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The CFLMS is an online system that enables CFISD employees to manage their yearly 
professional growth. The AVATAR program is the vehicle that we use to navigate through the 
CFLMS. The professional development calendar year begins May 1 and ends April 30 of each 
school year.   

HOW DO I ACCESS THE LEARNING MANAGEMENT SYSTEM? 
 

 

1. Go to the CFISD home page (http://cfisd.net/ ). 
2. !ǘ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ǎƛŘŜ ƻŦ ǘƘŜ ƘƻƳŜ ǇŀƎŜΣ ŀŎŎŜǎǎ ǘƘŜ άvǳƛŎƪ [ƛƴƪǎέ ŘǊƻǇ-down menu and 
ǎŜƭŜŎǘ ά{ǘŀŦŦ 5ŜǾŜƭƻǇƳŜƴǘΦέ 

3. /ƭƛŎƪ ƻƴ ά/ȅǇǊŜǎǎ-CŀƛǊōŀƴƪǎ [ŜŀǊƴƛƴƎ aŀƴŀƎŜƳŜƴǘ {ȅǎǘŜƳέ ό/C[a{ύΦ 
4. Login with your Novell login (ABC10101) and employee number. 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 

http://cfisd.net/
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HOW DO I REGISTER FOR A CLASS?  
 

1. Select the άCurrent Class Listέ on the left navigation bar. Check your current list before 
adding additional classes because you are automatically registered for some required 
classes. 

2. Enter the class code (number) or search for the desired class or category of classes.  
3. Add the course to your άShopping Cartέ and then άCheckoutΦέ  
4. The class will be added to your άCurrent Class Listέ; look for your confirmation e-mail.  
5. If a class is in your άCurrent Class ListΣέ you are registered for that class.  
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1. Once a class reaches maximum participants, you may be added to a waiting list.  If 
ȅƻǳ ŀǊŜ ƻƴ ǘƘŜ ǿŀƛǘƛƴƎ ƭƛǎǘ ŦƻǊ ŀ ŎƭŀǎǎΣ ǘƘŜ Ŏƭŀǎǎ ǿƛƭƭ ōŜ ƭƛǎǘŜŘ ƛƴ ȅƻǳǊ άtŜƴŘƛƴƎ /ƭŀǎǎ 
[ƛǎǘΦέ 

2. If a seat opens up in the class, you will receive an e-mail notifying you that you have 
a seat reserved; you must accept within 24 hours or you go back on the bottom of 
the waiting list.   

3. ¢ƘŜ Ŏƭŀǎǎ ǿƛƭƭ ōŜ ǿŀƛǘƛƴƎ ƛƴ ȅƻǳǊ ά{ƘƻǇǇƛƴƎ /ŀǊǘΣέ ŀƴŘ ƛŦ ȅƻǳ ǎǘƛƭƭ ǿŀƴǘ ǘƻ ŀǘǘŜƴŘΣ ȅƻǳ 
ƴŜŜŘ ǘƻ ά/ƘŜŎƪƻǳǘΦέ  ¦Ǉƻƴ ǘƘŜ ŎƻƳǇƭŜǘƛƻƴ ƻŦ ǘƘƛǎΣ ǘƘŜ Ŏƭŀǎǎ ǿƛƭƭ ōŜ ŀŘded to your 
ά/ǳǊǊŜƴǘ /ƭŀǎǎ [ƛǎǘΦέ  

4. LŦ ȅƻǳ ƴƻ ƭƻƴƎŜǊ ǿƛǎƘ ǘƻ ŀǘǘŜƴŘ ǘƘƛǎ ǎŜǎǎƛƻƴΣ ȅƻǳ ƴŜŜŘ ǘƻ ǎŜƭŜŎǘ άtŜƴŘƛƴƎ /ƭŀǎǎ [ƛǎǘέ 
ŀƴŘ ǎŜƭŜŎǘ άwŜƳƻǾŜ CǊƻƳ /ŀǊǘΦέ  
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WHAT DO I NEED TO DO IF I CAN NO LONGER ATTEND A CLASS? 
 

1. Return to your ά/ǳǊǊŜƴǘ /ƭŀǎǎ [ƛǎǘΦέ 
2. Select the registered class that you need to cancel.   
3. Click άCancelέ and then click άOKέ to confirm.  
4. If you fail to άCancel,έ this class will be reflected as άAbsentέ on your records. 

 
 
 
 
 
  

HOW DO I GET CREDIT IN THE SYSTEM FOR ATTENDING A CLASS? 
 

1. Credit is granted based upon attendance/completion of the class. 
2. Coordinators/Facilitators may grant credit in the system from sign-in sheets or by 

submitting Lexmark Attendance Scans to the Staff Development Office.  (HINT: It is 
critical that you always sign-in! Otherwise, you may not be granted credit!)  
 

(NOTE: Credit is not posted immediately. There may be as much as a two-week delay in 
awarding credit and seeing it on your PD Worksheet. 
 

WHAT STEPS DO I NEED TO TAKE TO RESOLVE A DISCREPANCY? 
 

Should you note a discrepancy on your professional development record, you may 
electronically report the discrepancy to the class facilitator(s) 
by completing the following: 
 

1. {ŜƭŜŎǘ άaȅ ¢ǊŀƴǎŎǊƛǇǘέ ŦǊƻƳ ǘƘŜ left navigation bar. 
2. Locate the class for which you wish to submit a 

discrepancy. 
3. Click on the icon in the column to the right entitled 
άwŜǇƻǊǘ 5ƛǎŎǊŜǇŀƴŎȅΦέ 

4. Select άȅŜǎέ ǿƘŜƴ ǘƘŜ ǇƻǇ ǳǇ ǿƛƴŘƻǿ ŀǇǇŜŀǊǎ ǘƘŀǘ 
ŀǎƪǎΥ ά9Ƴŀƛƭ ŦŀŎƛƭƛǘŀǘƻǊ ŀōƻǳǘ ŘƛǎŎǊŜǇŀƴŎȅΚέ 
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HOW DO I CONVERT PDC HOURS TO CTE HOURS? 
 

1. Confirm with your principal the number of CTE hours required for your campus.  
2. You MUST confirm with your building administrators what type of PDC hours are eligible 

to convert to CTE (hours must fit within the parameters of the campus goals).  
3. {ŜƭŜŎǘ άt5 ²ƻǊƪǎƘŜŜǘέ ŦǊƻƳ ǘƘŜ ƭŜŦǘ navigation bar. 
4. Select the PDC class(es) you wish to convert from PDC to CTE. 
5. {ŜƭŜŎǘ ά9ŘƛǘΦέ 

 
 

 
 
 
 
 
 

6. Designate the EXACT number of hours that you wish to convert to CTE. 
7. {ŜƭŜŎǘ /¢9 ŦǊƻƳ ǘƘŜ ά/ǊŜŘƛǘ ¢ȅǇŜέ ŘǊƻǇ-down menu.  
8. /ƭƛŎƪ ά{ŀǾŜ ŀƴŘ {ǳōƳƛt for ApprovalΦέ  
9. Hours are submitted electronically to your building designee and are pending until 

approved.  
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HOW DO I CONVERT ELIGIBLE PDC HOURS TO DTE HOURS? 
 

Curriculum Coordinators may determine specified professional development hours that can be 
converted to District Time Equivalency (DTE). If this is the case for your content area, your 
curriculum coordinator will share with you any hours that fit this criterion.  If you are instructed 
to move PDC hours to DTE, follow these steps: 
 

1. SelŜŎǘ άt5 ²ƻǊƪǎƘŜŜǘέ ŦǊƻƳ ǘƘŜ ƭŜŦǘ ƴŀǾƛƎŀǘƛƻƴ ōŀǊΦ  
2. Select the PDC class(es) that are eligible to convert                                                                      

from PDC to DTE. 
3. {ŜƭŜŎǘ ά9ŘƛǘΦ 

 
 
 
 
 
 
 
 

4. Designate the EXACT number of hours that you wish to convert to DTE. 
5. Select D¢9 ŦǊƻƳ ǘƘŜ ά/ǊŜŘƛǘ ¢ȅǇŜέ ŘǊƻǇ-down menu.  

Note: DTE will only be an option if the curriculum coordinator pre-approved the hours 
when setting up the class in CFLMS. 

6. /ƭƛŎƪ ά{ŀǾŜ ŀƴŘ {ǳōƳƛǘ for ApprovalΦέ  
7. Hours are immediately reflected on the transcript and do not require further approval 

as they were pre-approved by the curriculum coordinator. 
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HOW DO I ADD OUT-OF-DISTRICT HOURS? 
 

1. Select PD Worksheet on the left navigation bar.  
2. Enter the άEvent ¢ƛǘƭŜέ (ex. Title of College course, conference, or workshop).  
3. Enter the ά9ǾŜƴǘ {ǇƻƴǎƻǊέ (ex. College name, host of conference, facilitator, or 

presenter).  
4. Enter the άDescription or Expected Outcomeέ (This is where you explain the learning 

goal for the event.  A coordinator will need to approve these hours and will use this 
information to determine credit.  If this area is not descriptive enough, the request may 
be rejected, pending additional clarifying information.) 

5. Select the άCredit Typeέ from the drop-down menu  
a. PDC: Professional Development ς Critical  
b. PDNC: Professional Development ς Not Critical 
c. PDOC: Professional Development ς On-Contract 
d. CCC: College Credit for Certification 
e.  

*** See your Principal, Staff Development Liaison or building designee for clarification and 
confirmation as to the types of credit.***   
 

6. 9ƴǘŜǊ ǘƘŜ ά/ƻƳǇƭŜǘƛƻƴ 5ŀǘŜΦέ bƻǘŜΥ ¢ƘŜ Ŧƛƴŀƭ ŘŀǘŜ ƻŦ ǘƘŜ ŜǾŜƴǘ Ƴǳǎǘ ōŜ ƻƴ ƻǊ ōŜŦƻǊŜ 
April 30 in order to appear on the current transcript. 

7. Enter the total number oŦ άIƻǳǊǎΦέ bƻǘŜΥ /ƻƭƭŜƎŜ ƘƻǳǊǎ ŀǊŜ ŜƴǘŜǊŜŘ ƛƴ ŜŀǊƴŜŘ ƘƻǳǊǎΣ ƴƻǘ 
as seat-time.  The system will use a 15x multiplier to calculate total earned hours. 

8. Enter any additional information that may be beneficial to the approval of the event.  
9. /ƭƛŎƪ άSave and SubmƛǘΦέ 
10. Hours are sent electronically for approval to your subject content coordinator. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


