Division of Family & Children Services — cmsssmioiss.

ofiregistrar@dhr.state.ga.us
Fax: (404) 657-4058

Education & Training Services Section

Instructors

¢ The On-Line Registration & Transcript Center for SS and OFI Instructors is on the Internet.

Steps to Access the On-Line System:

1. Click here: https://www.gadfcs.org/transcript to access
the website.

2. Everyone who already had an account in the system will
have a temporary password of pass and the last 4 digits
of their employee ID number.

3. Enter your Employee ID Number and Password.

|j Addvess [ htps:/fwwe.gadics craftranseriptfnstructor menu_nstructor jsp | s

EDUCATION and TRAINING SERVICES

Registration and Transcript Center

Instructor Menu

Once access has been granted, a menu will appear. For S0t tasks, ot My i reqared 5 sar oo In s oo e coITIehng & paper for. Py, have any
; S : e i
4.  Once you have logged in the first time, you should Eesenpton of 1" proim and farmation n e bestway 1 conatt g
Change y(-)ur paSSWOfd- . . . i View Schedule | View Current Schedule
5. For questions about the online registration, click on the Records | View Employee’s Course Records
Questions? button in the lower far right hand corner of Search | Search for Employee
the screen and send an e-mail with your questions. Reports | Generate Reports
Logout Exit to Registration Login Screen
© 2005 Questions?

View Current Schedule:

1. Fromthe Instructor Menu, click on the View PR Y T P W ey
Schedule button.

Address Ia https: [ fwwan gadfes.orgftranscript finstructor fviewschedule. jsp ﬂ f> G
2. Choose the Month and Year from the drop-down ~ EDUCATION and TRAINING SERVICES
menu. . . .
3. The Course Section and Names will appear with 4 ReQIStratlon and Transcrlpt Center
the schedule dates and times they are offered. View Current Schedule
4,  Click on the Return button to return to the
Instructor Menu iew Schedule from Which Month? g 5 [ 5

[TEST1001 - A Testing Course

2005 Section 1 August 3, 2005 - August 8, 2005 08:30 AM- 04:30 PM
2005 Section 2 July 29, 2005 - August 1, 2005 0830 AM - 04:30 PM
September 1, 2005 08:30 AM - 04:30 PM
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Records Menu: Update Class Records

1. From the Instructor Menu, click on the Records -

button_ JF\\& Edt View Favorkes Tools  Help ‘
2. Choose a Course from the drop-down menu and Lewt 3 @ & @t Girowtss G |G S 0l
) |aedress &) gades.orgltransarptinstructorjrec; s -] &
click Next. _—
3. Choose a Section from the drop-down menu and Update Class Records
click Next.
_ H To modify the record of an individual student, simply chaose the status from the drop-down list and/or enter
4' Choose the status from the drop down IISt and/or a numerical grade in the box provided. Click on the Update button to the right of the record to submit the:
enter a numerical grade in the box provided_ changes. I you wish to modify the records of the entire class (for example, if you are entering grades for
5 Cl k th U d t b tt t th . ht f th everyone in the class), make all changes and click the Update All button at the bottom of the list
. ICK On e Update putton to e rig (0] e
H DFCS2000 Orientation to DFCS (Online)32
record tc_) submit th_e changes. . e
6. If you wish to modify the records of the entire October 22, 2005 - Octaber 26, 2005
class (for example, if you are entering grades for |/ yam EmpID  Registration Date Staus  Grade

everyone in the class), make all changes and
click the Update All button at the bottom of the
list.

7. Click on the Return button to return to the (oo ] [yttt ]
Instructor Menu.

Woods, JeffreyL. 00000000  September 13, 2005 9:42 AM Registared ¥ | Update
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Search for Employee

1. From the Instructor Menu, click on the Search button. 5B o oes
2. Add the worker’s First or Last name in the First or Last | ot - 5 - Q[ A Qeerh Grsortes By 5y G

name fields and click on the Search button. L e o

3. If the worker has been registered, his/her information will

EDUCATION and TRAINING SERVICES

appear. . : .

4. If the worker is not registered, the error “There are no RegIStratlon and Transcrlpt Center
employees in the database that match that search SealcionorKen
criteria.” will display. _

5. To return to the Search for Worker Menu, click on the Egzzgs |

Search button

6. Toreturn to the Instructor Menu, click on the Main
Menu button. Or the Cancel Button
Cancel Return to the Instructor Menu

© 2005 Juestions?
Report Menu: Generate a Section Roster:
1. From the Instructor Menu, click on the Reports button. [FEEErErRm 3 5]
. . . | Fle Edt ew Fevoes Toos e ‘ &
2. At-th|s point, you are in the Report Menu. [ 4 8 0 8t e G B B
3. Click on the Roster button. | ress ) o BN
4. Choose a Course from the drop-down menu and click Generate a Section Roster
Next.
5. Choose a Section from the drop-down menu and click SUEREHETLODECE (O] 72 BFCSZHIU BN Y
Next Location Abraham Baldwin College
. . . . Instructors: Powell, Kennesha Y
6. The Section Roster Menu displays the Location of the Class Dates. July 1, 2005 - July 5, 2005
class training, the Instructor, and the Class Date.
. , . 1 [-] Woods,JeffreyL.  Employes [D; 00000000
7. Click on the +/- next to the worker’s name to hide or e T eSS
retrieve further information about that worker. Phone: 7705555555
. Iwoods@dhr state gal
8. Inthe far left hand corner click on the Change All button to Suponsor Nk 8
hide or retrieve further information about all workers.
9. Click on the Return button to return to the Report Menu. Change Al
© 2005 Questions?




From the Instructor Menu, click on the Reports
button.

Click on the Site button in the Report Menu.

From the drop down menu select a training site and
click Next.

Choose the Month and Year from the drop-down menu.
If there are no activities for that Month and Year an
error message will display “There are no activities
for that month vou selected”.

Click on the Return button to return to the Report Menu.

Fle Edt View Favortes Tools Help ‘ ¥

Gak + & - @) [ A | Qseach (Fovoites (Aistory | - S W0 H

Acvess [#] htps:/wwn,gaccs crgitranscriptfnstructor repertsida_train_actvty.isp

Training Site Activity]

July =] |20 =

Pull Activity from Which Month?

Abraham Baldwin College
Contact Contact Person

Phone: (555) 555-5555
Email.change@thisaddress.com

There is no activity at this Training Site during the selected month.

View Employee Information:

1.

From the Instructor Menu, click on the Reports
button.

Click on the User button, from the Report Menu.
Enter the Employee ID in the Employee ID field and
click Next.

The employee’s information will appear: Emp ID,
Name, Position Area, Supervisor, Office Contact,
Home Phone, Training Coordinator, and E-mail
Address.

Click on the Return button to return to the
Instructor Menu.

/3 view Employee Information - Microsoft Internet Explorer =

JFMe Edit Yiew Favortes Tools  Help ‘

| ek - & - @ [F &| Qoeach GiFavortes (Brisory | By &m0 H

gadfcs. org/transcriptfinstructorfrepo sp j I

| address [&]

View Employee Information

00000000
Jeffrey L. Woods

Position DFCS Field Program Specialist
Program Area(s) Administrative
Supervisor Mot Available
Office Contact DFCS Education & Training Services Section
2 Peachtree StNWY
Suite 20 200
Atlanta, GA 30303
Phone: (770) 555-5555
Faoc (770) 555-5555
Home Phonhe (770)555-5555

Email Address lwoods@dhr state.qa.us

If you have any questions about creating a new worker account and/or registering a worker for a
course, please send an email to: ssregistrar@dhr.state.ga.us or ofiregistrar@dhr.state.ga.us




