
 
Educators must have their PD entered before the Renewal wizard becomes an option. They can check the yellow box above, or the Professional Development 
screen shown below.  



 
Here they can enter their PD. If they do not believe the PD is correct, tell them to check their PD/Employment status by clicking the link circled in red.  
  
 

 
 
 
 
 

 
 
 
 

 
 

 
 
 
 

On this page, the educator must choose their employment status for each semester. PD is based on this selection and the Assignments/Salary page.  



 
Choose Assignments/Salary from the Educator drop down. Screen shown below.  

 

 



 

 
After the correct amount of PD has been entered, Hours Remaining should show 0.  



 
Back on the home screen, you see the hours are complete (in yellow), and the Renewal wizard option is available (in red). Click on Renewals.  
 



 
This page allows the educator to choose which license to renew. If they hold multiple licenses (PEL, SUB, PARA, etc.), they will be able to decide which one to 
renew.  

 
The next screen is background questions. Once they answer these, select Next. Each additional section will appear below the current questions, so they will 
need to scroll down.  



 

 
Choose the Region in which they want to register and answer the 2 questions. Select Next.  
 
The next screen will be PAYMENT INFO (not pictured) 



 
Once the payment is complete, they will get this confirmation screen. Select Continue. 

 
Select Finish.  



 
Back on the home screen, verify the “Expires” and “Registered Thru” dates show 2023 (shown above in yellow).  
 

 
Things to remember: 

• Retired educators will NOT have to pay a fee to renew. They only have to complete the wizard and answer the questions. Prior to renewing, retired 
educators must ensure the PD status in their yellow profile box is set to “retired.” Retired educators are still responsible for PD for the years they 
were actively teaching 50% or more FTE during their current cycle.  

• Educators do NOT have to renew all licenses held. They may choose which licenses they would like to renew.  
• If educators had a SUB or ELS-PARA issued but never registered the license, they will NOT be responsible for paying back fees to bring the license’s 

registration up-to-date. They will only owe $50 to register the license through June 30, 2023.  


