
Early Childhood Staff PD Instructions 

 

Log into WebAuthor and click on the module “Early Childhood staff PD.” 

 

 

New Participants 

If this is your first time adding a certificate, click “Add New” and then Click on “New Record”. This will create 

your personal training log to enter all future trainings.  

 

 

Fill out the form with your name and email address. Select your site form the list which will fill out the rest of 

the form. Then select “save”.  



Adding Training Certificates 

Select “Add New” and then select “Professional Development.” 

 

 

 

 

In the record box, select your name. Fill out the form as instructed and upload your cetificate.  

 

Once your certificate is submitted, it will be sent to the PD manager for approval. When you certificate has been 

reviewed, you will receive an email informing you if it has been approved or rejected.  

 

Should you have any questions about the module, please email HelpDesk@elcpolk.org. Should you have any questions 

about the PD program, please email SheilaChambers@elcpolk.org 
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