
Creating and Completing 
Self-Planned PD in MLP



For any PD that is not designed by 
your school or district, such as PD 
Days or PLC meetings, you must 
create a Self-Planned PD request.  
After the PD happens, you need to 
complete process in order to be 
granted PD hours. 

To submit your request for 
approval:

1.  From the main page of MLP, 
click, “Self-Planned PD”.



2.  Fill out the form.  

● All of the boxes lined in red 
must be completed

● You do not need to add proof 
of attendance at this point.



● For recertification options, 
you are most likely “hours 
based”

● Click which certification area 
that you would like this to be 
counted towards. 

● To read the whole District 
Objective, click on the goal.  

3.  Click Submit



After clicking “submit” on the 
previous page, you will be brought 
to this confirmation page.  

The status of your request will be 
Pending for your Prior Approver 
(you principal or direct supervisor)



You will see the activity on your 
main page under the Approved 
and/or In-Progress section as soon 
as your supervisor approves the 
activity.



To complete the activity and 
receive PD Credit, you need to 
upload proof of attendance, 
complete a survey, and submit for 
final approval.  

1.  Click “My File Library”



2.  Click “Add File”, then

3.  Click “Choose File”



4.  Choose the file that you want to 
upload, then….

5. Click “open”

*This may look different on a 
Chromebook or Mac.  



6.  Give your file a name, then….

7. Click, “Upload”

If you refresh your screen, you will 
see your new file in your list of 
files.



8.  On the main screen, find your 
activity and click “Manage”



9.  Click, “Self Directed PD 
Evaluation”



10.  Fill out evaluation, then click, 
“Save”



11.  Click, “Mark Complete”



12.  Click on the file that you just 
uploaded into your “My File 
Library”

**If it is not on this list, you need to 
go back to the start page, upload it, 
and then come back to this page.

**PLEASE NOTE**  You do not 
need to fill out the Expense 
Summary.  This is a default in the 
program that we do not use.  To be 
reimbursed, please use the PD 
Reimbursement Form found on our 
website in the MRSD Master Plan.



13.  Add comments if you would 
like.

14.  Click, “Submit”



Summary of Steps
To submit your request for 
approval:

1. From the main page of MLP, 
click, “Self-Planned PD”.

2. Fill out the form.  
3. Click Submit

To complete the activity and receive PD Credit, you need to 
upload proof of attendance, complete a survey, and submit 
for final approval.  

1. Click “My File Library”
2. Click “Add File”, then
3. Click “Choose File”
4. Choose the file that you want to upload, then….
5. Click “open”
6. Give your file a name, then….
7. Click, “Upload”
8. On the main screen, find your activity and click “Manage”
9. Click, “Self Directed PD Evaluation”

10. Fill out evaluation, then click, “Save”
11. Click, “Mark Complete”
12. Click on the file that you just uploaded into your “My File 

Library”
13. Add comments if you would like.
14. Click, “Submit”


