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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 USER ID.  You can obtain 
your USER ID from your program director.  The system cannot be accessed if 
you do not have your USER ID.  The user login screen is pictured below.   

http://mercury.educ.kent.edu/database/rcn/registrations/login.cfm
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2.0 – View Contact Information Screen 

2.1     Verify Contact Information 
 
The Contact Information screen is where your personal and work information can 
be found in reference to professional development.  When initially logging into 
the system you should view this page thoroughly to ensure accuracy of your 
record.  The Contact Information screen is below.  

 
  If all contact information is correct then proceed within the system.  If any 
information needs to be changed or added then you need to click on the „Edit 
information link‟ on the page.    
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2.1     Edit Contact Information 
 
You should change your information if there is any discreptancy with the data.  
Pay close attention to the PRIMARY ADDRESS field because this address is 
where your stipends or payments will be sent as you request them.  Your 
PRIMARY ADDRESS should match the address you provided on your W-9 tax 
form.  The Edit Contact screenshot  can be found here.     

 
After you‟ve made you‟re corrections or additions, hit the „Submit Changes‟ 
button.   
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3.0 – PD Events 

 
3.1 How to Register for a PD Event 

 
You can register for both a face-to-face or alternative delivery PD event on this 
screen.  When clicking on the „Register for an Event‟ link all RCN current and 
future events are displayed.  You can click on the individual Resource Center‟s 
links to view their offerings only.   Next, select the PD Event you want by clicking 
on the PD title.     

 

Click here 

for 

Alternative 

Delivery PD 

Options 

Click here 

for the 

individual 

Resource 

Centers    

 

 

 

Click on the 

PD Event 

Title to 

register    
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This next screen allows you to view the PD Event information like, date, time, 
lunch options etc.  Press the „Register for…‟ button at the top of the screen to 
confirm registration.   
 

 
Please note: Be sure to check and see if there is a registration fee or meal fee 
associated with the event. If yes, select payment option before clicking to confirm 
your registration.  
 
 
 
 
 
 

 

Click here to 

confirm 

registration    
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The next screen shot is displayed below.  It confirms the PD Event Registration.  

 

 
 
 
 
 
 
 
 
 

The 

confirmation 

message is 

here    
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3.2 How to Cancel a PD Event Registration 
 
You can also cancel a scheduled PD event from the View PD History screen by 
clicking on the TITLE link of the PD.  Cancellations should be made at least 24 
hours prior to the PD event.  If you cancel in less than 24 hours, you might be 
billed for costs incurred to the RCN.  See illustration below. 

 

  
 
 
 

Click on 

any 

scheduled 

PD event to 

begin the 

cancellation 

process 
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The PD title link will open up and display the PD event information.  Click on the 
„Cancel Registration‟ link. 

 
 
 

Click on 

the link 

here 
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Next you‟ll see the Confirmation Cancellation screen.  Click the „Confirm 
Cancellation‟ button to cancel your registration. 

 

Click on 

the button 

to submit 

the 

cancellation 

request   
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The last screen displayed confirms the cancellation of the PD event.   

 
 
 
 

 The 

confirmation 

message is 

here    

 The 

confirmation 

message is 

here    
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4.0 – PD History Screen 

 
4.1     View Your PD History 
 

This next screen will display your current, past, and future PD events (face-to-
face, alternative delivery and individual activity requests).  You should verify your 
PD information for accuracy.  If there is an error found you should contact your 
regional Resource Center for assistance.   

 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 




