
 
 
 
 
 

SEA System: 
Professional Development 

Registration System 
 

User’s Manual 
 
 
 
 

 
 
 



 2 

Getting to the “SEA” Staff Development System: 
 

1. Go to www.mcpsweb.org 
2. Click on Teacher/Staff Links at the top of the screen 

 

 

Click here to get to the 
link for the “SEA” 
System. 
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Welcome to the “SEA” System: 
 
The homepage of the SEA systems gives the user guidelines for beginning a proposal. 
 

 
 
To Begin a Proposal: 
 

1. Scroll down to the bottom of the homepage. 
2. Click on New or Edit/Review Activity Proposal 

 

 
 
 

Click here to 
begin your 
proposal 
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3. Click on District Activity to locate staff development sponsored within the district 

or All Other Activities for activities not sponsored by the county. 
 

 
 
 

 
 
 
 
 
 
 

Click here to locate 
district activities such as 
county sponsored staff 
development 

Click here to create 
proposals for activities 
not sponsored by the 
county such as 
SmartBoard training or 
other workshops. 
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To locate District Activities: 
 

There are several options for locating district activities: 
1. Click the drop down list to narrow the search to a specific category 
2. AND/OR input a specific date range 
3. Input an Activity number to view a specific activity 

 

 

Click the drop down arrow to 
choose a specific category 

Click the drop down arrows 
to choose a specific date 

Input a specific activity 
number here. 



 6 

 
Filling out a proposal for all other activities: 
 

 
 
Click on “All Other Activities” to create a proposal for any activity that is not in the 
district.  Some of these activities might include workshops or any other type of staff 
development that is not specifically sponsored by the county. 
 
An activity proposal will come up on the screen. 

Click the drop down arrow to 
choose a specific category 

Click here create a 
proposal for all other 
activities 
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Each field MUST be filled out.  If the information is not applicable, input “n/a”.  If there 
is no cost, input 0.00. 
Filling out an activity proposal: 
Page One 
 

 

Choose your site school 
from the drop down 
list 

Input the name of the workshop here 

Choose discipline of focus here 

Input date, 
Length, and 
Number of 
teachers 
going. 
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REMEMBER:  FILL OUT EVERY FIELD 
 

1. Choose your site school 
2. Input the name of the workshop or professional development activity 
3. Input discipline form 
4. Input date activity starts and ends 
5. Input the length of the activity 
6. Input the number of teachers attending 

a. If more than one teacher or staff member is attending the activity, one 
form can be filled out for all teachers/staff members. 

7. Input a description of the activity and the location where the event is being held. 
8. Input a description of the relationship of the activity to the Building School 

Improvement plan and the Virginia Standards of Learning. 
9. Choose the budget from which the funds will be deducted to pay the expenses of 

the activity. 
10. Input all expenses that will be incurred during the workshop or professional 

development activity. 
11. Click Next Page to go to next page. 

 
Page Two: 
 

Describe the professional 
development activity, location, 
and how it fits into your Building 
School Improvement Plan and 
the Virginia Standards of 
Learning 

Input the budget from 
which the funds for 
workshop will be 
deducted 

Input each expense in each 
box.  If one box does not 
apply, input “0.00”.  
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1. Input first and last name. 
2. Input e-mail address 

a. County e-mail addresses can be completed by checking the box District 
Domain 

i. For example John Smith would key jsmith and check the box 
beside district domain. 

3. Click on Place Proposal On-Hold. 
 
Finish Activity Proposal: 
 
A finished activity proposal will come up.  PRINT this page and keep it with your 
records.  MAKE SURE EVERYTHING IS CORRECT. 
 

First and Last name here 

E-mail address here.  Check district domain to 
complete a county e-mail address. 

Click here to go to 
the next page 
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To Edit or Review a Proposal: 
 

1. Go to the “SEA” System Staff Development homepage (see the steps on page 3). 
2. Scroll down to the bottom of the page and click on New or Edit/Review Activity 

Proposal. 

Print this page and 
keep up with this 
number.  You will 
need it to review or 
edit your proposal. 
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3. A screen to input an activity proposal number comes up.   Input the proposal 
number of the request to review or edit. 

 

 
 
 
Editing a Proposal: 
 

Click here to edit 
or review an 
activity proposal. 

Input the proposal 
number to edit or 
review here. 
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1. A form similar to the original proposal comes up on the screen. 
2. Additional teachers may be added to the proposal by entering their names and e-

mail addresses under “Participating Teachers”. 
3. Once all changes have been made click on Submit for District Approval. 
4. The entire form can be reset by clicking on Reset Form at the bottom of the 

screen.  This button will clear the entire form and all information will have to be 
re-entered. 

5. To cancel the entire proposal click on Cancel Proposal and the request will be 
deleted. 

 
Reviewing a Proposal: 
 

1. Input proposal number in the box beside “Review proposal number”. 
2. Click on Review 
3. A copy of the proposal will come up on the screen. 

a. NO CHANGES CAN BE MADE TO THE FORM ON THIS SCREEN 
 
 

 

Input the proposal 
number here and 
click on “Review” 
to view an activity 
proposal. 


