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FPD Process Quick Start Guide

For Faculty Attending & Faculty Presenting FPD Events
Foreword

To those faculty new to AVC and the FPD processes here, Welcome. | hope this guide helps get you off to
a good start with understanding and following the FPD process. And to those faculty who have been
with AVC a while and have struggled through the changing FPD landscape these past years, | once again
give my thanks. | hope this visual guide helps to fill in gaps and eliminate past confusion about what to
do, and when to do it.

My commitment is to help make this process run smoothly and efficiently, whether you are an attendee
or a presenter of an FPD event, so that you can focus as much of your time and attention as possible on
what it is that you do best- working with your students.

For those who may not know, | am the Academic Senate Coordinator. | support the Academic Senate
and the Senate President. | also assist the FPD Committee by managing the day-to-day workings of the
FPD Vision Resource Center events calendar and attendance process; processes that depend on you and
me working in partnership in order for them to be successful. Specifically, | enter the AVC-Hosted FPD
events into the Vision Resource Center (VRC) Events Calendar on behalf of AVC presenters; you

then sign-up for and sign-in to the events you attend. Presenters then send me proof of your
attendance, after which | record your attendance into your VRC transcript so that the final hours report
to Payroll at the end of the cycle is accurate.

In addition to providing straightforward process maps and step-by-step instructions, this

guide incorporates core trainings created by Greg Krynen, the Campus Trainer, which are readily
available to you in his Canvas Technical Training FPD module. Greg also assists with any technical issues
you may be having using the Vision Resource Center (VRC) software tool, and he is available for 1:1
training sessions should you find you need a little extra help. Thank you, Greg!

So, | hope you find this FPD Process Quick Start Guide for Attendees & Presenters to be a useful tool that
helps you easily, and without frustration, complete your part in the process. If not, please feel free to let
me know how | can make it even better.

| look forward to working with you all during this new academic year. May it be a great one!

Warm regards,

Davrlene O’Keeffe
Academic Senate Coordinator
Darlene.okeeffe@avc.edu
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Vision Resource Center (VRC) Overview

This overview will help you navigate the Vision Resource Center (VRC) so that you can easily and

efficiently manage your professional development events
and ensure your hours reports are accurate.

1. Go to www.avc.edu

2. Click on the [YiA7:\'{® button

3. Click on AVCID - Single Sign On

4. Log into the Single Sign On portal

)‘ W nrsore

AVC 10 Portal Access

—
s
|

Figure 4, SSO Portal

5. Click on Vision Resource Center
button.

(Note that Canvas, Zoom, Outlook, and
other tools that you will use frequently are
also on this page.)
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Figure 3, AVC Single-Sign On Link

Figure 5, VRC Button
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http://www.avc.edu/

This is your Vision Resource Center (VRC) Dashboard. Sometimes you will hear people refer to this as

‘Cornerstone.’ Cornerstone is the platform that the VRC runs on. We try not to use ‘Cornerstone’ when
referring to the VRC.
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Figure 6, VRC Dashboard Buttons

The four large orange buttons across the top of your dashboard page are important links.

Events Calendar

When you click on Events Calendar, you are taken to the
calendar where AVC and Non-AVC events are posted. This is
where you sign up for FPD sessions.

When you sign up for AVC Hosted events, here, they are
automatically placed into your VRC transcript.

Figure 7, VRC Events Calendar Page

e i
The Learner Home button takes you to another resource for
™ i W HoSupgstions ound FPD training. These trainings are online and when you
’ complete these trainings, the software automatically places
20 e them into your VRC transcript Completed tab.
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Figure 8 Screenshot of Learner Home Page
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The Transcript button takes you to your transcript.

... Your transcript has 4 tabs that you can select to either 1) show all
| I o B  Tmaiptv  Acions v the sessions you’ve signed up for that are in any stage, 2) show all
IR s g — active sessions you have not yet completed, 3) show all sessions

Transcript: Darlene O'Keeffe

~ you’ve completed, and 4) show all archived sessions, completed or
“i7% not, that should no longer count toward your FPD hours for the

gress will s

DRSS SN SS ™ current year or semester. Archiving mistakes, missed sessions, and
old event listings takes them out of play and keeps your Active and
I Filter by Training Status Sortby Filter by Training Type
i e o Completed tab clean for the current cycle.
| Your transcript defaults to the ‘Active’ tab.
T [T

Archived

FPD Events Calondar

3 #P0 Propeast Soem
Purn & sew CLOSED

i |
Figure 99, Transcript Homepage % o
The FPD Website button takes you to the FPD website where R o e et e
you will find lots of valuable information about the FPD E e
program, deadlines, the FPD Handbook, and more. SSEEEE : 5

AVC Facuity Engagement Program

Figure 100, FPD Website Homepage

In the Welcome box you will find a link to short written and video trainings on how to use the VRC. Click
on the Technical Training FPD Module text.

Vision
Resource Center

When you are in the Canvas training module,
scroll to the FPD topic of your choice.

These quick and easy trainings were created by the AVC Campus
Trainer, Greg Krynen. Your training with Greg also counts toward
your FPD obligation. Reach out to Greg if you need additional
assistance.

o FPD - Pty Profetsionl Development Welcome, Darene, to your Professional Learning!

PO - Faculty Protessionsl Development Committes (1) The Vision Resource Center has training opportunities iihA
pd employees of Antelope Valiey College!

How-To Guides for using the VRC are located in the Technical
- Training FPD module

Vinion Resource Center « Corerstons

P FPD - Workdlaw and Terminology ()

The FPD Events can be found by clicking the Events Calendar
- ) FPD - Vision Resource Comer () button above.

B FP0-Sugpestion @ Other learning content can be found by clicking the Leamner
Home button.

B PO - Workitoo Calender (D

¥ FPD - Finding the Standwd  (®
N FP0 - Sgn o b vents

Figure 111, Technical Training FPD Module Link

B PO - Add Unfisted Cvent - Caberrad Trwioing (D)

Figure 12, Canvas FPD Technical Training Page
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Faculty Attendee Process:

In order to avoid confusion with managing your FPD sessions and transcript, it must first be understood
that there are basically three parallel processes that determine how the events show up on your
transcript, and how your attendance is processed. These three processes are based on three high-level
categorizations. Sessions will fall into one of these three buckets. 1) Calendared events, 2) External
trainings, and 3) Online Trainings (from the Learner Home page of your VRC account). Calendared
Events and External Trainings are the two primary buckets used most often. (See pages 13 and 14 for
greater detail.)

1. Calendared Events have a calendar icon in your transcript

- Only the Senate Coordinator can enter AVC-hosted events into the VRC events calendar

- Only the Senate Coordinator can process your attendance for AVC-hosted calendared events

- Only AVC-hosted events that are open to all faculty in the District are placed on the VRC events
calendar.

2. External Trainings have a map with a pin icon in your transcript ,‘

- Only you can enter these trainings into your VRC transcript,

- Only you can mark your 'external trainings' as complete after you submit them.

- These are events that are only open to an individual, a department, a division, or other specific
subgroup of the District.

- These are the online trainings found by clicking on the Learner Home button from your VRC
homepage. When you are ready, you search for the topic of your choice, and then when you locate
a training you would like to take, you simply ‘launch’ it and take it. There is no sign-up or signing in.
You simply launch and complete it.

3. Online Trainings have a computer screen and keyboard icon on your transcript

- The system records the training session directly into your transcript and marks it as ‘Complete’ the
moment you complete it. There is nothing more to be done by you or by the Senate Coordinator.

When to Expect Calendared Event Attendance to Be Processed so They Move to Your Transcript’s
Completed Tab:

+ For Fall Opening Day/Week and Spring Welcome Back Day/Week FPD, calendared event
attendance can be expected to be processed by the Senate Coordinator within 6 to 7
weeks of receiving the sign-in sheet/Zoom log from the presenter of the sessions. This is
due to the sheer volume of events.

% For all other times during the semesters, calendared event attendance processing can be
expected within a week or two after receiving the sign-in sheet and/or Zoom log from the
presenters.

Note: The terms FPD ‘event,’ ‘training,” and ‘session’ are used interchangeably throughout this
guide.

Antelope Valley Community College District
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How to Receive FPD Credit for Attending a Calendared, AVC-Hosted Zoom Event

Start

Events Calendar from
the AVC website.

Faculty ATTENDEE Process:

Navigate to the VRC l

How to Receive FPD Credit

Zoom
FPD Event/Session

for Attending a Calendared, AVC Hosted

Find an AVC hosted

Register for the event/session by

clicking on the 'Request' button in the
Zoom session you event details. This puts the eventinto

would like to attend. your VRC transcript.

The system will then send you a meeting

invite. If you accept it, the meeting will
be placed on your Outlook calendaras a

reminder.

v

On the day and time of the event,
after clicking on the Zoom session to
join the training, make sure you are

Enjoy the event. |+

Y

{ FINISHED ]

A few points to note:

If not, sign in with your AVC sign-on

(SSO ID) so that your name will be

recorded into the Zoom Activity log
(by Zoom) accurately.

actually signed inte the Zoom Session.

1. After the event, your host will download and email the Zoom Activity report to Darlene O’Keeffe. Darlene will then process your
attendance at her earliest convenience. You cannot mark any calendared events/sessions/trainings as complete. You can only mark
your own ‘external’ trainings as complete. They are different processes.

2.1f you did not attend for the full session, you will receive an email from Darlene letting you know that she is removing your name from
the event roster, and she will ask you to create an ‘external training’ in your VRC transcript to record the actual time you attended,
since attendance times cannot be customized in the software.

3.Your Zoom display name must be your full AVC name. If it is not, then we don’t know who you are and you will not receive credit.

4.1f you find that you attended an event but did not receive credit for it in your transcript, email Darlene.okeeffe@avc.edu with the
event name, date, time and method of attending. She will research it and make a correction if needed.

5.1f you need some instruction on how to use the Vision Resource Center (VRC) program, reach out to Greg Krynen, the Campus
Trainer, and he can help. Greg also has short, easy-to-understand training videos that you will find using the link in the Welcome

section of your VRC homepage.

6.1f you miss a session that you had signed up for, don’t worry... you need not do anything, and the instructions to clean up your

transcript are within this guide.

7.1f you need ADA accommodations, such as an interpreter, you should contact the Office for Students with Disabilities at least 72 hours

prior to the event with your request.

8.1f a change is made to the date and/or time of an event you had signed up for, the system will send you an email notification.
However, the system cannot update your Outlook or Google calendar for you. You must update your own calendar.

ANTELOPE

A VALLEY
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Figure 13, Attendee Flowchart for Zoom Events
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How to Join a Zoom Session from Outside the AVC Network

If you are using a personal device that is not connected to the AVC network, please follow the steps
below to join an AVC-hosted Zoom FPD session. (These instructions were done on an Android phone,
but it should be the same or very similar with any device.) We want to ensure that your fuII name is
accurately recorded by the Zoom log. If your display name is other than your full i
name, we won’t know who you are and so you will not receive the FPD credit

you’ve earned. 200m

1. Before clicking on the Zoom link for the FPD session, ey ' L) B=ses

locate the Zoom app or program on your device - S
and open it.
2. Click Sign-in
3. Click Continue with SSO __

fmail or phone number

et

e s n s

G coonuewith Google

Continue with Apple

Continue with Facebook

L
0
BT Continue with Microsoft
Q

Continue with SSO

Type avc into the ‘Company domain’ field
5. Click Continue

6. Logon with your AVC credentials

7. Once logged in, navigate to wherever
you have the FPD zoom link.

8. Click the session’s Zoom link and join the
session.

You are now properly signed in and Zoom wiill
record your AVC display name on the Zoom log.

If you are in a Zoom session already, and realize you did not sign in, hover over and
jiggle your mouse a little around the top right area of your screen and a hidden ‘Sign in’ option will
appear. Then sign into Zoom from there.

Sign in 4 & Recording.. || @  View i

Antelope Valley Community College District
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10

How to Receive FPD Credit for Attending a Calendared, AVC-Hosted In-Person Event
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11

Calendared Events vs. External Trainings

What is a Calendared Event?
We refer to any AVC-hosted FPD session listed on the VRC Events calendar that you do not need to self-
report, as a ‘Calendared’ event. This means it has an active ‘Request’ button.

For AVC-hosted Calendared events/sessions, you would like to attend, you will need to
register/request/sign-up for sessions through the listings on the VRC Events Calendar by clicking the
‘Request’ button on the event listing.

What is an External Training?
External trainings are qualifying FPD events/trainings/sessions that you will need to self-report by
entering them into your VRC transcript yourself.

The definition of ‘external,’ as it applies to the FPD process, was originally only for those events not
listed on the VRC events calendar, meaning that they are events ‘external’ to the events calendar;
however, the definition has been expanded to include all situations where faculty are required to enter
(or self-report) a qualifying training into their own transcript. (see pages 13 & 14)

The only two instances where you do NOT self-report are:
AVC hosted events listed on the VRC Events Calendar that have an active ‘Request’ button, and

The online trainings found in the Learner Home button on your VRC dashboard. Simply locate a
training from the Learner Home page, then initiate and complete the training. The VRC system
automatically records your attendance upon completion.

NEVER, NEVER, NEVER create an ‘external training’ (self-report)

for either of the above two types of events/sessions

unless the Senate Coordinator specifically emails you
and asks you to do so. And she would only do so because you did not attend the full session.

ANTELOPE ) -
VALLEY Antelope Valley Community College District
A 3041 West Avenue K, Lancaster, CA 93536-5426 | 661.722.6300 | www.avc.edu



12

Self-Reporting via External Trainings

The following are instructions for how to add an FPD-qualifying ‘External Training’ to your Vision
Resource Center (VRC) transcript. You are responsible for entering, and marking as complete, all
qualifying, external trainings you attend. This action is called ‘self-reporting.’

All non-AVC hosted events will always be treated as external (self-reporting) trainings. However, there
are also some calendared, AVC-hosted events that will also need to be self-reported. (see below)

Below is a list of some examples of FPD events that are classified as ‘External trainings’ meaning that you
will need to enter (self-report) an ‘external training’ into your VRC transcript.

External Trainings (Events to Self-Report) Include:

Events that are NOT hosted by AVC but are listed on the VRC Events Calendar, i.e., CCC
sessions

Events that are NOT hosted by AVC and are NOT listed on the VRC Events Calendar, i.e.,
Keenan trainings, webinars, outside conferences, non-AVC trainings of any kind

Events that ARE hosted by AVC, but are NOT listed on the VRC Events Calendar, i.e.,
division/department meetings; committee meetings; FPD presentation preparation time (for
AVC FPD presenters), field trips to the prison, teaching certification programs.

Events that ARE hosted by AVC, and are listed on the VRC Events Calendar, but where you
know that you will arrive late or leave early. This is done because the VRC tool does not allow
for customizing attendance times for the events listed on the events calendar.

Events that ARE hosted by AVC, and are listed on the VRC Events Calendar, but where the
instructions in the event listing tell you to enter it as an ‘external training.” These will include
events such as open houses, film or music festivals, fairs, concerts, Faculty Recognition Days,
Tenure Celebrations. Any qualifying AVC-hosted event that is greater than two hours, and
where you can come and go at your own leisure and are not expected to attend for the full
listed hours is treated as an ‘external’ training that you must self-report by entering it into your
transcript yourself.

Note: You will not be able to sign up for one of these types of events even though the listing
may be on the VRC events calendar; it is simply there to increase awareness of the event.
However, you must still sign in and out on the sign-in sheet provided by the host to provide
proof of your attendance. (You may take an image of the sign-in sheet showing your signature
and time in and out which you will then upload to your external training as proof of your
attendance.)

(See FPD website and/or handbook for more details: https://www.avc.edu/campus-organizations-
committees/faculty-professional-development/forms-documents.)
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Examples of Events to Self-Report by Entering a VRC ‘External Training’

VRC Events
Calendar Hosted by AVC NOT Hosted by AVC

- Most sessions over 2 hrs. long where you
are free to come and go at your leisure

- Any AVC event where you know you
Listed on will be arriving late or leaving early
VRC - AVC Open Houses; Prison visits; Music,

Film, Arts Festivals & Fairs; Faculty
Recognition Days; Tenure Celebrations

- Any AVC listing where the event
description instructs you to self-report an
external training into your VRC transcript.

- VRC Admin Office Hours

- CCC Chancellor’s Office Sessions

- CVC@ONE Al trainings

- Events from any other college
that uses the VRC tool

Calendar

- Keenan trainings *see pg. 18 for note
on entering your external training.

- Outside Conferences

- Webinars

- Teaching Certifications

- Trainings offered by other
institutions and entities

- Department/division meetings

- Committee participation

- FPD event preparation time (for FPD
presenters)

- Training sessions with Campus Trainer

- Teaching Certifications

NOT Listed
on VRC
Calendar

See FPD Handbook for more information.

The only two specific instances that you do not self-report are:

1) AVChosted events listed on the VRC Events Calendar that have an active ‘Request’ button, and

2) The online trainings found in the Learner Home button on your VRC dashboard. Simply locate a
training from the Learner Home page of your VRC dashboard, then initiate and complete the training.
The VRC system automatically records your attendance upon completion.

NEVER, NEVER, NEVER create an ‘external training’ for either of the above two types of
events/sessions unless the Senate Coordinator specifically emails you and asks you to do so.

This request is made when you are registered for an AVC-hosted calendared event, but you do
not attend for the full listed time of the session. This is done because the VRC software tool
does not allow for customizing attendance times. Your name will be removed from the event
roster in the VRC, and the event listing will then show up in the Archived tab of your transcript
as a ‘No-Show.” When self-reporting an external training in this situation, you will need to
upload the email you receive, as your proof of attendance.

ANTELOPE ) -
VALLEY Antelope Valley Community College District
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How to Add External Trainings to Your VRC Transcript (Self-Reporting)

1. Navigate to your Vision Resource Center dashboard.

14

2. Click the ‘Transcript’ button or use the 3dash menuin the upper right corner and

then choose ‘Learning,” then ‘My Transcript.’

Welcome

AN
=

ANTELOPE
VALLEY
COLLEGE

‘Welcome, Greg, to your Professional Learing!

The Vision

y Collegs

Figure 15, Transcript Button & My Transcripts Link

No assigned training

£, Your Inbox

%

View transcript
(0 approved training selection(s))
[Recietacnd et

3. Click on the 3dot menu button and choose “Add External Training.”

A

Greg Krynen

Technical Trainey

Home
Communities
Learning
My Transcript

Workshop Calendar

Q ) Greg Krynen > Transcript: Greg Krynen

Transcript: Greg Krynen

—— &

Welcome to your learning transcript! To add workshops/trainings to your transcript, navigate to the LEARNING > Workshop Calendar and register for workshops. If you would like to complete
learning outside of scheduled activities, you can add an external training by clicking on the button with the three dots in the upper right-hand corner and then select ADD EXTERNAL TRAINING.
External Training requires supporting documentation for events that take place outside of AVC as proof of attendance. To print a report showing your total completed hours click on the button with
the three dots and select RUN TRANSCRIPT REPORT. Workshops that are in progress will show on the ACTIVE screen and workshops you have completed will show on the COMPLETED screen (use
the drop down menu). Note that upon completion, your ACTIVE courses will be immediately moved to the COMPLETED tab. Courses you did not attend or withdrew from will move automatically to
ARCHIVED. Detailed Instructions can be found in the Technical training course in Canvas

Figure 16, 3Dot Menu location on Transcript Page

4. Fill intheform
Title: Be sure to enter the exact name of the training if it is something that was listed

on the VRC Events Calendar.

Training Description: Provide the information necessary for your Dean to
understand what you did.

Start and End Dates: You will be unable to mark your external event as complete
until the End Date you entered has passed.

Training Hours and Minutes: Enter the time you actually attended, for those events
where you can come and go at your leisure.

Internal Standard: Select whichever standard applies, either 1 or 2.

The Two Standards* of AVC’s FPD Program

Standard 1 Standard 2
Innovations | Innovations | Governance | Interdisciplinary | Community | Individual
in Pedagogy | inthe Exchange Service & Activities
Institution, Outreach
Locally and
Statewide

*These are general characteristics of the two Faculty Professional Development program
standards. Please refer to the FPD Handbook on the AVC website for greater detail.

Figure 17, AVC FPD Standards 1 & 2

A
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e Title 5 Category: Choose the category that is most appropriate.

Add External Training

sining. They B doc, dock pf.
& SAVE buton o save the aftachmens to the review,

Language

Engiish (US) b

Titie

Training Description *

AVC Intermal Standards

Select -

TITLE S Category *

Select M

Attachment(s)

Figure 18, FPD Add External Training Page

5. Click Submit button

6. Upload proof of attendance:

e Navigate back to your VRC dashboard after the event date has passed and you have
gathered your proof of attendance.

e Click on your Transcript button

e Find the event listing in your
Active tab

e Click on the down arrow of

the red button to the right of A s A
the IIStmg to open the menu T ~-’t. DM'CHCOKech | )
e Click on View Training S s ’

| TEST - How to Enter a0d Extermal Event
O Vi S ve Sest Sopiievs Suning Ty Lou-es S

TEST - How to Enter and External Event

¥ - s o Ty wming T Gramsl Tanag Traming tuma A

Figure 19, Active Tab Page with 'View Training Details' Menu Item

Antelope Valley Community College District
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e Click on Edit External Training

e Upload your proof documentation
which you can drag and drop into
the form.

e  Click Submit which will bring you
back to your Active tab.

e Click Mark Complete if everything is
correct and your proof is uploaded.

Filter by Traimmng Statum Sort by Filltes by Training Type

Active - Tithe > Al Types -

Search Results (3)

CCC | Equitable Placement (AB 705) Toolkit

TEST - How to Enter and External Event
t Due Mo Do Du States: Sapreres  Trasning Type - Ssteenal T

- Due - a2 ¢ Statw: n 7 Traiming Type - Criing Ca
TEST - How to Enter and External Event
l Duwe - Nz Dus Dot Statws: Sagirssred Training Type - Ecternal Traiming  Traiming Status © Active

:  Tradeeng Status © Ao

16

Vision
Resource Center

/ California
| )) Community
e’ Colleges

8, 2025 from 5:30 PM PDT to 7:30 PM PDT, your portal will be briefiy§

Transcript: Darlene O'Keeffe >

TEST - How to Enter an External Training
| | »Edit External Training

Training Type: External Training
Training Hours: 0 Hours 30 Minutes
Training Description: test
Status: Registered
Training Purpose:
Due Date: None
Language: English (US)
Training Dates: 7/15/2025- 7/15/2025
AVC Internal Standards: Standard 1: Faculty Academy
TITLE 5 Category: Other duties as assigned by the district

Attachment(s): @) avachments

Assignment History J
RogNum Latest Registration? Delivery
Yes Requested by Darlene O'Keeffe on 7/16/2

Figure 20, Edit External Training Link

Search by Keywoed

Mark Complete

Figure 21, Mark Complete Button

e The external event will then move to your Completed tab.

Proof of Attendance

You should be planning and entering your external trainings for the upcoming semester or year by the
deadline set by the FPD Committee. After the event takes place, you will then open the event, which will
be located in your ‘Active’ tab, and upload your proof of attendance.
e Examples of Proof for Non-AVC Hosted Events: Conference registration confirmation
email; Webinar registration confirmation email, Keenan completion certificate, travel

expense report

e Examples of Proof for AVC-Hosted Events: For Committee participation as a committee

A

member, a copy of the minutes with roll call showing you were present; for fairs, concerts,
open houses, sign in and sign out on the paper sign-in sheet and the event
presenter/organizer can send you a copy of that, or you can take a picture of your sign-in
on the sheet with your phone and upload that.

Antelope Valley Community College District

3041 West Avenue K, Lancaster, CA 93536-5426 | 661.722.6300 | www.avc.edu
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NOTES:

*When Self-Reporting a Keenan training into your VRC transcript, be sure to
use the exact title of the Keenan training that is shown on your completion
certificate. DO NOT enter the title of your external training simply as ‘Keenan
Training.’

*No matter how long you take to finish the training, you must enter the time
that Keenan shows as the time allotted for completion.

Antelope Valley Community College District
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Correcting Errors & Running Transcript Reports w/Hours

Overview

Running your transcript report periodically is the key to understanding exactly where you stand when it
comes to meeting your FPD hours obligation. It is also the best way to review your transcript for errors,
such as duplicate entries, or missing sessions.

Near the end of the semester (if you’'re an adjunct) or the end of the academic year (if you're FT), you
will be asked to review your transcript for accuracy and make corrections to any errors made when you
submitted your external trainings, and to also notify the Senate Coordinator of any errors you see with
calendared trainings you attended that are not showing up in your completed tab. This needs to be
done prior to the final hours reports being pulled by ITS for Payroll. A deadline date for this will be
provided in advance.

How to Correct Transcript Errors

e Completed Trainings Showing Up in Your Archived Tab: This happens every now and then,
sometimes because faculty mistakenly move their session to the Archived tab, and sometimes
because of a glitch in the VRC tool itself. In order to move it back to your Completed tab, you
will need to do the following:

e From the home page of your transcript, select ‘Archived’ in the filter
e C(Click on the down arrow in the red ‘Select Session’ button

e Then click on ‘Restore from Archived Transcript’

Filter by Training Status Sorthy  Filter by Training Type Search by Keyword
Archived - Title ™ All Types =

Search Results (32)

gams  An Evening of Fun With Mathematics for People Who Hated Math (Starts 1/16/2026) m
. Due : No Due Date Status:: Withdrawn Training Type ; Session Training Status ; Archived
test- title Mark Complete  ~

j +No Due Date Status: Registersd Training Typa : Externsl Training Training Status : Archived

.
oms  Biological Mythbusters (Starts 3/13/2026) Select Session v
. Due : No Due Date  Status : Withdrawn Tralning Type : Session Tralning Status : Archived
omes Al from the Peanut Gallery (Starts 9/8/2025) Select Session =
. Due : No Due Date Status: No Show Training Type : Session Training Status : Archived

Sel n

gmes 2025 Fall Opening Day (Starts 8/15/2025)
Due : No Due Date Status : No Show Training Type : Session Training Status : Archive

camn  Department Chairs' Input Forum (Starts 8/12/2025)
. Due : No Due Date Status s No Show Training Type Training Status :

e AVC-Hosted, VRC Calendared Events Missing from Your Transcript: Email the Senate
Coordinator with the name and date of the calendared event that is missing from your
transcript. Including how you attended (in-person or Zoom).

o She will then review the sign-in sheets(s) and/or Zoom log. If your name is found, she will
add your name to the event’s roster and mark you attendance. The session will then show
up as Completed in your transcript.

e External Training Entered Because a Calendared Event is Missing from Your Transcript:
External trainings should not be submitted for any AVC-hosted Calendared events,* even if you
find that a Calendared event you attended is not showing up in your transcript. Instead, you

Antelope Valley Community College District
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need to email the Senate Coordinator with the Name, Date, and method of participation for the

missing session. She will then research the sign-in sheet or Zoom log, and if your name is found,

she will process your attendance.
*There is only one exception to this rule of never entering an external training for an
AVC-hosted calendared training, and that happens when you do not attend for the full
period of the session as shown in the calendar listing. Because the VRC tool does not
allow for customized attendance times for AVC-hosted Calendared events, the Senate
Coordinator will 1) remove your name from the event roster, which then moves the
listing of the event to your transcript’s Archived tab and takes it out of play, and 2) She
will send you an email asking you to enter an external training if you would like to claim
the time that you did attend. Note: When you create that external training, you need to
upload that email as your proof of attendance.

NON-Calendared Sessions (External trainings) Missing from Your Transcript: You must enter
the qualifying trainings/events as an External training into your VRC transcript, uploading your
proof of attendance. Note: Once the training date has passed you will need to mark the external
training as ‘Completed’ so that it moves to your Completed tab and gets included in the end-of-
cycle hours report. You cannot mark an external training as completed until the training date
you entered has passed.

Duplicates of External Trainings: There should be no duplicate external training listings for the
same sessions. If there are, you need to delete the duplicates. If the ‘delete’ option is not
available, click on Move to Archived Transcript which then takes it out of play.

Wrong Title Entered for Keenan Trainings: All Keenan trainings should be entered individually,
using the actual name of the training in the Title field of your external training form. The time
that Keenan shows for completion should be the time claimed, and Keenan’s completion
certificate should be uploaded as proof of completion. If any of these items are wrong or
missing, you are able to go back into the external training and edit it by clicking on Edit External
Training

1| Injury lliness and Prevention Program
n » Edit External Training

Training Type: External Training
Training Hours: 0 Hours 17 Minules
Training Description: Injury lliness and Prevention Program
Status: Completed
Training Purpose:
Due Date: None
Language: English (US)
Training Dates: 11/472025- 11/4/2025
AVC Internal Standards: Select
EdCast:
TITLE 5 Category: Staff development, in-service training and instructional improvement

Attachment(s): gy xocoonts

Injury_and_lliness_Preventio
n_Program.pdf

Assignment History

RegNum Latest Registration? Delivery Transcript Delivery Method

1 Yes ‘wzn 25 12:01:19 AM Sefr-Requested

Antelope Valley Community College District
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NOTES:

You MUST enter your External Trainings within the reporting
period, or the system will not include that entry in the hours
reports that will be pulled at the end of the semester (for
adjuncts), or the end of the year (for full-timers).

v ANTELOPE _ .
VALLEY Antelope Valley Community College District
A 3041 West Avenue K, Lancaster, CA 93536-5426 | 661.722.6300 | www.avc.edu
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How to Run Your FPD Transcript Report —Method #1

A"‘({;}LiEEV‘E = Q, Search
1. Sign into the Vision Resource Center (VRC) through AVCID - & Dashboard g
. . Widget
Single Sign On. N Activity

¢ Announcements AVC Se
@ Discover You must
Survey no
[B) Events & Calendars on campu:

apply:
* Youl
spec
Shortcuts Edit such
RSV.
E§ What's My ID * Youl
to sc
a5 AVCID-Single Sign On * You:

cons
&3 Canvas

Figure 122, AVCID - SSO Link Location on AVC Dashboard

2. Select the Vision Resource Center button.

3. Click on the Transcript button.
AN
or use the 3bar menu in the upper

(k) (=t=)

right of the screen to go to Learning

-

e ——— 98 i
e

then My Transcript.

Figure 24, Transcript Button and Transcript Link
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4. On your Transcript page, use the 3dot menu to the far right of your name and choose Run
Transcript Report.

Transcript: Greg Krynen

Welcome to your learning transcript! To add workshops/trainings to your transcript, navigate to the LEARNING > Workshop Calendar and register for workshops. If you Add External Tr;

learning outside of scheduled activities, you can add an external training by clicking on the button with the three dots in the upper right-hand corner and then select AD g
External Training requires supporting documentation for events that take place outside of AVC as proof of attendance. To print a report showing your total completed ho Export to

the three dots and select RUN TRANSCRIPT REPORT. Workshops that are in progress will show on the ACTIVE screen and workshops you have completed will show onthe  print Tra

the drop down menu). Note that upen completion, your ACTIVE courses will be immediately moved to the COMPLETED tab. Courses you did not attend or withdrew fro .
ARCHIVED. Detailed Instructions can be found in the Technical training course in Canvas Run Transcript Report

Figure 25, Run Transcript Report Link Location

5. The Type dropdown menu has check boxes to choose the types of trainings you want on the
report. These must be selected exactly as shown here in order to get a clear and accurate
report. Uncheck the All Training box. This will clear all checkboxes in the list.

Type

Jll Training

Ail Training-.__ -
Cohort

Type
External Training,Online Class,Online C |

T OOt

“YIK

-

O curriculum
O Event
Figure 26, Training Type All Training Checkbox External Training
(] Library
O material
6. Then Check the boxes for: e Clace
Online Content
External Training U posting
O Quick Course I

Online Class Session
- D es!
Online Content Test

O video -
Session

AN NI NN

Figure 27, Check Boxes to Select for Report

Clicking on other options may duplicate hours earned, and some categories are not used in
the AVC FPD program, which will then create an inaccurate report.

7. Select the Training Completion Date radio button and then enter the date range for the
academic year,gr semester you want to run the report for.

O Date gdded to transcript
O, ing Start Date

@Training Completion Date (Sessions and External training will use End D
Select Range clear

Select ~ | Start Date f#  End Date i

Figure 28, Training Start and Stop Fields

Antelope Valley Community College District

ANTELOPE
3041 West Avenue K, Lancaster, CA 93536-5426 | 661.722.6300 | www.avc.edu

A VALLEY



23

The Advanced options allow you to set the needed options.

8. Check the boxes for:

a.

d.
e.

Include Completed
Training Only
Show all completion
the user has completed
more than one instance

[ Include Associated Traini ng (Curriculum Training and Pre or Post Work)
[ Include Archived Training

Include Completed Training Only
radio button. O Show most recent completion

® Show all completions if the user has completed more than one instance
Include Training Detail 8 nclude Traning Detail nformation
Information. AVC Internal Standards () price
AVC Internal Standards Ocredits

. . MS Teams Session Link [ TITLE 5 Category
Training Hours.

Training Hours [ Version

M= - . P
Figure 29, Advanced Option Selections

J Provider () Training

9. Click Run Report. 7 Bach
oAt port

Your report will be generated

as an

Excel file that you can

then download to your computer.

A
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How to Run Your FPD Transcript Report —Method #2

This method does not allow the report to be downloaded or exported, which will make it more difficult
to work with; however, Kathy Osburn, the FPD Committee co-Chair, found a workaround. Dr. Osburn
stated that she expands each column of the table so she can see the data. Then she took a
screenshot of her transcript report, saved it, and uploaded it to ChatGPT. Then she asked ChatGPT
to make a spreadsheet. She said it was a “Piece of
cake!"

1. Navigate to your VRC dashboard

2. Click on the burger menu in the upper right corner
of the screen.

3. Click on
Reports

\ Darlene O'Keeffe
W ANTELOPE - .
‘ VALLEY Coord Academic Senate

Oni Friday, July 18, 2025 from 5:30 PM POT to 7:30 PM PDT, your portal will be briefly unavailable due to a software updat

COLLEGE

Home

Welcome

My Profile
Welcome | Your Assigned Training

Scheduled Tasks

Welcome, Darlene, to your F ional Learning!
The \fision Center has traini s for ALL | Comimunities

g |
employees of Antslope Valley College! | )
How-To Guides for using the VRC are located in the Your Upcoming Sessions Learning
Technical Training FPD module
The FPD Events can be found by clicking the Events Reports
Calendar button above.

IT

Other learning content can be found by clicking the
Learner Home button.

Figure 31, Reports Menu Item

/H()me

Communities
Learning
4. Click on Reporting 2.0 Reports

Das ds

{ v v v

Reporting 2.0

Figure 32, Image of Menu Pointing to Reporting 2.0
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5. Click on Shared With Me

Reporting 2.00

Shared With Me

25

2 W Quick Fiters Q search All Reports
&% My Reports NAME OWNER LAST VIEWED ~ REPORT LOCATION
Shared With M .
o “ a Transcript Training Report A8 Greg Krynen 05/01/2025 Shared With Me

6. Click on Transcript Training Report
owned by Greg K.

ramcript Traiming Report

-

7. Click the big maroon Refresh =
Report button in the bottom i—
middle of the screen (green

arrow). -

S— — - —

Figure 34, Image of Transcript Training Report screen with timeframe

Warning: The dates (blue arrow) can be changed as needed; however, altering the other filters may
produce unexpected results.

Note: At the top of the report there is a bar chart
showing the hours you completed in each Standard.

Currently, the software does not add these two r—
amounts together, so you will need to add your —— ; ’
Standard 1 and Standard 2 hours together to know ‘
how many total hours you completed.

Figure 35, Screen Shot of what the report will look like.
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How to Roll Over Excess Hours from Fall to Spring (Adjuncts)

Rolling over hours in excess of your obligation can only be done by Adjunct Faculty who close
out Fall and Spring semesters independently of each other. And it can only be done from Fall to
Spring, of the same academic year. You will self-report an External Training as per the below

instructions, into your VRC transcript for your Fall excess hours.
NOTE: You must date your external training roll-ever entry with a date that falls within the spring semester.

o Title:

o Single Session Rollover: If you are only rolling over one event/session, type the title as Rollover
Hours from Fall- ‘name of the training.’

o Multiple Session Rollover: Type the title as ‘Rollover Hours from Fall- Multiple’

e Training Description:

o For Single Session Rollover: You will be entering the actual time you are rolling over in the
Training Hours field below, and the name of the actual training in the Title field shown above,
so there is no need to enter that information here again. However, this is a required field, so
you may want to just enter the word ‘rollover’ or the year, or whatever you choose.

o For Multiple Session Rollover: List the name and date of each event you are rolling over time
from, and how much time is being rolled over from each session/event.

e Training Dates: You must use a date within the spring semester. (You will list the actual date(s) of
the event(s) you are rolling over, in the description field.)

o NOTE: You can only mark the rollover external training entry as completed once the Training
Date you enter here has passed. And that training date must fall within the spring semester.

For example:

e |f you are entering your rollover external training before the spring semester begins, and you
use the first day of the semester as the training date, you must wait until the second day of the
semester for the system to allow you to mark it as completed.

o If you are physically entering your rollover external training after the semester begins, let’s say
you’re entering it on February 10, 2026, you can date your entry as February 9, 2026 so that
you can mark it as completed right away.

e Training Hours: Let’s say you have earned 3 hours more credit than your obligation for Fall and you
don’t have three separate 1 hour sessions to roll over, you can use a 2-hr training plus a 1-hr
training. Or you can use two 2-hr trainings, but you would only enter the 3 hours you are rolling
over.

e Internal Standard: Try to roll over time from events with the same standard since only one choice
is available on the form. If you can’t do this, then you will need to enter two roll-over external
trainings, one for each standard.

e Title 5 Category: If rolling over more than one event and they are in different categories, but the
same standard, this field can be left blank as it is not set as ‘required’ in the form.

e Attachments: You will need to upload the same proof documents to this new rollover external
training as you did for the original trainings.

e When you have entered all necessary information and uploaded your proof, ‘submit’ the roll-
over external training entry. Then go back into it and mark it as completed after the Training Date
you entered above.
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How & When to Clean Up Your Transcript

Before every new cycle begins, it would be a great idea to clean up your transcript so that you start with
a fresh transcript for the new semester (for adjuncts), or the new academic year (for FT faculty). If you
leave all the events from the prior cycles in your Active and Completed tabs, it will get extremely
confusing when you go in for a quick look to see what you still have lined up and what you’ve already
completed. In order to avoid this confusion, you can clean up your VRC transcript by doing the following:

To remove the sessions you will
not be ta klng that are Stl” ||Sted in Filter by Training Status Sort by Filter by Training Type Search by Keyword
your ‘Active’ tab: -

Active 4 Title ¥ All Types
Search Results (29)

e Click the down arrow next

H ini Bark in the Park s
to the View Training i omieo N s e e

Trasreng Status

button, then select Remove
'Remove' and follow the e
prompts. L

Bear Valley Frontier Town Museum Move to Ar
Dwe: ! Status : fegst Training Type

Training Status : /

. . Figure 36 Transcript Active Tab
Note: If there is no option to

‘Remove’ then instead, click on ‘Move to Archived Transcript.” This will still remove it from play.

Hiter DY Iramning Status >ort oy Hiter Dy Iraining (ype

To remove sessions listed in your B  CompictionDate™  AllTypes  ”
‘Completed’ tab:

Search by Keyword
e Click the down arrow next
to the View Training Search Results (17)

f (
bUtton; then seIeCt Move oy One Case, Many Lessons: Recognizing Human Traffick... w
- Completed Status Training Type

to Archived Transcript.' Trotaduy Sioios 2
View Training Details

1 Move to Archived Transeriot
omws 1945 The Bittersweet End to a Devastating War (Star...

- Completed Status J Training Type
Training Status

Figure 37 Transcript Completed Tab

When should you do a transcript clean-up?

e For Adjunct Faculty: During the time of Intersession, before the Spring Semester begins, and for
the Fall semester, after July 1%,
e FPD sessions attended during the summer of an academic year will count toward your
Fall obligation of that academic year.

e For FT Faculty: After July 1°* for the new Academic Year
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What To Do If  am Wrongly Docked By Payroll for Not Meeting My FPD
Obligation?

Step 1. Any time there is a question about your FPD hours, the first step is always to contact the
Senate Coordinator (who is helping out the FPD Committee by processing FPD attendance), and
to provide the coordinator with all relevant information. An example might be that you realized
you forgot to enter an external training for department meetings (for adjuncts), and that’s why

your transcript shows you didn’t meet your obligation.

Step 2. The Senate Coordinator will then review your transcript for any anomalies. Maybe you
forgot to mark external trainings as ‘completed,’ or maybe you attended a session and it’s still
showing up in your ‘Active’ tab, meaning that your attendance was not processed. Or maybe,
like mentioned in Step 1, you forgot to enter an external training. She will let you know what
she found and let you know if there is anything you need to do or if it's something she needs to
correct from the back end.

Step 3. If changes are made to your transcript, (by either you or the coordinator) the Senate
Coordinator will re-run your transcript report, and she will email it to you.

Step 4. You then email that transcript report to your area Admin/Clerical, and cc your dean,
explaining what happened and letting them know that this updated report shows that you did
indeed meet your FPD obligation.

Step 5. Your area Admin/Clerical will then inform Payroll so that they can update and correct
their records and reverse the docking.

Antelope Valley Community College District
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Faculty Presenter Process:

Getting Started

Faculty PRESENTER Process:

| want to Present an FPD Training Session

How do | get started?

Decisions to be Made First
- Decide on FPD topic you would like to present.
- Decide on Date and Time
- Decide on method: Zoom, In-person, or both
- If In-person, decide on a room
- Decide if you will have co-presenters, if yes, who?
- Decide if thisis a Standard 1 or 2

Zoom Account.

and sign up.

Make sure you have an AVC
-If not, go to avczoom.us |[*—Zoom

- Then create your Zoom link

- Ask your area
Adrmin or Clerical

In-Person—»

to reserve your

room for you.

Presentation
Method

Fy

ry

Both

The system sends the completed
request form to Darlene
O'Keeffe, who then enters your

Calendarwhere faculty can find
and sign up for it.

Note: Kathy Osburn, FPD Co-
Chairsends out a marketing
announcement through
Canvas to all faculty about a

weelk prior to your session.

ANTELOPE

A VALLEY

Dardene's
event onto the VRC Events Task

Fill out and submit the current Academic Year's New Event request
form at
https:/fforms.office.com/r/36v1Y2VnUSs
with the following information:

- Is this an Individual Event, a Repeat Event, or an Event Series?

- The title of your event or Series

- a description of your event or Series
- Isit Standard 1 or 2?
- Select the Title 5 Category
- Answer each of the 11 questions for each event by copying and pasting the list
of 11 questions into the answer field and responding next to each question.
- Fillin the max capacity for your event if any
- Select if you are planning to show a video or not during your presentation

h 4

Hold your FPD
event/session/ [
training

Prepare your
Presentation with Co-
presenters if any

B 4

ﬂollow Process: '"How to Receive FF'D\1

I Credit for Preparing and Presentinga |
Zoom, and/or In-Person Event’ / Figure 38, Faculty Presenter Flowchart

Antelope Valley Community College District
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How to Receive FPD Credit for Preparing & Presenting a Zoom Event

Start

Faculty PRESENTER Process:
How to Receive FPD Credit

for Preparing and Presenting a

Zoom
J FPD Event/Session

Create your Zoom "'meeting’ link with your official AVC
Zoom account.
If you will be using the same meeting link for all your FPD
Sessions, then you should name your Zoom meeting with
something like 'Fall '25 Zoom FPD Sessions'

hJ

When it's time, open
your Zoom meeting as
the host.

Y

Prior to starting your talk, remind faculty attendees that
they should have:

a) Registered for your session via the VRC Events
Calendar. If they had not yet done so, advise them to do
itwithin the next 24 hrs in order to received FPD credit.

b) Signed in with their AVC Zoom account so that their
name shows up properly on the Zoom log.

3

Conduct your FPD
event/session.

h

Within 24 hrs of your session:
a) Download the Zoom Activity Report for

b) Email Zoom Activity Report to
Darlene.OKeeffe@avc.edu

MOTE: As long as faculty presenters
use their official Zoom account to
create the Zoom meeting links, and
then sign into their AVC Zoom
account to start their meeting, their
name will appear on the Zoom
activity report.

Darlene O'Keeffe processes
attendance for all faculty names
shown on the Zoom activity report,
including the presenters (for their
presentation time).

that session, using the set naming convention. _L
Darene's Task

For your session
Preparation time only.

a) Enter an "External Training' into your VRC transcript typing

the title as 'Prep Time for 'name of the session'
b) Mark it as complete.

ANTELOPE ‘

A VALLEY

Darlene processes the Zoom
activity report and records
attendance for all faculty
names listed on the report,
including the presenter(s) for
their Prese ntation time.

]

r

Finished

Antelope Valley Community College District
3041 West Avenue K, Lancaster, CA 93536-5426 | 661.722.6300 | www.avc.edu
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How to Receive FPD Credit for Preparing & Presenting an In-Person Event

Faculty PRESENTER Process:
How to Receive FPD Credit
for Preparing and Presenting an
In-Person

' .
( Start FPD Event/Session
M g
Open the current Faulty FPD Sign-in Sheet
found on the FPD Website.
https://www.avc.edufcampus-organizations-

committees/faculty-professional-
development/forms-documents

Complete the header by typing:

- Event title as shown on VRC events

| calendar

- Names of all presenters, including yours
- Session date

- Session Location

For In-person, Faculty Sign-in ONLY
s PR 1 e o e DN
A\, e

Prevarer ot el pesann). ¥
— .
sl _— rte v g Print one or more of

the sign-in sheets for
your session

¥

At the beginning of your session
1. All presenters listed in the header
need to sign in on the sign-in sheet.
2. Remind faculty attendees that they
must sign in AND out on the sign-in
sheet in order to receive FPD credit.

After your session has ended, scan and
Darlene processes the email the sign-in sheet(s) to
attendance for all faculty who darlene.okeeffe@avc.edu. Or placein
signed the sign-in sheet. r Academic Senate mailbox in the MH
Darlene will also process the Darlene's Task building mailroom.
Presentation time for you and
any co-presenters shown in the
header of your sign-in sheet.

h

For your session
Preparation time only:
a) Enter an 'External Training’ into your VRC transcript,
ty ping the title as "Prep Time for '"Mame of the Event’
b) Mark it as "Complete’

* NOTE: If your session is In-person AND Zoom, the
sign-in sheets and the Zoom activity log should be
emailed together in the same email.

Figure 40, Flowchart for In-Person Event
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Please keep in mind
that ALL presentations
MUST BE ADA compliant.

See Appendix A4
for the
FPD Presenter ADA Compliance Checklist.

For assistance with making your presentations ADA compliant,
please reach out to
Greg Krynen, Campus Trainer at greg.krynen@avc.edu.

If an Interpreter is required by a faculty attendee, they are
expected to contact the Office for Students with Disabilities
with their request, 72 hours prior to your FPD session.

v ANTELOPE _ .
VALLEY Antelope Valley Community College District
A 3041 West Avenue K, Lancaster, CA 93536-5426 | 661.722.6300 | www.avc.edu
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Providing Proof of Attendance for Your Attendees
Overview

This guide is for AVC FPD ‘calendared’ events, meaning that your event has been posted to the Vision
Resources Center (VRC) Events Calendar, with an active ‘request’ button.

In order for faculty attending your FPD events to receive FPD credit, all presenters must provide ‘proof’
of attendance to Darlene at darlene.okeeffe@avc.edu as soon after the event as possible. That proof
consists of electronic copies of both physical sign-in sheets, and/or Zoom attendance reports/logs.

Below, you will find the step-by-step process for using and submitting paper sign-in sheets, as well as for
downloading and submitting your Zoom attendance report/log.

The most current Faculty FPD sign-in sheet is found on the AVC FPD website in the Forms & Documents
tab. https://www.avc.edu/campus-organizations-committees/faculty-professional-development/forms-
documents

Y
’ W anTELOPE Enrollment Dals  Class Schedule  Quicklinks ~  English v N MYAVC APPLY NOW
A VALLEY

Post-COVID Academics Admissions Students About Q

Menu Home ampus Organizations & Committees

Professional Development / Forms & Documents
Agendas & Minutes

Committee
Representatives FPD Refere \ce Guides:
« FPD QUICK GUIDE, Adjunct Faculty AY 24 - 25.pdf
FPD Events & Due Dates « FPD Guik Guide, FT Faculty AY 24 25 pdf
FPD Online
Opportunities
FPD Event gement Forms for Event Presenters:

Faculty Inquiry Groups

» FPD Sign In Sheet For Faculty - For Faculty sign-in ONLY.
Download, fill in the header (listing all presenters in the
appropriate field), and print for your event. Have in-person

Faculty Learning
Communities

Faculity Mentorships Faculty attendees sign in and out. After the event, email sign-in

sheet to Senate Coordinator, darlene.okeeffeidave.edu . Do NOT

. _ use this form for Zoom attendees. Zoom attendees do not need
Forms & Documents
to sign a sign-in sheet as Zoom creates a log when they sign into

. the Zoom session
Instructional Exchanges

For AY 25/26

» FPD Proposal Form: AY 25/26 FPD Event Proposal Form
Ceadline: April 6, 2025 - CLOSED

» 25/26 FPD Event Change & Cancellation Request Form - Use to
request changes,/rescheduling/cancellations of your event listing
in the Vision Resource Center calendar for Academic Year 25/26.

« 25/26 New Event Request Form - Use only to request new
events that will take place during the 25/26 AY.

Figure 41, Location of Sign-in Sheet

ANTELOPE

A VALLEY
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How to Use Paper Sign-in Sheets for In-Person Events

1. Gotowww.avc.edu
2. Click on the magnifying glass and in the Search field type ‘FPD’

AN =

o Gl
SCEISTIATION
RPN S R

Figure 42, Search Icon on AVC Homepage

r~ UITRTINKS 7

Students

| APPLTNOW |
About X

VID Academics ssions

Search FPD n

Figure 43, Type FPD into Search Field

3. Click on the first search result Faculty AN
Professional Development

Btar your I
v ==

Search results

4. Click on Forms, Documents & Guides

Faculty Professional Development

BB Fusnte Malmnriar Tr vl tha isinn Baosres Camrtace alsnedae of o

Figure 44, First Search Result

fofwing FPD Proposal Form: AY 25/26 FPD Event Proposal Form D
‘orm is now CLOSED

To request NEW events (events not submitted on the above proposal
New Event Request form found HERE.

Announcements

Training materials for the new Vision Resource Center (Cornerstone) s
in the Technical Training_course FPD module

There are several pages in the module with explanations, instructions{

Figure 45, Forms, Documents & Guides Menu Item

5. Click on FPD Sign In Sheet For Faculty link.
Or you can use this link: https://www.avc.edu/campus-organizations-committees/faculty-

professional-
« EBD QUICK GUIDR, Adiunct Faculty AY 24 - 25 pdf development/forms-
ARDIEL I « EPD Quick Guide, T Faculty AY 24 25 pf documents

FPD Event Manage| Forms for Event Presenters:

+ EPD Sian In Sheet For Faculty - For Faculty sign-in ONLY.

Download, fill in the header (listing all presenters in the

appropriate field), and print for your event. Have in-parson
Faculty attendees sign in and out. After the event, email sign-in
sheet to Senate Coordinator, darlene okeeffedavc edy . Do NOT
use this form for Zoom attendees. Zoom attendees do not need
to sign a sign-in sheet as Zoom creates a log when they sign into

Faculty Mentorships

Figure 46, Location of FPD Sign-in Sheet Link
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The header of the form is

fillable.

For In-person, Faculty Sign-in ONLY 6. Type in the Event Title
SN B A M. as shown on the VRC
Seasian Date: P——— Calendar, All Presenters’

Print Cleardy Names, Date, and

Firnt Mame Lt Nams Bwsinian Tirme I Tienm Ot Signwhare

Location of your session.

7. Print out the form,

make as many copies as

you think you may need,
and make it/them

available to your FACULTY
attendees to sign in as
they arrive at your event.

Figure 47, Image of Faculty Sign-in Sheet

NOTE: Please remind your attendees that this sign-in sheet is for FACULTY ONLY and

ASK YOUR FACULTY ATTENDEES TO SIGN-IN CLEARLY.
If their signature cannot be read, they will not receive FPD credit.

8. |If you (the presenter) would like to collect staff and student attendance for your records, please
provide them a different sign-in sheet (on a different color paper maybe.) Including signatures
from all three groups on one sign-in sheet causes a lot of unnecessary, extra work during
attendance processing. Each name that is on the sign-in sheet must be typed into the VRC
search tool to sort out and confirm those who are indeed faculty so that their attendance can be
recorded into the faculty’s VRC transcript, (since only faculty receive FPD credit.)

9. After the event, Email the Faculty Sign-in Sheet(s) to the Senate Coordinator at
darlene.okeeffe@avc.edu

O
©)

A

You can do this by scanning it to your email from most copiers on campus, or

By taking a picture with your phone and emailing from there. (If done by phone, be sure
there is enough lighting, and that the image is clear and the signatures visible.)

When saving your sign-in sheet, please give the document a name such as 09-04-24 Al Is
Cool, providing the two-digit month-two digit day- two digit year first, and then the
Name of your event (shortened, if it's a long name.)

If you are not able to email an electronic copy, you may drop the sign-in sheet(s) in the
Academic Senate mailbox in the MH mailroom.

If you email the electronic document, there is no need to also provide the paper
document.

Antelope Valley Community College District
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How to Download Activity/Attendance Logs for Zoom Events

NOTE:

e Use only your official AVC Zoom Account. If you do not yet have an official AVC Zoom
account, follow the steps below and Zoom will prompt you to create a new account.

e If you are allowing an outside speaker to use their own conferencing technology (which
could be Zoom or something else), you will need to ask them to send you the attendance log
for your event.

e The naming convention for saving your Zoom log files is * 2-number month dash 2-number
day dash 2 numbr year space Short name of your event. Example: 09-04-24 Al Is Cool.csv

1. Open AVC website: www.avc.edu ¥

A Academics Admissions Students Ab

2. Click on the black MYAVC button ==

’ ANTE PE VALLE LLE « RATE
3. Click on AVCID - Single Sign On HISPANIC
o HERITAGE MONTH
- 3

B Dashboard
B e Figure 48, MyAVC Button on Homepage of AVC site
W Announcements AVC Self Screening - Chosen Name
@ Discover You must submil a Self-

Screening Survey no later than
“when you arrive an campus IF
2ny of the following apply:

+ You have tested pasitive

[ cvents & Calendars

for a specific respiratory @
Shorteuts infection such as COWID-

19, Influenza, or RSY.
B§ Whats MyID « You have recently been

exposed 1o somesne
-'g AVCID - Single Sign On with COVID-19.

= You are experiencing
&3 Camvas . .
B web Server Launch Page Approvals Balances ' v ANTELOPI
. 3 . 4 J VALLEY
Figure 49, MyAVC Link on Dashboard of AVE Site A

AVE ID Portal Acc

AVE Ermell Adideuss

4. Sign In on AVC ID Portal window o>

5. Click on Zoom Button ,__

Fiqure 51, Zoom Button in SSO Portal
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6. Click on the Zoom Sign in Button. If you do not yet have an account,
this is where you would register for one.

Signin qure your
Search St 18667990125 . .

S e Figure 52, Zoom Log-in Page
ZOO0OM  Products  Solutions  Resources  Plans & Pricing Schedule  Jd
Profile H

y 7. Click on Reports

Meetings Usage reports  User activity reports
fesinars Meeting and webinar View il meeting and webinar istory during
Events &Sessions [EZL
Personal Gontacts Meeting and webinar fbow the registrations for meetings and wel

registrations
Personal Devices 9

Whitebosrds.

o Page defaults to
s Usage reports tab

Recordings & Transeripts
Summaries
Ciips

Scheduler

Settings

8. Click on Meeting and webinar history

Account Profile.

Figure 53, Zoom Reports Page

9. Locate the correct Zoom FPD session if
itis not already showing in your list.

Figure 54, Past Meeting & Webinar List

10. Click on the Participants number (which is a link), of the correct Zoom session.

[ - A Meeting Participants pop-up
window will open with all
participants listed.

Exgai

Pt opl

Figure 55, Meeting Participant Number
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11. *Check the Export with
meeting data checkbox.

Participants

x
Export with meeling data Show uniqua users churuwom [ Cwon |

_ — [ 830 5715 1126
Host Darlene O'Keeffe (darlene okeeffe@ave.edu)  Duration (minutes) 19
03/21/202512:57:15 PM End time 03/21/2025 O115:59 PM

12. Click on the Export
button

*Do not miss step 11 or you
will be asked to re-run the
report.

03/21/2025 12:5715
PM PM

03/21/2025 12:57:44  03/21/2025 01:15:33

oa——— ® to No
M M

032177075 OLOZ:00  D3212025 O115:34
——— B No. No

PM PM

Figure 56, Check Box for Export with Meeting Data

13. You will then be prompted to SAVE the report. It will || S W | -
automatically save as a CSV file: | ¢ T @ O > - 2024-2025Spring Events >
e RENAME the report to ‘ @rnews X @ @ @ W s
DateSpaceNameOfEvent.csv For example, 09- D name :
04-24 Al Is Cool.csv v EThsRC 1) 03-21-25 Bioogical Mythbus
e Save it for yourrecords i Windows (€) LT (92250 GGl

[ 03-19-25 AVC Majors Fair- P

. -1, > wm Home Drive (H:)
14. Attach the saved file to a fresh email: e s ) 03.19.25 1045 Bitersweet En
e Inthe Subject Line of Your Email, please type s B 03-19-25 1945 A Btersweet
‘FPD Attendance - the name of your event’ (or o Netwerk E“”“'zs”‘g”°“'c°“"“
. . A ) 03-11-25 Undocu-Ally Trainin
partial name if the name is long). For example, & 03.06.75 The Al Doctor s nd
FPD Attendance - Al Is Cool 50 tems '

15. Email the Zoom log to darlene.okeeffe@avc.edu.
Figure 57, List of Files Showing Naming Convention

Note: If you conduct events that are both face-to-face and Zoom for
the same session, please be sure to attach both the Zoom attendance
report/log and the in-person sign-in sheet to the same email.
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Requesting New FPD Events; Changes; & Cancellations for Existing

Events
How to Request a Change or Cancellation

If you have an FPD event already posted to the Vision Resource Center Events Calendar, and you find
that you need to cancel the event, or make a change to the event listing, you will need to submit a
simple FPD Event Change & Cancellation Request Form, found on the FPD website.
https://www.avc.edu/campus-organizations-committees/faculty-professional-development/forms-
documents

There is a form specifically for each academic year, so be sure to use the form that reflects the AY of the
event you are cancelling or changing. The form title will always show the academic year it applies to.

Menu Home / Campus Organizations & Committees / Faculty Professional Development
Forms & Documents
Agendas & Minutes
FPD Handbook: EPDC Handbook 2024 2025 Academic Yearodf

Committee Representatives
FPD Reference Guides:

FPD Events & Due Dates « EPD Requirements Quick Guid

« FPD Requirements Quick Guide FT Faculty AY 24-25 pdf

S oeif

201

e Adiunct Faculty AY 24-2

FPD Online Opportunities

Faculty Inquiry Groups

FPD Event Management Forms for Event Presenters:
Faculty Learning Communities
« FPD Sian In Sheet For Faculty - For Faculty sign-in ONLY. Download, fill in the header

Faculty Mentorships (listing all presenters in the appropriate field), and print for your event. Have in-person

Faculty attendees sign in and out. After the event, email sign-in sheet to Senate
Coordinator, darlene okeeffecavcedy . Do NOT use this form for Zoom attendees

Forms & Documents

Zoom attendees do not need to sign a sign-in sheet as Zoom creates a log when they

sign into the Zoom session

Instructional Exchanges

For AY 25/26

3 FPD Event change & « FPD Proposal Form: AY 25/26 FPD Event Proposal Form Deadline: April 6, 2025 -
. CLOSED
Cancellation Req uest [« 25/26 EPD Event Change & Cancellation Request Form - Use to request
Form changes/rescheduling/cancellations of your event listing in the Vision Resource Center
calendar for Academic Year 25/26.

(] New FPD Event Req uest | — * 25/26 New FPD Event Request Form - Use only to request new events that will take

FO rm place during the 25/26 AY.
\_____r/__

Figure 58, Image of Forms & Documents pg.

How to Request a New Event Be Added to VRC Events Calendar

If you would like to present an FPD event any time during the current academic year that is NOT already
listed on the VRC Events Calendar, you will need to submit a New Event Request Form. All the questions
must be answered in order for the event to be posted and ready for attendees to sign up.

As with the Change & Cancellation Request Form, there is a form specific to each academic year. Be sure
you are using the correct form for the year of the event you are requesting be added to the VRC Events
Calendar.
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Appendix
Al: FPD Due Dates: Text

The following are timelines set by the FPD Committee and Administration and are found in the FPD
Handbook and are also listed on the FPD website for the current academic year. Specific dates for 25/26
are shown in A2.

Adjunct Faculty Timeline
Fall Terms
e VRC Calendared Trainings* should be signed up for through the VRC Events
Calendar: DUE: Monday of Week 5. Sign up for all that you are interested in attending. (You can
always add additional events as new ones are added to the events calendar throughout the
semester.)
e External Trainings** that you attended must be self-reported (where you enter it in your VRC
transcript & mark it as 'completed.') DUE: Friday of Week 14
o Llast day to complete fall semester FPD hours: Saturday of Week 16
Spring Terms
e VRC Calendared Trainings should be signed up for through the VRC Events
Calendar: DUE: Monday of Week 5. Sign up for all that you are interested in attending
e External Trainings that you attend must be self-reported (entered in your VRC transcript &
marked as '‘completed.') DUE: Friday of Week 14
e Llast day to complete spring semester FPD hours: Saturday of Week 16

Full-time Faculty Timeline
Academic Year
e VRC Calendared Trainings should be signed up for through the VRC Events
Calendar: DUE: Monday of Week 5. Sign up for all that you are interested in attending. (You can
always add additional events as new ones are added to the events calendar throughout the
semester.)
e External Trainings attended must be self-reported (entered in your VRC transcript & marked as
‘completed.') DUE: Monday of Week 16

e Last day to complete FPD hours with area dean's permission: DUE: Monday, Week 1 of Summer
Term

Definitions:

* VRC Calendared Events/Trainings are trainings and events that are hosted by AVC and listed on the
Vision Resource Center (VRC) Events Calendar that show an active ‘request’ button so that you can
register for them.

** External Trainings are 1) Non-AVC hosted trainings whether listed on the VRC Events Calendar or
not, 2) AVC hosted events, meetings, and trainings NOT listed on the VRC Events Calendar. For
example, division/department meetings, Keenan Trainings, committee participation, etc. See FPD
Handbook for more specifics, and 3) AVC hosted events and trainings that ARE listed on the VRC Events
Calendar; however, the instructions on the event listing tell faculty to enter as an external training. This
includes events such as fairs and festivals, concerts, and open houses since you can come and go at your
leisure and your attendance is not required for the full time period as set in the VRC events calendar.
This is necessary because the VRC software does not allow us to customize attendance times.
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A2: FPD Due Dates for 25/26: Graphics

Adjunct Faculty Timeline for AY 25/26

you plan to attend.

=

Fall *25: All External

Dec. 6, 2025

Mar. 9, 2026

2

1 3 Spring "26: All
. External events that
Fall '25: Should be Fall *25: Last Day to you attended must
signed up for all VRC complete Fall FPD be entered into your
Calendared events hours VRC transcript and

marked ‘Complete’

May 22, 2026

Spring "26: Should

Spring '26: Last Day

events that you be signed up for all
attended must be VRC Calendared to complete Spring
entered into your events you plan to FPD hours
VRC transcript and attend.
marked ‘Complete’ 1 3

Figure 59, Adjunct Faculty FPD Timeline

Full-Time Faculty Timeline for AY 25/26

External Trainings

VRC Calendared
Trainings

All Calendared trainings

External Trainings

All External trainings you
attended should be
entered and marked as

Last day to complete

External trainings with

Dean's permission

you would like to attend

should be registered for

through the VRC Event
Calendar

completed in your
transcript

Figure 60, Full-Time Faculty Timeline

NOTE: Although there is an early deadline to sign up for AVC hosted calendared events, you
are encouraged to sign up for additional events/trainings/sessions as new ones are added
throughout the academic year. So, be sure to check the VRC Events Calendar regularly. The
purpose of this deadline is to present your plan for the coming semester or year, with the
understanding that plans can and do change.
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A3: FPD Resources

Canvas FPD Technical Training Module
https://avc.instructure.com/courses/19/modulestimodule 51

Vision Resource Center:
https://cccpln.csod.com/LMS/catalog/Welcome.aspx?tab page id=-67&tab id=-1

FPD Website: https://www.avc.edu/campus-organizations-committees/faculty-professional-
development

s avc.edu/campus-organizations-committees/faculty-professional-develop... @ ¥ 3}
The followi
e following
Iin kS can be @ My Account - nisod View Agreement Vision Resource Ce... ~ Professional Develo...
found on the '\mvmhm Enrolment Dates.  Class Schedule: Guicklinks v English v
B’ VALLEY

Forms & AT POSt-COVID domi About Q
Documents
page of the
FPD Website:
e FPD

Handbook =~
e FPD Quick

G d f Hc:nu / C;guu', c:qfw:.snom& Committees / Faculty Professional Development

uide for / Forms & Documents
A dj un Ct FPD Handbook: FPDC Handbook 2024 2025 Academic Yearndf
Facu |ty AY FPD Rﬂ«-onco Guides:
« EPD QUICK GUIDE. Adiunct Faculty AY 24 - 25 pdf
24-25 « EPD Quick Guide, FT Faculty AY 24 25.ndf
FPD Online Opportunities
e FPDQuick eSSl 2 T
. Uiry Qroups
Gu |de for FT FPD Event Management Forms for Event Presenters:
Faculty Learming Colgmunitie:
Facu Ity AY il : « FPD Sian In Sheet For Faculty - For Faculty sign-in ONLY. Download, fill in the header
24 25 Foculty Mentorships (listing all presenters in the appropriate field), and print for your event. Have in-person
- Faculty attendees sign in and out. After the event, email sign-in sheet to Senate
Coordinator, darlene.okeeffedave edu . Do NOT use this form for Zoom attendees.

° CU I‘rent FPD Zoom attendees do not need to sign a sign-in sheet as Zoom creates a log when they

sign into the Zoom session.

S|gn -in nstructional Exchanges
Sheet for

For AY 25/26

. . FPD Form: AY 25/26 EPD Event Proposal Form Deadline: April 6, 2025 -
Faculty sign- e
in ONLY « 25/26 FPD Event Change & Cancellation Request Form - Use to request

changes/rescheduling/cancellations of your event listing in the Vision Resource Center
calendar for Academic Year 25/26

FPD « 25/26 Now Event Reguest Form - Use only to request new events that will take place
Pro posal during the 25/26 AY.
Form SIS SESESSESESESEEESE
5

FPD Event Qgst for Approval for Salary Advancement Form - Fillable

« Notifichution of Intent to Use Units for Salary Advancement - Flllable
Change & < EPD. ical Aoplication ¢ Sabbatical Arglication nstructions )
Cancellation
Request Figure 61, Screenshot of Forms & Docs pg.

Form
New FPD Event Request Form

Plus more, including additional FPD opportunities on the FPD Online Opportunities page.
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A4: ADA Compliance Checklist for FPD Presenters

FPD Presenter ADA Compliance Checklist

Before the Presentation

[0 Caption all videos using Yuja (don’t rely solely on YouTube auto-captions).

[JTest your videos to ensure captions display correctly.

[0 Add a brief accessibility note to your slides (sample below).

[JAsk a colleague to assist with tech support during the presentation (optional but
helpful).

[J Familiarize yourself with your Zoom or in-room AV settings for turning captions on.

During the Presentation

O Turn on live captions in Zoom or any platform you’re using.

[J Ensure captions are enabled for every video you play.

[JMake an accessibility announcement at the beginning (sample script below).
[J Stay open to reminders from attendees—thank them for helping keep the space
inclusive.

[0 Check in periodically to confirm all participants can see captions.

After the Presentation
[ Ask for feedback on accessibility—this helps us all improve.
[ Follow up with any resources or links in accessible formats.

®: sample Accessibility Statement (Opening Script)

“Hi everyone! I'm so glad you're here. I just want to mention that I'll be doing my best to
keep this presentation accessible for all. Captions should be on for everything—including
videos—but if I forget, please feel free to speak up and let me know! I truly appreciate your

help in making sure everyone can fully participate.”

[3 Sample Welcome Slide Text to Add to Your Slide Deck

& Welcome! Let’s Keep It Accessible
o @ Captions are ON

o 38, All videos will include closed captions
e . Ifyou notice anything that needs adjusting
please let me know!

Thank you for helping us make this

session inclusive for all narticinants.
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