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Chilton County Board of Education 
Professional Development Guide 

 
Link to Professional Development- 
https://al.harrisschool.solutions/ChiltonCounty/S/ProfessionalDevelopment 
 

IMPORTANT INFORMATION REGARDING LINK- Employees must click the link directly from CCBOE website. 
Copy and pasting link once it has been opened in a browser window will cause PD forms to overwrite each 
other. Each click to the link creates a NEW PD form. If the PD form is not completed in three business days, 
the transaction will automatically delete.  
 
 
Step 1: 
 

 
 

Step 2: Complete Professional Development Form 
- All areas in YELLOW must be completed. 

- Example below with important information.  
 
 
 

https://al.harrisschool.solutions/ChiltonCounty/S/ProfessionalDevelopment
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IF YOU CHECK NO, YOU WILL NOT 

RECEIVE A PD REIMBURSEMENT 

FORM. ONLY CHECK YES IF YOU 

NEED REIMBURSEMENT. 

IT IS BETTER TO OVERESTIMATE EXPENSES THEN 

UNDERESTIMATE EXPENSES. IF YOU FAIL TO ENTER 

AN AMOUNT, YOU WILL NOT BE REIMBURSED. 

TRAVEL REQUIRES MAPQUEST OR GOOLE MAP 

DOCUMENTATION. 

SIGN ONLY. SYSTEM WILL 

AUTOMATICALLY DATE FOR YOU. 
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Step 3: Employee – Review Completed Professional Development Form 

 

 

 

 

 

 

 

SUBMIT SIGNED DOCUMENT, IF 

ALL INFORMATION IS CORRECT. 

IF YOU NEED TO CORRECT 

INFORMATION, CLICK GO BACK 

TO MAKE CHANGES. IT WILL 

TAKE YOU BACK TO PD FORM 

ON PREVIOUS SCREEN TO MAKE 

NECESSARY CHANGES. 
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Employee will receive confirmation once PD form has been submitted.  

 

PD form will be routed through CCBOE Workflow. (Diagram attached)  
Principal/Supervisor, Bookkeeper, Curriculum Coordinator, Teaching & Learning Coordinator, and 

CSFO will complete the following steps. 

STEP 1: You will receive an email from Harris School Solutions that states you need to complete a 

standard package and disclosures package. It may also say a Professional Development Form has 

been submitted. Be on the lookout for either email. (See email example below) 

EMPLOYEE NEEDS TO 

DOWNLOAD PDF DOCUMENT 

FOR THEIR RECORDS. 
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Step 2: You will be directed to the PD website to complete package documents.  
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Step 3: After you click continue, you will open the PD document submitted by the employee. Review 

document carefully before approving, rejecting, or returning. Portion to be completed: 

 

    

 

Step 4: Review Professional Development Form. It will be the full document plus signature at bottom.  
Submit signed document.  

 

Principal/Supervisor, Bookkeeper, Curriculum Coordinator, Teaching & Learning Coordinator, and 

CSFO will receive confirmation once PD form has been submitted. Each person can download their 

portion of the PD form for records.  

Once all portions have been approved, the employee will receive an email approval. (See example 

below): 

IT IS BETTER TO RETURN THE PD 

FORM TO THE EMPLOYEE RATHER 

THAN REJECT THE FORM. EMPLOYEE 

CAN MAKE CORRECTIONS IF YOU 

RETURN FORM.  

DECISION REASON MUST BE 

COMPLETED IF YOU REJECT OR 

RETURN FORM. 
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Employee will receive the travel reimbursement claim on the last day entered on the PD form. 

Example email: 

 

EMPLOYEE WILL NEED TO CLICK ON LINK AND SUBMIT A COPY 

OF SIGNED PD FORM TO THE BOOKKEEPER. PD FORM MUST BE 

APPROVED BEFORE AN EMPLOYEE CAN ATTEND PD. 
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MAKE SURE TO CHOOSE 

CURRENT MILEAGE RATE 

ENTER INFORMATION FOR 

CLAIM. ORIGINAL RECEIPTS 

MUST BE ATTACHED TO 

FORM. ALL RECEIPTS MUST 

BE SIGNED BY TRAVELER. 
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Employee will verify information on the next page. If there are corrections that need to be made, 

please click “Go back to make changes” 

 

Employee will received notification they are done. Download document to attach to original receipts 

to give to the bookkeeper for reimbursement. 

 

Employees will receive an email once all steps have been completed with the PD form and the travel 

claim form. If at any time during the process the PD form has not been routed, please email Cheri’ 

Wright at bcmiley@chiltonboe.com and she can reroute the PD form.  

mailto:bcmiley@chiltonboe.com

