
Clock Hour Proposal  
Tutorial 

 



Step 1:  Log in to your pdEnroller account 



Step 2:  Click on the Clock Hour tab and select Clock Hour 
Proposals from the dropdown list. 

Step 3:  On the Clock Hour Proposal page, click on the 
green button, “+New Proposal”. 

From this page, you can also see a list of current draft 
proposals that you may be working on and can select them. 



Step 4:  Choose either “Create New Proposal” or “Repeat 
Past Proposal”. 

Step 5:  To create a new proposal, select the event type 
and enter a title.  Click “Save & Continue”. 



Step 6:  You are now on the main clock hour proposal 
editing page.  From here you will enter the necessary 
information (all boxes with the *asterisk are required).  
You may navigate using the tabs at the top.  Be sure to 
click “Save” when you are finished. 



Step 7:  Enter the number of clock hours being requested. 
 
Step 8:  Note that at least 3 objectives are required.  Click on 
the “Edit Objectives” button and enter these in the pop-up box. 

Don’t forget to save! 



Step 9:  On the Date/Location tab, enter the location of the 
inservice.  Click on “+Add On-Site Session” and/or “Add 
Online Session” to enter your dates and times in the pop-
up box.  Click “Save”. 

For multiple day inservices, add each date individually 
using the same process.   

Add On-Site Pop-up Box 

Add Online Session Pop-up Box 

For online sessions, enter 
the URL and link title for 
the site where the online 
session will be held. 



Step 10:  You may either type or upload the agenda for the 
inservice.  Note that an agenda is required. 



Step 11:  On the Presenters tab, click “+Add Presenter”. 
In the pop-up box, type the name of the presenter.  If the 
person is in already in the system, their name will come up 
as you type and you can select it.  If they are not in the 
system, type their whole name and then click “+Create 
New”. 

New presenters need their contact info and professional 
experience entered (alternately you may upload a resume). 



Step 12:  On the Contacts tab, enter or edit contact 
information for the district clock hour administrator.  Your 
contact info will be entered below.  This information only 
needs to be entered once.  On subsequent proposals these 
fields should be pre-populated. 



Step 13:  Click on the Preview tab to see all of the 
information entered for your proposal in one place.  Any 
areas in red indicate missing information. 
 
On the lower half of the page check the Validation Checklist 
to see if your proposal is ready to submit.  If required info is 
missing, the submittal button will not be highlighted.  All 
errors must be corrected before submission is possible. 

When your checklist is complete, click “Submit for Approval”. 



At this point, an email is sent to the district clock hour 
administrator who will either approve or disapprove it. 
 
Once a proposal is approved at the district level, an email 
is sent to the OESD Clock Hour Approval Committee for 
final approval. 
 
Your draft will now be listed under “My Recent Proposals”. 
 
 


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12

