
TeachPoint: “Request to Attend Event” How-To Guide 
This guide will help you to complete the “Request to Attend Event” form on TeachPoint. Click HERE to access 
instructions for “Record My Credits.” Feel free to ask Kevin Cyr, Stephanie Hoban, or Rochelle Cooper for help. 
 
Click on the graduation cap on the left hand toolbar and select “Request to Attend” under the green “New” 
dropdown menu. 

 
 
 
Section 1: 

 
1.​ Title of 

Workshop/Conference 

2.​ Course # is optional (most 
of the time this will be 
blank) 

3.​ Copy & paste event 
description from 
workshop/conference 
flyer or website. 

4.​ Schedule type: Use 
“Single” 

5.​ Fill out date & time. 

6.​ Enter physical location of workshop/conference or “online” if online 

7.​ Only fill out hours (Please do not use CEUs, In Service Hours, Graduate Credits or PDPs) 
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Section 2: 

8.​ Type in the name of the company offering 
workshop or conference. 

9.​ If sub is required, please email your building 
secretary to let her know. 

10.​ Workshop/Registration fee only 

11.​ Choose payment type. 

 

Section 3: 

12.​ Select all goals that apply to 
workshop/conference based on your 
school 

13.​ Complete explanation for how 
attendance at workshop/conference 
will contribute to the goals of the 
district/school. 

14.​ Use the tag button to select District Strategy Objectives 

15.​ Check off appropriate objectives and press green “Save” button 
to return to the form and 
click the dot that says, 
“Yes, I added the Tag” 

16.​ For event approval, select 
the appropriate 
administrator from the 
drop down menu. 

17.​ When finished, click the  button in the top-right corner. 
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