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Accessing ProjectConcert 

 

I. Accessing ProjectConcert 

https://secure.projectconcert.com/sandiego  

Login using your USD credentials 

 

Instructional Guides 

 

1. The  “NEED HELP?” icon is located throughout ProjectConcert. Upon 

clicking on the icon, it will load an informative video about the function it is located in 

2. The  orange ‘?’ icon is located throughout certain areas of ProjectConcert. Upon 

clicking on the icon, it will load an informative video about the function it is located in.  

Landing Page 

 

Once you login to ProjectConcert you will be on the landing page. The landing page can 

always be accessed by clicking on the  icon in the upper right corner.  

1. For an overview of the landing page, click on the NEED HELP? icon 

2. For a tutorial on a widget, click on the corresponding ‘?’ icon 
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Course Dashboard 

 

1. On the landing page, click on the “Dashboard” link 

 

 

 

 

 

 

 

 

2. For a tutorial on the dashboard, click on the NEED HELP? icon 

3. For a tutorial on the areas in the dashboard click on the corrosponding ‘?’ icon 
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How to Complete Entries 

 

1. Navigate to Experience > Utilize > New 

2. For a detailed video walkthrough of the function, click on the                   icon to 

watch a tutorial 

3. Select the format you want to complete from the Format dropdown 

4. The Experience ID is a unique identifier that will be created for every entry. If you are 

documenting a new entry, it will read New Entry, once the entry is saved then the ID of 

the entry will be listed. 

5. Each format will be organized with overall information on the entry at the top. 

Complete the details at the top of the page (i.e: Date, time, faculty, location, etc.). * 

6. Each format will have tabs of information captured in the entry that you will navigate 

through and complete to fill out the entry. * 

7. Throughout the entry, you may see orange question mark icons. Hover your mouse 

over  icons to load more information.* 

*Each format will be unique depending on how your institution has set up the format and it 

may vary greatly depending on the format you have selected. 
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The Save and Submit options will be found at the bottom of the page: 

8. Select how you want the page to render after you Save / Submit 

a. NOTE: You must make this selection BEFORE you click the save or submit 

button 

9. Click Save to save your work 

10. Click Submit to submit your entry to make it eligible for approval or rejection  

a. NOTE: The system will check if all required items are completed. If not, you will 

be notified what items are incomplete. In these cases, please complete the 

required items and submit again. 

 

 

 

 

 

 

 

 

How to Manage/Edit Existing Entries 

 

To manage or edit existing entries: 

1. Navigate to Experience > Utilize > Existing 

2.  For a detailed video walkthrough of the function, click on the                   button to 

watch a tutorial 
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How to Generate an Hours Report 

 

This report will allow you to generate how many hours you have completed.  

1. Click on the Experience dropdown 

2. Click on Hours under Report 

3. For instructions on how to generate the hours report, please click on the                 icon 

to watch a tutorial 

 

 

 

 

 

 

 

 

 

 

 

 

4. Example end report: 
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How to Generate a Summary Report 

 

The Summary Report is a versatile tool designed for generating detailed reports about 

entries you have submitted (pie charts, counts, percentages, etc.) 

1. Click on the Experience dropdown 

2. Click on Summary under Report 

3. For instructions on how to generate the hours report, please click on the                 icon 

to watch a tutorial 

 

 

 

 

 

 

 

 

 

 

 

4. Example end report:  

PDF Output Spreadsheet Output 
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How to Create/Edit/Remove an Ad Hoc Evaluation 

 

Depending on your degree pursuit and course enrollment, you may or may not have Ad Hoc 

evaluations to complete.  

I. Creating an Ad Hoc Evaluation 

1. Click on the “Evaluations” dropdown 

2. Click “Ad Hoc Evaluations” under Utilize 

3. For a tutorial on creating evaluations, click on the                  icon 

4. Click on the “Evaluation from” dropdown  

a. Select the proper evaluation 

5. Select the “Evaluatee(s)” by checking the corresponding boxes 

6. Click the “Create Evaluation” button 
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II. Accessing an Evaluation 

On the left side of the screen: 

7. Click on the “Evaluations” dropdown 

8. Click “Evaluations” under Utilize 

9. Click the “Select” button to open and edit an evaluation 

 

III. Removing a Created Evaluation 

On the left side of the screen: 

10. Click on the “Evaluations” dropdown 

11. Click “Evaluations” under Utilize 

12. Click the “Decline” button to remove the evaluation 

 

 

 

 

9 
7 

8 

10 

11 

12 



 
Page 10 of 18 

 

 

How to Schedule Evaluations for a Preceptor 

 

Depending on your degree pursuit and course enrollment, you may or may not have to 

schedule evaluations for your preceptor(s).  

To schedule an evaluation for a preceptor, you will use the User Evaluation function: 

1. Navigate to Evaluations > Utilize > User Evaluation 

2. For a tutorial on creating evaluations, click on the                  icon 

 

 

 

 

 

 

 

 

Viewing Your Completed Evaluations 

 

To view any of the evaluations you have completed you will use the My Completed function: 

1. Navigate to Evaluations > Report > My Completed 

2. For a tutorial on the function, click on the                  icon 
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Existing Evaluations 

 

To manage existing evaluations, you will use the Evaluations function: 

1. Navigate to Evaluations > Utilize > Evaluations 

2. For a tutorial on creating evaluations, click on the NEED HELP? icon 

 

 

 

 

 

 

 

 

 

 

 

Self E-Record 

 

To access your electronic record, you will use the Information Edit function: 

1. Navigate to Information > Utilize > Information Edit 

2. For a tutorial on creating evaluations, click on the NEED HELP? icon 
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Reports 

 

Your account will have reports you can generate, to access the reports you will use the 

Reports function: 

1. Navigate to Reports > Reports > Reports 

2. Click the Generate hyperlink on the report you want to generate 

3. For a tutorial on creating a report, click on the NEED HELP? icon located in the 

report’s page 
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How to Access and Create/Update Your Schedule 

Accessing: 

I. Accessing Your Schedule 

1. Click on “Information” dropdown 

2. Click on “Information Edit” under utilize 

3. Click the “Schedule” tab  

• This tab may appear in a different area than in the example view below. 

 

 

 

 

 

 

 

 

II. Navigating “Schedule” 

1. To export the schedule to Excel, click the “Export to Excel” button 

2. The schedule will display one month at a time: Select a specific year and month via the 

dropdowns 

3. The buttons “Back” & “Forwards” navigate backwards or forwards one month at a time 

4. Your schedule can be displayed in two ways: in a Tabular format or as a Calendar view. To 

switch between these, select either the 'Tabular' (refer to pg.11 III) or 'Calendar' (refer to pg. 

11 IV) button. 
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III. Tabular Schedule Display 

1. This display will show one row for each scheduled item 

2. The column “Recurrence Pattern” shows what day(s) the items are scheduled on 

• Items that do not recur will be indicated as 'N/A' (Not Applicable) 

3. The column “End Recurrence” shows the last iteration of the pattern 

• Items that do not recur will be indicated as 'N/A' (Not Applicable) 

4. Click the “Info” button to view extra information pertaining to your schedule as it 

relates to that specific row 

 

 

 

 

 

 

IV. Calendar Schedule Display 

1. The calendar shows items as a traditional calendar would.  

2. The course will be listed 

3. The term & the section will be listed 

4. The start time and end time will be listed 

5. If accessible, hyperlinks are provided for viewing information 

exclusively related to the site, faculty, and/or preceptor. 
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Creating: 

I. Creating a New Item 

In either the tabular or calendar view:  

1. Click the “Add” button  

 

 

 

 

 

 

 

2. A window will open and will allow you to create a new scheduling item 

3. Enter the information in steps 4-7 below in the First Occurrence field 

• When entering a scheduling item that spans multiple days, enter only the first 

occurrence in this box; do not attempt to enter multiple occurrences. 
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4. Enter the date of the First Occurrence  

5. Enter the Start Time via the dropdowns 

6. Enter the End Time via the dropdowns 

• The end time will not be the last day of your assignment. This is only for the 

very first day. 

7. Click the checkbox if an assignment is going over midnight and elapsing more than 

one calendar day 

• For example, a 7:00 PM to 7:00 AM assignment would go over midnight & the 

box would need to be selected 

 

 

8. Select the “Recur” check box If the item is going to recur 

9. Select the respective days of the week the item will recur on by checking the boxes 

10. Type in the number of weeks you want the reoccurrence to repeat after 

11. A. Select the date the item ends on 

OR 

12. B. Type the number of occurrences the item should end after 
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13. Select your course section from the sections that are available to you 

• The selections in the dropdown are dependent on the courses our system is aware that you 

are enrolled. If you are missing information here, you need to escalate and alert those 

responsible at your institution that you are missing a choice. 

14. Select the Class Type 

(Step 15 might differ based on the class type you choose) 

15. a. If directed, choose a location, faculty,     

and/or preceptor from the separate dropdowns 

15. b. Select the placement you want to                  

schedule to 

16. Enter any comments 

17. Click the “Save” button and the newly added item will appear in the view. 

 

 

 

 

 

 

 

II. Altering Existing Items 

* You are only able to affect changes to items that you have created yourself. You will not be allowed  

to edit items created for you. 

1. If in the tabular view, click the “Edit” button to edit the entry* 

2. Click the “Delete” button to delete the entry & you will be asked to confirm* 

3. Click the “Copy” button to copy the entry* 

 

  

 

      Changing a single occurrence in a recurring item*: 

4. A recurring item (It has a pattern of recurrence & it is not just one date) can be identified by 

the “Type” column in the “Tabular” view & should read “SERIES” 
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4. If in the calendar view, locate the occurrence you wish to alter 

5. Click on the button with the course labeled 

 

 

 

 

 

 

6. A prompt will appear, click “Edit Occurrence” or “Edit series” 

7. Make any edits as needed 

8. If you selected “Edit Occurrence”, then an additional row will 

populate in the “Tabular” display 

• If a mistake was made, you can delete the new 

occurrence, make an edit to the main series, and hit 

save to repopulate the missing date. 
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