
How to Request Renewal CEUs from an  
External PD Through Time Keeper/LINQ 

Step 1: Click on 
Time Keeper 
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Step 2: Log 
into Time 
Keeper 
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Step 3: 
Submit CEU 
for 
Approval 
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Step 4: Click 

+   to add 

new request 
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Step 5: Fill in all 
necessary 
information 
 

Also, please attach 
an electronic copy 
of your certificate.  
 
CEUs cannot be 
awarded without 
proof of 
attendance and/or 
completion 
 
When you save, it 
forwards the 
request to HR 



Step 6: You will 
see your 
Pending 
request up top.  
 
Your request 
will either be 
approved or 
denied, or you 
may be asked 
to furnish more 
information 
depending on 
initial 
documentation 
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