Professional Development
Reimbursement Quick Start Guide

Sign into the PLMS and select the External Credit Request tab

Home Professional Learning Badges- Courses Transcript Credentials | External Credit Request

e Click New Request
e Select the appropriate approval type -

for your request ndependent
o Professional Development Recertification Point
. submission
Reimbursement: Conference
o Professional Development Professional
. Development
Reimbursement: Course Reimbursement:
o Complete the credit request form Conference
e Submit for Pre-Approval Professional

Development
Submit For Pre-Approval Reimbursement:
Course

z-Historical Import -
The Professional Development department will DO NOT USE

review and Pre-Approve or Deny your request.
You will receive an email notification when this

occurs.

When you have finished the course or conference, return to your
original request in the PLMS to upload all required documentation. It
will be under the Pending/Denied Requests tab.

Home Professional Learning Badges~= Courses Transcript Credentials | External Credit Request

My Requests

My Requests

| Pending/Denied Requests | Approved Archived




Upload all required documentation.

Course

Conference

Pre-Credit Approval

Credit Hours Earned *

Employee General Expense Form *

W View Instructions
@ Attach File @

QOFFICIAL TRANSCRIPT ONLY (NO unofficial transcript or grade reports) *

»  View Instructions
@ Attach File @

Proof of Payment *

w  View Instructions

@ Attach File @

Accounting will process your reimbursement with
an unofficial transcript, but an official transcript is
required to receive PD Points.

Submit for Credit Approval

Submit For Credit Approval

Pre-Credit Approval

Total Amount of Contact Hours for Conference *

S View Instructions

Employee General Expense Form *

W View Instructions
@ Attach File @

Proof of Attendance *

@ Attach File @

Proof of Conference Payment and Additional Expenses *

W  View Instructions
@ Attach File @

Mileage (if applicable)

'  View Instructions

@ Attach File @

Your submission will be reviewed and, if approved, submitted to Accounting
for processing. Accounting issues reimbursements on the second paycheck
of every month. You will receive an Approval Notification via email that will

include the date you should receive your reimbursement.

Once approved, your request will be under the Approved tab and your PD

points will appear on your transcript.

Questions? Email Kelly Wertman (kwertman@k12albemarle.org)
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