Instructor Calendars

Once you receive an e-mail notifying you of your username and password go to https://atomslogin.dpsst.state.or.us and login with your DPSST e-mail address.  It is easiest to copy and paste the password from this system since it is case sensitive.

Once you sign in for the first time you will be prompted to change your password.  After changing your password, you will see your calendar for the current month.  
To view different months you can click either of the arrow buttons on the right and left sides of the calendar or click the Month/Year above the calendar to jump to a specific month.

Color coding:

Grey:
You are unavailable to teach.

White:
You have indicated you are available to teach all or part of the day

Blue:
You are scheduled to teach all or part of the day.  NOTE:  If you need to cancel a class you are scheduled to teach, you must call our scheduling staff at 503-378-2905
Red:
There is some kind of conflict with your schedule such as being scheduled for two classes at the same time or being scheduled when your availability is set to unavailable.

To update your availability, click the Manage Availability button on the top right of the screen.  You will be taken to the Instructor Availability window shown on the next page.
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Setting Instructor Availability

Step 1:
Select whether you are setting yourself as available or unavailable.

Step 2:  Select which times you are available/unavailable

Step 3:  Select the dates you are available/unavailable


Selecting options (selected dates turn yellow):

· Individual Dates:  Click on the dates

· Every Tuesday in a Month:  Click on the triangle below the day

· Entire Week:  Click the triangle to the left of the week

· Entire Month:  Click the triangle on top left of the month

· Date Range:  Click on the first day then hold down the shift-key and click the last day

Step 4:  Click Update to upload this information to DPSST’s servers.
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Practical Exercises:

Exercise 1:

Instructor Available in the mornings on all Wednesday’s in July


Step 1:
Select the Available Option

Step 2:
Select the AM (0000-1230) option


Step 3:  In July, click the triangle below Wednesday


Step 4:  Click Update

Exercise 2:  

Instructor realizes they are not available to teach Wednesday July 12.


Step 1:  Select the Unavailable Option


Step 2:  Select the AM (000-1230) option


Step 3:  Click on Wednesday, July 12 to select


Step 4:  Click Update

NOTE:  If instructor has already been scheduled to teach that day they will need to contact DPSST scheduling staff at 503-378-2905

