
Setting Up Shoebox Accounts to Record Staff Development 
 

Anyone (teachers, administrators, para-professionals, etc.) wishing to maintain a record of staff 
development hours may do so via the Shoebox accounts provided through the co-op. By simply 
creating your account and then adding staff development information as it is completed, you will have 
a log of your staff development hours. This log may then be printed and turned in to principals at the 
end of the year (much better than making copies of certificates, etc). It is still necessary to maintain a 
personal file of certificates, handouts etc. as proof of attendance. 
 
These instructions for setting up an account have been developed by MHS business instructor Beth 
Harper and Chris Goodin. 
 
 
To begin setting up your account go to the internet / District Home Page > click on the Technology 
Tidbits link > click “Shoebox Link” located near the top center of the page. Follow the steps below. 
 
 
 
 
In the first window click the Shoebox link on the left 
side of the screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Then click the Sign In button also on the left side of 
the screen. 
 
 
 
 
 



 
 
 
In the next window provide your email 
address.  Then select No, I am new to this 
site and click Continue. 
 
(Note: You will only do this once.  In the 
future you will log in using your e-mail 
address and password. You will create your 
password shortly.) 
 
 
 
 
Complete this form. 
 
 
In the Region box, you must choose 
Crowley’s Ridge Educational Cooperative 
before you can choose your school district. 
 
 
 
 
 
 
 
 
 
 
 
 
Verify that your email address, name and 
school district are correct.  Then, choose 
your school in the Please select your 
Campus box. 
 
 
 
 
Make and confirm your password by typing in 
the password boxes.  Passwords must be at 
least four characters or numbers.  Please 
record your password so that you will not 
forget it. 
 
 
Click Finish. 
 



 
Your account set up is complete.  An email 
verifying your account will be sent to the e-
mail address you provided. 
 
Click on the Click Here link. 
 
 
 
 
 
 
 
 
 
Click Sign Out to end your session. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can now return to our district home page > Technology Tidbits and sign in, using your e-mail 
address and password, to register for staff development and/or track your staff development credit. 
 


