
My Account 
 
 
The User Account Information section of the Professional Development website is where you track the 
amount of credit received from Professional Development events, manage your User Account information, 
view your current and past event registrations and request to receive email notifications when events of 
interest become open for registration. 
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My Account 
Select the My Account link to manage the personal information  entered when the account was created 
(name, email address, home address, campus, account password, etc.). 

 

 
 
 

 
 
 
 
 
 
 
 

http://www.escweb.net/resc4/account/shoebox/default.aspx
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Professional Development Record 
Select the Professional Development Record link to review the amount of credit(s) received from 
professional development events.  The Professional Development Record page is separated into the 
Official Record and the Personal Record sections. 

 
 
Official Record 
The Official Record is a review of all of the sessions you have attended.  The records are grouped by 
events taken within each school year. 

 
To review an Official Record transcript for a given year: 
 

 
 
 
 
 
 
 
 
 
 

• Select the desired Year of Record from the dropdown box 
• Click Go 
• The File Download window will open 

http://www.escweb.net/resc4/account/shoebox/default.aspx
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• Select  Open to open the PDF file 
• Select Save to save the file to your computer 
• Select Cancel to cancel this action. 

 
 
 

The Official Professional Development Record will look similar to the example below: 
 
 
 

 
 
 
 
Select File and Print to print the official record. 

 
Please contact the system help desk for assistance if there are discrepancies on your record. You may 
have a duplicate account in the system. 
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Personal Record 
The Personal Record is a tool that can be used to create an unofficial log of events that were attended 
by you that but were not recorded in the Professional Development website. 

 
To create a Personal Record entry: 

 
 
 

• Click on the Manage Transcript button 
 

 
 
 
 

• Enter the title of the outside meeting/event 
• Select the date from the calendar icon 
• Select the appropriate credit type from the dropdown menu 
• Enter in a credit name if credit type of other was selected 
• Enter the amount of Credit Earned 
• Click Add Credit 
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Once records have been added, they will display in the window underneath the entry screen: 
 

 
 
 
To delete an entry: 

• Click the red X next to the to the event to be deleted 
• Click OK on the message:  Are you sure you want to delete this credit? 

 
To edit an entry: 

• Click the name of the event 
• Make the revisions on the screen 
• Click the Save Credit button 

 
 
 
 
Reviewing Professional Development Record Entries 

•  Use the date range fields to enter a Date range - search for entries that were held within that 
date range 

o Click Go to see only those entries for that date range 
 

•  Select the Print button to print the entries listed in the screen 
•  Check the Include Official Credits box (if available) to generate a report that includes the 

Official Credits and the credits entered in the Personal Record. 
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Registration History 
The Registration History page allows you to view the upcoming or past events that you have registered 
for, change your registration information online, and print confirmations for any registered event. 

 
 
Viewing Your Events: 
Click on the Registration History/Certificates link to view the Registration History. 

 
Once the Registration History page opens, you may choose to view Past Sessions, Upcoming Sessions, 
Waiting List, or Online Sessions. 

 
• Use the Next page link to move to the next page of events 
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Cancelling an Event. 
To cancel out of an event that has been registered for: 

 
• Click on the Registration History/Certificates link. 
• Click on Cancel Registration link under the appropriate event 

 

 
 

• The following window will open: 
 

 
 

• Click Cancel Registration. 
• A Cancelation Confirmation will be sent to you 

 
Note: A fee may be charged for cancelling registrations.   
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Online Evaluations and Certificates of Completion 
You are encouraged to complete an evaluation for the events that you attended. 

 
Once you have been marked attended for an event, you will receive an email notification thanking you for 
attending and asking you to visit the Registration History page to complete the evaluation and print the 
Certificate of Completion for the event. 

 
• Click the evaluation link to complete the online evaluation 

 

 
 
 
 

• Once the evaluation has been completed, a certificate link will be displayed. 
 
 

 
 
 
 

• Click on the Certificate link to open a PDF file version of the Certificate of Completion for the 
event. 

 
 

 
 

 
 

• Select  Open to open the PDF file 
• Select Save to save the file to your computer 
• Select Cancel to cancel this action. 
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Subscriptions 
The Subscriptions area allows registered users of this site to subscribe to receive email notifications about 
events that will cover topics of interest to them. 
 

 
 

 

• Select subjects from the Subject List by clicking on them in the menu.  Several subjects may be 
selected at once by using the shift-click. 

 
• Once the subjects are selected, click the Add button to move them to the Subscription List. 

 
• Click Save Subscriptions. 

 
• You will now receive an email when events in the Subscription List become open for registration. 

 
• To remove a subscription, select the topic from the Subscription List and click the Remove button. 

Click Save Subscriptions. 
 

• On this screen, you also have a choice to receive Recommended Events by email.  When Yes 
is chosen from the drop down menu, you will receive emails which suggest recommended 
events based on the past events you have taken. 


