
Outside Professional Development 
 
Login as normal and you will see the following screen. Fill out form for the PD approval request. 

 
Calendar and Date Picker 

 



When describing how this workshop will address your PGP, you may view your approved PGP by clicking the 
link. 

 



If you are requesting District Pay and/or Expense Reimbursement then change the drop down list to “Yes” and 
fill in the expense areas that pertain to this workshop. When finished and ready to submit for approval click the 
“Submit” button. 

 
 
Once you “Submit” the PD request will be sent to your principal for approval. You will receive email 
conformation and status emails through the approval process. 
 
After final approval you will receive an email similar to the following. 
 

  
 



 
To review the status of all of your Outside PD request then select the “Review” button. 

 
To see all the details “Select” a record. 

 
 
 



You may get a “Conditionally Denied” email on your PD request.  An email will have the details about the 
reason and what corrections are needed for a Approved request. There will be a link to take you to an edit form.  
 

 
 
After following the link you will see this edit screen. Make recommended changes and “Submit Update” 

 
After submitting your request it will be sent back to your principal for approval.



After you have attended your approved PD workshop you will need to go to the Class Attendance Reporting 
page and enter the details of the classes you attended at the workshop. 

 
 
“Select” the workshop and fill out the class details for each class you attended at the workshop. 

 



Once you have submitted the details for a class, you will see the class added at the bottom of the page. You may 
add additional classes for this workshop. When you have all the classes entered for the workshop you will click 
the red button at the bottom of the page. “Submit for PD Credit Approval” 

 
You will get an email requiring you provide your principal with attendance documentation. This documentation 
is required for you to receive credit for this class. 
 

 
 



Once the principal approved your documentation you will receive and email that your PD has been added to 
your inservice records. 
 
 

 
 
This will complete the steps necessary to attend an Outside Professional Development workshop.  


