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Workshop Evaluation: Training Registration 
 

Prior to holding a SAS Workshop: 

 

 

1. Log in to the SAS Portal.  Enter your Email Address and Password, 

and then click Submit. 

 

 

 

 

 

 

 

2. Click on Teacher Tools in the upper-right corner of the screen. 

 

 

 
 
 
 

 

3. Click the Workshop Evaluation button. 
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4. Under Course Offerings, select an appropriate type of session and then click the Create Session 

button. 

 

 
 

• SAS-PD – a comprehensive overview of all the six elements of SAS, and the Teacher Tools. 

• SAS Curriculum Mapping – an introduction to the Curriculum Mapping tool. 

 

5. In the Create Training Session form: 

 

• Enter a Session Name    

• Enter a Location 

 

 

 

 

 

 

 

6. Your name will appear as the Instructor.  To add co-

facilitators, click the green arrow next to the Additional 

Instructor(s) field. 

 

7. Enter their first or last name into the Additional 

Instructor(s) field, and then click Search. 

 

8. A list of potential instructors will be returned.  Click on the 

green plus sign to the right of the instructor you wish to 

select; they will be added to the Chosen Instructor(s) field. 

 

9. Repeat steps 6 and 7 to add Additional Instructor(s) as 

needed. 

 

10. Select the Module that you will be 

addressing during the training 

session by using the drop-down 

box. 

 

  

NOTE:  In order to be selected as an 
Instructor, the person must be assigned the 

role of Trainer within SAS.  
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11. Once you select the Module, enter in the duration by using the Hours and Minutes fields to the right. 

 

  
 

 

12. Click the Add button.  Once you click the Add button, you will see the Module information in the space 

below the header Chosen Session Modules(s). 

 

  

 

 

13. To Add Additional Modules to your training session, repeat steps 10-12.   

 

 

 

 

 

14. Click on the Calendar icons to select a Training Date 

and End Date for the session. 

 

 

 

 

15. Click on the Clock icons to select a Start time and 

End time for the session. 

 

 

 

16. Click the Save button. 
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17. The session will be added to the list under My Training Sessions.  It will include a Participant 

Registration Code that needs to be distributed to participants at your Training Session. 

  

 
 

• To edit your session, click the Modify Session (pencil) icon.   

• To view a list of participants, click the View Participants (people) icon 

(NOTE:  You will not be able to view a list of participants until they have had 

an opportunity to register during your session). 

 

During Your SAS Workshop: 

 

 

1. Have session participants log in to the SAS Portal.  They should 

enter their Email Address and Password, and then click Submit. 

 

 

 

 

 

2. Participants should click on Teacher Tools in the upper-right corner of the screen. 

 

 
 

 

 

 

3. Participants should then click the Workshop Evaluation button. 
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4. Participants should enter the Participant 

Registration Code for the session in the 

Course Registration field, and then click 

the Register button.  

 

 

5. The session will be added to the list under My Workshops.  Participants click on the Take Survey link to 

complete an online training evaluation at the end of the SASIT Training Workshop. 

  

 

 Reviewing Session Data 

 

1. Log in to the SAS Portal.  Enter your Email Address and Password, 

and then click Submit.  

 

 

 

 

 

2. Click on Teacher Tools in the upper-right corner of the screen. 

 

 

 
 

 

 

 

3. Click the Workshop Evaluation button. 
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4. Under My Training Sessions, locate the session you wish to review evaluation data for. 

 

 
 

 

 

5. Click the View Survey Results icon.   

  

 

 

6. The Survey Results will open in a new window. 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Scroll to the bottom of the window to Export/Print.  The Survey print 

the PDF, and click the Save (disk) icon to save them. 

 

 

  

 

NOTE:  Viewing a file in PDF 

format requires Adobe Reader, 

a free application distributed by 

Adobe Systems. 

 

    

http://www.adobe.com/produc

ts/reader/ Introduction to SAS 

Introduction to SAS 


