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Courses/Sections for Professional Learning Renewal Credit 
Return to Table of Contents 

Face-to-Face Sessions  
1. Log into truenorthlogic Performance Matters 

 

2. Select Create a Course 

 

3. Under Course Approval Home – Select the plus sign for New Instructor Led Course  

 

4. Course Information 

1. Course Title: Include the school year the course is offered 

 Example- 17-18 Microsoft 365 Overview  

2. Course Description: Descriptions must include the rationale of the session(s) and include 

evidence to the alignment of the Professional Learning Opportunity (PLO) offering to the 

district’s strategic plan, superintendent’s goals, academic standards, and/or the Richland 

One Framework for Success.  If the session includes the use of instructional technology to 

increase student achievement, it should be clearly stated here. 

3. Office:  Select your office  

4. Course Provider:  Richland One Schools  

5. Credit 

 No Credit- This should be checked, and 0 should be entered if no credit is given.  

 Renewal Credit – Enter the number of seat hours for each session.  If the course 

only has one session and the session is from 8:30-3:30 you will enter 5.  If the 

course has 5 sessions and each session is from 8:30-3:30 you will still enter 5.  If 

someone completes all sessions in your course, they will earn 25 renewal credits.   

 Grad Credit- We do not award graduate credit.  

 Compliance- This should be checked and 0 should be entered as no credit can be 

given for compliance only. 

 Renewal Credit_Instruct_Technology – Sessions that incorporate instructional 

technology that count towards renewal credit are entered here.  (For example, a 

session on how to engage students that uses Microsoft 365 that was from 8:30-

3:30 would grant 5 hours of this type of credit.) 

6. Allow participant to register for multiple types of credit – leave unchecked   

7. Notes:  Provide any notes that would be beneficial to those who are viewing the 

course in the catalog; materials to bring, etc.  

8. Type of Training:  Choose School Based (if it is only for a school) or District Initiative (if 
anyone can register)  

9. Funding Source:  Select the appropriate funding source when creating the course 
10. Sponsoring Department/School:  Type in your office or school 
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11. Course Evaluation:  Select either the Richland One Course Evaluation or the 3, 2, 1 
Evaluation.  The Richland One Course Evaluation is a Likert Scale.  The3, 2, 1 Evaluation 
is a series of open-ended questions such as: List three things you learned from the 
session/module.   

12. Release session- determine when you want it available to be seen in the catalog  
13. Allow participant to enroll in multiple sections of the same course:  check this box if 

you have multiple sessions that participants will need to sign up for 
14. Select Create Course or Save Draft 

 
5. Section Information 

1. Select New Section at the bottom of the page under Sections 

2. Section Title:  Name the section 

3. Default Facility:  Where the session is being held 

4. Location:  Room number or details of the location 

5. Attendance:  Once a day 

6. Contact Person:  Who in the office should be contacted if a participant has questions 

about the course? 

7. Contact Email:  Contact person’s email  

8. Contact Phone:  Contact person’s phone 

9. Presenter:  Who will present the information (this person will oversee sign-in sheets, 

marking attendance, and evaluations)? 

10. Maximum Number of Participants:  enter the max number  

11. Minimum Number of Participants: enter the min number   

12. Allow Waitlist:  Check this box if you want to use a waitlist (If selected, you will need to 

include the maximum waitlist size in the next box.) 

13. Section Start Date:  When is the section/session being offered? 

14. Section End Date:  When is the section/session completed? 

15. End of Registration Date:  When do you want to close registration? 

16. Waitlist Cutoff Date:  If you have selected to use a waitlist, you will select the date it will 

close 

17. Class time (Start Time) 

18. Class time (End Time) 

19. Release Section:  Leave blank if you want it released as soon as it is approved  

20. Select Create 

21. Class Times: No Class Times will be in red. This will be addressed in number 23.   

22. Manage Instructor/Course Creators:  Enter anyone in your office that will need access to 

the section (attendance, surveys, marking the section complete, printing attendance 

sheets, etc.).  You can list as many people as needed.  These can also be people outside 

of your office (teacher facilitators, etc.) 
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23. Manage Class Times:  Scroll to the bottom of the page and select Add New Class Time (it 

usually auto-populates) and be sure the day is the same as the one you entered at step 

13 above.  You can enter multiple days if the session takes place over the course of 

multiple days  

24. Select Save and Exit or Save if you need to add more days and times 

25. Select Done 

26. Select Submit for Review. This will be on the Create a Course page, select Course Projects 

on the left.   

 

6. The Office of Instructional Services will review the course.  If the course is aligned to the 

district’s strategic plan, superintendent’s goals, academic standards, and/or the Richland One 

Framework for Success, the course will be approved. 

 

7. To access the course after it has been approved, you will select 

1. Create a Course  

2. Approved Courses on the left 

3. Select the drop-down arrow more options beside the course you wish to manage 

 

8. Once the course has been approved, provide participants with the course and section 

numbers. Participants can only find the course by the course number (not the section number) 

or by the title in the Course Catalog.   
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Self-Paced Professional Learning Opportunities  
Return to Table of Contents  

There are no sections in a Self-Paced Learning Opportunity  

 

1. Log into truenorthlogic Performance Matters 

 

2. Select Create a Course  

 

3. Under Course Approval Home – Select the plus sign with the drop-down arrow for New Self-

Paced Learning Opportunity 

 

4. Course Information  

1. Course Title: Include the school year the course is offered 

 Example- 17-18 Active Shooter 

2. Course Description: Descriptions must include the rationale for the session(s) and include 

evidence to the alignment of the PLO offering to the district’s strategic plan, 

superintendent’s goals, academic standards, and/or the Richland One Framework for 

Success.  If the session includes the use of instructional technology to increase student 

achievement, it should be clearly stated here.  Directions for the learner should be 

included here  

 Example- Complete the following tasks:  Select Resources.  

Click on the videos below. You must watch the 5 videos included in each module.  

After watching each video, click on “Marked as Viewed.” 

3. Office:  Select your office or school  

4. Course Provider:  Richland One Schools.   

5. Credit 

 Compliance- This should be checked and 0 should be entered as no credit can be 

given for compliance only. 

 No Credit- This should be checked, and 0 should be entered if no credit is given.  

 Renewal Credit – Enter the total number of seat hours. 

6. Allow participant to register for multiple types of credit – leave unchecked   

7. Notes:  Provide any notes that would be beneficial to those who are viewing the 

course in the catalog 

8. Type of Training:  Choose School Based (if it is only for a school) or District Initiative (if 
anyone can register)  

9. Funding Source:  Select the appropriate funding source when creating the course 
10. Sponsoring Department/School:  Type in your office or school 
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11. Course Evaluation:  Select either the Richland One Course Evaluation or the 3, 2, 1 
Evaluation.  The Richland One Course Evaluation is a Likert Scale.  The 3, 2,1 Evaluation 
is a series of open-ended questions such as:  List three things you learned from the 
session/module.   

12. Release Section- determine when you want it available. If you would like it to be 
released as soon as possible, you can leave it blank.   

13. Allow participant to enroll in multiple sections of the same course:  check this box if 
you have multiple sessions that participants will need to sign up for 

14. Select Create Self-Paced Learning Opportunity or Save Draft 
15. Select Done  

 
5. How to Add Course Content  

1. Decide what type of resource you would like to add to the course content.  Choices are 

Book, Video, Website, Message Board, etc.  You are not limited to these items.  

Additional types of resources can be added.   

2. To access the course to add content you will select 

1. Select Create A Course 

2. Select Approved Courses  

3. Select the course you wish to manage 

4. Select the arrow beside the course name and select Manage Course 

3. At the top of the page beside the gear is a dropdown arrow.  Choose Manage Resources.   

1. Click Add Resource 

2. Choose the Resource Type from the drop-down menu 

3. Type in the Resource Name  

4. Type in the Resource URL 

5. Resource Tags can be added if you would like 

6. Resource Description can also be added  

7. Resource HTML can be added next 

8. Click Save 

9. On the right choose the window type. The two choices are Forced Preview in 

Modal Window or Separate Browser Window 

10. Click Done  

11. Resources will be listed at the bottom of the column on the right 

 

6. Select Submit for Review.  This will be on the Create a Course page, select Course Projects on the 

left.   

 

7. The Office of Instructional Services will review the course.  If the course is aligned to the 

district’s strategic plan, superintendent’s goals, academic standards, and/or the Richland One 

Framework for Success, the course will be approved. 
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8. To access the course after it has been approved, you will select 

1. Create A Course 

2. Approved Courses on the left 

3. Select the drop-down arrow more options beside the course you wish to manage 

 

9. Once the course is available, provide participants with the course number.   
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Teacher-Led Moodle Courses  
Return to Table of Contents  

1. Log into truenorthlogic Performance Matters 

 

2. Select Create a Course 

 

3. Under Course Approval Home – Select the plus sign with the drop-down arrow for New 

Instructor Led Course 

 

4. Course Information 

1. Course Title: Include the school year the course is offered 

 Example- 17-18 Literacy Leaders  

2. Course Description: Descriptions must include the rationale of the session(s) and 

include evidence to the alignment of the Professional Learning Opportunity (PLO) 

offering to the district’s strategic plan, superintendent’s goals, academic standards, 

and/or the Richland One Framework for Success.  If the session includes the use of 

instructional technology to increase student achievement, it should be clearly stated 

here  

3. Office:  Select your office or school  

4. Course Provider:  Moodle  

5. Credit 

 No Credit- This should be checked, and 0 should be entered if no credit is given.  

 Renewal Credit- Enter the number of seat hours for each session.  If the course 

only has one session and the session is from 8:30-3:30 you will enter 5.  If the 

course has 5 sessions and each session is from 8:30-3:30 you will still enter 5.  If 

someone completes all sessions in your course, they will earn 25 renewal credits.   

  Compliance- This should be checked and 0 should be entered as no credit can be 

given for compliance only. 

 Renewal Credit_Instruct_Technology – Sessions that incorporate instructional 

technology that count towards renewal credit are entered here.  (For example, a 

session on how to engage students that uses Microsoft 365 that was from 8:30-

3:30 would grant 5 hours of this type of credit. 

6.  Allow participant to register for multiple types of credit – leave unchecked   

7. Notes:  Provide any notes that would be beneficial to those who are viewing the 

course in the catalog.  

8. Type of Training:  Choose School Based (if it is only for a school) or District Initiative 
(if anyone can register)  

9. Funding Source:  Select the appropriate funding source when creating the course 
10. Sponsoring Department/School:  Type in your office  
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11. Course Evaluation:  Richland One Course Evaluation 
12. Allow participant to enroll in multiple sections of the same course:  check this box if 

you have multiple sessions that participants will need to sign up for 
13. Select Create Course or Save Draft 

 
5. Section Information 

1. Select New Section at the bottom of the page 

2. Section Title:  Name the section 

3. Default Facility:  Where is the session being held 

4. Location:  Room number or details of the location 

5. Attendance:  Once a day 

6. Contact Person:  Who in the office is the person to contact should a participant have 

questions about the course? 

7. Contact Email:  Contact person’s email  

8. Contact Phone:  Contact person’s phone 

9. Presenter:  Who will be the person presenting the information/ this person will oversee 

sign-in sheets, marking attendance, and evaluations 

10. Maximum Number of Participants: enter the maximum number of participants  

11. Minimum Number of Participants: enter the minimum number of participants  

12. Allow Waitlist:  Check this box if you want to use a waitlist (If selected, you will need to 

include the maximum waitlist size in the next box.) 

13. Section Start Date:  When is the section/session being offered 

14. Section End Date:  When is the section/session completed 

15. End of Registration Date:  When do you want to close registration 

16. Waitlist Cutoff Date:  If you have selected to use a waitlist, you will select the date it will 

close 

17. Class time (Start Time) 

18. Class time (End Time) 

19. Release Section At:  Leave blank if you want it released as soon as it is approved  

20. Select Create 

21. Class Times: No Class Times will be in red. This will be addressed in number 23.   

22. Manage Instructor/Course Creators:  Enter anyone in your office that will need access to 

the section (attendance, surveys, marking the section complete, printing attendance 

sheets, etc.).  You can list as many people as needed.  These can also be people outside 

of your office (teacher facilitators, etc.) 

23. Manage Class Times:  Select “Add New Class Time” (it usually auto-populates) and be 

sure the day is the same as the one you entered at step 13 above.  You can enter 

multiple days if the session takes place over the course of multiple days  

24. Select Save and Exit or Save if you need to add more days and times 

25. Select Done 
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6. Select Submit for Review.  This will be on the Create a Course page, select Course Projects on 

the left.    

 

7. The Office of Instructional Services will review the course.  If the course is aligned to the 

district’s strategic plan, superintendent’s goals, academic standards, and/or the Richland One 

Framework for Success, the course will be approved. 

 

8. To access the course after it has been approved, you will select 

1. Create A Course 

2. Approved Courses on the left  

3. Select the drop-down arrow more options beside the course you wish to manage 

 

9. To add content in Moodle once the course is approved 

1. Select the arrow beside edit under section at the bottom of the page 

2. Select Navigate Section from the drop-down menu  

3. At the top right, select Turn Editing On – you will need to do this every time you come 

back to this page. You will easily be able to tell if it is editable or not 

 

Announcements (This is optional)  

1. To add an announcement, select the word announcement. The title Announcement 

can be edited by selecting the pencil 

2. Select Add A New Topic for each announcement or discussion forum 

3. Add a subject  

4. Add a message  

5. You can attach a file or image if you would like 

6. Check if you would like to pin this to the top of the discussion  

7. Check Send forum posts notifications with no editing-time delay if you would like  

8. Add tags if you would like  

9. Select Post to Forum  

10. You will receive a message that you will have 30 minutes to edit if you want to make 

changes 

11. Select the Subject under discussion to see it   
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Topics  

1. To edit Topic One, select the pencil  

2. Type the name of the first topic and press enter 

3. Select Add an activity or resource 

4. Select an activity or resource to view its help.  Double-click on an activity or resource 

name to quickly add it.  For example, if you wanted to add a video, select URL under 

resources.   

 

Adding Activities or Resources  

For a Video  

1. Select URL under resources 

2. Select Add 

3. Enter the Name 

4. For the External URL – paste the URL in the field 

5. Fill out the description box. Directions can be typed here such as Watch the Video 

etc. Check display description on course page 

6. Select the arrow to the left of Appearance 

7. Choose the type of display from the drop-down menu – Automatic, Embed, Open, in 

pop-up. Embed is recommended.  Pixels can the default. Check the box Display URL 

description 

8. It is optional to add Tags  

9. In the Competencies section under Course competencies – Upon activity completion:  

Choices are Do nothing, Attach Evidence, Send for review, Complete the competency  

10. Select Save and Return to Course or Save and Display  

 

There are other options to add a video; however, for this guide, we are using this method of 

adding a video.    

 

Options for Activities  

Active Quiz 

Assignment 

Chat 

Choice 

Database 

External tool 

Flash Card Set 

Forum 

Glossary 

Lesson  

Questionnaire 

Quiz 

SCORM package 

Simple Certificate 

Survey 

Wiki 

Workshop 
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Options for Resources  

Book 

File 

Folder 

IMS content package 

Label 

Lightbox Gallery  

Page 

URL 
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Self-Paced Moodle Courses  
Return to Table of Contents  

There are no sections in a Self-Paced Learning Opportunity  

 

1. Log into truenorthlogic Performance Matters 

 

2. Select Create a Course 

 

3. Under Course Approval Home – Select the plus (+) sign with the drop-down arrow for New 

Instructor Led Course 

 

4. Course Information 

1. Course Title: Include the school year the course is offered 

 Example- 17-18 Literacy Leaders  

2. Course Description: Descriptions must include the rationale for the session(s) and include 

evidence to the alignment of the PLO offering to the district’s strategic plan, 

superintendent’s goals, academic standards, and/or the Richland One Framework for 

Success.  If the session includes the use of instructional technology to increase student 

achievement, it should be clearly stated here  

3. Office:  Select your office or school  

4. Course Provider:  Moodle  

5. Credit 

 No Credit- This should be checked, and 0 should be entered if no credit is given.  

 Renewal Credit – Enter the number of seat hours for each session.  If the course 

only has one session and the session is from 8:30-3:30 you will enter 5.  If the 

course has 5 sessions and each session is from 8:30-3:30 you will still enter 5.  If 

someone completes all sessions in your course, they will earn 25 renewal credits.   

 Grad Credit- We do not award graduate credit.  

 Compliance- This should be checked and 0 should be entered as no credit can be 

given for compliance only. 

 Renewal Credit_Instruct_Technology – Sessions that incorporate instructional 

technology that count towards renewal credit are entered here.  (For example, a 

session on how to engage students that uses Microsoft 365 that was from 8:30-3:30 

would grant 5 hours of this type of credit. 

 

6. Allow participant to register for multiple types of credit – leave unchecked   

7. Notes:  Provide any notes that would be beneficial to those who are viewing the 

course in the catalog.  

8. Type of Training:  Choose School Based (if it is only for a school) or District Initiative 
(if anyone can register)  
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9. Funding Source:  Select the appropriate funding source when creating the course 
10. Sponsoring Department/School:  Type in your office or school  
11. Course Evaluation: Richland One Course Evaluation 

12. Allow participant to enroll in multiple sections of the same course: check this box if 

you have multiple sessions that participants in which they will sign-up 

13. Select Create Course or Save Draft.  You would have to create the course to submit it 

for Review in the next step.   

 
 
5. Select Submit for Review.  This will be on the Create a Course page, select Course Projects on 

the left.   

 

6. The Office of Instructional Services will review the course.  If the course is aligned to the 

district’s strategic plan, superintendent’s goals, academic standards, and/or the Richland One 

Framework for Success, the course will be approved. 

 

7. To access the course after it has been approved, you will select 

1. Create A Course 

2. Approved Courses on the left 

3. Select the drop-down arrow more options beside the course you wish to manage 

 

8. Once the course is approved - Select the arrow at the top of the page beside Manage Self-

Paced Learning Opportunity and choose Navigate Section.  This will take you to the Moodle 

Course.   

 

9. To add content in Moodle 

At the top right, select Turn Editing On – you will need to do this every time you come 

back to this page. You will easily be able to tell if it is editable or not 

 

Announcements (This is optional)  

1. To add an announcement select the word announcement. The title Announcement 

can be edited by selecting the pencil 

2. Select Add A New Topic for each announcement or discussion forum 

3. Add a subject  

4. Add a message  

5. You can attach a file or image if you would like 

6. Check if you would like to pin this to the top of the discussion Check Send forum 

posts notifications with no editing-time delay if you would like  

7. Add tags if you would like  

8. Select Post to Forum  
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9. You will receive a message that you will have 30 minutes to edit if you want to make 

changes 

10. Select the Subject under discussion to see it   

 

Topics  

1. To edit Topic One, select the pencil 

2. Type the name of the first topic and press enter 

3. Select Add an activity or resource 

4. Select an activity or resource to view its help.  Double-click on an activity or resource 

name to quickly add it.  For example, if you wanted to add a video, select URL under 

resources.   

 

Adding Activities or Resources  

For a Video  

1. URL under resources 

2. Select Add 

3. Enter the Name 

4. For the External URL – paste the URL in the field 

5. Fill out the description box. Directions can be typed here such as Watch the Video 

etc. Check display description on course page 

6. Select the arrow to the left of Appearance 

7. Choose the type of display from the drop-down menu – Automatic, Embed, Open, In 

pop-up. Embed is recommended.  Pixels can the default. Check the box Display URL 

description 

8. It is optional to add Tags 

9. In the Competencies section under Course competencies – Upon activity completion:  

Choices are Do nothing, Attach Evidence, Send for review, Complete the competency  

10. Select Save and Return to Course or Save and Display  

 

There are other options to add a video; however, for this guide, we are using this method of 

adding a video.    

 

Options for Activities  

Active Quiz 

Assignment 

Chat 

Choice 

Database 

External tool 

Flash Card Set 

Forum 

Glossary 

Lesson  

Questionnaire 

Quiz 

SCORM package 

Simple Certificate 

Survey 

Wiki 

Workshop 
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Options for Resources  

Book 

File 

Folder 

IMS content package 

Label 

Lightbox Gallery  

 

See the Manage a Moodle Course>Activities for documentation/directions on activities.  The 

entire Moodle Docs 3.3 can be found here. They do show most features of the platform; however, 

the Theme (appearance of buttons, pages, etc.) may look a little different from the truenorthlogic 

performance matters platform.   

The most up-to-date documentation for resources is here.   

Once you have completed creating the course, provide participants with the course number.   

https://docs.moodle.org/33/en/Activities
https://docs.moodle.org/33/en/Main_page
https://docs.moodle.org/32/en/Resources
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Courses/Sections for Meetings  
Return to Table of Contents  

 

1. Log into truenorthlogic Performance Matters 

 

2. Select Create A Course 

 

3. Under Course Approval Home – Select the plus sign for New Instructor Led Course  

 

4. Course Information 

1. Course Title: Include the school year the course is offered 

 Example- 17-18 Microsoft 365 Overview  

2. Course Description: Descriptions must include the rationale for the session(s) and include 

evidence to the alignment of the PLO offering to the district’s strategic plan, 

superintendent’s goals, academic standards, and/or the Richland One Framework for 

Success.  If the session includes the use of instructional technology to increase student 

achievement, it should be clearly stated here. 

3. Office:  Select your office  

4. Course Provider:  Richland One Schools  

5. Credit 

 No Credit- This should be checked, and 0 should be entered if no credit is given.  

 Renewal Credit – Enter the number of seat hours for each session.  If the 

course only has one session and the session is from 8:30-3:30 you will enter 5.  

If the course has 5 sessions and each session is from 8:30-3:30 you will still 

enter 5.  If someone completes all sessions in your course, they will earn 25 

renewal credits.   

 Grad Credit- We do not award graduate credit.  

 Compliance- This should be checked and 0 should be entered as no credit can be 

given for compliance only. 

 Renewal Credit_Instruct_Technology – Sessions that incorporate instructional 

technology that count towards renewal credit are entered here.  (For example, a 

session on how to engage students that uses Microsoft 365 that was from 8:30-

3:30 would grant 5 hours of this type of credit.) 

6. Allow participant to register for multiple types of credit – leave unchecked   
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7. Notes:  Provide any notes that would be beneficial to those who are viewing the 

course in the catalog; materials to bring, etc.  

8. Type of Training:  Choose School Based (if it is only for a school) or District Initiative (if 
anyone can register)  

9. Funding Source:  Select the appropriate funding source when creating the course 
10. Sponsoring Department/School:  Type in your office or school 
11. Course Evaluation:  Select either the Richland One Course Evaluation or the 3, 2, 1 

Evaluation.  The Richland One Course Evaluation is a Likert Scale.  The 3, 2,1 Evaluation 
is a series of open-ended questions such as:  List three things you learned from the 
session/module.   

12. Release at- determine when you want it available to be seen in the catalog  
13. Allow participant to enroll in multiple sections of the same course:  check this box if 

you have multiple sessions that participants will need to sign up for 
14. Select Create Course or Save Draft 

 

5. Section Information 

1. Select New Section at the bottom of the page under Sections 

2. Section Title:  Name the section 

3. Default Facility:  Where is the session being held 

4. Location:  Room number or details of the location 

5. Attendance:  Once a day 

6. Contact Person:  Who in the office should be contacted if a participant has questions 

about the course? 

7. Contact Email:  Contact person’s email  

8. Contact Phone:  Contact person’s phone 

9. Presenter:  Who will present the information (this person will oversee sign-in sheets, 

marking attendance, and evaluations)? 

10. Maximum Number of Participants:  enter the max number  

11. Minimum Number of Participants: enter 1  

12. Allow Waitlist:  Check this box if you want to use a waitlist (If selected, you will need to 

include the maximum waitlist size in the next box.) 

13. Section Start Date:  When is the section/session being offered? 

14. Section End Date:  When is the section/session completed? 

15. End of Registration Date:  When do you want to close registration? 

16. Waitlist Cutoff Date:  If you have selected to use a waitlist, you will select the date it will 

close 

17. Class time (Start Time) 

18. Class time (End Time) 
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19. Release Section At:  Leave blank if you want it released as soon as it is approved  

20. Select Create 

21. Class Times: No Class Times will be in red. This will be addressed in number 23.   

22. Manage Instructor/Course Creators:  Enter anyone in your office that will need access to 

the section (attendance, surveys, marking the section complete, printing attendance 

sheets, etc.).  You can list as many people as needed.  These can also be people outside 

of your office (teacher facilitators, etc.) 

23. Manage Class Times:  Select “Add New Class Time” (it usually auto-populates) and be 

sure the day is the same as the one you entered at step 13 above.  You can enter 

multiple days if the session takes place over the course of multiple days  

24. Select Save and Exit or Save if you need to add more days and times 

25. Select Done 

26. Select Submit for Review. This will be on the Create a Course page, select Course 

Projects.  

  

6. To access the course/meeting after it has been approved, you will select 

1. Create A Course  

2. Approved Courses on the left 

3. Select the drop-down arrow more options beside the course you wish to manage 

 

7. Once the course has been approved, provide participants with the course and section numbers. 

Participants can only find the course by the course number (not the section number) or by the 

title in the Course Catalog.  
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Sign-in Sheets, Taking Attendance and Marking a Session Completed  
Return to Table of Contents  

Face-to-Face Sessions  

Sign in Sheets: 
1. The day before the session have the facilitator/presenter print out sign-in sheets with QR code.  

 
2. Instruct the trainer/presenter/facilitator to download the app so that they can collect 

attendance electronically.  Be sure their name is indicated on the course and section as the 
facilitator.  The app is called Performance Matters.  You will use the following code to register 
your device 8m3RMS and your username and password to log in.  If participants have the app 
downloaded, they can scan the QR code.  The app must be used; no other QR Code reader will 
work.  
 

3. Attendance should be taken electronically if possible.   
 

4. The paper copy is provided as a backup if the technology is not working.   
 

5. If there is no one responsible for attendance, the trainer/presenter/facilitator will return the 
sign-in sheet to the office or school who is offering the session.   

 

 
Taking Attendance and Marking a Session Completed  
1. Sign in sheets should be given an office administrator (your truenorthlogic representative at 

your site) 
 

2. Select Create A Course 
 

3. Select Approved Courses on the left   
 

4. From the drop-down arrow beside the course, select Manage the Course  
 

5. Select View Roster next to the section you wish to enter attendance 
 

6. Select Attendance (If attendance were taken electronically, it would be marked already.) 
 

7. Mark all persons who were in attendance and select Mark Attended.  
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8. Select Done or Back at the top of the page 
 

9. Lock those who were not in attendance by selecting the lock prior to marking the course 
complete.  If the lock is not added the course will show up on the absent participant's transcript.     

 

If the course had been marked completed, without locking them, the absent participants would 
need to be deleted.  If the participants are not deleted the course will show up on their transcript, 
and it is difficult to tell they did not receive the credit.  Absent participants should not have the 
course show up on their transcript.  

 

10. Select Roster Status 
 

11. Select Completed (This prompts an email to be sent to those in attendance to complete the 
survey to receive credit on their transcript.) 
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Reviewing Survey (Evaluation) Results 
Return to Table of Contents  

Any session delivered must be evaluated their survey results and make changes to the session 

based on feedback provided.   

1. Log into truenorthlogic Performance Matters 

2. Select Create A Course 

3. Select Approved Courses on the left 

4. From the drop-down arrow beside the course, select Manage the Course 

5. Select View Roster next to the section you wish to review survey results 

6. Select Show Survey Results next to Export 

7. Under Report select either Course Survey Completion or Course Survey Results.(Results can 

be viewed on the screen or downloaded in PDF form in the upper right-hand corner, select 

the pdf icon) 
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Reviewing Attendance Roster 
Return to Table of Contents  

1. Log into truenorthlogic Performance Matters 

2. Select Create A Course 

3. Select Approved Courses on the left 

4. From the drop-down arrow beside the course, select Manage the Course 

5. Select View Roster next to the section you wish to review rosters 

6. Select Export 

7. Select Export Roster (Results can be viewed on the screen or downloaded in PDF or CVS form. 

In the upper right hand of the page, select how you would like to print or download the file) 
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Reports Completed Course Roster 
Return to Table of Contents  

1. Log into truenorthlogic Performance Matters 

2. Select Create A Course 

3. Select Approved Courses on the left 

4. From the drop-down arrow beside the course, select Manage the Course 

5. Select View Roster next to the section you wish to review rosters 

6. Select Export 

7. Select Export Roster (Results can be viewed on the screen or downloaded in PDF or CVS form. 
In the upper right hand of the page, select how you would like to print or download the file) 

 

  

  
  
 

 


