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DoDEA TEACHERS 
-HOW TO APPLY FOR SUMMER WORKSHOPS- 

Application timeline is from March 1 to March 8, 2013 (EST) 
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Welcome to the Summer Workshop Application (SWA) Process 

• The process to apply for summer workshops is the same for everyone. The 
only difference is the information that appears on the toolbar. 
 
 

• The SWA is a four tier review process.  Principals are the first tier for those 
educators based at schools.  
 
 

• There is a limit of 20 minutes of inactivity. If no activity (keystrokes) occurs in a 
20 minute time frame, you will not be able to enter any data into the summer 
workshop application database.  If this happens, you will need to login again 
and begin the application process again.   

 
• It is highly recommended that you “copy and paste” the DoDAAC code, from 

the document provided to you by your principal, into the “Login” page.  This 
will preclude many problems with upper and lower case letters. Ensure that the 
“CAP LOCK” is not activated on your keyboard. 
 
 

• The principal or assistant principal is your best source for assistance during 
this process. Immediately report any problems with accessing this process. 
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District and Area Summer POCs 
-These are the main Points of Contact for any information or assistance- 

VIRTUAL SCHOOL POC 

All Virtual School Educators Terri Marshall 

DDESS POC 

  
Georgia/Alabama 

  
Teresa Moon 

  
Kentucky 

Peggy Fink (Ft. Knox) 
Steve Griffin (Ft. Campbell) 

  
New York/Virginia/Puerto Rico 

  
Jeff Duncan 

  
North Carolina 

Denise Hudson (Ft Bragg) and  
La Rhonda Ware (Lejeune) 

  
South Carolina/Cuba 

  
Cassandra Ashley 

EUROPE POC 

  
Bavaria 

  
Joan Islas 

  
Heidelberg 

  
Carol Kuzmick 

  
Isles 

  
Peter Grenier 

  
Kaiserslautern 

  
Peggy Hoffman-Schmidt 

  
Mediterranean 

  
Louisa Pruitt 

PACIFIC POC 

  
Guam 

  
Helen Bailey 

  
Japan 

  
George Man 

  
Korea Judy Allen 

  
Okinawa 

  
Mike Johnson 

AREA POC 

  
DDESS 

  
Uma Patel 

  
EUROPE 

  
CTE Faye Batey, PLTs Penny Defrates 

  
PACIFIC 

  
Krista Hurley 

DoDEA  POC 

  
Headquarters 

  
Deborah Donnelly 
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2013 Summer Workshop Application Time 
When? What? Who? 

  
February 1, 2013 

Summer course offering released in the “Weekly Packet” for distribution to all 
constituents for review prior to the online application. 

HQ releases course offerings 

  
March 1, 2013 
(0001 EST) 

DoDEA educators may apply for courses for which they meet the selection criteria. 
All applicants must meet selection criteria. 

Teachers, school administrators, DSO liaisons, area 
coordinators/liaisons will all apply during the same window of 
time. 

  
March 8, 2013 
(2359 EST) 

Online application is closed. 
  
Do not wait until the last day as you may encounter technical problems. 

Teachers, school administrators, DSO liaisons, area 
coordinators/liaisons my no longer apply. 

March 11, 2013 
(0001 EST) 

The database is open to school level principals to review all applicants from the school. Principals or designated Assistant Principals 

March 15, 2013 
(2359 EST) 

Database for school level administrators’ review is closed. Principals or Assistant Principals 

March 18, 2013 
(0001 EST) 

The database is open to the District Summer POCs to review all applicants from the 
school and district levels. 

District Summer POCs 

March 22, 2013 
(2359 EST) 

The database is closed to the District summer POCs District Summer POCs 

March 25, 2013 
(0001 EST) 

The database is open to the Area Summer POCs to review applicants from the school, 
district, and area levels. 

Area Summer POCs 

March 29, 2013 
(2359 EST) 

The database is closed to the Area Summer POCs. Area Summer POCs 

April 1, 2013 
(0001 EST) 

The database is open to the HQ Summer POCs to review and select the final list of 
recommended applicants. 

HQ Summer POCs 

April 5, 2013 
(2359 EST) 

The database is closed to the HQ Summer POCss HQ Summer POCs 

April 8, 2013 
(0001 EST) 

HQ Professional Development Reviews database. HQ Professional Development 

April 12, 2013 
(2359 EST) 

The database is closed to HQ Professional Development. HQ Professional Development 

April 17, 2013 
(0001 EST) 

List of approved summer participants open to Area and Districts for review. Area and District Summer POCs 

  
April 22, 2013 
(0001 EST) 

List of approved summer participants open to school administrators for 
notification to the faculty. 

Principals/Assistant Principals must announce to all faculty 
members the names of those who have been approved to 
attend summer workshop. 
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How to Access the SWA 

 
• The summer workshop application available on March 1 

through March 8 (EST) for educators to apply. See previous 
slide for details. 

 
• You may type or “cut and paste” the following URL into the 

browser: https://webapps.dodea.edu/swa_cf/index.cfm  
 
 

• You may access the “Summer Workshop Application” process 
via the main page on the DoDEA homepage.  Look for the link 
on www.dodea.edu 
 
 

• Report any problems in accessing the SWA to your principal 
immediately. 
 

https://webapps.dodea.edu/swa_cf/index.cfm
http://www.dodea.edu/
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Once you have clicked on the Summer Workshop link, you come to a page that looks like the 
following: Click on “APPLICATION / REGISTRATION”  to get started. 
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Upon entering the “Summer Workshop Application” (SWA) you will view a page similar to the one 
below.  This is your “LOGIN” page.  
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Before Beginning Please note the following: 
Emergency Remedy Plan: There is a plan to do updates or to quickly remedy any problems that may 
arise. If you cannot login to the system during the hours of 16:30 to 18:00 EST,  it may be that the 
program or server is undergoing an update or remedy.  Please login again after 18:00. The SWA will 
be taken offline, during the above mentioned hours, only when repairs, updates or remedies are 
needed. 
 
 There are websites on the internet that will convert the EST to your local time so that you be able to 
ascertain if this is why you cannot log into the “Summer Workshop Application” (SWA). 
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USERNAME: This is the same name that you enter to get into your OUTLOOK mail or government computer. It is 
known as the “active directory” login.  It is your firstname.lastname.  Samples of the “Username” login are: 
Hillary.Clinton or Tiger.Woods or John.McCain or Barack.Obama.  You will use the same login you use every 
day to enter a DoDEA computer. 
  
 If you cannot get into the system, check your login. An inaccurate entry or typo will preclude you from entering the 
SWA. 
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PASSWORD: Enter your regular password that you use every day when logging on to a DoDEA computer. This is 
not a password that will be provided to you by HQ.  
 
For example: If your present password is “Mydaughter1987T”, then use that to login.  Only you know your 
password that you use on a daily basis. 
 
If you cannot get in… the cause may be that you entered a faulty password or created an error when entering it. 
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DODAAC ID: Your DoDAAC ID is obtained from your principal.  All teachers from a given school will use the 
same DoDAAC ID.  Do not give out your DoDAAC ID number to friends at another school.  Do not borrow or use a 
colleague's DoDAAC ID from another school.  Your DoDAAC ID password is specific to your school and you could 
apply as an educator from a different school if you use the wrong password. This would invalidate your 
application.  If you have any problems getting into the system, let your principal know. 
 
Ensure that you use the right letters and case. If you cannot login, check the number given and type it in exactly 
as given.  Best strategy….cut and paste it from the document provided by the principal. 
Ensure that the “CAP LOCK” has not been activated! 
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If you provided any incorrect information, you will receive a red lettered prompt. You will have 
to try again to login. 
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Upon a successful login, you will need to agree to the “Privacy Act” to proceed further. 
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Please Note 

• Anyone who entered an application into the Summer Workshop Application (SWA) 
database before March 1, 2013, will be deleted from the database. Application dates are 
March 1 to March 8 EST. 
 

• If you applied early, you will need to re-apply.  (Prior to March 1st, the “Summer Workshop 
Application”  was operative only for POCs  to “test drive” the program. The “test-drive” 
data needs to be purged and along with that will be any early applications.) 

  
• If you have any problems accessing the SWA, report this to your principal immediately. 
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After logging in, you will view a page that looks like the one below.  You will notice the 
following items: 
 
Home   Workshops   Applicatin/Registration  hyperlinks appear. Clicking on them will take you 
to specific documents or information.  
 
 Your name, school and area appear in the left-hand corner.  
 
To begin the registration process, click on “Register”. 

When you login, 
check to make sure 
that your name and 

school appear in 
the left-hand 

corner. If the name 
of your school does 

not appear  DO 
NOT PROCEED as 

your registration 
will not be seen by 

your principal. 
Report this 

immediately to your 
principal. 
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Completing  the Application:  Fill-in the application. Everyone will fill-in the social security block 
except local nationals, who will be required to fill-in the passport number. Your area, district and school 
will automatically fill-in according to the DoDAAC ID code you entered. 
 
 
Fill-in the remainder of the required cells. The first “email address”  is 

a summer email address.  
 

The “phone number” is for a 
summer contact number. If 
you insert an overseas phone 
number,  provide all the 
correct international dialing 
codes and not just the local 
number. 
 

The “name”  is a summer 
contact.  
 
This information will be used 
in case we have to contact 
you during the summer 
regarding a course.  

Insert your “DoDEA  
email address” in this 
cell. If you insert the 
correct address, you will 
receive a copy of your 
application. 
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Selecting courses: You will only see courses that pertain to your school. For example: If you are a 
teacher at a high school you will only see courses designated for high school teachers. You may request 
up to four courses, but will not be selected more than two.   
 
Apply only for those courses for which you specifically meet the selection criteria. You will need to select 
your priorities for courses (1-4).  
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Rationale: When you have selected your priority, a blank cell will appear for you to write your rationale 
for taking the course, how you meet the criteria, and how you will implement this in the upcoming school 
year. You will need to do this for each course you request.   
 
Your rationale (s) will be read by all reviewing officials (School, District, Area and HQ).  
Applicants should take this section seriously as a poorly defined response may be what disqualifies one 
from being recommended for a given course.  There is a limit of 1,000 characters per rationale. 
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 After you have filled in your request click on the “Submit Registration” button. 
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Upon completing a successful submission of your application, you will receive the following 
prompt. After clicking on “OK”, a copy of your application will be emailed to the OUTLOOK 
address you entered.  
 
It is important to know that this is an application process that involves 4 tiers of review and 
recommendation. One is not guaranteed any given course.  Course offerings are subject to the 
availability of funds and may be canceled.  
 
On April 22nd the “Final Report” of those applicants approved for summer workshops will be 
available.  Principals have been requested to publicize this. Do not make any plans to attend 
any summer courses until you have been officially notified.  
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