
How to Approve or Reject Professional Development records: 

There are 2 ways to approve or deny professional development.  

Option 1: Click on the link in the email to view your employee ’s professional development. 



Once you click on the link you should be taken to the screen to approve or reject the professional development as shown below : 

At the bottom of the screen is a approve button and a reject button. If you approve it then your employee will be notified via email. 

If you reject the professional development then you must give a reason why in the “Supervisor Comments” section. 



Option 2: If for some reason you did not get an email you can approve or reject professional development in the reporting tool on 

the portal.



You should then be able to see a screen that looks similar to this one: 

If you click the check box “See your employees’ Professional Development” then you will be able to see your employees’ 

professional development after you click on the “Filter Data” button. You will then want to click on the “Status” drop down and 

select the “Pending” option to see which ones need your approval as seen below.

After you are done selecting “Pending” you will need to click on the “Filter Data” button. This will filter the data that is being 

displayed so you get only what you want. 



After that your screen should look similar to the above. 



After that you will need to find the one that you want to approve or reject. Then click on the link under the “Training Title” that lines 

up with the one you want to approve or reject as seen below (in our case there is only one that needs approved or rejected).

This will then bring you to the screen where you can approve or reject the professional development.  

If you have any further questions please feel free to either email HR, the IT helpdesk, or brandall@watc.edu.  

Thank you. 
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