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Professional Learning Funding 



   Professional Learning Funding Center Based 

• Type  at  least  3  characters  of  your  Head  Office  
name 

• Click  on  “Head  Office  Search” 
• The  enter  key  will  not  generate  a  search 

• Select  your  Head  Office  Name 

If  your  Head  Office  does  not  populate  – email  
workforcestrategy@york.ca for  further  support 
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Areas  marked  with  *  are  required  fields Need  Support?  Email:  workforcestrategy@york.ca 
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Professional Learning Funding Center Based 
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• Click  “Select  Head  Office” 

4 • Select  your  Site  and  Click  “Select  site” 
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Areas marked with * are required fields Need Support? Email: workforcestrategy@york.ca 
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Professional Learning Funding 
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5 • Answer  Yes  or  No  to  the  prompted  Question  
at  the  end  of  Head  Office  information. 

NOTE:  If  your  Site  does  not  have  a  CWELCC  
agreement  or  does  not  provide  child  care  services  
for  children  aged  6  to  12;  you  are  not eligible  for  
funding. 

Areas marked with * are required fields Need Support? Email: workforcestrategy@york.ca 
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Professional Learning Funding 

• Click  on  “Add  training  or  workshop” 6 

• Fill  out  the  details  of  the  Training  or  Workshop  
• Click  “Save” 
• Training  will  now  be  listed  under  List  of  Training  

and  Workshops 
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Areas marked with * are required fields Need Support? Email: workforcestrategy@york.ca 
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Professional Learning Funding 

• Highlight  the  training  by  clicking  
on  the  training  item  in  list.  

• Fill  information  for  the  staff  and  
click  on  “Save” 
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• Click  on  “Add  Staff  who  attended  
this  training”.   This  will  open  the  
section  to  add  staff. 
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Areas marked with * are required fields Need Support? Email: workforcestrategy@york.ca 
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Professional Learning Funding 

• To  add  a  new  training  or  workshop  -
Click  on  “Add  training  or  workshop ”  
and  complete  Step  7 
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• To  add  more  staff  to  the  same  
training,  confirm  the  training  
remains  highlighted  

• Click  on  “Add  Staff  who  attended  
this  training”   and  complete  Step  10  
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Need Support? Email: workforcestrategy@york.ca 
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  Professional Learning Funding 

• Review  the  Form 13 
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Need  Support?  Email:  workforcestrategy@york.ca 



  

         

Professional Learning Funding 

• Check  the  Authorized  Signing 
• Fill  out  the  certification  section 
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• If  you  click  on  “Save  and  Close” 
• Keep  a  copy  of   the  Reference  ID 
• You  can  return  to  application  and  

add  more  training/workshops  or  
staff  before  submitting  

• If  you  click  on  “Complete  and  
Submit” 

• Your  application  will  be  submitted  
and  you  will  receive  a  confirmation  
email  
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Areas marked with * are required fields Need Support? Email: workforcestrategy@york.ca 
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     Professional Learning Funding Need Support? Email: workforcestrategy@york.ca 

• Complete  Steps  1  - 4 
• Enter  the  Reference  ID 
• Click  on  “Go  to  next  page”  to  

continue  application 
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Continue  working  on  an  
application 
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Once  you  complete  your  application  and  
Click  “Complete  and  Submit”  you  will  be  
provided  with  email  confirmation  
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