
 

 

PROFESSIONAL DEVELOPMENT OFFERINGS 
 

What is a Professional Development Offering? 

Professional development is learning for the purpose of earning or maintaining professional            

credentials, such as academic degrees or professional licenses. This learning can occur through formal              

coursework, conferences, and informal learning opportunities situated in practice.  

Logging into MIDAS: 

Log into MIDAS at https://usbe.midaseducation.com 

 

Your username is your email address that is in CACTUS.  

Click on “Reset Password” and follow the instructions sent to your CACTUS email. 

 

Viewing Existing Offerings: 

When you log in, you will be taken to your Biographical page. Please update missing Bio information by 

clicking on “Edit Bio.” 

At the top of the page, you will find a grey toolbar. Click on the name of your school next to the Roman 

building icon. 
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This brings you to the MIDAS Home Page. Click on “Course Registration.” 

 

 

Here you will find  the page of PD Offerings available for registration where you can search by Activity 

Type, Offering Organization, Course Name/Description, or MIDAS ID number. Once you decide on a 

course to register for, click on the green “Register” button. 
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Clicking on “Register” will allow you to select the section(s) you want to register for. Click “Add to 

Cart.” 

 

 

Now, it is like shopping! Click on “Check Out.” 
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If your “Cart” looks right, click on “Check Out” again. The final step is to click on “Process Order.”

 

CREATING NEW OFFERINGS 

(LEA MIDAS Administrators Only) 

 

To create a new offering, you will need LEA MIDAS Administration rights. To know if you have these                  

rights, go to your Biographical page by clicking on the person icon in the top left corner in the grey                    

toolbar.  

 

 

Click on the “Employment” tab in your Biographical page. 

 

 

Now you can see your position. If this is blank, or does not say “LEA MIDAS Administrator,” contact                  

Amy Magruder at 801-538-7950 (amy.magruder@schools.utah.gov) or Rick Gaisford at 801-538-7798          

(rick.gaisford@school.utah.gov) to request an upgrade your position to allow for the creation of             

courses.  

Once you are designated as “LEA MIDAS Administrator,” you can begin creating courses. To do this, go                 

back up to the grey toolbar at the top left of the page and click on the “speedometer.” 

 

 

4 

mailto:amy.magruder@schools.utah.gov
mailto:rick.gaisford@school.utah.gov


 

 

This will bring up a list of your administrative abilities. For course creation, click on “PD Offerings.”                 

Here you can see a list of offerings offered by your district. You can search by Course ID/Name, Type,                   

Offeror (district), and Status. To add your own offering, click on “Add Offering.”  

 

This is where you will be creating a COURSE. Please note that a course is not a course until it has a                      

SECTION. Once you have a course, sections can be added to that course as needed. The example below                  

is a course for an Instructional Materials Review that happens every year and with several subjects. I’ve                 

named the course a general name, then each section acts as a subfolder with its specific name                 

according to the year of the review and the subject matter. I won’t ever need to create this course                   

again, just add sections to it. Fun fact: When your Course gets approved, your sections are                

automatically under that umbrella of approval. 
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Now, let’s get back to creating that course… Clicking on “Add Offering” will bring up the page “Add                  

Professional Development Offering.” Fill out all boxes that are *required.  

District  Your district 

Type Choose from a drop down list of offering types. A description of each type              

is coming soon… 

Name Name your Course- Remember, don’t be too specific so you can add several             

sections. 

Catalog Image This is optional. Wouldn’t it be nice to have your school logo come up in the                

catalog of course offerings? If you don’t put an image, a scenic picture of              

beautiful Utah will be randomly chosen for your offering. 

Description Full offering description. This is what educators will see when they are            

considering your course. 

Description File This is Optional. Do you have a flyer describing your course to potential             

attendees? You can attach it here. 

Min. Enrollment When deciding on this number, ask yourself “Will we still teach this course             

if only X people show up?” If so, your minimum number can be 0. If you                

want at least X people there, X is your minimum number. 

Max Enrollment When deciding on this number, consider the seating capacity of the room            

your courses are being taught in. You don’t want more people showing up             

than what the room will hold.  
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Wait-list Allowance If someone registers before the max enrollment is reached, the user is            

automatically enrolled. Otherwise, they are put on the waitlist up to the            

max allowance. 

Credit Available Depending on which box you check, the rest of this page could change to              

require more information that needs to accompany your choice of credit. 

Relicensure Hours 1 hour of course time = 1 credit; does not require           

specialist approval. 

USBE Credit Requires specialist approval. Requires assurances. 

Higher Ed. Credit 1 hour of course time – 1 credit; does not require           

specialist approval. 

Compliance 

Training 

No credits 

 

Payment Optional. 

 

 

Choosing USBE Credit will bring up more required fields: 

No. Hours Choose the number of contact hours.  

Choose the Subject Area Choose the subject of your course. This will send an email to the specialist              

of your subject area that your course is waiting for approval. 

Select Standard Which of the core standards will be addressed? 

Utah Professional 

Learning Standards 

Enter the assurances for Learning Communities, Resources, Outcomes,        

Learning Designs, Implementation, and Data. Optional, and Skillful        

Leaders and Technology. 
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Instructors Enter Instructors and their email addresses and any relevant         

qualifications. 

 

Click “Save” and your course is on its way to the specialist for approval. It will NOT show up on the                     

Course Registration page until it has at least one section attached to it, and (for USBE Credit courses)                  

specialist approval. 

 

Adding a Section to a Course 

If you are requiring attendees to attend several dates to get credit for the entire course, list them all                   

under one section with the “+add another meeting time.” See example below: 

 

 

If you will be awarding credit per section attended, list sections separately. See example below: 

 

 

However you decide to offer your sections, here’s how to do it: 

You can create sections for your course before it is approved. Go back to the PD Offerings and find                   

your course. Click on the “View” eyeball to the right of your course under “Actions.” Actions is where                  

you can also edit your course information or delete your course.  
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Click on “Add Sections.” A window will pop up asking for section details: 

 

Section Name This is optional, but will make it much easier to find the right section if you                

have several. If your course has several dates available, you might want to             

name your sections with those dates. If your course has several locations            

available, you might want to name your sections with those locations. 

Meeting Times Enter the date and times of the section.  

Instructor Choose your instructor. 

Rooms You can add rooms and buildings that are used frequently, or skip it and put               

the information and address in the “Address” line. 

Max Enrollment Again, consider the size of your room. 

Restrict Registration 

by District 

If left blank, individuals from any district may register. 

Registration Closing 

Date/Time 

Self-explanatory. 

Registration Active? Check this box if you want your course advertised and ready to go as soon as                

approval happens. If you don’t want to list the course in the Course Catalog,              

leave this blank. 

 

Click “Add” and you are done! 
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ENROLLING STUDENTS / REGISTRANTS AND AWARDING CREDIT 

Once the course (section) is taught, you must award attendees credit. This is how transcripts are built                 

in MIDAS.  

To add students to a roll, find your course, then your section. Click on the chevron next to the section,                    

this causes a drop down with the option to “Enroll Students.” 

 

 

Add students by their name, MIDAS ID, CACTUS ID, or district. Click on “Add.” You will soon build a list                    

of attendees (blocked here to protect information.) 
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*NEW* Bulk Enrollment 

Bulk enrollment is now available and can be utilized if you have a list of CACTUS numbers of your 

course attendees.  

 

Your first step is to put those CACTUS numbers into a spreadsheet (Excel is fine).  

 

 

Change that Excel file into a .csv file by clicking on File and choosing “Save As.”  Choose CSV in the 

“Save as type:” 
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Go into the section you want to bulk enroll students into and click on “Bulk Enroll Students.” 

 

 

 

Upload your newly created .csv file by clicking on Choose File. Once your file is in, click “Upload.” 

 

 

All that is needed now is to award the credit. See “Bulk Change Status or Assign Credit” below. 
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* NEW* Bulk Change Status or Assign Credit 

In your list of enrolled students, Click on “Bulk Change Status or Assign Credit.” 

 

 

 

The Bulk Change Status or Assign Credit box will appear. You can select everyone to have the same 

status and credits, or customize each attendee’s status, credit type, and number of credit earned.  
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Click “Update,” and your status change is complete. 
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