To register for an MCPS class…

· From the MCPS web homepage, select the Staff page at http://www.mcps.k12.md.us/staff/
· Click on the Staff Training Courses and Registration link located under the Education & Training column.
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· Click on the Staff Development  button.
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· Sign in with your username and password. If you do not have a username please contact the Help Desk at 301-517-5800. Neither of these is case sensitive. Note: if you are a first time user, you will be prompted to change your password at this time.
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*If this is your first time using the IMS system to register for a course you must setup your email information to receive important  communications regarding waiting lists and course reminders. To do this:

· Click on Setup from the blue bar at the top of the screen.
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· Review the Account Information and click on the Edit button to make any changes. Be sure to enter your full email address such as  jane_doe@fc.mcps.k12.md.us. When you have finished, click on the Save button and then the Back button.
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To continue with the registration process…

· Click on Basics… and select Staff Development Tracker from the drop down menu that appears to the left of the screen or select Staff Development Tracker from the link at the bottom of the page. 
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Using Search Course to select classes …

· Enter the search criteria to in the appropriate field. Click on the SEARCH button.
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· A list of section numbers with dates will appear. Review the section information and click on the section number button to register for the course of your choice.
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· Review the course details on the Enroll/Register page. Register for the course by clicking the Register button and then the Add button at the top of the Add Class to Schedule page.
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· You can see the course details in another window by clicking the Print Preview button and then printing a copy for your records.

· [image: image11.wmf]
You will receive a confirmation email at the email address you entered in your account information.

Using Course Catalog to select classes …

· Use the course catalog to choose your staff development course. Click on the link for the office offering the course view courses.

· Choose the course you wish to attend. A list of section numbers with dates will appear. Review the section information and click on the section number button to register for the course of your choice.

· Review the course details on the Enroll/Register page. Register for the course by clicking the Register button and then the Add button at the top of the Add Class to Schedule page.

· You can see the course details in another window by clicking the Print Preview button and then printing a copy for your records.

· You will receive a confirmation email at the email address you entered in your account information.

To drop an MCPS class…

· From Basics… Select Staff Development Tracker then My Current Courses from the Course choices that appear on the IMS website.

· [image: image12.wmf]
· When your current courses appear, click on the “D” button to drop the class.

· Click on the Delete button. Select yes when prompted “Are you sure you want to drop this class?”
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