
Building SAPP Instructions



To register, go to sapp.missouripd.org

Click 
“Register”

http://sapp.missouripd.org/instructions


Complete registration fields

Enter your full 
name

Enter your 
district or 

work-provided 
email

Choose a 
password 

(8 characters 
minimum)

Select 
“building 
leader” 

as your role

Select your 
RPDC

Select your 
district Select your 

building

Click “Sign 
up”



Confirm your email

After you register, 
you will get a 

message asking 
you to confirm 
your account.

To confirm your account, 
check your email for a 

message that says 
“Confirmation instructions.” 
Click “Confirm my account”

When you click, “Confirm 
my account, you should see 

a screen with a message 
that says “Your email 

address has been 
successfully confirmed”



If you don’t receive confirmation instructions, you can 
use the “Contact Us” link report it

You can use the 
“Contact Us” link to 
report any 
questions or issues 
you encounter



To access your account, click “Sign In”
http://sapp.missouripd.org/instructions

http://sapp.missouripd.org/instructions


Log in with your account email and password



Verify your information by clicking on the “leader” 
link on the top navigation bar

Your Email

Your RPDC Name Your District Name Your Building Name

Teacher Name Teacher Email

If teachers have 
submitted a 
questionnaire, their 
names and emails 
will appear in this 
box



At the bottom of the “leader” page, click “Create 
Report”

Your Email

Your RPDC Name Your District Name Your Building Name

Teacher Name Teacher Email



Select the teachers you want included in the building 
report for EACH practice 

Teacher Name Teacher Name

Your email

If fewer teachers 
are appearing 
than expected, 
ask teachers if 
they have clicked 
the “sharing” box 
next to the name 
of their shaded 
practice profile in 
the “Your 
Assessment” box

Change the “Start date” and 
“End date,” and click the 
“Update Range” button

Change the “Name” of your 
report. 
A default report name is 
prepared for you.

Be sure to read the 
directions for creating 
a building report, 
especially if you want 
to view multiple 
practices in one 
report

To view multiple 
practices in one 
report, click each 
practice tab, and 
select the teachers 
you want to include 
for each practice.

After you have 
selected every 
teacher you want to 
include under each 
practice tab, click 
“Create Building 
Report”



The report shows the number of teachers in each 
proficiency category for the essential functions

The Building 
Report is 
called a “heat 
map” because 
it shades the 
categories 
based on 
number of 
teachers in that 
category

Scroll 
down to 
see ALL 
the 
practices 
in your 
report



At the bottom of the report, you can see each 
individual teachers’ practice profile

Teacher Name

Teacher Name

Teacher Name Teacher Name

Click on the 
practice tab to 
view a list of 
individual 
teachers’ 
practice 
profiles

Click back to go 
back to the 
Leader page

Teacher Name

Your Email



On the Leader home page, the “Reports” box 
shows all reports, with the newest at the top

Your Building 
Reports will 
show up in 
the “Reports” 
box

You must 
“share” your 
report so 
district 
leaders can 
view them for 
the district-
level report

Your Email

Your RPDC Name Your District Name Your Building Name

Teacher Name Teacher Email



If you want to complete a self-assessment, click Data 
Dashboard at the top of the screen

Your Email



Click the MMD Practices tab and choose a practice 
by clicking a practice tab

Your Email

Click the box with 
the plus sign that 
says “Take Self 
Assessment”



In the box under the word “Name,” add a unique name to access 
your shaded practice profile after you submit your questionnaire 

A default name is prepared 
for you, but you can 
change it to meet your 
needs.

Your Email



Complete the Self-Assessment questionnaire 

For the 
yes/no 
questions, 
check the 
box for 
“yes,” and 
leave it 
unchecked
for “no”

Your Email



To share your data with the Building Leader, click the 
button next to “Share with Building Leader”

This box is checked 
by default.

“Shared:” your name 
shows up in list of 
practice profiles to 
include in the 
building report.

“Unshared:” your 
name DOES NOT 
show up in the list of 
practice profiles to 
include in the 
building report.

Your Email



Click “Save Self-Assessment” at the end of the 
questionnaire.  This action saves your answers to 
produce your results (shaded practice profile)

Your Email



When you click “Save Self-Assessment,” you will see 
your shaded practice profile indicating proficiency 

levels for each essential function
Your Email

Click “Save or Print” (if 
you want to save a PDF 
or print a paper copy)



To find a copy of your shaded practice profile, click 
Data Dashboard at the top of the screen

Your Email



You will find a copy of your shaded practice profile 
by clicking on the document icon in the “Your 
Assessments” box at the bottom of the page

Your Email

Click on the 
document 
icon to 
access 
your 
shaded 
practice 
profile


