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Checking your Flex Hours  

To view your Flex Hours, click on the circle Total PD Hours
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First you will need to update your flex report. Scroll to the right of the title with the current academic year 
and drop down arrow will appear. Click on the arrow and then select Refresh. 

You will see a circle spinning letting you know its Refreshing now. It can take 1-2 minutes for it to complete. 
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Once it has finished refreshing you can click on the bar graph graph to see the total amount of hours 
completed. 

For more detailed information please go to the drop down arrow again. You will see two options View Details 
and Export to Excel . 

Export to Excel will download and excel file into your computer. The file will have a list of all the activities you 
have received Flex credit for and how many hours of credit you have received for each. View details 
will open a pop up window with the same information, but you can see it online. Please click on view details. 

If you scroll to the bottom of this new window you will find the total amount of hours you have received flex 
credit as well as a breakdown of the individual activities you received credit for. 
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