
Signing-up for Early Childhood Professional Learning Sessions: 

FAQs about Using Protraxx.com 

What is Protraxx? 
The Division of Early Childhood Education uses the Protraxx website to help us communicate 

ongoing information related to professional learning. 

In Protraxx, you and your teachers will be able to: 

- Access a personalized account with information about sessions and professional

learning dates relevant to you;

- Enroll for professional learning sessions;

- View and print electronic PL certificates, which are produced in compliance with NY

State Education Department (NYSED) requirements for Continuing Teacher and Leader

Education (CTLE). For more information, visit the NYSED website

How do I get Access to Protraxx? 
1. Go to https://www.protraxx.com/prekforall/registration.

2. Complete the registration form. If you have a DOE email address (@schools.nyc.gov), please
use this address to register. Every teacher and leader who will be attending professional
learning should have an individual account with a unique email address.

3. Upon submission, you will receive a confirmation email with additional information on how to
enroll in your upcoming session.

If you have any questions about registration, please contact decepl@schools.nyc.gov. 

http://www.highered.nysed.gov/tcert/certificate/maintaincert-prof.html
https://www.protraxx.com/prekforall/registration
mailto:prekinstruction@schools.nyc.gov


How do I Log-In to your Protraxx Account? 
1. Go to https://www.protraxx.com/Login.aspx

2. Enter the username and password you created when you registered for the account. If you

forgot your username and/or password, click “Forgot your username/password?”

How do I enroll in a professional learning session? 
1. Go to https://www.protraxx.com/Login.aspx

2. Enter the username and password you created when you registered for the account. If you

forgot your username and/or password, click “Forgot your username/password?”

3. In the Enrollment tab on the upper left corner, click Class Catalog.

 

4. In the next page, you’ll see your professional learning sessions. If you see more than one

session option, read the session description to make your selection. Click Enroll to confirm

your selection.
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5. After you click Enroll, you will receive an email confirmation of your enrollment with basic

information about your upcoming session, including: date, time, and location of your session.

How do I know if I’m enrolled in a professional learning session? 
You can look at your enrollments and can withdraw from a session at any time. 

1. Click the Enrollment tab and select Enrollment Management.

You will be directed to another page where you can see your session you are enrolled in. 

Check the 

classes 

you’re 

enrolled in 

Information 

about the 

session 

you’re 

enrolled in 



How do I withdraw from a session? 
1. Select the Enrollment dropdown, and choose Enrollment Management.

2. Once you see the class you’ve enrolled in, select the Withdraw hyperlink under Withdraw

Enrollment.
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3. Click OK on the confirmation popup to confirm you would like to withdraw from enrollment in 

the session you selected. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. You will be presented with a confirmation page detailing the session you have withdrawn 

from. If you would like to enroll in a new session, proceed to the Course Catalog to go through 

the Enrollment Process (Need help with enrollment? Click here!) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Click Here 



How do I get my professional learning certificate (e.g. CTLE 

certificate/award)? 
For the 2018-2019 school year we will be issuing electronic professional learning certificates 

through the Protraxx website. These certificates are called awards in the Protraxx system. You 

will be able to access and print your award after each session you attend.  To do this follow 

these steps: 

1. Click the Enrollment tab and select Enrollment Management.  

 

 

 

 

 

 

 

 

 

 

2. Click on the View Award icon in the table with session information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. To save, click Export icon and select PDF. 
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How do update my profile information in Protraxx? 
1. Go to https://www.protraxx.com/Login.aspx

2. Enter the username and password you created when you registered for the account. If

you forgot your username and/or password, click “Forgot your username/password?”

3. Click the  icon to update your information and account and select Update 

Profile.

https://www.protraxx.com/Login.aspx


4. To make changes to your personal information, click the Personal Information tab. 

Make sure to update First Name, Last Name, EIN (file number, if applicable), Date of 

Birth (DOB), and Email Address. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. If your place of employment changes and you need to make changes to your school 

information, click the School Information tab. 
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6. To change your username and password, click the Login Information tab. Click the

Update Information button to save your changes.

If you have any questions about creating a Protraxx account or enrolling in 

professional learning sessions, please contact decepl@schools.nyc.gov. 
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