[bookmark: _GoBack]DIRECTIONS FOR HOW TO SUBMIT PD ONTO AVATAR
(after SBPT has approved it)

STEP 1:  log onto AVATAR
STEP 2: Click on My Transcript in the left hand column
[image: ]
STEP 3:  Click on Request Credit in the upper right hand corner
STEP 4: Scroll down to the bottom of the screen until you get to the New Request section
[image: ]

STEP 5:  Fill in all required information
STEP 6:  Click Save As New
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T ELIIntervention Strategy: A & Step Process for Teaching Vocabulary. Passed 7/31/2012 PO Incentive: 1 PD Incentive: 1 B

T ELI_High School Rit Collegial Circle Registered  4/3/2013 PO Incentive: 0 PD Incentive: 12

IT  0OA Registrars' Honthly Mecting Registered  11/3/2012 D Incentive: 0 PD Incentive: 0

LT ELI_High School (3-12) Problem Solving Team Passed 11/15/2012 PO Incentive: 0 PD Incentive: 0 B
Total Credits PD Incentive: 1 PD Incentive: 13
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New Request
Class Code

Class Name.

Meeting Dates

Learning Provider
Accredited?
Credit Date

Class Objectives

Possible Credits

Earned Credits

Save s iew) (Clear)

required

required

Please enter all class meeting dates in MM/DD/YYYY format, one per line.

o required

This is the date you attended a one-meeting class o the date of your last meating for a multiple-mesting class.

maximum credit amount in the blank

required

field.

Choose the type of credit you are seeking in the drop down box and enter the

type.

required

Please make sure that your earned credit type is the same as the maximum credit




