How to...Register (Request and
Pay Course Fee) for a PD Course

ILLINOIS
VIRTUAL SCHOOL

BRIDGING EDUCATION & TECHNOLOGY

To register for a professional development course housed on the IVS-PD system, you will request the
course and then pay the course fee. Please follow the directions below.
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Welcome to IVS-|

We know how important it is to stay current with educational theory and practice. Our goal s to provide
with quality online professional development. Thank you for letting IVS meet your PD needs!
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Step 1: Loginto the PD information system
(https://pd.ilvirtual.org) using your
L— IVS-PD User Name and Password.

Step 2: Click the Academic Info in in the
/ Main Menu on the left-hand side of
the Dashboard to reveal a

submenu.

Step 3: Click Request a Course

All professional development courses will
be listed in the table.
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List of courses available for you to request

&o

Department &

Q + Collaboration in the Digital Classroom (Self-Paced) 10 Instructional Strategies and N
Q + Creativity in the Mobile Classroom (Self-Paced) 6 Instructional Strategies and I
Q + Designing Blended Learning (Self-Paced) 10 Instructional Strategies and
Q + Introduction to Online Learning (Self-Paced) 3 Professional Growth

Q + Moving into Mobile Learning (Seli-Paced) 6 Instructional Strategies and I
Q + Project-Based Approaches (Self-Paced) 10 Instructional Strategies and
Q + Teaching in a Blended Leamning Model (Self-Paced) 10 Instructional Strategies and I
Q@ + Teaching Online 101: Teaching in an Online Learming Mode! (Self-Paced) 10 Instructional Strategies and M
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Insiructional Sirategies and y
Insirucione Strategies and b
Designing Blondsd Leaming gl Instructional Stratogies and
Introductien ta Online Leaming {Seit-Pacad) 3 Professional Grawth
Moving inta Mobile Learming (SeltPaced) 6 Instructional Strategies and b
Project-Based Approaches (Sof-Pacad) Instrucional Stratogies and

Teaching in a Blandad Leaming Modal (Salf.Pacad) gz Strateqias and by

Teaching Onlina 101: Teaching in an Onlina Learning Modal iSal-Paced) Instiuctional Sral

Add Course Request

Requesting course Creativity in the Mobile Classroom (Self-Paced)
The course fee will be based on the selected section below

Preferred start date * :

11/12/2019

Select one of the 1 section(s) of course Creativity in the Mobile Classroom (Self-Pace
that best fits your schedule

Select Available Fee CPDU Instructor | iocation Frequency Days Start  End
sections z
1. Creativity in $3500 6 Lewis,
the Mobile Danielle

Classroom (Self-
Paced) 2019. Id
43:

Scroll through the list to locate your
course.

Note: You can click the View icon
(magnifying glass) in the same
row as the course to read the
course description.

Click the Add button in the same
row as the course you want to
enrollin.

Step 4:
\

A pop-up window will appear to show
the open section of this course.

You can only enroll in open sections of a
course. If no sections are listed, this
course is not available at this time.

Step 5: Select your preferred start date.

By default, the date listed will be
T~ today’s date. You can change it
by clicking the calendar icon.

Step 6: Click the closed book icon on

Add Course Request

Add Course Request
Requesting course Creativity in the Mobile Classroom (Self-Paced)

Fee: $35.00 (Based on section: 1. Creativity in the Mobile Classroom (Self-Paced) 2019. Id:
432)

Preferred start date *

11/13/2019

Comments:

Select one of the 1 section(s) of co
that best fits your schedule
Select Available
sections

reativity in the Mobile Classroom (Self-Paced)

CPDU Instructor iocation

Start
Date

Froquency | Days End

Date

$3500 6 Lewis,

Danielle

ity in
fobile

Classroom (Self-
cad) 2019 1d:

L~

I Add Course Request

Request Courses Creativity in the Mobile Classroom (Self-Paced) Submitted Successfully X

Thank you for requesting the course Creativity in the Mobile Classroom (Self-Paced) based on
section Creativity in the Mobile Classroom (Self-Paced) 2019.

If you want to review your course selection(s), please click the Pending Course Requests link.
You can continue selecting other courses from our course catalog.

When you have finished selecting your courses, please email lllinois Virtual School - Professional
Developmentor call (309) 676-1000if you have any questions.

You can click on the Ledger link to review your current and pending charges or pay online.

the section of the course that is
open.

Notice that the book will open once you
select the section.

Step 6: Click the Add Course Request

button.
_—

If the addition is successful, you will
receive this pop-up window stating that
your request was submitted successfully.

Click the x in the top right corner to close
this pop-up window.

If there is a course fee, now it is time to
pay for your course.

Directions are on the next page.




Pay for Course Request

Courses that have a course fee need to be paid before you are enrolled in the course section. You can
pay either with a pre-paid Code provided by a school, ROE, or other organization, by using your personal
PayPal account, or by using PayPal as a guest to use your credit/debit card.

Step 1: Click Main Menu in the Main
Menu on the left-hand side of

the screen to reveal the \

submenu.

Click My Dashboard.
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Step 2: To pay the balance due for
courses with fees, click the
underlined here link in the
Ledger field on the
Dashboard
OR

My Dashboard

Welcome to IVS-PD

We know how important it is to stay current with educational theory and practice. Qur goal is to provide lllinois educators
with quality online professional development. Thank you for letting IVS meet your PD needs!

Tuesday, November 12
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Course Access is Not Immediate

There is a 12-24 hour delay betwaen the fime you enfoll and a fime you can a
petan unautharized error. For example, if you enroll &l 3pm, you wil not have ac)
will apen in a new windaw. For help with pap-ups, view aur halp page far within ¢

New Ledger Balance
for Courses with Fees

Li]

Your current amount due is: $35.00

+ Click here or the Ledger link lo navigale to your ledger and make paymens.

On the Ledger page, the total amount el e
due |S dISp|ayeC| at the tOp ~ Charges that are due now. You can see other charges by changing the Displaying drop-down selection

+ Click tha Pay Due’ bulion below 16 pay 2l charges Ihat are dUs o,
+ Pay soma charges by selacting

The ‘Payables’ Tab displays all »
invoices and the amounts owed by

. . All Charges thal are due now
the participant.

1171212019 11:31 20 AM 35 0000" Section Tuition Fee: Creatviy in the Mobile Classroom (Seif.Paced) for: Fake: Fducator, Glancy (11121) Fake Educator, Glancy (118875) $35 00

Payments Mage  Purchase Onder Requesied

nvoice # $

The invoice total and amount due will
be located in the lower right corner.

Step 3: Click the dollar sign icon to
open the invoice you want to

pay. 1K1 -
oy ue. [ Balances 1 Al
. [Payables $35 00
lPayables Past Due $35.00]
Invoice 007766° Review and Proceed to Payment x

List of items included in this invoice:

¢ [iomo ¢

6741 35.0000: Section Tuition Fee: Creativity in the Mobile Classroom (Self-Paced) for: Fake Educator, Clancy (11121)

/colﬂs [ | « TR » 0 » |

The “Proceed to Payment” window ] -
will pop-up on your screen. Amount Duo: 3500

Apply Code Proceed To Payment




Pay with PayPal

Step 1: To use your PayPal account OR

PayPal for your credit or debit
card, click the Proceed to
Payment button.

Step 2: Click the PayPal Checkout icon

Step 3: Loginto your PayPal account

and proceed with payment.

Step 4: The PayPal window should

close automatically and return

you to ledger.

Close all payment windows and
return to the Dashboard.

Click the Confirm and Pay
button.

Step 5:

The course widget will now appear on
the Dashboard on the course start
date. You will be able to access the
course within 12-24 hours of
enrollment.

use a one-time guest optionin *\

Invoice 007766: Review and Proceed to Payment 3

List of items included in this invoice:

00: Section Tuition Fee: Creativity in the Mobile Classroom (Self-Paced) for: Fake Educator, Clancy (11121)

K1 K1 o B KR

Invoice Total: $35.00

Amount Due: $35.00

Apply Code J| Print | Proceed To Payment
———————

PayPal Payment

+ Click the PayPal button to lsunch a new browser window and login to PayPal to authorize the payment
+ Alfter authorizing the payment in PayPal, click Confirm and Pay bution to complete the transaction

Note: The Is if the payment is in Paypal.

P PayPal

Pay with PayPal

PayPal Pay. it

thorizing the payment in PayPal, dick Confirm and Pay button to complete the transaction.

Pay with Deitor € e ard
g: The transaction is incomplete if the payment is not authorized in Paypal.

Amount: $25.00

Canfim and Pay

Pay with Code

Step 1: If you have received a code
from IVS-PD, a school, ROE, or
other organization, click the
Apply Code button

N

Step 2: Enter the code in the code field
and click the Ok button. \

Step 3: Receive confirmation of
payment and click the Ok
button.

Step 4: Close all payment windows and

return to the Dashboard.

The course widget will now appear on
the Dashboard on the course start
date. You will be able to access the
course within 12-24 hours of
enrollment.

Invoice 007766: Review and Proceed to Payment ®

List of items included in this invoice:

6741 35.0000: Section Tuition Fee: Creativity in the Mobile Classroom (Self-Paced) for: Fake Educator, Clancy (11121)

1 K 1o X

Invoice Total: $35.00

Amount Due: $35.00

Print § Proceed To Payment

Apply Code
Apply Code

teach101

Student Ledger x

Payment codes applied successfully. A credit of 35.00 was applied
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