
How to Complete a PD Educator Application… 

Step 1:  At 
https://pd.ilvirtual.org/, 
click on the “Create an 
Educator Account” link 
in the gray banner

Step 2:  Complete the fields with 
the appropriate 
information:  First Name, 
Last Name, Email address 
that you use frequently,  
and telephone number. 

Create a User ID (can 
contain letters and 
numbers) and a password 
that you will remember.  
Retype the password to 
confirm it, then click the 
„Create” button

NOTE:  You will receive an email containing the IVS credentials (user id /username and password) 
that you created.  Please keep them on file for future use. 

You will now be logged into the 
PD Information System to 
Complete the application.

https://pd.ilvirtual.org/


Step 3:  Complete Personal 
Information.  Fill in all 
fields accurately.

NOTE: For Region of Residence, 
please select your ROE 
(Regional Office of 
Education)

Step 4:  Complete Illinois Teaching Certificate area. 

NOTE: If you select Yes, you must enter your IEIN number. If you do not know your IEIN number, 
please follow the steps below.

To locate your IEIN number, click
the “Illinois State Board of 
Education” link, which opens the 
ECS area on the ISBE website. 

In the Educator Access 
area of the ECS site, click 
the “Click here” link to 
open a new window.  

You can log in if you have 
an account, create a new 
account, or reset your 
account to locate your 
IEIN Number.  

You can also use the 
District Administrators 
area to type in your SSN 
and Last Name to locate 
your IEIN Number. 



Step 5:  Complete 
Work 
Information.

Note:  If you a K-12 
teacher currently 
employed by a school 
district, please select 
“Currently employed 
by a local education 
agency”. 

K-12 teachers will 
then need to follow 
the “tree” down to 
locate and select the 
school.  

To begin, click the 
IVS link, then click 
the + sign in front of 
IVS to open up next 
level. 

Scroll down to locate 
your ROE and click 
the + sign in front of 
the ROE name. 

Locate your school 
district, and click the 
+ sign in front of 
district name to list 
school buildings in the 
district. 

Click the name of your 
school. 

Step 6:  Wait for 
application to 
reload.

Step 7:  Review all 
information, 
then click the 
Submit 
button. 


