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Earning PDHs 
__________________________________________________________________________________________ 
 
Support staff may earn PDHs by taking district-approved professional development that is approved for your 
job role. Available courses can be found on the district’s PD web site, and you will also receive occasional 
emails with a list of upcoming classes. Support staff may also teach or coordinate a class for additional PDHs. 
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Trading PDH for Time Off 
________________________________________________________________________________________ 

 
 
 
 
  

Use the standard four-part time off Request for Leave form to trade PDH for time off.  
 

1. Be sure you have enough PDHs banked in ERMA for your trade. See page 4-5 to learn how to get 
your current PDH total. 
 

10 PDHs = ½ Day Off  
20 PDHs = Full Day Off 

2. Fill out the Request for Leave form, check the PDH Trade box, and give the completed form to your 
supervisor. 
 

3. The four parts of the form will be distributed to various offices as usual. The District Office will 
confirm that you have enough PDHs for your trade and then will add a line item to your PDH 
screen in ERMA subtracting the hours being used for your trade.  
 

** You may take a maximum of 2 PDH trade days per school year. ** 

Be sure you have 
enough PDHs banked, 
then check this box to 
do a PDH trade for 
time off. 
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Professional Development Website 
________________________________________________________________________________________ 
 
Log in to the Staff Only area of the website to register for district-approved PD. You’ll also find all the forms 
and help documents you need. To log in, go to the Staff tab, then “Important Information (Log-in Required). 
After you log in, click on “Professional Development” in the gray sidebar on the left. If you don’t know your 
login for this area of the website, please contact the District Office. 

 
 

Click on the apple banner to view available in district courses. Sort courses by title or start date using the 
radio buttons at the top of the list. Click on the course titles to register online. 
 



4 
 

Tracking PDH in ERMA 
________________________________________________________________________________________ 
 
Professional Development Hours (PDHs) are tracked within the ERMA system. This guide will show you how to 
view earned PDH and any trades you have made for time off or salary schedule movement. 
 
How to Access your Professional Development Profile 
 
1. Log in to ERMA. The link is also located on the school website 

under the “Staff” tab. Reminder, this username and password is 
now the same as your Windows login information. 
 

2. Click on Employee Information at the top, then Personal 
Information. That will bring up a menu on the left side of your 
screen. In that menu, click on Professional Development. This 
will bring up a listing of all of your PDHs earned and traded. 
(ERMA refers to them as credits.) If you scroll to the right, you 
will see that there are several columns of detail stored for each 
PDH item in the system. 

 
 
 
 

 

 

3. The information you are likely most interested in is Completion Date, Course Description, and Credits 
Earned. (You can click on these headings to sort.) This listing will include earned PDHs as well as used 
PDHs, so you may see some plusses and minuses in the credits earned column. It’s a good idea to log in 
and review this screen from time to time to make sure the information on this screen is accurate. If you 
find any discrepancies with your own PDH records, please email pdh@amerysd.k12.wi.us.  
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How to See Your Total Available PDHs 
 
Unfortunately, ERMA does not show your PDH total/balance on this screen. To get your total PDHs available, 
you need to export your PDH list to excel and then total your credits. Here’s how: 

1. Click the Excel icon in the upper right. 
2. A text box will pop up and the radio button will default to “Export to excel (xlsx) – leave that selection 

as is and click the Export button. 
3. When you see the “Request Complete” box, either click on the link or click the button – either option 

will allow you to open the excel document you just created. 
4. If you get a warning that ends in “Do you want to open it anyway?” the answer is yes. 
5. Now you have your list of PDH activity in Excel format. To see your balance, you will want to total up 

the Credits Earned column.  To do this, click on the empty cell below the last entry in that column. Click 
AutoSum in the upper right menu (you may see the symbol only or AutoSum + symbol like below), and 
then hit enter.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
An example of an export to Excel: 
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 Frequently Asked Questions 
________________________________________________________________________________________ 
 
1. What happened to the PDUs I earned in the past? 
All PDUs that had not expired prior to the start of the 2018-2019 school year were converted to PDHs and 
entered into your ERMA profile as a single line item called “PDU to PDH Import.”  
  
2. Can I bank PDHs and carry them over to the next year? 
Yes, you may bank PDHs for use the in the future.  
 
3. Do PDHs expire? 
No, PDHs do not expire.  
 
4. How many PDH trade days off can I take? 
You can trade 10 PDHs for ½ day off with pay, or 20 PDHs for a full day off with pay. Staff is limited to a total of 
two days of PDH time off per school year. (If you are scheduled for 6 or fewer hours per day, contact the 
district office for your PDH to time off conversion.) 
 
5. Can support staff teach PDH classes? 
Yes, support staff may teach or help teach PDHs classes with supervisor and administrative team approval. 
Complete the PD Approval Form found on the PD website and submit it to your supervisor for consideration. 
 
6. Do online courses qualify for PDH? 
Yes, if pre-approved by the administrative team. There are typically several “independent study” or online 
course options available on the PD website. 
 
7. In what size increments will PDHs be tracked? 
Professional development must be a minimum of one hour but can be accumulated and tracked in .25 hour 
(15 minute) increments after that. 
 
8. How will professional development hours be tracked? 
PDHs will be tracked within ERMA. Staff are responsible for monitoring their PDHs and notifying the district 
office of any errors or omissions. 
 
9. Can I take a class for a second time and still get PDH credit? 
Some classes will be offered multiple times, and yes, you may repeat a class annually if you wish and receive 
PDH credit for the class. However, if there is limited space in a class, staff taking the class for the first time will 
receive priority when registering. 


