
 MyPGS Help Guide 
Register for a Course

2. Click on the “Professional
Development” 

3. Use the Search Section.

1. Log into ClassLink and click
on the MyPGS Osceola Icon.

4. Two ways to find courses.

a. Type the course or section
number, then click “Search”
or click ”Show All” .
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b. Optional: Click the box to
narrow down courses by a
specific tag. 

Important Tip:
You cannot register if the class is “Full”, however, some courses offer a waitlist.

If the course provides a waitlist and a participant cancels, the person at the top of the
waitlist automatically fills the seat. You will receive an MYPGS system email if you are

moved from a waitlist into a course.

5. To attend click “Register”.
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 MyPGS Help Guide
View Course & Section Details

2. Click on the “Professional
Development”.

3. Click on the title of the
course.
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1. Log into ClassLink and click
on the MyPGS Osceola Icon.

You are taken to the Course Details.

4. Click on “Section Details” to
view Instructors and more
specific details.
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 MyPGS Help Guide
Completing Surveys

2. Click on the “Professional
Development”. 

3. Click on “Start Survey”.

4. Complete each part.
Example of Part 1:

5. Click on “Record & Go to next Category”

1. Log into ClassLink and click
on the MyPGS Osceola Icon.
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Example of Part 2:

6. Click ‘Record & Return to Menu” once you have completed the survey. This will take
you back to the Course Survey section with the survey status showing “Completed”.

Important Note: 
Surveys must be completed to receive Inservice Credit.
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 MyPGS Help Guide
Withdraw from a Course

2. Click on the “Professional
Development”.

3. Click “Door Icon” to
withdraw.

Important Note: 
Once the course has started you cannot withdraw. 

Please email the instructor to inform them that you cannot attend. 
To find the instructor’s name and more information, refer to the Help Guide - View

Course & Section Details.

The School District of Osceola County

1. Log into ClassLink and click
on the MyPGS Osceola Icon.

4. Click “Withdraw”.
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5. You will receive
confirmation on screen and a
MYPGS system email:



MyPGS Help Guide 
Your MyPGS Transcript
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2. Click on the “Professional
Development”.

3. Click on “My Transcript”.

4. Scroll down to view the courses on your transcript.

1. Log into ClassLink and click
on the MyPGS Osceola Icon.

5. There are additional
options to narrow the date
range of your transcript and
print or email your transcript. 
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Important Note: 
Course Surveys must be completed for the course to count for credit. 

Credits are not awarded until the survey has been completed. 
To complete a survey and receive credit, Click the link under “Survey”.



7. To print a course certificate,
click the link under the
“Certificate #” column.

Inservice Credits: 
Certification credits are issued for courses that meet the Professional Learning
Standards and certification renewal requirements
Non-Certification credits are for courses that meet the Professional Learning
Standards but are not for certification renewals.

Bankable Credits for Instructional Staff:
English for Speaker Other Languages Endorsement (ESOL)
Reading Endorsement
Reading Difficulties and Deficiencies (RDD)
Autism Spectrum Disorder Endorsement (ASD)
Teaching Students with Disabilities (SWD)
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6. To complete a survey, click
the link under the “Survey”
column.



Approval
Submit for Site Administrator’s approval and ensure it receives Professional Learning approval.

Create
Enter an External PD Request for non-MyPGS Courses.

Completion
Update request and provide proof of completion. Resubmit for final approval.

Transcript
The request is added to your transcript upon receiving final approval.

The External PD Process

 MyPGS Help Guide
External PD Request
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Important Tips:
Professional Support Staff may submit job-relevant college courses through
MyPGS as an External PD for course credit. 

Instructional and Administrative Staff do not need to submit college courses.
FL DOE re-certification requires an official college transcript.

Inservice points are awarded for learning time in increments of one hour.
Points are not earned for travel or meal times.

Example activities include job-related workshops, conferences, and
Professional Learning Communities (PLCs) that increase employees'
knowledge, skills, or behavior.

All out-of-state requests must be submitted at least 30 days prior to the event
and require School Board approval.

APPROVAL
Submit for Site

Administrator’s approval
and ensure it receives
Professional Learning

approval.

CREATE
Enter an External PD

Request for non-MyPGS
Courses.

COMPLETION
Update request and

provide proof of
completion. Resubmit for

final approval.

TRANSCRIPT
The request is added to

your transcript upon
receiving final approval.

Process Flow of External PDs



Approval
Submit for Site Administrator’s approval and ensure it receives Professional Learning approval.

Create
Enter an External PD Request for non-MyPGS Courses.

Completion
Update request and provide proof of completion. Resubmit for final approval.

Transcript
The request is added to your transcript upon receiving final approval.

The External PD Process

3. Click “External PD
Request”.

 MyPGS Help Guide
External PD Request

2. Click
“External PD”.
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1. Log into ClassLink and click
on the MyPGS Osceola Icon.

5. Click “Upload” to add your
proof of registration in PDF
format.

4. A request form will
populate assigning your
External PD a number.

Complete the required fields.

Important Tip:
“Agenda” is proof that you are enrolled in the training and all uploaded files must be in a

PDF format. Examples include but are not limited to: Program Agenda, Email Verification,
and Course Syllabus. 



7. Once form is complete,
scroll up to the top of the
form and Click “Save
Changes” and then Select
“Submit to Supervisor” twice.
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6. Professional Support Staff
Only: If the training is a
college course, you must add
the Course “Prefix”, “Course
Number”, and “Credit
Hours”.

a. Verify that your Site
Administrator is correct and
then click “Select”.

8. Type your Site
Administrator’s name and
click “Search”.

b. Click “Confirm”.
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Important Tips:
Please let your administrator know that you have an External PD submitted for
their approval to speed up the process.

The External PD Request requires multiple steps. This is the first step in the
process. 

Once the Administrator approves your request it flows to the Professional
Learning Que. You can check the status of your request on the main External PD
tab.

10. When using the External
PD tab, notice the “Creator
Name” will be your name.
However, “Owner Name”
changes throughout the
process.

9. All communication
explaining reason for denial
is found in your request
under “PD Office
Comments”. 

When “Owner Name” is blank, (--), it is being processed through
Professional Learning Queues. 

11. When “Owner Name” is
you, the request is in your
possession and has not been
completed. 



8. Click dropdown and select
“Open”.
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7. Click
“External PD”.

9. Scroll down to
“Attendance Information”
and click “Add”.

Important Tip:
Your request requires attendance, proof of completion, and a course survey. These
sections do not populate until your request has made it through initial approvals.

Important Tip:
If a certificate is awarded with the number of hours, attendance information is not

needed. Skip to step 10.

Important Tip:
When you are listed as the owner, the request requires your attention.

 
After confirming the request has been approved it remains in your possession. 

Finally, upon completing the training, you must revisit the request and finalize the
process to receive credit.
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b. Click dropdown to select
times of attendance,
including lunch time, and
click “Save”.

c. Continue clicking “Add”
until all attendance times
are inputted. 

10. Attach either Proof of
Completion or Certificate in
PDF Format. 

Important Tip:
Proof of completion is required to receive credit. Examples include but are not limited to:
Certificate of Completion, Screen capture of your account portal, Handouts from the day
of the event with your name printed, Email thanking you for attending, or Agenda with

times attended highlighted.

11. Complete the Course
Survey. You must complete
the survey in full including
the text boxes. 
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a. Select the first day of
attendance.



12. Click “Save Changes” and
then Select “Submit for
Approval” twice.
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13. Once submitted, the
request remains on your list
until it receives final
approval.

Important Tip:
Approvals are processed in the order they are received. 

You should monitor your request as you may need to update it if further information
is required for approval. 

If “Owner Name” has your name, you must update the request and resubmit. 

15. Only “Completed” requests
appear on your transcript. 

14. Scroll down to “History”
to see the most recent
activity if you require
further assistance.  
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Important Tip:
Course survey text boxes cannot be left blank. Responses must be complete sentences,
as we are unable to approve requests until all requirements are met. Responses such as

N/A, None, Not Applicable cannot be accepted.

*Once approved, your request will no longer show
on your “Request” active screen and will appear on
your transcript. 
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Print External PD for Travel Reimbursement

2. Click
“External PD”
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1. Log into ClassLink and click
on the MyPGS Osceola Icon.

5. Click printer icon and
choose destination

3. Select dropdown and click
“All”

4. Locate request, click
dropdown, and select “Open”.

Important Note:
This serves as your Travel Authorization to be submitted with your Travel Voucher for

reimbursement.



2. Click on the “External PD”. 

3. Click “Created by Me” and
select “Owned by Me”.

MyPGS Help Guide
Administrator External PD Approval
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1. Log into ClassLink and click
on the MyPGS Osceola Icon.

Important Tip:
When the system is operating properly your External PD Tab will show “Request

Pending Approval”. If this section is missing, follow the steps below.

3. Click on “Add Filter”.

4. The filter toggle will
appear on the left side of the
screen.
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6. Choose “Creator Name” and
“Contains” and type the
employee’s last name.

 7. Click dropdown next to
folder icon and select “Open”.
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8. Review request and
determine approval status.

9. If denied for any reason,
you must add an explanation
under “Supervisor
Comments”.

10. Click dropdown next to
approve and select proper
approval status and click
“Confirm”. 

Employee receives an automated email confirming administrator's completion. 

Updated: August 2024



 MyPGS Help Guide
Create a Course

3. The Course Approval Home allows you to either
create new courses or search for existing courses.

2. Click
“Course Management”.
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1. Log into ClassLink and click
on the MyPGS Osceola Icon.

a. To create a new course
Click “Course Projects”.

b. Click “New” and select
“Instructor Led Course”.
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c. Complete the form up to
“FOR PD USE ONLY”.
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4. Click “Create Instructor
Led Course”.

Updated: August 2024

5. Navigate to the right side
of the screen and click “Set
Locations”.

Important Note: 
“Availability” defaults to “Osceola”. 

Your course will be available District-wide. To adjust the Availability: 

a. Click “Select type” and
select “Individual
School/Department”.

b. Click “Category” and
select “District” for a
department or “School”.



d. Click “Add”.
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c. Select appropriate School
level and Individual School
from drop down lists.

Important Tip: 
You must remove the Osceola default from the availability. 

Otherwise, the course will remain available district-wide.

e. Select the box for
“Osceola”.

f. Click “Remove Selected”
and Click “Done”.
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Example using a School:

Verify Availability only lists desired location.



v
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6. It is not required to set
“Required Demographics” or
“Recommended
Demographics”. 

This is only needed on rare
occasions.

7. Click “Set Restricted”.

Important Note: 
It is not required to set “Restricted Demographics”, however some courses only apply to

certain roles. To adjust Restricted Demographics:
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a. Click box to set the correct
demographics.



v
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b. Click “Enable” and then
Click “ Done”. 
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Important Note: 
A course number is generated. You will need to reference this number in the future.

Verify Course Details are correct and click “Done”

8. Click “New Section”.

a. Complete appropriate
fields.
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b. Set the “Start” and “End
Date”.

c. Set the "End of
Registration Date" to the
deadline after which
participants cannot self-
enroll.

d. Set the “Start” and “End
Time”.

e. Select “Funding Source” if
participants receive
stipends.

f. Click “Create”
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Important Note: 
A section number is generated. You will need to reference this number in the future.



b. Select the box next to
instructor’s name and click
“Add User(s)”.

9. Click “Instructors”.
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a. Search for instructor by
name.

Repeat step a and b if there are additional instructors. 

c. Click “Done”.

10. Click “Section Date and
Time”.
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a. Click “Add A New Class
Time” and the time you set for
the course will automatically
populate.



b. Click “Save & Exit” and verify
“Class Times” has been
updated. 
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c. Click “Done”.

11. Click
“Course Management”.
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12. Click
“Course Projects”.

13. Click
“Submit for Review”.

For additional information, reference the Help Guide - Manage Courses.



 MyPGS Help Guide
Manage Courses

2. Click
“Course Management”.
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1. Log into ClassLink and click
on the MyPGS Osceola Icon.

3. Click “Approved Courses”.

4. Once “Status” is a green
check, it is approved, and
you can continue.

Important Tip:
If the status is “Denied”, open the course and read the “Comments” to know what to update

and resubmit for approval.
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There is a “Status Key” to
explain the various stages.



6. Scroll down to “Sections”
and select the dropdown list
to “View Roster”.
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5. Click dropdown arrow and
select “Manage Course”

7. Click “Add Learner”

a. Search for participant.
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b. Click box for participant
and then click “Add User(s)”.



a. List the employee ID
numbers in the “Input the
identifiers” box and click
“Preview”.
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Repeat step 7 as needed for additional participants.

Important Tip:
When adding a large number of participants, and you have their employee ID numbers,

you can follow the steps below to add participants in bulk. Otherwise, skip to step 9.

8. Click “Add Learner
Advanced”.

b. Verify “User Preview” and
click “Add # Users” if correct.
Otherwise click “Cancel”.
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Important Tip:
Add Learner Advanced option requires processing time. The following two messages will

appear on the course “Section Roster”. 
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c. When the course has been
updated you will receive an
email informing you that the
participants have been added. 

9. Click “Sign in Sheet”.

Important Tip:
Once your roster is complete, or it is time for your training, print the sign in sheet.

Example:

10. Click “Print”.
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 MyPGS Help Guide
Close Out a Course

1. Log into ClassLink and click
on the MyPGS Osceola Icon.

2. Click
“Manage Sections”.

3. Click
“Course Administration”.

4. Enter the Course, or
Section, number then click on
Search.

5. Click on the course’s title.
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7. Select “View Roster”.

8. Uncheck “Show Only
Active Users” box, this box
must be unchecked.

a. If you need to add
learners, click on “Add
Learner”.

9. Verify your sign-in sheet matches the digital roster:

b. Best to search by
Employee ID, otherwise
search by name.

6. Scroll down to “Sections”
and click the dropdown
arrow.
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10. Select “Unlock Icon”.

d. Click “Add User(s)”.

Important:
Do not remove anyone from the roster. 

Instead, you must remove the credits for anyone you mark as incomplete. 

11. Click “Grade/Roster
Status”.

12. Update Completion
Status.

a. For each participant that completed: 
Mark “Grade” as “Credit” and “Registration Status” as “Completed”.

b. For each participant that did not complete:
Mark “Grade” as “No Credit” and “Registration Status” as “Incomplete”.

c. Check the box next to the
correct participant.

Repeat step 9 until participant list is accurate.
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13. Click “Manage Multiple
Credits”. 

b. Repeat until all incomplete participants are correct and then click “Done”.
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c. Scroll up and select
“Save This Page”

a. For every participant marked “Incomplete”, you must
change “Certification Points” to 0.0.

Important Tip:
For participants marked “Incomplete”, you must change “Certification Points” to 0.0. 

If all participants completed the course skip to step 14.

14. Verify Roster is correct.



16. Click “Submit for Credit”.

Important:
Participants’ status and points can be adjusted after submission. The message

“Attempting to submit grades for a section that has already been submitted” will appear
for information only. This is not an error message.

Course Close Out Tips:
 Participants must be changed to either “Incomplete” or “Completed”
A course cannot be closed if participants are listed as “Registered.
The roster must be unlocked before updating status, grade, or credits.
The roster must be locked before the course can be submitted.
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15. Click “Lock Icon”.



 MyPGS Help Guide
Course Creator Reminders
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The course creator is responsible for managing the course section and roster.

Courses must be closed out promptly. Participants do not receive their survey to
complete for credit until the course is closed.

Every participant must be marked Complete/Credit or Incomplete/No Credit. No
one can be left as “Registered”.

If a participant is marked as Incomplete/No Credit, you must also “Manage
Multiple Credits” and remove the points. 

Participants must attend at least 80% to be awarded points. Additionally, they
only receive points for the total hours they attend. Example: 3 credit hours with
80% attendance equals 2 credit hours. 

Upon completion of closing a course, sign-in sheets are sent to Professional
Learning to be archived. It is recommended that you keep a copy for your records,
incase they are lost in transit.
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