Professional Staff Development Activities allows WATC employees, staff, and faculty to grow their knowledge base, stay current with best practices, and show that their expertise is meaningful in a rapidly transforming and ever-demanding marketplace. We ask that you record your experiences to demonstrate this knowledge.  
1. Log into myWATC.  
2. Select the Employee Tab.  
3. Select Professional Development from the Intranet Links channel.  [image: ] 


How to add information about your own Professional Staff Development Activities  
[image: ]
These entries are required:
a. In ‘Role’ and ‘Division’, a selection from the drop downs
b. In the ‘Training Title’ box, the title of the course or training session
c. In ‘Training Type’, a selection from the drop down
d. In ‘Hours Earned’, a selection to the nearest half-hour
e. In ‘Training Date’, click the calendars to select the beginning and ending dates
For ‘Comments’ you can use free text.  
If documentation is required, click ‘Choose File’ to attach a file. There is a limit of 1 MB.
NOTE: If you click on a calendar after you choose a file it will drop the file.
[bookmark: _GoBack]Click ‘Submit Form’. The form below will display. (Clicking ‘Cancel’ during first submission drops all entries.)
[image: ]
The links on this form allow you to; 1) modify the information just submitted, 2) submit another instance of training, or 3) view the report of all your submitted training information. To exit the form, simply close the tab or window in which it is displayed.
The submitted information has now been recorded and has initiated a workflow process to your supervisor for approval (or rejection pending further clarification).
You will receive notifications of the process via email similar to that seen below.
[image: ] 

If you have any further questions about the Professional Development Application please either contact IT using a ticket to the IT help desk, or contact HR. 
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Monday, January 19, 2015
Current User: Steve Thompson
Current Supervisor: Cathie Barber

" \X/ATC Professional Development Form

Thank you for your submission!
Your Professional Development Training Record has been submitted for approval.

1
An email has been sent to your inbox to allow you to edit the Professional Development Training Record if needed. If you do not receive one please let
IT know by submitting an IT helpdesk ticket.

Once your submission has been approved, you should receive a second email confirming approval or rejection.
T e i e etk A b e 14
To view all of your existing Professional Development Training please click this link.

Thank you!
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Brady Randall

Supervisor Approval needed for Brady Randall's Prof Development on 2014-12-1
To  MBrady Randall

Thank you for your first submission!

Your first submission is now waiting for approval.
To change the Professional Development Training Record please click the link
‘Once your first submission has been approved or rejected by Cathie Barber, you should receive 2 second email confirming this

Thank you!
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Time Reporting 2ol

Time Sheet
Software Developer, E99877-00 - IT, 10400
Weekly - 26, Due Date : Dec 22, 2014
Weekly - 25, Due Date : Dec 08, 2014
Weekly - 24, Due Date : Nov 19, 2014
Weekly - 23, Due Date : Nov 10, 2014
Bi-Weekly - 22, Due Date : Oct 27, 2014
Bi-Weekly - 21, Due Date : Oct 13, 2014
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‘Committee News and Updates. o=
WATC Committee Structure

Digital First EEE

Digital First Task Force Mission Statement: DIGITAL

Construct a plan to revolutionize the way WATC Fl RST

delivers and supports the instructional environment wema anea recumicaL coLiece
using technology.

Banner Links EEE
Internet Native Banner
single Sign-on direct link to Internet Native Banner

Self-Service Banner
single Sign-on direct link to Self-Service Banner

Interactive Schedule - Employee Version
Displays enrollment, capacity and remaining seats

Note: to access this application, you must be logged in to a computer on campus or via Remote.
Desktop Connection when off campus.

Work Orders EEE

Employee News and Updates R

[=1E |

You Rock

"YOU ROCK!'

A WATC Employee Recognition Program
“YOU ROCK!” Recognition Form

Click the above link to fll in the o

e form and click “submit” when you're done - that's it.
View Current "You Rockl" submissions

Share your appreciation, send a "YOU ROCKI” to a co-worker!

Welcome Employees:
17 you have any questions concerning eligibilty for a particular benefit o the applicabilty of a policy or praciice to
You, you should address your specic questions to the Human Resources department.

“Thank you for your contributions to our college and students!

Intranet Links

Professional Development -
professional development

here for the submission form for recording training and

“Employee Directions for submitting professional development
*Supervisor Directions for APPROVING professional development

[

+ IT Services Intranet Home Page

"How-to", tips, and tricks for products and services provided by IT: includes Employee Help
Guide, Student Help Guide, and much more.

+2014-2015 Payroll Calendar
+ Academic Planning Calendar

Employment Details

[ Benefits
B Direct Deposit
B View/Print Pay Stub

[ J0b Details
[ Leave Details

Forms and Policies

Finance Forms - This link provides informatic

Academic Forms - Academic Affairs forms an

Benefits - Informational documents and chan
specific questions about WATC's benefits, ple

Tuition Waiver - reference employment policy
request and eligibility.

il - Information about logging into timec
deposit forms.

iployment - This section contains informati
employees.

policies and Procedures - This section contain
practice behaviors that promote responsible,
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Current User: Brady Randall

WICHITA AREA TECHNICAL COLLEGE Current Supervisor: Cathie Barber

Information about yourself:
i Foll e
brandall Brady Randall

o Submission Date: December 1, 2014
7o Owision Eocen

Select v Select v

Information about your recent training activity:

Trsining Tite: Training Date:
From:

Training Type: Hours Eamed:

Select v|[00 v Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa

Commens: ol > 2 2« s e (= 2 3 s« s [i8
2 8 2 10u 2 B||2 8 2 1002
14 15 16 17 18 19 20| [ 15 18 2 18 1|20
22 2 2 25 |2 |2 2 2 M5 82
4

Documentation: B 22 30 11 1 2 3 28 29 30 3 1 2

Choose File | No file chosen N:. .. : - B 8: - : : : |8





