PDP Premier Cheat Sheet for Teachers
Getting Started 

· Start by logging into PDP Premier – apps.wnyric.org/pdp
· Click “Log In” (in the upper right-hand corner)

· Enter your E-mail address, Password, and click Log In (below password box) 

Employee Page  

· Summary of Hours Tab – review hours and credits earned in PDP Premier

· List of Requests Tab – review events submitted for approval in the current fiscal year

· NOTE: Access past fiscal year events by selecting the Filter radio button -                                   Search All Past Requests Only and clicking Apply
Submitting a New Request 

· Submit a New Request – click this button to submit an event request not in the PDP Premier Catalog

· NOTE: In PDP Premier, fields denoted in Blue are required.
· Complete the following fields:

· Event Title

· Event Type

· Date (use the pop-up calendar), Start and End Time, and select the Location (use Other and the textbox to enter a location not available in the pull-down menu)

· Check the “Substitute?” box if one is needed
· Enter a Description of the Event (optional)

· Enter a Justification for taking the Event 

· Select the Goals Met by taking this Event (optional)

· Enter the Cost for the Event (optional)

· Enter a Funding Source for the event (optional)

· Certification – select the certification that applies to this Event 

· Enter the Hours for the Event 

· NOTE: Enter a “0” in an hour box that does not apply to your event
· Click Submit to send your event for approval

Submitting an Event from the PDP Premier Catalog
· View the District Catalog – click this button to submit an event from the PDP Premier Catalog

· Click “Request” in the Action column to begin the request process

· NOTE: In PDP Premier, fields denoted in Blue are required.
· Complete the following fields:

· Check the “Substitute?” box if one is needed

· Enter a Justification for taking the Event 

· Certification – select the certification that applies to this Event 

· Click Submit to send your event for approval

· NOTE: Use the buttons at the bottom of the page to navigate in the system

· View Summary – allows you to see your Summary of Hours page

· View Request List – allows you to see the List of Requests page

· View the District Catalog – allows you to see the PDP Premier Catalog
