
 

 

 

 

 
 

 

 

 
Ohio ABLE PD System  

 Director Access  

User Document 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Ohio ABLE Calendar System User Documentation  

1 

 

 
Table of Contents 

 
 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

1.0 ABLE Calendar System User Login Screen               pg. 2 

        1.1 Logging into the Calendar System       
  

2.0 Director Access Link pg. 3 

        2.1 View Your Staff‟s Information  
        2.2 View Your Staff‟s PD History  pg. 5 

2.3 Add a New Staff Member  pg. 6 



Ohio ABLE Calendar System User Documentation  

2 

 

1.0 – ABLE Calendar System User Login Screen 

1.1     Logging into the Calendar System  

The RCN PD System can be accessed via the Internet.  Type 
http://mercury.educ.kent.edu/database/rcn/registrations/login.cfm in the address 
bar of the web browser window.  You can also access the system using the 
existing RCN web address, however, when you try to register for an event you 
will be prompted with a login screen.      

The user login screen will appear in the web browser window.  Users should 
enter their FIRST and LAST NAME along with the ABLE SYSTEM ID.  You can 
obtain your system ID from your regional resource center.  The system can‟t be 
accessed if you don‟t have this ID.  The user login screen is pictured below.   

 

http://mercury.educ.kent.edu/database/rcn/registrations/login.cfm
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2.0 – Director Access Link 

2.1     View Your Staff Information 
 
After you have logged into the system you will first view your Contact Information 
page.  At the top of this page is where the „Director Access‟ link can be found.   

 

Click the 

link here 
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You can view all of your past and current staff members for your program.  The 
list includes their STATUS, NAME, SYSTEM ID, and POSITION.  All staff‟s 
STATUS labels read either “Active” or “Inactive.”  “Active” means that these 

people are either currently employed within your program or have completed PD 
activities through the RCN within the past 2 years.  “Inactive” means that either 
these people are not currently employed with ABLE or they have not registered 
for any PD activities through the RCN in the past 2 years.  All former employees 
will remain in the system, however, if someone is listed “inactive” and is 
deceased, please provide this information to your regional resource center and 
we will make the correction.  The Staff Listing page is below.   
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2.2     View Your Staff’s PD History 
 
You can click on any staff member‟s name on the Staff Listing page to see their 
PD History both face-to-face and alternative delivery.  You can also see any 
individual activity requests submitted by the staff member.  Directors will still 
receive email notifications when their staff registers or cancels a PD event.    
 

 
 
 
 
 
 
After clicking on a staff member‟s name you will see their Contact Information 
page.  Located at the top of this page are links that will allow you to view other 
staff information like their PD History and their Stipend History.   

 
   
 

Click on staff member’s 

name to access their record 

Click here to view their 

PD History 
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The PD History screen is pictured below.  You can view this screen to verify the 
past, future, and cancelled PD events of your staff.   

 
 
 
2.3    Add a New Staff Member 
 
To add a new staff member you must click on the „Add a new staff member‟ link 
listed at the top of the page of the Staff Listing screen.   
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The next screen appears below.  Enter the new staff member‟s name, program 
information, address etc.  After all data has been entered then press the „Submit 
new staff member‟ button at the bottom of the page.  See the following 
illustrations outlining this process.     
 
 
 
 
 
 

Click the 

link here 
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Enter the 

new staff 

member’s 

information 

here 

Press this 

button to 

add the new 

staff 

member 
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A confirmation page will be displayed indicating that the new staff member has 
been added to the system and their system ID.  You can print the page below for 
your staff member‟s records.    
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


