
Using​ ​the​ ​PDP​ ​Toolbox 
 
Go​ ​to:​ ​​ ​www.pdptoolbox.org 

 
 
Enter​ ​the​ ​following: 
USD​ ​field:​ ​​ ​348 
Username​ ​field:​ ​​ ​Your​ ​username​ ​(with​ ​​no​​ ​“​@usd348.com​”) 
Password​ ​field:​ ​​ ​Your​ ​Locus​ ​password 
 



Updating​ ​your​ ​Preferences: 

 
 
Check​ ​your​ ​license​ ​information.​ ​​ ​Be​ ​sure​ ​to​ ​enter​ ​the​ ​correct​ ​expiration​ ​date​ ​and​ ​license​ ​term,​ ​ie.​ ​1-year,​ ​2-year, 
5-year​ ​license,​ ​etc.​ ​​ ​This​ ​information​ ​will​ ​be​ ​used​ ​to​ ​remind​ ​you​ ​when​ ​you​ ​can​ ​begin​ ​relicensure.​ ​​ ​If​ ​the 
information​ ​is​ ​incorrect,​ ​your​ ​license​ ​may​ ​expire​ ​without​ ​you​ ​being​ ​informed.​ ​​ ​Also​ ​be​ ​sure​ ​your​ ​address 
information​ ​is​ ​correct​ ​-​ ​this​ ​will​ ​be​ ​where​ ​your​ ​relicensure​ ​transcript​ ​will​ ​be​ ​mailed. 
 



 
 
 
 



Points​ ​Requests​ ​(Formerly​ ​called​ ​Form​ ​B): 
On​ ​your​ ​screen​ ​you​ ​should​ ​see​ ​all​ ​of​ ​the​ ​points​ ​in​ ​your​ ​PDP​ ​Toolbox​ ​account.​ ​​ ​At​ ​the​ ​top​ ​of​ ​the​ ​list​ ​will​ ​be​ ​any 
points​ ​requests​ ​that​ ​have​ ​not​ ​been​ ​approved​ ​by​ ​the​ ​committee.​ ​​ ​Points​ ​in​ ​a​ ​blue​ ​box​ ​have​ ​been​ ​approved. 
Points​ ​in​ ​a​ ​green​ ​box​ ​have​ ​not​ ​been​ ​submitted​ ​by​ ​the​ ​teacher,​ ​points​ ​in​ ​a​ ​red​ ​box​ ​have​ ​been​ ​submitted​ ​to​ ​the 
committee​ ​but​ ​have​ ​not​ ​been​ ​approved​ ​yet. 

 
 
When​ ​you​ ​go​ ​to​ ​a​ ​conference​ ​or​ ​other​ ​professional​ ​development​ ​activity,​ ​you​ ​will​ ​select​ ​“​New​”​ ​next​ ​to​ ​“Transcript 
Points​ ​Requests”.  



Enter​ ​the​ ​college​ ​information​ ​if​ ​it​ ​is​ ​a​ ​college​ ​course.​ ​​ ​(Don’t​ ​forget,​ ​you​ ​need​ ​to​ ​get​ ​prior​ ​approval​ ​for​ ​college 
courses).​ ​​ ​Click​ ​“Submit​ ​for​ ​Approval”​ ​(at​ ​the​ ​very​ ​bottom​ ​of​ ​the​ ​page).​ ​​ ​After​ ​it​ ​is​ ​submitted,​ ​it​ ​will​ ​go​ ​to​ ​an 
administrator​ ​for​ ​approval,​ ​then​ ​to​ ​the​ ​PDC​ ​committee​ ​for​ ​final​ ​approval. 



Be​ ​sure​ ​to​ ​select​ ​which​ ​one​ ​of​ ​your​ ​personal​ ​goals​ ​this​ ​activity​ ​supports. 



Group​ ​Learning​ ​(Formerly​ ​called​ ​Form​ ​F):​​ ​You​ ​will​ ​receive​ ​notification​ ​when​ ​an​ ​upcoming​ ​inservice​ ​or 
collaboration​ ​day​ ​is​ ​scheduled.​ ​​ ​After​ ​the​ ​event​ ​is​ ​completed,​ ​you​ ​can​ ​then​ ​go​ ​into​ ​your​ ​list​ ​of​ ​points,​ ​click​ ​the 
name​ ​of​ ​the​ ​activity​ ​and​ ​you​ ​will​ ​be​ ​taken​ ​to​ ​a​ ​window​ ​where​ ​you​ ​can​ ​enter​ ​some​ ​sort​ ​of​ ​reflection​ ​in​ ​order​ ​to 
receive​ ​the​ ​points​ ​for​ ​the​ ​activity. 

 
 
 



 
 
The​ ​information​ ​in​ ​the​ ​New​ ​Knowledge​ ​Level​ ​Activity​ ​and​ ​Additional​ ​Information​ ​boxes​ ​are​ ​already​ ​complete: 
they​ ​do​ ​not​ ​need​ ​anything​ ​added. 



 
 
Enter​ ​something​ ​in​ ​the​ ​“Evidence”​ ​field,​ ​such​ ​as​ ​notes​ ​you​ ​took,​ ​handouts​ ​you​ ​received,​ ​etc.​ ​​ ​Try​ ​to​ ​enter​ ​a 
reflection​ ​in​ ​the​ ​“Reflection”​ ​box​ ​that​ ​shows​ ​what​ ​you​ ​know​ ​after​ ​the​ ​session​ ​that​ ​you​ ​didn’t​ ​know​ ​before.​ ​​ ​As 
always,​ ​check​ ​the​ ​button​ ​at​ ​the​ ​bottom​ ​of​ ​the​ ​page​ ​labeled​ ​“Submit​ ​for​ ​Approval”​ ​when​ ​you​ ​are​ ​finished. 



College​ ​Course​ ​Requests: 
When​ ​you​ ​are​ ​going​ ​to​ ​take​ ​a​ ​college​ ​course,​ ​in​ ​the​ ​upper​ ​left​ ​of​ ​the​ ​main​ ​page​ ​is​ ​a​ ​yellow​ ​box​ ​titled​ ​“Upcoming 
Activities”.​ ​​ ​Next​ ​to​ ​that​ ​in​ ​(small)​ ​print​ ​is​ ​a​ ​link​ ​titled​ ​“College​ ​Course..”.​ ​​ ​Click​ ​that​ ​link​ ​to​ ​see​ ​the​ ​following​ ​box​ ​to 
enter​ ​information​ ​to​ ​get​ ​a​ ​college​ ​course​ ​pre-approved. 

 
Be​ ​sure​ ​to​ ​enter​ ​the​ ​course​ ​ending​ ​date.​ ​​ ​Once​ ​it​ ​has​ ​been​ ​approved,​ ​it​ ​will​ ​show​ ​up​ ​in​ ​your​ ​list​ ​of​ ​Upcoming 
Activities.​ ​​ ​After​ ​the​ ​course​ ​end​ ​date,​ ​it​ ​will​ ​move​ ​to​ ​your​ ​Transcript​ ​Points​ ​Request​ ​list,​ ​and​ ​will​ ​display​ ​a  



green​ ​box​ ​in​ ​the​ ​list​ ​of​ ​points,​ ​indicating​ ​that​ ​action​ ​needs​ ​to​ ​be​ ​taken​ ​with​ ​this​ ​request.​ ​​ ​Once​ ​it​ ​is​ ​in​ ​your 
Transcript​ ​Points​ ​Request​ ​list,​ ​you​ ​need​ ​to​ ​submit​ ​it​ ​as​ ​a​ ​points​ ​request,​ ​same​ ​as​ ​above​ ​when​ ​you​ ​have​ ​a​ ​New 
Points​ ​Request.​ ​​ ​Click​ ​on​ ​the​ ​title​ ​of​ ​the​ ​college​ ​course​ ​in​ ​your​ ​list​ ​of​ ​transcript​ ​points​ ​requests,​ ​and​ ​you​ ​will​ ​see 
a​ ​post​ ​activity​ ​reflection.​ ​​ ​Enter​ ​something​ ​here,​ ​AND​ ​upload​ ​a​ ​scan​ ​of​ ​your​ ​course​ ​transcript​ ​that​ ​shows​ ​you 
have​ ​completed​ ​the​ ​class.​ ​​ ​You​ ​will​ ​click​ ​on​ ​the​ ​“Knowledge​ ​Artifact​ ​button”​ ​to​ ​upload​ ​a​ ​transcript. 
 
Licensure​ ​Renewal​ ​Process: 
When​ ​it​ ​is​ ​time​ ​to​ ​renew​ ​your​ ​license,​ ​click​ ​the​ ​“Request​ ​Transcript​ ​for​ ​Licensure​ ​Renewal”​ ​in​ ​your​ ​Transcript 
Points​ ​Request​ ​window.  

 
 



You​ ​will​ ​then​ ​see​ ​the​ ​following​ ​window.​ ​​ ​You​ ​need​ ​to​ ​double​ ​check​ ​that​ ​your​ ​address​ ​is​ ​correct,​ ​and​ ​enter​ ​your 
Social​ ​Security​ ​number.​ ​​ ​(They​ ​delete​ ​this​ ​information​ ​after​ ​the​ ​transaction​ ​has​ ​completed).​ ​​ ​Then​ ​you​ ​click​ ​the 
“Submit​ ​Request”​ ​button​ ​at​ ​the​ ​bottom​ ​of​ ​the​ ​window.​ ​​ ​Greenbush​ ​will​ ​mail​ ​you​ ​a​ ​sealed​ ​and​ ​signed​ ​transcript, 
which​ ​you​ ​will​ ​include​ ​in​ ​your​ ​license​ ​renewal​ ​packet​ ​that​ ​you​ ​submit​ ​to​ ​the​ ​Department​ ​of​ ​Education. 

 



Additional​ ​Resources: 
There​ ​are​ ​a​ ​number​ ​of​ ​short​ ​videos​ ​created​ ​by​ ​Greenbush​ ​to​ ​help​ ​you​ ​in​ ​your​ ​use​ ​of​ ​the​ ​PDP​ ​Toolbox.​ ​​ ​There​ ​is 
an​ ​overview​ ​video​ ​that​ ​explains​ ​using​ ​the​ ​Toolbox,​ ​a​ ​video​ ​on​ ​the​ ​relicensure​ ​process,​ ​as​ ​well​ ​as​ ​how​ ​to​ ​track 
mentor/mentee​ ​points.​ ​​ ​Go​ ​to:​ ​​https://pdptoolbox.org/index.php?page=common/tutorials.php 
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