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Introduction
ENTER INFORMATION HERE ABOUT USE OF THE CATALOG

The New York City Department of Education promotes professional development offerings through ProTraxx’s
EzTraxx Online Catalog, EzCatalog. This site may be accessed by going to www.protraxx.com and selecting
ONLINE CATALOGS, OR . . ..

The online system is no longer a self-registration process. We have made modifications to the login process to
greatly simplify and speed your search and enrollment experience. All New York City employee files have been
uploaded into the database. You will now verify your record in order to proceed with enroliment. These step-
by-step directions will make it easy for you to quickly find a course offering, enroll and manage your enroliment.

ProTrakxx

442 Smith Street, Bldg. A
Middletown, CT 06457
1.866.398.7299
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A. Logging In How to Reach Login Page

To access the New York City Department of Education offerings, you will need to login. There are two ways to
log into the system.

Go to http://pd.nycoit.org Click on the “Registration” link on the left hand
side of the page.

or

Go to www.protraxx.com and click on the Online
Catalogs box (as seen on the right) in the top right of

the screen. mlluu f‘;ltzlll :p
Click Here

You will be directed to a new page that has a list of the Connecticut Online Catalogs
different online catalogs. Select the NYC Department of tes Lt e
Education link. Click the link as highlighted in the list
below. e

CREC: Capitol Region Education Council

MNew York Online Catalogs

NYC Department of Education

MY C Bureay of Monpublic School Reimbursable Services

The login page opens.

=T
Department of
; Education
Professional Devel R 1 System [ - 1]

If you already know your username and password then skip to the ‘Logging In’ task on Page 4 of this
document. If you do not know your username and password you need to retrieve them by following the
next set of directions, Retrieving User name and Password.
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B. Logging In e Retrieving Username and Password

Once you have access to the login page, you will have two options.

If you know your User Name and Password, you will login on the left side of the page (see Page 3).

If you do not know your User Name and Password, you will follow the instructions below which will direct you to
verify your identify in order to access the catalog of courses as well as your course-related and demographic
information.

The box on the right side of the page should be used if : New Usérs Retieve Usemameand Passwod
e You are logging in for the first time
e You don’t know your User Name and Password it
e Your forgot your User Name and Password; or
e You’re unsure if you have logged in previously

[Click here]

You are then directed to a new page that asks you for Get User name and Password

some personal information in order to find your user Taate your user name and pessard ant o our emaladdres il ut e fllving filds and ok Sear!
name and password. Fill out the boxes for First Name,

Last Name, Last Four Digits of SSN, and Zip Code (there is -

an example of the boxes filled out below). Then click Lot Four St 5E55

First Name: Pt

Search

Now an extension to the previous box will appear that The fullawing records were found matching the information provided. Click Send Passwar
has your name, address, and e-mail, as well as two

X R X . Tf the email field is blank or incarrect, click Change Email button, Enter your email in the fi
buttons on either side of your personal information.

Check to make sure that your e-mail address is correct. 1f no recards were retumed jfizans you are new employee to the New York City Depar
If it is not correct then refer to the ‘Changing E-Mail’ task ‘/" i ODRESS
explanation later on. If your e-mail address is correct EmE— pat el 64 sl STreat
then click on the box to the left .

Once you click on this button your username and
password will be sent to your e-mail address. Logon to
your e-mail and check your mail to retrieve them. Once
you have done this, you may return to the Login screen
simply by clicking on the Login link under “User
Information’ in the box on the top right side of the
screen.

Revised 8_18_08 Proprietary & Confidential
This Catalog is a product of ProTraxx, Inc.
Page 3 of 13




A. Logging In

e Changing E-Mail Address and Retrieving
User Name and Password

To change your email address and retrieve your User Name and Password, you must first verify your

identify as described above.

At the original username and password page
(view Retrieving Username and Password to get
there if you are not there already) click on the
button on the right that says change e-mail.

Iy | e |
ey |

EMANL |
|.w--.» Allgpictras [ Change Email |

Once you click change e-mail, the box will extend
and two fields will display. In the first field, enter
your correct email address. In the second field,
repeat this data to confirm it.

Then click Update Email/Send User Name and|
Password. Your email will be changed to the newly
entered address and your User Name and
Password will be forwarded immediately to the
entered address.

= \

#Email Address:  phel@protraxs.com

*Re-Enter Email:  phel@protraxc.com

’ Update Emal/Send User Name and Passnord

To return to the Login Screen once you have
retrieved your User Name and Password, click
Login found on the right menu.

Course Offerings ré"
:EQLHCL Search

[ Advanced Search

L7 Courses (Print)

(7] Courses This Week

User Information (_5.::‘;

1) Login
8 =|U=ername/Pas=word

(7 FAQ

L7 How to Register
L7 Cancellation Pelicy
(7] Location/Directions

L7 Contact Information
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A. Logging In e Logging In With User Name and Password

Once you know your User Name and Password, you will be able to login.

Once you are at the login screen (see HOw to
Reach Login Page) look at the big box on the
left side of the page. Within this box are two entry
boxes for your user name and password. Enter
your user name and password into their
corresponding boxes.

Click LOGIN.

| knows my user name and password
Login here if.

® ‘You are already registered (Created an account)
® ‘You have taken a workshop with us before

=
Password: jee

Mot sure, click here

Forget user name / password?

uuuuuuu

If this is your first time logging in you will be
directed to a screen asking you to complete your
user registration. Select the appropriate data from
each drop down list by clicking on the inverted
triangle at the right of each field. Be sure to select
data in the order displayed as each choice will
affect the options available in the next field.

When complete, click [Finish Registration].

1 3
tikt

P Bagasmor.

Home
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B. Finding A Class e Quick Search

There are multiple methods to find a class. This section describes the Quick Search.

‘Quick Search’” and the quick search box
appear upon login. A link is also found in the
menu on the top right of the page under the
Course Offerings tab.

To use the quick search, you must first make a
selection from the drop down list field,
Department.

All activity offerings of the selected Department
will display below. If no classes are currently
open for enrollment, a message will appear: No
Records.

To further narrow your search, you may enter
part of the name of the activity in the field Title.

Welcome to the

ien Page

Al curees baineg offared by tia department are Rsted below,

Instructional Tachnalogy
imvetme s lntefame emeiml  uw wam

Once you have selected a department, the welcome page for the Department will appear. Any
special instructions or information will appear at the top of the page as well as specific contact

information should you need assistance.

If you scroll down the page you will see all of the classes offered that fit your entered criteria.

Home !
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B. Finding A Class e Advanced Search

This section describes use of the Advanced Search.

Click the Advanced Search link located on the
right menu or to the right of the Quick Search Course Offerings
header. :ﬁ@uick Search

e Advanced Search
L Courses (Print)

| Courses Thiz Week

The Advanced Search opens displaying several fields

which allow you to select or enter criteria to narrow i
your search. -

Tip: Only enter data you are certain is accurate - the
database wil only find data which specifically
matches the entered data. You do not need to enter
or select data from all fields.
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B. Enrollment e Enrollment

| MewuLowses | nedcnLomses | Loucns

Before enrolling in a class you might want to find out if [iLead@sshent nyc.gov | Tescn@schoots nye gov |iCoach@sets
your school is exempt from payment for courses. If you
do not already know you can perform a search using

quick search and then click on the link that says = PAYMEWR S lleSe

“Please check here to see if your school is exempt Please chack here 8 cee if your school is exempt fram payment. If your schoaol is on this list, yo
) . payment through FAMIS for confirmation of registration.

from payment. If your school is on this list, you are not

required to pay for the course in FAMIS. Any school All courses being offered by this department are listed below.

not on this list must submit payment through FAMIS for
confirmation of registration.”

Once you have found the class that you want to
enroll in, click on the ‘Enroll Now’ button associated
with it. If you are viewing the Course Catalog, this
button will be located right below the short

iken. People onaitlist: 0

==

The page at https://www.protraxc.com says:

Q Are you Sure you want to Enrall far this Class?

description of the course. If you are viewing the full hon | s | :
course description page, it is found above the i : ]
description. Once you click enroll now a popup wiill e,

display - “Are you sure you want to enroll for this

class?”

Click if you wish to enroll.

You will receive an email noting your Pending
enroliment.

Please note: Your enrollment will be pending until reviewed and approved by an administrator/principal. You
have not been accepted into this class until your enroliment status is Approved or Confirmed when you receive
an additional email.
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C. Other ¢ Viewing and Editing Account Info

To view and edit account info you first must be logged in.

Once logged in, you will be able to view MyAccount on the
right menu.

Click the ‘My Account’ link under ‘User Information’ located
in the box on the right of the page.

EBabEEb

A screen with all of your account and personal information will appear. You can edit any of the information

and then click update user information at the bottom of the page to save your work.
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C. Other e Viewing Your Classes

To view your classes/courses click on the ‘My Courses’ link
located just below the ‘My Account’ link which is User Information
explained above. [ Logout

&= P.ﬂy Aot
D My Courses /

The Enrollment Management page appears. Your entire history of enrollment appears here. Use the Search
fields at the top of the form to filter the list of classes by date, name, or enrollment status.

The Headers across the top of the grid include:

Withdraw Enroliment: You will see a Withdraw link in this column if you have the option to withdraw yourself
from this course. Please note that your administrator has set the ability to withdraw within a given number of
days prior to the start of the class. If you do not have this link, you cannot withdraw from the class without
consulting with your principal or other system administrator.

Evaluation Form: Once an activity has been completed, you will evaluate it online. The link to the Evaluation
form will appear in this second column from the left. Click the link and complete the form. Submit when
completed.

Class details: The details of the activity appear here.

Activity: The name of the activity appears here.

Start Date: The first date of the class.

Activity Code: An eleven digit code which identifies the class.

Enrollment Status: The status of your enroliment displays here and changes as it passes through one or more of
the following statuses: Pending, Approved, Confirmed, or Withdrawn.

Award: Upon successful completion of an activity, the instructor or other administrator may issue awards (CEUs,
PDPs, COC (certificate of completion), etc.) for this class. View and print these documents here.

Enrollment Management

Quick Search
Start Date: Activity MName: Enroliment Status:
Al -~

Search

1
Enraliment 1 Farm = Activity. START DATE Activity Code Enroliment Status M
1

oL ARE MOT EMROLLED IN &N ACTRATY AT THIS TIME!

Enrollment Status
Pending: Enroliments received or srtersd by & person sre considersd pending until they are spprovsd
Deniec: Enrollments thet are not accepted are sssigned Denisd status
Approved: Enroliments thet are accepted are assigned spproved status
waitlist: Enrollments thet are received after the maximum numeer of enroliments is reached are added to the Waitlist (f the activity has been assigned Allow Waltist).
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C. Other e Logging Out

To Log Out click ‘Logout’ link above the ‘My Account’ link
on the menu at the right of the page. User Information

D Logout h
%’My Account

[) My Courses
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C. Other e Using Help Features

There are several Help features to guide your use of

Course Offerings *
EzCatalog. You do not need to be logged in to use the help o seareh
features. o3 dvencet Ssarch

[[7) Caurses (Printy

(17 Courses This Wesk

FAQ - a list of frequently asked questions about EzCatalog

How to Register — step by step instructions for using the site “'""’"""""“ ®
=
i i . . . . My Accourt
Cancellation Policy - your organization’s cancellation policy D) My Coureas
. . . . . . . . i &
Location Directions — directions to the buildings/locations GaFae
where classes are held 3 How o egitr

(7 Caneeliation Falicy

() Location irections

Contact Information - a list of the staff to contact in the
event you require additional assistance

[7) Contact Information
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C. Other e Email Support

E-mail Support

Emails sent by the ProTraxx system to email providers such as AOL, Yahoo, Earthlink and others may be blocked
by spam filters. In order to ensure e-mails regarding your enroliment in a course are delivered and received, it
is advised that participants use their Department of Education e-mail account. This will ensure that all

messages sent via ProTraxx’s EzTraxx and EzCatalog modules are received in your inbox. If you need assistance

with your DOE e-mail account please call the Help Desk at 718.935.5100. There will be limited support for
participants using non-DOE e-mail accounts.

Home
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