
Step 1:  Log into Rapididentity 

Step 2:  You should see your log-in name here 

Step 3:  Click on “Categories” 



Step 4:  Click on “PDS – Professional Development” 

Step 5:  Click on “PDS – Region One” 

You should now be on the below page 

Click on “View/Upload Out of 
District Certificates 

Click on "My Content"
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Fill out all of the requested information. 

Sign using your email and Rapididentity password. 

Click to upload PDF of signed CPE Out-of-District Credit Professional 
Learning Approval Form and certificate, etc. (must be one 
document).  Uploads will go directly to Debbie Chelf at Professional 
Development and Grants for approval.  Credit will not be approved 
without signed CPE Out-of-District Credit Professional Learning 
Approval Form 2017- 2018 and certificate(s).  It should take only a 
few days for credit to be added to transcript. 

Must match title on certificate, etc.

See next page for example
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Debbie Chelf

Debbie Chelf

Example:

When approver opens up request, they should see the below request.

Debbie Chelf

Certificate only Approval form and certificate (or equivalent). 

Debbie Chelf

Debbie Chelf

When appover opens clicks on this link, they should see:

Debbie Chelf must show credit hours

dchelf
Line

dchelf
Line

dchelf
Line

dchelf
Line

dchelf
Text Box
These two (2) items must be sent as one attachment

dchelf
Text Box
1

dchelf
Text Box
2

dchelf
Line

dchelf
Text Box
1

dchelf
Line



After a few days, go back to “My Content” to verify that credit has bee n 
applied to your transcript.  If you do not see the credit, call Debbie at 
956-632-8414.
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