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« Introduction to Act 48

- Employee Setup

- Creating Act 48 Activities

- Assigning Act 48 Activities

- ClassLink Hosted Site Information

- Creating the Act 48 Export File

- Uploading Export File to PDE

- Recording Act 48 file uploads in ClassMate

- Act 48 Reports available in ClassMate
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Act 48 Introduction — Information from PDE

Beginning July 1, 2000, Act 48 of 1999 requires all educators holding Pennsylvania
public school certification including Instructional | and Il, Educational Specialist | and I,
Administrative, Supervisory, Letters of Eligibility and all vocational certificates to
maintain certificates.

Educators must maintain their certificates as active by earning six collegiate credits or

six PDE-approved in-service credits or 180 continuing education hours or any
combination of the above every five calendar years.

NOTE: Each collegiate credit is equal to 30 continuing education hours. All credits and
hours must be related to an educator’s certificate type or area of assignment, unless

enrolled in an administrative program or approved by the school board.
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Getting Started
Employee Setup

Employee information fields are required in ClassMate to use the Act 48 functionality. If you do NOT
use ClassMate to perform the Staff PIMS Submission it is possible there may be employee setup
steps required .

Double Click My Modules>Double =@gPersonnel Managemen
. . @ Employee Certification Manage
click Personnel Management>Click R

Employee Management = Personnel Management
- @ Security Personnel Certification

All Professional/Certified Employees must have

e Nicholas Akian, 100AP00750 their State PPID # entered in ClassMate. The State
General | Pasition | PIMS | FIMS &ssignment | Discipline | Miscellaneous | Course Assignment | Create/Madify | PPID # box is in Em p | oyee Man agem ent>General
G&I 1D # |DD.-’-‘-.F'DD?SD _ . Tab .
e [ - If the State PPID #'s for the employee is NOT
e — ~ . populated, the PPID # MUST be entered into
S I ClassMate before using the Act 48 functionality.

Note: Employees who need a PPID and receive Act
48 hours are most commonly Instructors and

Administrators G . C|aSS|.iIlk
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Getting Started
Employee Setup

The State PPID # can often be obtained from the Directors Office or Payroll
Department. The office that holds the number varies from school to school .

If your school uses another software package to perform their Staff PIMS Submission you
can obtain the PPID’s from the outside software package.
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Act 48 Activities

Creating ; .
. | E :!E' ,fi\c’r 48 E}{port to Spreadshee’r

Double Click My Modules>Double click || - @ CATS Management

State Reporting>Click [} ~ # CTE Planning Base Data

----- & CTE Planning Matrix
----- # PS3A Enroliment Export
----- # Safe Schools Management

Act 48 Activity Management
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Act 48 Activities
Creating

Click the Green Next ID button to auto create (4 I Select an Activity Subject Area
the next sequential ID
(2 ' Enter the Activity Name @ Select an Activity Sub-Category
Note: This option is new to ClassMate

@ Select an Activity Type version 18.0a & was added as per PDE
If the Activity was an IU Course, enter the 2010-11 requirements.

Course # in the IU Course # box
If the Activity was a College Course, select a College
Credit type from the College Credit Type drop down

1 Activity ID |

lURe: #
Activity Name (2 ' | e
Activity Type ( 3) |8e|ec‘r a Course/activity Type .. j |
College Credit Tvpe | : _I
Activity Subject Area (4 ‘Selec‘f a Coursefactivity Subject Area. . j
Activity Sub—Ca‘regory@ B
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Act 48 Activities

Creating

[’6' Enter the Instructor/Presenter Name @ Internal Activity : held at your site
Click Internal Activity Yes . Defaults to No

- @ Enter a description of the activity

@ Enter the End Date o
Enter the Credit Hours Earned : or aCt'V_'ty age_nda _
@ These fields will be entered after the file

(# of Act 48 hours earned, example: 6)
is submitted to PDE. Enter the Date Submitted
to PDE & PDE Roster ID.

{?I Enter the Start Date

Instructor /
Presenter 6 ]

Lt @ ,T 26 DaTe@f - Internal Activity?
Credit Hours (g) (1(_]" C Yes & ho

Description @
]

Date Submiﬁed{‘]éi . PDE Roster ID @
to PMIF
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Click the Save icon to save the activity

i ClassMate for CTE - ClassMate - ** Live Environment ** - [Act 48 Activity Management (A4BMGT_M)]

(v File Edit Add New Ackivity
oo [Blea @

tManagerment | Base Da’[al

rﬁac’r 43 Activities |

& ClassLink
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Sample Act 48 Activity

The screenshot below demonstrates a completed created Act 48 Activity.

Activity ID 0000000003

- U Course #
Activity Name In-Senvice 11/12/2010
Activity Type |Ao‘r 48 Professional Development Activity j |

College Credit Type J

Activity Subject Area [Teaching and Leaming Professional Development -
Activity Sub-Category |Teaoh|ng Technigques and Strategies j
Instructor /
Prosenter ICTC Instructors|

Start Date 11122010 End Date  |11/12/2010 Internal Activity?
() )
Credit Hours 5 s -

Agenda on File in Directors Office.

Description

il
4

Date Submitted N PDE Roster D
to PMF
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Getting Started
Assigning Act 48 Activities

Double Click My Modules>Double
click State Reporting>Click Act 48
Assignment

@ Select the Activity to be assigned

2 ) Click the word Edit located on the top
of the screen

ﬁ} /—\CT 48 Ao‘nvny Managemem
# Act 45 Export to Spreadsheet
# CATS Management

# CTE Planning Base Data

& CTE Planning Matrix

Click the word Assign located on the top of the
O screen. The Assign Act 48 Activities box will appear

File a3

& ClassMa 9 1 CTE - ClassMate - *™* Live Environment ** - [Act 48 Activity Assignm

ent (A4BASG_M)]

G sIed
- Act48 Activities ..
[ another ane Selected .-‘ﬂ'\I:‘tI\-"IT_':,-"
]y
[ Test H|4
Employes Last Name First Name Processed | Accepted

10 www.classlink.com/products/classmate/
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@ The Assign Act 48 Activities Box will appear

r PR — .‘
&2 Assign Act 48 Activities (A4BEAS_F) =3

Edit

Q| @

i . . D

(5 i Click the box to select the appropriate 6)  Assian Act 48 Actitios
Employee participating in the activity. If you e e e veen T Pt
have employees organized in groups and M : s

Akian, Chriz

Akian, Kurt

Akian, Martha

Burzon, Beverly
Burson, Brian @
Burson, Deb

Burson, Diane

all employees of a particular group attended the
activity click in the box next to the groups name

Burson, Donna
Burson, Joan
Burson, Linda
Burson, Mark
Burson, Michalene
Burson, Susan
Burzon, Temy
Cooper, Barbara
Cooper, Chrigting
Cooper, Denise
Cooper, James
Cooper, Laurie
Danke, Celina
Danke, Daniel

@ Click the Assign icon (Yellow folder with
plus sign icon) located on toolbar to assign
the activity to those employees

Danke, David
Danke, Erik

IN00000000008O000RO00REOO00L;
L. Tw. Lv.Liw. Liw. Ly Liv. Do Tow Thw. L. Liv. L. Lov. Tha. T T T v Liv. L. Liv. Ly, | =
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Sample Activity with Employees Assigned
If an employee should receive less hours than previously entered in the Act 48
Management module, manually change the hours in the Hours Attended box for the

particular employee.

For example: An employee might have only attended an in-service for half of the
day because they went home sick. Instead of the employee receiving 6 hours they
only should only receive 3 hours.

If you edit the hours , Click Save (Floppy Disk Icon) before existing the module.

Ove H«e @

-Actds Activities

1 another one
[ In-Service 1141212010 !
{1 Test |4

selected Activity

Employee Last Name First Name Processed | Accepted
000010518 |Burson Beverly 6
Q00010362 |Burson Brian 3
000010136 |Burson Joan ]
6

Susan

w

000010639 | SEEElY
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ClassLink Hosted Site Information

For clients who are hosted by ClassLink you will need to connect to LaunchPad before

Exporting & uploading your Act48 file to PDE.

Connecting to LaunchPad

Click your Internet Browser (ex: Internet Explorer, FireFox, etc) type in
http://www.classlink.com/sites/schoolacronymcm

Click the Back Again button

At the Windows Server login enter your Username & Password
Username is first initial, last name: example: jdoe
Password is typically Passwordl, unless you change it

If you need assistance with the LaunchPad URL for your site or your LaunchPad
username/password please contact the ClassLink Helpdesk at: 1-888-963-7550 ext: 101.

(< ClassLink
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ClassLink Hosted Site Information

- Onthe LaunchPad site
— Click ClassMate found under Applications>Main Menu
— Login to ClassMate and then proceed with the exporting your Act48 file from ClassMate.

- Once you have your export files exported from ClassMate you must access the Internet
from the LaunchPad by clicking on Google.

- Once the Internet Browser is open you can go to the PDE Site and proceed.

- This is a Sample of what the LaunchPad screen looks like, please note your LaunchPad
screen may look a little different.

{¥ ClassLink LaunchPad

- ® & N &

Home
Thursday. September 23,

® Applications T Places to go &
Main Menu Main Menu

{# ClassMate &) Google

(< ClassLink
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Getting Started
Creating an Act 48 Export File

Double Click My Modules>Double click State H}f Folders: -
Reporting>Click Act 48 Export to . -
Spreadsheet

------ ti!l' C,&TS Management

------ & CTE Planning Base Data

------ & CTE Planning Matrix

-1 4

------ & PSSA Enrolliment Export

(< ClassLink

ClassLink, Inc.
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Creating an Act 48 Export File
When the module opens select the

start date & end date range of activities
you want to export

ClassMate Recommendation : We
recommend that you create the
export file the same day that you
create & assign the Act 48
activities that way the dates you
used are still fresh in your mind or
you still have the documentation in
front of you for those activities.

For Include Processed Activities —
leave No

Click the Browse button
Name your file

example name scheme:
act48111210 (this is the date
I’m creating the file)

Click Save
Click Create Spreadsheet

Oelel & @

Create New Spreadsheet

Select Activity Dates to Include

Start Date
0}

End Date

‘1 1j01/2010 J

‘11112:2010 J

Include Processed Activities?

@ ~ Yes “ No

To File:

Click Browse to view/select file name or type in a
name

sssss

sssssss

nnnnnnnnn

mmmmmmmm

Indicate Act48 Status

Spreadsheet Na... | Spreadsheet Date \ Status |

[=] myoutputxis 10/27/2010

(< ClassLink
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After click the Create Spreadsheet button a Progress bar will appear
Once the file has been created a Creation Complete! Window will appear
Click OK |

S
Classmate PDE Act 48 Spreadsheet Creation E|

1 ) Creation Complete!

In the Indicate Act48 Status grid click the checkbox next to the file Name < click the
SmeItted button Indicate Act48 Status

Spreadsheet Na... | Spreadsheet Date ‘ Status ‘ g
Oact 48 submit 1... 1210/2008 Accepted
D act 48 submit 1... 12/10/2008 Accepted
Oact 48 submit 1... 1210/2008 Accepted
O act 48 submit 3... 03/10/2009 Accepted
Oact 48 submit 4... 04/06/2009 Accepted
O act 48 submit 0... 0717/2009 Accepted
Oactas 091409.x1s 0914/2009 Accepted
Oactag 100709.x1s  10/07/2009 Accepted
Oactag 111108x1s 1111172009 Accepted
Dactas 112309x1s 11/23/2009 Accepted
Oactag 120700x1s 12/07/2009 Accepted
Dactag 121009.x1s 12/10/2009 Accepted
Oactag 121400x1s 121142009 Accepted
Dactag 121809.x1s 12/18/2009 Accepted
DOactag 011410x1s 01/14/2010 Accepted
DOactag 012010xIs 01/20/2010 Accepted
d Oactag 021610x1s 02/16/2010 Accepted
c Oactas 021810x1s 02/18/2010 Accepted
— Oactag 022410x1s 02/24/2010 Accepted
x'" O actas 032210x1s 03/22/2010 Accepted
c Dactds 060110x1s 06/01/2010 Accepted
: O actas 0601102.... 06/01/2010 Accepted
[7p) Oactag 060910x1s 06/09/2010 Accepted P =
0 B act48111510.xs  1115/2010 | ':-‘ c I L k
« ; > LIASSLIN
@)



http://www.classlink.com/�

Act 48 — Uploading File to PDE

ClassLink

ClassMate

Getting Started
Uploading Act 48 file to PDE

*Open Internet Browser (FireFox, Internet Explorer, Safari, etc)
» Go to PDE Website-
http://www.pde.state.pa.us/portal/server.pt/community/pennsylvania department of education/7

2 3 7 7 Prnmyteania Dupartmmnt ol Educaton - Windows internet Explorer LI&
- Gd._‘v a stabepas w e % Bl
x @t B e
o Favorres | oy @8 = B FresHoimad B
B Pennsyivania Department of Educaton

?:" penn syl\rnia

pennsylvania g

| St

Hot Topics

r aes 3 = s
E 4 & Y > Swnd:rdr';_lmn-\.l Srztem Standards
ki >> Race To The Top 2
it [ 3 Aligned
i T ———— System
State Dq-_ni of Education L (SAS) 13 a develoging archrtecture
Certifications > bt | e s ket Yo 4 8 participant In cur education

= At 114 - Fadaral community need tn know about

nRaoDaEn
Latest News Welcome from Secretary Zahorchak
A5 >3 Govemor Rendell Nominates Thomas E. Gluck as walcome to the Depantmant of
Serretary of Educabon

Education's Home Page! This page has

been developed to open up the

»» Dr. k '

of B0 o, Wil A
Supenntandant

thac - Py %
i b =l e educators, studeni axpa
- . =
Our goal is to make this Web site as informative and -
> Pennsvivania Awar 9.9 Mllion 218t user-friendly ag possible. If you have any comments or
Lantury ComMundy LAAMINgG Canters suggestiens about this page of o ent can -
s =5

better serve the nesidents of Penns:

O
=
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£
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0

%
<
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* If you already have a portal username & password click on Log in

* If you do not have a portal username & password click on Register
* If you have to create a portal username & password you will also need to speak
with your school’'s PDE application approver about obtaining access to the PERMS
(Act 48) application
*Who the PDE application approver is varies at each school

* For any guestions concerning the PERMS Website and uploading your Act 48 please

contact PDE at: 717-772-4944

< .
M pennsylvania
DEPARTMENT OF EDUCATION

PA STATE AGENCIES v  ONLINE SERVICES w sgo

Edward G. Rendell, Governor | Gerald Zahorchak, Secretary of Education | Contact Us | Help & Support

pennsylvania

PDE Search: Professional Standards B Practices Commission | State Board of Education

Search PDE

Log In

Register Forgot Password

WELCOME TO

i
Librarians,
Vendors,
Lawyers,
L Reporters,
" Legisiators...

Department Information

Administrators>=! lihrarv/Partners>>

(< ClassLink

Students>> Families>=> Teachers>>

ClassLink, Inc.
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Once your file show Proceed — Success on the PDE PERMS Site return to ClassMate

1) Go to Modules < State Reporting < Act 48 Activity Management

2) Enter Date Submitted to PDE & PDE Roster ID — you will obtain the Roster ID from the
PDE Perms site by viewing the Roster

3) Click the Save icon (Floppy disk icon) on toolbar

Activity 1D |

. U Course #

Activity Name Irservice 111212010
Activity Type Act 48 Professional Development Activity |

College Credit Typs -] = ClassMate for CTE - ClassMate - ** Live Environment
Activity Subject Area ‘Teach\ng and Leamning Professional Developrent j File  Edit  Add New Activity

.-M-\.

Activity Sub-Cateqory ‘Teach\ng Technigues and Strategies j l\_:;-' ﬁ} ‘ ﬁ 3 ‘ @ ‘ Q ‘ a ‘
Instructor - _
Preserter ‘\/anous Instructors
Start Date 111242010 EndDate  [11/12/2010 [——— :
Credit Hours 500 # Yes ~ Mo
Dsscription Agenda on File

il
.-'f:_. -
Date Submﬂ'ted@W PDE Roster 1D @ l\h_! ; c I aSSL I “ k

to PNF
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Once your files show Proceed — Succeed on the PDE PERMS Site return to ClassMate

1) Go to Modules < State Reporting < Act 48 Export to Spreadsheet
2) Click in the checkbox for the file you submitted to PDE
3) Click the Accepted button  indicate At Status

Spreadsheet Na... | Spreadsheet Date | Status | e
Oact 48 submit 1... 12/10/2008 Accepted
Oact 48 submit 1... 12/10/2008 Accepted
Oact 48 submit 1... 12/10/2008 Accepted
Oact 48 submit 3... 03/10/2009 Accepted
Oact 48 submit 4. 04/06/2009 Accepted
Oact 48 submit 0... 07/17/2009 Accepted
Oactds 091409.x1s  09/14/2009 Accepted
Oactds 100709.x1s  10/07/2009 Accepted
Oactds 111109.x1s  11/11/2009 Accepted
Oactds 112309.x0s  11/23/2009 Accepted
Oactdg 120709.x1s  12/07/2009 Accepted
Uactds 121009.x1s  12/10/2009 Accepted
Oactds 121409.x1s  12/14/2009 Accepted
Oactdg 121809.x1s  12/18/2009 Accepted
Uactds 011410.xds  01/14/2010 Accepted
Oactds 012010.x1s  01/20/2010 Accepted
Oactdg 021610.x1s 027162010 Accepted
Uactds 021810.xds  02/18/2010 Accepted
Oactds 022410.x1s  02/24/2010 Accepted
) Dactds 032210x1s 03/22/2010 Accepted
(&) Oactds 060110.xds  06/01/2010 Accepted
£ Oactdg 0601102.... 08/01/2010 Accepted
2 Oactds 060910.x1s  06/09/2010 Accepted
= Mact481115810xds  11/15/2010 Submitted |
D p .
% ‘ Submitted ‘ Accepted |\_hjr ! c I aSSL I “ k
O
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Below is a listing of Act 48 Reports that are available in ClassMate.
* If you do not see these reports please contact the ClassMate System Administrator for

your site and request that they be assigned to you.
 All Act 48 reports are located in ClassMate under Reports < State Reporting

* A48 CPE Master Activity List
 Act 48 Activities by Teacher
 Act 48 Activity Type by Date
» Act 48 Activity Type by Type
» Act 48 Activity Type Edit List
 Act48 Listing

» Act48 Sign-in Sheet
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