

b. YES - save this room into the list of available OFF-SITE RESOURCES.
(FYI1 - this function is currently UNAVAILABLE for use.)

Descri ptil:rﬂ:l |

53. DESCRIPTION - enter the NAME of the room.

Address Information:

54. ADDRESS INFORMATION - enter the PHYSICAL ADDRESS of the room.

Map URL:| |

55. MAP URL - paste the web address for a map of the room location.
EX: from MAPQUEST or any other LOCATION MAP FINDER site.

Resource Notes:;

56. RESOURCE NOTES - enter any notes in reference to the room that are needed.
These notes are only available to an EVENT EDITOR.
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Location Classification: s w

57. LOCATION CLASSIFICATION - select the category of the room location.
a. ESC —the room resides inside a REGION 10 ESC building.
b. LEA W/IN Region 10 — the room resides in a REGION 10 LEASED
building.
c. OUT OF Region 10 — the room resides outside of REGION 10 boundaries.
d. IN REGION-OUTSIDE ESC/LEA - the room resides inside REGION 10
boundaries, but is owned by another business.

Contact Name:
Contact Phone:
Room Fee:

AV Fee:

Other Fees:
Reserved Date:
Contract Received Date:
Down Payment;
Due Date:

Paid Date:
Actual Paid Date:
Balance Due:

58. ROOM CONTRACT INFORMATION - this area is available to enter any details
about the room for an event EDITOR to access from the event reservation.

(FY1: the majority of the time the CONTACT NAME and the CONTACT PHONE are
the only two fields that are used by an event EDITOR.)
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[AREGION 10

EDUCATION SERVICE CENTER

Calendar of Events

Back to Event |

Prafill with s crevicus off-site 'ES:LI'CE|

Define Non-standard Resource

Save this location for later use? No  |%

Description:

Richardzon Civic Ctr

Address Information

411 V¥ Arapaho Rd
Richardzon, TX 75080

Map URL:| hitp:/ivevew.ma pquest.cun'u'ma|:|s?name=Richarl:Isun+Ci\.fic+Ctr&c'rty=Richardsun&state='|

Resource Notes:

IMeet with Jane one hour before start of event at front entry.|

Location Classification:

In Region-Cutside ESC/LEA vl

Contact Name:|Jane Dos

Contact Phon e:| (872) 744-2050

Room Fee:|

AN Fee:|

Other Fees:|

Reserved Date:

Contract Received Date:

Down Payment:

Due Date:

Paid Date:

Actual Paid Date:

Balance Due:

'

59. Click on the CONTINUE button after you have completed all applicable fields.
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Eﬂ}ﬁ&gﬂ!ﬂﬂa}g Calendar of Events

Cancel | Back to Search Results |

Resource:Richardson Civic Cir
District/Campus: Off-Sife
Hours:n/a
Descriptionz411 W Arapaho Rd
Richardson, TX 75080
(972) 744-4090
Managed by:n/a
Classification:n/a

Version 1.0

Jump to | April 2009 i
<€ prEvious April 2009 next ==
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
23| 20 2 01 0z 03 04
o5 i o7, o8| 09 [d1a Y
Oz [EE 114 EE e Ry [ET
s E Oz 2o [2s 24 e
W MOz Oz e [ e [(ogf
- Blocked
Reserved (no : Reserved with : —
. . Unavailable : : (Resource This Event
Registrations Registrations .
g ) g Unavailable)

60. The current month will display, and it will ALWAY'S be empty on every date. The

screens will ONLY display the selections that you make on this set of OFF-SITE
room reservations.

NOTE: OFF-SITE reservations ALWAYS process to a RESERVED status. The
room reservation(s) involved are ONLY creatinga PLACEHOLDER for
REGISTRATIONS and is NOT reserving the actual physical room(s). The system
assumes that the EDITOR contacted the OWNER of the room and arranged for the
use of the room at the DATE(s) and TIME(s) for the OFF-SITE
RESERVATION(S).
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Eﬁjﬁ&g&&&&g Calendar of Events

Resource:Richardson Civic Ctr 04/12/2010 Monday clear dates
District/Campus:Or-Site 04/13/2010 Tuesday
Hours:n/a 04/14/2010 Wednesday

Description:411 W Arapaho Rd
Richardson, TX 75080
(972) 744-4090
Managed by:nia
Classification:n/a

Jumg to | April 2010 w
<5 previous April 2010 next ==
Sunday Maonday I Tussday Wednasdsy Thursdsy Fridsy Saturdsy
[Jzg [z [Jzq [ad [EY [og [og
(a4 [(ad [(ad e LY [oq g
11 [¥] 1z [¥] 12 [¥] 14 s e 17
i [EE: =20 (e [z [z [z
== [ze O-= [EE O= S (o
) Blocked
Reserved (no . Reserved with F | -
. : Unavailable : - (Resource This Event _
Registrations) Registrations Unavailable)

61. Use the JUMP TO for selecting all the DATES involved at this LOCATION.
62. Click on each DATE. The system will list every one in the BOX at the TOP.

63. Click onthe SELECT TIMES button.
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%ﬁ&%&ﬂ&% Calendar of Events

Richardson Civic Ctr

Choose the times you require: O Al times are the same
04/12/2010 5:00 AM o 4:00 PM 480 minutes or & hour(s). clear
Monday ooan Frooan feooam foosm foooam fiooam oo frooew pwew fooew Jrooewm Fooew Fwew foew fooew fooew ioooew |
[TTTTTTIITITIT T IIITITTd
Requested Layout: Expected Attendance: Motes: Section for Reservation:
| | [ecton |
041132010 §:00 Al‘lto 4 00 F'P1 480 mlnutes or & hour(s). clear
Tuesday  [Foay Foan foan foas Juoen frmaafien frooew fwew foew oew wew fwew foew oen oew fomew |
[T T rITTTd
Reguesied Layout Ex pected Attendance: Motes: Section for Reservation:
| | e |
04/14/2010 5 DD Al‘lto 12 DD F'M 240 mlnutes or 4 hour(s). c ar
Wednesdayf e fioon [rooem l:-- Fooen foew fooew [ooew [soopw Jpooew Jioooem |
|I|I|||I|I|I||||I|I||||I|I|I||||I|I|
Requested Layout: Expected Attendance: MNotes: Sen:tlon for Reservation:
| | [ecton’ |

64. Select the TIME RANGE for each ROOM RESERVATION.
65. The REQUESTED LAYOUT has only one choice of OTHER.

66. Enter the EXPECTED ATTENDANCE to set the WAITLIST limit for
REGISTRANTS.

67. Enter the NOTES for any setup needs.

68. Enter the SECTION NAME for each room reservation. Any reservations with the
SAME SECTION NAME will be grouped together using the same ROSTER of
REGISTRANTS.

(FYI: If the SECTION FOR RESERVATION is BLANK then the event will not
allow registrations to process properly. CONTACT 972-348-1158 to resolve.)

69. Click on the NEXT button to process the selected OFF-SITE rooms.
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E[ﬂﬁoﬁ%gﬁﬂ}g Calendar of Events

Home | Calendar Home | Search | Enroliments | Transeript | My Events | Create Event | My Resources | Facilities Report | Logout |

Version 1.0

Edit Event |Csn:EI Event |Ev5nt Details |Si-:|n In Shest |R§-:|ist'sti:n Log Report |R§- izte

Event Information

Event ID: EVT-EVES-TQVSGT7*
Evaluation Key: 29108606 Evaluation Summary
Status: Ready
Title: Create An Event Reference Manual Event
Event Type: Internal

Abstract: This is the text that will display under the title of the event on screen displaying a list of
events.

Consultant/Phone: John Smith (972-123-4567)
Contact: Glenn W. Browning
Editors: Glenn W. Browning (browngw)
Hotes: These are internal notes for event editors only.

Add New REGULAR Reservation |Enter OFF-SITE Reservation Information
Reservation Information
Edit Sections
Date Time Room/Resource Status Registrations

Section 1 Mark Attendance 010}

e 4/12/2010 8:00 AM-4-00 PME  Richardson Civic Ctr Draft

@ 4/13/2010  §:00 AM-4-00 PME  Richardson Civic Ctr Draft

© 4/14/2010 Richardson Civic Ctr Draft

70. The selected ROOM RESERVATION(s) will display on the EVENT SUMMARY
screen in the INITIAL status of DRAFT.

(FYI: If the event has been RELEASED, then the rooms will process.)
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%‘E&%Qﬁaﬁ Calendar of Events

Home | Calendar Home | Search | Enrollments | Transeript | My Events | Create Event | My Resources | Facilities Report | Logout |

Edit Event |CsnoEI Event |E»‘Ent Details |Si-:ln In Sheet |HE- istration Log R

Event Information

Event ID: EVT-EVES-7TQVSGT
Evaluation Key: 29106606 Evaluation Summary
Status: Ready
Title: Create An Event Reference Manual Event
Event Type: Internal

Abstract: This is the text that will display under the fitle of the event on screen displaying a list of
events.

Consultant/Phone: John Smith (972-123-4567)
Contact: Glenn W. Browning
Editors: Glenn W. Browning (browngw)
Notes: These are internal notes for event editors only.

Add New REGULAR Reservation | Enter OFF-SITE Reservation Information

Reservation Information
Edit Sections

Date Time Room/Resource Status Registrations

Section 1 Mark Attendance 00y
@ 4/12/2010  3:00 AM-4:00 PMB  Richardson Civic Ctr Reserved
@ 4/13/2010  5:00 AM-4:00 PMB  Richardson Civic Ctr Reserved

& 4/14/2010 Richardson Civic Ctr Resenved

71. Within 15 minutes, the ROOM RESERVATION(s) will process to RESERVED.

For Assistance scheduling a videoconfer ence event on the Calendar of Events

CONTACT Vickie Sullivan, 972 348-1164

For Assistance with the Calendar of Events

CALL 972 348-1158
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