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PD: Getting to
Know Vector &
Frontline



3 Steps for PD
Enroll in Vector
After attending,submit
feedback in Vector
Submit timesheet in
Frontline



Vector Solutions is a PD
tracking software that
allows MJUSD to manage,
track and evaluate our
Professional Development
opportunities for staff.
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MY ACTIVITIES TAB

My Activities stores all of your
previous, current and upcoming PD
Activities.

To access this page click the
Professional Development Icon

The My Activities page is the
default page you will land on. You
will see an overview of the total
number of events and hours/credits
for all your completed and approved
activities.
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Available Events displays a list of
available PD activities that anyone
can signup to attend.

There are several important details
you will find here, such as the
enrollment deadline and registration
links when registration outside of
Vector is required.

Click on the Enroll link to register
for an activity.

AVAILABLE EVENTS TAB
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Click the           toggle to change
the filtering of the year you are
viewing Events to sign up for.
Current Year displays by default.

Users can click on the status bar to
turn off/on for filtering what
Available Events you are viewing.

Click on the Search Filters to
filter by PD Session, Subject, Grade
Level or Site.

AVAILABLE EVENTS TAB
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MANAGE EVENTS TAB

Manage Events
tab allows you
to view/manage
the progress of
the In Lieu Of
requests that
you have
submitted or
saved as drafts.
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Location:
Will include a note if registration is
required with an outside entity.

Enrollment Deadline:
Different for every event!

Details:
Zoom links and registration links will
be found here. Other details such as
what to bring can be found here.

Attachments:
Flyers, Agendas, Maps, etc.

EVENT DETAILS
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PD Session:
Voluntary PD or Extra Duty

Credits:
Extra Duty for Extra Duty
Contract Time for Voluntary

Presenters:
The person listed will either be the
presenter, someone who is working
with the presenter or someone who
needs access to see attendees.

EVENT DETAILS
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SUBMITTING FEEDBACK &
EVIDENCE

After attending an event, you will
need to submit feedback in Vector.

If evidence is required, you will
need to upload it.

In Lieu Of requests always require
evidence.

Evidence may be a certificate or a
written description of the learning
outcomes and how this will impact
student learning.
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Voluntary PD
-is included in your
contract
-is limited to 24
hours
-in Lieu of request
is part of the
Voluntary PD
-does not require a
supplemental

TYPES OF PD
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Extra Duty/In
Addition To
-is not included in
the contract
-has no limit to the
number of hours
-requires a
supplemental
agreement
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Frontline is used for
Absence Management as
well as for Time &
Attendance. For PD
purposes, we will focus
on the Time & Attendance
side of it.



TIME & ATTENDANCE
Our technology department has
put together step-by-step
instructions on how to submit
a timesheet. This can be found
on our district website.

I will reproduce it the
following slides. 
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First, log into the time and
attendance system in
Frontline.

If it says Absence Management
in the top left corner,
simply click the arrow on the
right and then choose Time &
Attendance.



Next, click on the Timesheet
button

Here, you can view records of
scheduled time, entries of
time worked, and a summary for
the week of the time
collected.
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The days of the week appear as blue bars. The darker blue
bar is the day you have selected.
When you select a day, the job location and type will appear
directly underneath the bar. Your scheduled time is listed
underneath that.



Click on Actions in the top
left corner and then choose
Add Timesheet.

In the Location/Job Types
box, you will see a dropdown
list with all of the
supplemental agreements you
have been assigned. Click
OK.
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You will create a separate timesheet for
each day and for each supplemental you
worked on that day. As an example, if you
did an hour of tutoring after school, and
then participated in an assessment building
project for 2 hours, you would create one
timesheet for tutoring with a duration of 1
hour. You would then create a second
timesheet for assessment building with a
duration of 2 hours.

PLEASE NOTE
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The "Date Range
Summary" gives you
the details for the
location, job type,
hours, pay, and
total.

Before submitting a timesheet
you can add, delete, or edit
the time logged on the
timesheet. To edit time that
you have manually entered,
click the time entry boxes or
click the ✏ Pencil icon.



When you are satisfied with
your timesheet, you can submit
it for approval by clicking
the blue Submit button at the
top of the page (explained
further on next page). To save
your timesheet without
submitting it for approval,
click the Save Changes button.
To discard any changes, click
the Cancel button.
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This will open a window where
you can choose which
timesheets to submit. Check
the boxes next to the
timesheets you would like to
submit, then click Continue.
Another popup window will
appear where you can type
comments for your approver to
see. When you are finished,
click Submit Timesheet



At the end of your work
month, you may need to submit
your timesheet for approval.
To do this, click the blue
Submit button at the top
right corner of your
timesheet.

This selection opens a window
where you can choose which
timesheets to submit.
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Check the boxes beside
the applicable timesheets
and click Continue. (You
can also perform a
similar action when
reverting timesheets.)

As part of step 2, add
comments in the text box,
check the box to confirm the
timesheet submission, and
type your PIN, as needed.
Then, click Submit
Timesheets.



Check type of PD in
Vector

1.

2.

3.

4.

5.

Enroll before deadline.

Submit your feedback!

Submit timesheet under
correct job type.

Extra Duty has it's own
job type in Frontline.

POINTS TO
REMINDERS
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Thank You
For Listening

Edit Format View MJUSD PD

Do you have any questions for me?


