Early Childhood Staff PD Instructions

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

Early Childhood Staff PD

Full Name is required

Full Name * l|

Email Address *  Enter the email address where you wish to receive reminders or information regarding your training.
-] name@domain.com

Provider ¥  Select the site where you are currently employed. If your employment changes, please ensure that you modify this section.

Provider ID

Provider Contact Phone
Provider Address
Provider City

Provider Zip Code

After Saving, Go To Record Detail Page v

:




Adding Training Certificates

Select “Add New” and then select “Professional Development.”
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In the record box, select your name. Fill out the form as instructed and upload your cetificate.

*
Record Select Recaord - + Add Mew

Professicnal Development
Participant’s Full Mame #

Training Completion Date # Enter the date that you completed your training

Title of Professional Development #

Professional Development Hours #

* t ertificate h i n
O Yes
@® No
Certificate Upload ¥ = Choose File

Training Delivery Method #* ) In-Person

O Virtual - On-Demand
'.'::' Virtual - Zoom / Teams Meeting

TIP Hours? * \W/ill these hours count towards you participation in
O Yes

O No

Once your certificate is submitted, it will be sent to the PD Coordinator or Director 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 NancyMoses@elcpolk.org
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