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How to Serve as an Approved 
Provider for Activities Completed 
Through Non-Approved Providers
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How to Serve as an Approved Provider for 
Activities Completed Through Non-Approved 
Providers (2)

Educators seeking to complete professional 
development or college coursework from an 
unapproved provider must first obtain approval from an 
Illinois state-approved professional development 
provider, such as their employing school district, a 
Regional Office of Education, or an Intermediate 
Service Center, before registering, paying for, or 
attending the activity. 
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How to Serve as an Approved Provider for 
Activities Completed Through Non-Approved 
Providers (3)

Approved providers may choose whether to 
support activities offered by third-party 
providers and may review the activity content 
before making that determination. If 
approved, the provider must create the 
activity in PD+ and indicate that a third-party 
presenter or subcontractor was used.
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How to Serve as an Approved Provider for 
Activities Completed Through Non-Approved 
Providers (4)

Step-by-Step Guide

1. Log in to PD+ through 
your IWAS account.

2. Click Create 
Activity from the 
menu bar at the top 
of the page.
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How to Serve as an Approved Provider for 
Activities Completed Through Non-Approved 
Providers (5)

Step-by-Step Guide

3. Enter the activity title.
4. Enter the activity description.
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How to Serve as an Approved Provider for 
Activities Completed Through Non-Approved 
Providers (6)

Step-by-Step Guide

5. Select the date and time the activity will start.
6. Select the date and time the activity will end.
7. Select the type of event.
8. Select Opening Date/Closing Date, if applicable.
9. Click Save and Continue to proceed.
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How to Serve as an Approved Provider for 
Activities Completed Through Non-Approved 
Providers (7)

Step-by-Step Guide

10. If your activity is online, you must enter a valid URL. If it is not online, 
you can enter a website that may provide additional information 
regarding your activity.

11. If your activity is in person, you must fill out all address fields.
12. Click Save and Continue to proceed.
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How to Serve as an Approved Provider for 
Activities Completed Through Non-Approved 
Providers (8)

Step-by-Step Guide

13. Enter the number of professional development hours that may 
be awarded for the completion of the activity.

14. If you have a maximum number of attendees, you may enter 
this number in the Maximum Attendance field.

15. If there is a fee associated with your activity, enter the fee.
16. If you enter a fee, you must enter the registration URL. The 

registration URL should be the website educators will use to pay 
their fee for the activity.
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How to Serve as an Approved Provider for 
Activities Completed Through Non-Approved 
Providers (9)

Step-by-Step Guide

17. Private Activity is an optional field and only needs to be checked if you want to share a 
direct link to the activity with a select audience.

18. The 3rd Party Presenter box needs to be checked if the activity will be or was 
completed outside of your organization.

19. The state-mandated training box is optional and only needs to be checked if the 
activity fulfills a mandated training requirement.
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How to Serve as an Approved Provider for 
Activities Completed Through Non-Approved 
Providers (10)

Step-by-Step Guide

20. If the activity relates to literacy, please mark the corresponding box. All activities 
related to literacy must align to evidence-based strategies as defined in the Illinois 
Comprehensive Literacy Plan.

21. Fill in the name of the presenter. This may be the individual who will be presenting at 
the activity or the name of the organization that is hosting or offering the activity.

22. Click Save and Continue to proceed.
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How to Serve as an Approved Provider for 
Activities Completed Through Non-Approved 
Providers (11)

Step-by-Step Guide

23.  Provide a statement indicating how this activity impacts one or more 
of the three items.

24.  Click Save and Continue to proceed.
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How to Serve as an Approved Provider for 
Activities Completed Through Non-Approved 
Providers (12)

Step-by-Step Guide

25.  Select at least one criteria the activity aligns to.
26.  Write a statement showing how the content of the aligns to at least one of the Illinois 

Learning Standards or Standards for Illinois Educators.
27.  Click Save and Continue to proceed.

https://www.isbe.net/Pages/Standards-Courses.aspx
https://www.isbe.net/Pages/Standards-Courses.aspx
https://www.isbe.net/Documents/24ark.pdf
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How to Serve as an Approved Provider for 
Activities Completed Through Non-Approved 
Providers (13)

Step-by-Step Guide

28. Explain the expected effect on either student 
achievement or school improvement.

29. Click Save and Continue to proceed.
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How to Serve as an Approved Provider for 
Activities Completed Through Non-Approved 
Providers (14)

Step-by-Step Guide

30. Select at least one professional development 
purpose that this activity fulfills. 

31. Click Save and Continue to proceed.
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How to Serve as an Approved Provider for 
Activities Completed Through Non-Approved 
Providers (15)

Step-by-Step Guide

32.  Select at least one Learning Forward Standard that this activity fulfills.
33. Click Save and Continue to proceed. 

https://standards.learningforward.org/?_ga=2.50304806.103858575.1792176361-506095122.1792176361&_gl=1%2A1h7n2s2%2A_ga%2ANTA2MDk1MTIyLjE3OTIxNzYzNjE.%2A_ga_4MQ7P0JS18%2AczE3OTIxNzYzNjAkbzEkZzAkdDE3OTIxNzYzNjAkajYwJGwwJGgw%2A_ga_NW3DDFGDJZ%2AczE3OTIxNzYzNjAkbzEkZzAkdDE3OTIxNzYzNjAkajYwJGwwJGgw%2A_ga_CB53GJWDM1%2AczE3OTIxNzYzNjAkbzEkZzAkdDE3OTIxNzYzNjIkajU4JGwwJGgw
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How to Serve as an Approved Provider for 
Activities Completed Through Non-Approved 
Providers (16)

Step-by-Step Guide

34. Enter any customized registration message. The educator will receive this message 
after registering for your professional development activity.

35. Click Save and Continue to proceed.
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How to Serve as an Approved Provider for 
Activities Completed Through Non-Approved 
Providers (17)

Step-by-Step Guide

36. At this step, you can publish 
the activity to make it 
available to educators, delete 
the activity, or save and close 
for later. If you save and close 
for later, the activity will not 
be available for educators 
until you publish it.
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