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Professional Development 
System Benefits 

 

1 Clearly captures both internal and external 

professional development 

2 Unified college-wide tracking system 

3 Provides transcripts of all professional development 

4 Unified certificate template with STC logo 

5 Automated evaluations for all registered participants 

 

Workshops vs. Meetings 
 

Workshops 
➢ Contact Hours Available 

➢ Evaluations 

➢ Certificates 

➢ Document Uploads 

Available 

Meetings 
➢ No Certificates 

➢ Document Uploads 

Available 
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How to Login 
You can visit the Professional Development System directly at:  

southtexascollege.edu/pd-system 

 

You can also find upcoming workshops and more information at the TLC website: 

southtexascollege.edu/tlc 

 

 

Click the Login option on the top right-hand corner 

 

 

 

Login using your STC credentials, once completed click the Log In button. 

Fill in 
username 

and password 
with your STC 

credentials 

https://www.southtexascollege.edu/pd-system
https://www.southtexascollege.edu/tlc
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First time users will receive the Edit Profile page. 
Fill the information required with the * red asterisk. 
Under the PIN, this number can be changed to a pin number of your choice. 
Continue to the bottom portion Extended Profile. 

Bottom Portion 

 

Continue filling in the information you wish to add.  

Please note under Notification Preferences, if you select Text, you may receive text 

message alerts early in the morning or late in the evening 

Once you have completed filling in the information click on Update User at the 

bottom right-hand of the page 
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You will receive notice that the user information has been updated, click on the 

Close button. 
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Information Needed to 
Create a Workshop/Meeting 

 

✓ Title of workshop 

✓ Description of workshop 

✓ Date of workshop 

✓ Start and end time of workshop 

✓ Location of workshop (Campus, Building and Room) 

✓ Reservation of location must be made prior to 

creating the workshop. See Room Reservations for 

more information. 
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How to Create a 
Workshop/Meeting 

 

On the top right-hand side of the TLC page, you will locate the Administration tab. 

Click the Administration tab to move to the next page. 

 

 

You will be directed to your Administration page, here you can select Create 

Workshop or Create Meeting. 
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We selected Create Workshop. Follow recommendation listed below. Fill the 

information required with the * red asterisk. 

1) Title – Add the title/name of your workshop/meeting (Your 

workshop/meeting title will appear on certificate). 

2) Description – Add a description indicating what your workshop’s focus will 

be. 

3) Special Instructions – This information will only be seen by participants that 

register for the workshop. Recommendations for special instruction may 

include a Remote Check-in code or a Teams link if the workshop is being 

held virtually. 

4) Audience – Examples include faculty, staff, faculty and staff, or department 

faculty. Please note that the Professional Development System is available 

only for STC employees, it is not available to STC students. 

5) Minimum Participants – This number will always remain at one for 

searching purposes. 

6) Maximum Participants – Add the number of max participants that the 

reserved room will allow. 

7) Registration Deadline Date – Add the end date participants are allowed to 

register. If registration has ended, the workshop creator will need to register 

participants or extend deadline. 

8) Contact Hours – Add the total hours the workshop will be held; this 

information will appear on participants certificates. 

9) Evaluation Window – Recommended to remain as is, no need to add date. 

Attendees can evaluate workshop after it has ended. 

10) Stipend Rate – Not applicable. 
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Credit Type 

1) Available Credit Types select one and move it the opposite box to indicate 

Credit Types You Have Selected 

2) Does the participant have to select a credit type upon registration, can 

remain unchecked since you have already selected the credit type  

Please Note: 

✓ A.C.E.N. Accreditation PD is for use by Health Science Professions workshops 

✓ General PD is for all STC employee workshops 

✓ Generative AI Training is for any training/workshop regarding Artificial 

Intelligence  

✓ Life Learning PD is for Digital Learning workshops, for additional information 

contact the Digital Learning Department 

✓ NACEP PD is for Dual Credit workshops, for additional information contact 

the Dual Credit Department 

✓ Open Educational Resources  

Leave as No, since Credit Type has been selected above. 
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Tag/Subject Information 

1) Available Subjects type in your department name or scroll down in the box to 
select your department 

2) Once selected click the right arrow to move your department to the right. 

Workshop Materials 
3) Workshop Materials creator can upload documents for participants to 

download. 
4) If you select the Make document(s) public box, your uploaded files will be 

visible to everyone. 

 
Once all information has been completed, click on the Create Workshop button. 

 

Your workshop confirmation is displayed. Remember to write down your workshop 

number. Click on the Close button once you have your information.   

 
1 

 
2 

 
3 

 
4 

3000

00 



PROFESSIONAL DEVELOPMENT SYSTEM GUIDE | Updated October 2025 P
a

g
e

 1
2

 

 

Under the Options tab, you will need to fill out the following information. 

Miscellaneous Settings 

1) By selecting the Workshop Contacts will be notified via email box, every 

time a participant registers for the workshop anyone listed in the Contact box 

will receive a notification email 

2) Enable Waitlist – If you anticipate your course filling up it is recommended to 

choose one of these options. Manual Selection will allow you to select 

participants if another participant drops the workshop. First Come, First Serve 

will automatically add the next participant when one drops the workshop 

3) Allow Remote Check in with this Code – Will allow participants to check-in 

remotely to the workshop. Include the code under Special Instructions on 

the General Info tab 

4) Don’t show on Calendar – If you select this option your workshop will not 

appear on the PD System calendar. Target audience will need to view link. 

5) Enter Date/Time – If you select this option your workshop will not appear on 

the PD System until the date and time you enter  

NOTE: Under Don’t show on Calendar and Enter Date/Time you cannot 

select both options, if both options are selected, they will cancel each other 

out   

 
1 
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Select the campus you want to give access to. 

It is recommended to Select/Deselect All, once all are selected uncheck the Open 

to Everyone (Includes Out of District). Allowing Open to Everyone (Includes 

Out of District) to remain checked will allow workshop to be seen by other districts 

that also use the PD System. The PD System is used by several schools’ districts. This 

will also allow the workshop to reflect on your STC transcript not a district transcript.  

 

 

Once all the information has been completed select the Update Workshop Info 

button. 

 

With all the information updated, move to the next tab to complete the Contact 

Info. 
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With the Contact Info tab selected, scroll down to the Internal Staff information to 

fill in the Filter Staff by Name or Email. You can add the staff member’s name, 

email or scroll down until you see the staff member’s name, reference image below 

 

  

Name added will be 
printed on workshop 
certificate 

Name added will appear 
as contact information on 
link and emails 

Name added will be to 
document their 
assistance 
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Search for the name, once you find the name select it. The name will turn blue to 

indicate the name you are selecting 

With a staff name selected, click on the Add Presenter, Contact, or Facilitator 

option to add the staff name to your desired location. 

You can add the staff name to all three options if applicable. 

 

 

The External Contact option is rarely used since most of the workshop are 

Presented or Facilitated by South Texas College employees. 

 

Once all the information has been completed click on the Update Contact Info.  
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In the Reservations tab, scroll down you will see the Location(s) option will indicate 

No reservations to display. 

Note: Before submitting your reservation information contact the prospective 

contact to place the location reservation. A list of campus contacts can be found at 

the end of this booklet. 

  

 Notice that Status is Incomplete once Reservation 
has been completed Status will change 
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Search Room/Location 

Add Internal Room/Location tab, under this tab you will select your campus and 

room where your meeting is to be held.  

1) Search Room/Location you will select the tab option that will indicate where 

your meeting will be held. Start with Select Meeting Rooms to Search when 

selecting the campus, click on the drop-down box option and select the 

campus where your meeting will be held. 

2) Once campus has been selected, it will auto populate the rooms available at 

the selected campus. (reference image below) 

 

3) You can scroll down the list to search for all available options. If your room is 

not listed, please contact the Teaching and Learning Center office with the 

room information.  

 
1 

2 

 
3 
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In the Internal Room Search Criteria fill in the information requested 

➢ Reservation Date - Add the date of the workshop/meeting 

➢ Begin Time – Add the begin time of workshop/meeting 

➢ End Time – Add the end time of workshop/meeting 

➢ Max Participants – Will remain as 1 for searching purposes 

 

 

 

Under Select Layout Type(s) it is recommended to select all for searching purposes 

 

 

Select Asset Type(s) is not applicable, leave blank 

 

 

Once all information has been entered click on the Search button. 
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You will receive a notice indicating the reservation information, if the information is 

correct click on the Add Selected to confirm entries.  

 
Another Reservation box will appear with the information of the reservation, if all 

information is correct click on the Submit button at the bottom right side.  

Note: No fee is required for reservations of any college location. 
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Completed Reservation  

 
Updating Reservation information 

 
To update the begin time or end time click on the information that needs to be 

updated  

 
In the Change Date/Time box update the begin or end time, once you have entered 

the information click on the Update Date/Time option. 

 

Notice that Status has changed to 
Open  
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You will receive a SUCCESS message, Close message to view changes. 

 

View changes, previous reservation has been cancelled, and a new reservation has 

been created referencing the updated time 

 

To change the date click on the date 

 

Make updates to the date, click on the Update Date/Time. 

 

You will receive a SUCCESS message, Close message to view changes 

 

View changes, previous reservation has been cancelled, and a new reservation has 

been created referencing the updated date 
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How to Find an 
Incomplete Workshop 

 

 

Click on the Administration tab, once on the Administration page click on the My 

Workshops option. 

 

In My Workshops, Filter workshops and add the incomplete workshop number 
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Once workshop has been entered, under the Open drop-down box and select 

Incomplete.  

Once the Incomplete option has been selected, click on the Search option 

 

 

The incomplete workshop will appear, click on the Edit option located at the right 

hand of the webpage 

 

 

You have successfully retrieved your Incomplete workshop. 

You can edit the information; this will allow you to complete your workshop. 
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How to Download/Print 
Workshop Roster 

 

 

Go to southtexascollege.edu/pd-system  

 

 

Enter your South Texas College credentials. (Same as STC computer login) 

 

Click on Administration. 

 

https://www.southtexascollege.edu/pd-system
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Under the Administration page, click on My Workshops. This will list the workshops 

you have created. 

 

 

 

Click inside the Filter workshops box to add in your workshop title, once you have 

entered the number click on Search. 

 

 

 

Your workshop will appear, to edit or retrieve information from the workshop click 

on Edit located at the right side.  

 

  



PROFESSIONAL DEVELOPMENT SYSTEM GUIDE | Updated October 2025 P
a

g
e

 2
6

 

 

Once you have been directed to the workshop, click on the Reports tab 

 

 

In the Reports page click on the drop-down arrow. 

 

 

Select the Workshop Roster option 
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Your workshop report will appear below with the information 

 

 

If you would like to download the Roster report, click on the Floppy Disk  

 

 

You can select the format you would like your Roster information to download 



PROFESSIONAL DEVELOPMENT SYSTEM GUIDE | Updated October 2025 P
a

g
e

 2
8

 

How To Complete a Mass 
Check-In & Register 

Workshop Attendees 

 

Go to southtexascollege.edu/pd-system  

 

 

 

Enter your South Texas College credentials. (Same as STC user login) 

 

 

Click on the Calendar 

  

https://www.southtexascollege.edu/pd-system
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Search for your workshop under the date scheduled. 

To select and open workshop click on it. 

 

 

 

Once your workshop has opened, click on Edit Workshop. 

 

 

 

Click on the Registrations link. 

 

 

 

Click on the Sign-In Override option 
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In the Sign-In Override page, check all attendees that signed in at the event. 

Once all attendees’ names have been checked, go the Sign-in Date/Time click in 

the box.  

Note: Do Not enter the date, select date from calendar 

  

Check the 
box next 
to each 
name of 

attendees 
that 

attended 
workshop. 
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A calendar will appear, selected the date and time of sign-in 

 

 

Once date and time have been entered, click on the Process Sign-Ins 

 

 

Sign-In Override has been completed 

 



PROFESSIONAL DEVELOPMENT SYSTEM GUIDE | Updated October 2025 P
a

g
e

 3
2

 

Register/Sign-In attendees not registered  

 

Click on Register Employee. 

 

 

Enter employee Workday ID#, if you have multiple entries separate with a comma 

**Reference example below** 

 

 

Once Workday ID# has been added scroll to the bottom of the page to enter 

Date/Time 

 

 

If the Send Confirmation Email box is checked registered staff will receive a 

registration confirmation email with workshop information 

Click the Register with Check-In box, then click in the box to select date and time 
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If both boxes are checked the staff member will be notified that they have been 

registered and check-in to the workshop allowing them to complete the evaluation 

 

 

Select date and time on Calendar 

 

 

Once date and time have been entered, scroll to bottom of page 

 

 

Once completed click on the Process tab 

 

 

Review attendee names, if all information is correct click Close  
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To verify attendees have been signed in, go to the Sign-In tab on the Registration 

tab  

 

 

Sign-In Override has been completed 
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How to Download/Print 
Workshop Attendance 

Report 

 

Go to southtexascollege.edu/pd-system. 

 

 

Enter your South Texas College credentials. (Same as STC computer login) 

 

 

Click on Administration.  

 

https://www.southtexascollege.edu/pd-system
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Under the Administration page, click on the My Workshops tab 

 

Click inside the Filter workshops box to add in your workshop number, once you 

have entered the number click on Search 

 

 

Your workshop will appear, to edit or retrieve information from the workshop click 

on Edit located at the right side  

 

 

Once you have been directed to the workshop, click on the Reports tab 
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In the Reports page click on the drop-down arrow 

 

Select the Workshop Attendance option 

 

Under Status click the drop-down arrow 

 

 

Click on the Approved option  
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In the Signed In drop-down box, click the (Select All) option 

 

 

Once all information has been selected, click View Report 

 

 

The information will be generated and appear below 

 

If you would like to download the evaluation report, click on the Floppy Disk 
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You can select the format you would like your Attendance information to be 

downloaded 
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How to Download/Print 
Workshop Evaluation Report 

 

 

Go to southtexascollege.edu/pd-system 

Click the Login option on the top right-hand corner 

 

 

Enter your South Texas College credentials. (Same as STC username login) 

 

Click on the Administration tab 

https://www.southtexascollege.edu/pd-system
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Under the Administration page, click on the My Workshops tab 

 

 

Click inside the Filter workshops box to add in your workshop number, once you 

have entered the number click on Search 

 

 

Your workshop will appear, to edit or retrieve information from the workshop click 

on Edit located at the right side  
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Once you have been directed to the workshop, click on the Reports tab. 

 

 

 

In the Reports page click on the drop-down arrow. 

 

 

Select the Workshop Evaluations option 
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Your evaluation report  
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Evaluation Reports are confidential, response will appear without adding a name to 

each response.   
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If you would like to download the evaluation report, click on the Floppy Disk 

 

 

 

You can select the format you would like your Evaluation information to be 

downloaded. Although it is recommended to be downloaded in PDF format 
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How to Download/Print 
Workshop Reports 

 

Go to southtexascollege.edu/pd-system 

 

 

 

Enter your South Texas College credentials. (Same as STC computer login) 

 

 

 

Click on the Administration tab. 

  

https://www.southtexascollege.edu/pd-system
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Under the Administration page, click on the My Workshops tab 

 

Click inside the Filter workshops box to add in your workshop number, once you 

have entered the number click on Search 

 

Your workshop will appear, to edit or retrieve information from the workshop click 

on Edit located at the right side  

 

Once you have been directed to the workshop, click on the Reports tab 
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In the Reports page click on the drop-down arrow 

 

 

Select the Workshop Participant Information option 

 

 

Under the Registration Status drop-down select  
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In the drop-down box select what information you would like to download 

 

 

Example above 

 

Once you have selected from the drop-down box, click on View Report to populate 

your report information 

 

 

Example of a populated report 
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If you would like to download the evaluation report, click on the Floppy Disk  

 

 

You can select the format you would like your Evaluation information to be 

downloaded. 
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How to Register for 
Workshops in the 

Professional Development 
System 

 

Go to southtexascollege.edu/pd-system 

 

 

Enter your South Texas College credentials. (Same as STC computer login) 

 

Enter the workshop name or number on the search bar or click on the calendar tab 

to search by date.  

https://www.southtexascollege.edu/pd-system
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If you select the Calendar option, you will be directed to the calendar. Under the 

calendar all the workshops/meetings scheduled will appear. 

 

 

 

Once you have selected the workshop, you can review the Workshop Registration 

Details and Register. 
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Check the box I Agree with Statement Above and Confirm Registration. (Do not 

worry about fees, STC does not charge for cancellation of a workshop) 

 

 

 

You should receive the message below indicating a successful registration. 
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Check your South Texas College email for a confirmation email. The email will 

contain a calendar invite; the email may also contain Special Instructions. If the 

workshop is an online workshop the link will be found under this section. 

 

 

 

To save the workshop information on your Outlook calendar, click on the Online 

Course drop-down box, referenced as an attachment in your email. 

 

  



PROFESSIONAL DEVELOPMENT SYSTEM GUIDE | Updated October 2025 P
a

g
e

 5
5

 

 

Click on the Online Course drop down box, in the drop-down box select the Add 

to Calendar 

 

 

The Workshop information will be added to your Outlook Calendar, under the 

Online Course attachment on your email you will notice the ✓Added to calendar 

has appeared 

 

 

Your workshop will appear on your Outlook Calendar 

Congratulations! You have completed your workshop registration and calendar 

reminder.  
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How to View/Drop 
Registered Workshops 

 

Go to southtexascollege.edu/pd-system 

 

 

 

Enter your South Texas College credentials. (Same as STC computer login) 

 

 

Click on the My Content tab 

Note: Under the My Content section you can find the workshops you have 

registered to attend.  

https://www.southtexascollege.edu/pd-system
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Click on My Upcoming Workshops. 

 

You can view your upcoming workshops. If you would like to drop the workshop, 

select the Drop Registration tab. 

 

You will receive Registration Successfully Drop message, click on the OK to 

complete the drop. 

 

Your Registration Status under your workshop will indicate Dropped in red.   
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How to Complete Workshop 
Evaluation 

 

Go to southtexascollege.edu/pd-system 

Click the Login option on the top right-hand corner 

 

 

Login using your STC credentials, once completed click the Log In button. 

 

 

Once you log in you will see You have Pending Evaluation(s). Click here to 

finalize. When you click on the drop-down arrow you will see your pending 

evaluation(s). To start your workshop evaluation, click on Evaluate This Workshop. 

 

Fill in email 
and 

password 

https://www.southtexascollege.edu/pd-system
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You will be directed to the Evaluate Workshop page. The workshop number will 

appear with the name of the workshop. Reference the rate scale prior to starting the 

evaluation. 

 

 

Once you have completed your evaluation, click on the Submit Evaluation at the 

bottom of the page. 

 

 

Click on View Certificate if you would like to print or save your certificate. 

Click on Close if you do not wish to print or save your certificate. 
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Second Option to complete a Workshop Evaluation, follow steps below 

 

Once you have logged into the Professional Development System, select the My 

Content tab at the top of the page 

 

 

You will be directed to the My Professional Development Workshops page 

Select the My Workshop History tab 

 

 

You will see a list of all your workshops 
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Workshops that have not been evaluated will indicate Evaluation Missing under 

the Evaluation Status. Reference image below 

 

 

Once you select the Evaluation Missing box you will be directed to the workshop. 

The workshop number will appear with the name of the workshop. Reference the 

rate scale prior to starting the evaluation 

 

 

Once you have completed your evaluation, click on the Submit Evaluation at the 

bottom of the page. 
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Click on the View Certificate if you would like to print or save your certificate. 

Click on Close if you do not wish to print or save your certificate. 

 

 

Your certificate will appear as image above. 
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How to Print/Download a 
Certificate 

 

Go to southtexascollege.edu/pd-system  

Click the Login option on the top right-hand corner 

 

 

Enter your South Texas College credentials. (Same as STC computer login) 

 

 

Click on the My Content tab. 

 

https://www.southtexascollege.edu/pd-system
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Click on My Workshop History. 

 

 

 

Locate your workshop from your list. Next, click on the certificate icon and this will 

allow you to download and print your certificate. 
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How to Print/Download a 
Transcript 

 

Go to southtexascollege.edu/pd-system  

 

 

 

Enter your South Texas College credentials. (Same as STC computer login) 

 

 

Click on the My Content tab. 

 

https://www.southtexascollege.edu/pd-system
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Click on View or Print Transcript.  

 

 

 

You can either download or print your transcript. 
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How to View/Upload Out of 
District Certificate 

 

Go to southtexascollege.edu/pd-system  

 

 

Enter your South Texas College credentials. (Same as STC login) 

 

 

Click on the My Content tab. 

 

https://www.southtexascollege.edu/pd-system
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Click on View/Upload Out of District Certificates. 

 

 

Complete the Out of District Certification fields, all fields with the * red asterisk must 

be filled.  

➢ Training Dates provide the Start and End Dates you attended the trainings.  

➢ Title of Certificate enter the Title of the workshop as listed on the certificate. 

➢ CPE Hours enter the number of hours this course is worth. 

 

 

Certificate Type select the Subject Area(s) that provide the available credits 

provided by the certificate by moving them from the left to the right.  
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Room Reserve Contact List 
 

Pecan Campus 
Room Reservations 

Christina Cantu 

christyc@southtexascollege.edu 

872-2221 

Sonia Cuellar 

scuell@southtexascollege.edu 

872-8318 

Facility Reservations 

Jeannette Rios 

jrios160@southtexascollege.edu 

872-3536 

• Student Union 

• H126 (old Cafeteria)  

• H216  

• Cooper Center Theater  

• Auditorium (Bldg. D) 

Board Room 
Venisa Earhart 
vgarza_2077@southtexascollege.edu 
872-3555 

Active Learning Classrooms 

alcrequest@southtexascollege.edu  
Jocelyn Saenz  

jsaenz70@southtexascollege.edu 

872-5695 

Health Science Professions 
Campus 
Adolfo Grimaldo  

agrimal1@southtexascollege.edu  

872-3223 

Mid-Valley Campus 
Carol Rodriguez  

crodrigu@southtexascollege.edu  
447-6631 

Regional Center for Public 
Safety Excellence (RCPSE) 
Amy Espericueta 

aespericueta_3728@southtexascollege.edu  

872-4200 

Starr Campus 
Adriana Barrera 

abarre47@southtexascollege.edu  

488-5880 

Technology Campus 
Linda Alvarado 

lindaa@southtexascollege.edu  

872-6102 

 

 

  

mailto:christyc@southtexascollege.edu
mailto:scuell@southtexascollege.edu
mailto:jrios160@southtexascollege.edu
mailto:vgarza_2077@southtexascollege.edu
mailto:alcrequest@southtexascollege.edu
mailto:jsaenz70@southtexascollege.edu
mailto:agrimal1@southtexascollege.edu
mailto:crodrigu@southtexascollege.edu
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Teaching and Learning 
Center Contacts 

Jessica Galloso  
jwurtzel_4711@southtexascollege.edu  

Associate Dean 
872-8072 

 
Crista Hirmas  

chirmas@southtexascollege.edu  
Instructional Coach 

872-7271 
 

Sabrina Herrera  
sherre12@southtexascollege.edu  

Instructional Coach 
872-8314 

 
Angelica Perez 

atrev115@southtexascollege.edu  
Coordinator – Teaching & Learning Center 

872-7249 
 

Isabel Echazarreta  
mechaza2@southtexascollege.edu  

Administrative Assistant 
872-7269 

 
Dana Outon  

douton@southtexascollege.edu  
Teaching and Learning Assistant 

872-7259 

 
  

mailto:jwurtzel_4711@southtexascollege.edu
mailto:chirmas@southtexascollege.edu
mailto:sherre12@southtexascollege.edu
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Please contact the Teaching and Learning Center with any questions at 

southtexascollege.edu/tlc/ 

 

 

 

 

 

 

 

 

TLC 

https://www.southtexascollege.edu/tlc/
https://www.southtexascollege.edu/tlc/
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