
Creating a Professional 
Development Task



Click Create New to 
start a Professional 
Development Task



Enter Title for PD 
Task

Enter Expected 
Completion Date

(Optional)

Select Targeted 
Professional 
Development 

options
(Optional)



Enter task if not automatically  
populated from Targeted PD 

Option



Select Indicators for PD 
Event

Click to add PGP 
information



Click here to 
select the 
Category



Click the down 
arrow to see the 

category list

Click on PD Type



Fill in PD event date

Enter the number of 
hours of the event

Click here to 
add the PD to 
multiple staff



Take note – you can 
create for multiple staff 
at a time, but you have 
to edit / update one at a 

time

This is the list of all staff 
on the same rubric.  You 

can select all or just a 
few to assign the PD to



You can also chose staff 
that are on a different 

rubric



If you need to attach 
documents, add a 
description here

Click here to select the file to 
attach



Click on document you 
wish to attach 

Once document 
has been 

selected, click 
Open or hit Enter



Once you have selected the file, 
be sure to click Upload Now.  That 

sends the document to SFS.



Click Save as Draft 
if you need to leave 

the task prior to 
finishing

Click Save and Send 
to assign the PD task 

to staff


