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Approve or Reject a Professional Development Submission 
1. Click the link on the submission notification email. This is a shortcut to the Professional Development 

Application.  

 

2. On the Professional Development Submissions table, change the View Mode to Supervisor. 
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3. Professional Development Submissions that have the Pending or Modified status require attention. Sorting 

the Status to Pending or Modified can help find unapproved forms. 

 

 

4. Click on a respective form’s row to view the submission. 
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5. Review the submission. If necessary, leave comments in the Supervisor Comments text box on the bottom. 

Click the Approve Form to approve, or the Reject Form to reject. 
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6. Once approved or rejected, the form’s originator will receive a notification by email. 

 

 

 

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


