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Submitting New Professional Development 
1. Log into myWSUTech. 

2. Select the Employee Tab. 

3. Select Professional Development from the Employee Links / Forms Channel. 

 

4. Click on Submit New Professional Development. 
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5. Input the required entries. 

a. Username 

b. Full Name 

c. Role (Dropdown) 

d. Division (Dropdown) 

e. Training Title 

f. Training Type (Dropdown) 

g. Hours Earned (Dropdown) 

h. From Date & To Date 
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You may also upload documentation ( in the format of a picture, PDF, Word, or Powerpoint file), or type 

comments in the text box. 

 

6. Click Submit to submit the Professional Development Form. 
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7. Once submitted, your supervisor will receive a notification email. You will be notified when 

the submission is accepted or rejected.  
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Viewing and Modifying Professional Development Submissions 
 

1. Click on View Professional Development Training 
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2. The Total Hours Report shows the approved, rejected, and pending hours submitted for each 

fiscal year. 

 

3. To view a form, click anywhere on the respective row on the Professional Development 

Submissions table. 
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4. If the form has not been approved or rejected, the form can be modified. Make the changes 

needed, and then click Submit Modifications to confirm the changes. If you wish to rescind 

the form, click Deactive Form. 
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5. If the form has been approved/rejected, the supervisor’s username, date, and comments will 

be displayed. A completed form cannot be deactivated or modified. 

 

If you have any further questions about this process, please submit a ticket to the IT Helpdesk 

 


