Submitting an External Credit for Approval

Log-in PowerSchool PD and click on the External Credit Request.
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Announcements

Please join us for the following Webinars:
Course Requester: 12/16/19 @ 12pm: Click Here to Register
Course Approval: 12/16/19 @ 2:30pm: Click Here to Register
External Credit Requests: 12/17/19 @ 9:30am: Click Here to Register
Office Administrator: 12/17/19 @ 11am: Click Here to Register
Instructor Tools: 12/17/19 @ 12:30pm: Click Here to Register
District Administrator: 12/18/19 @ 9:30am: Click Here to Register

Reporting: 12/19/19 @ 3:00pm: Click Here to Register
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Select School Level Credit Request.
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Complete the credit request form. All information with an asterisk (*) must be completed.
1.) Enter the training name found on the certificate.

2.) Enter the start and ending date of the training. If entering a one-day training, enter the same
date for both beginning and ending dates. If entering a multiple day training, enter the
beginning and ending date of the training.

3.) Enter Clock hours *Clock hours must match the hours on the certificate. If clock hours are
not listed or written in by the participant, an agenda must be provided documenting clock
hours.

4.) Enter a brief description of the training.
5.) Select the course type from the drop down menu.

6.) Upload a certificate and/or agenda under attachments. *Training activities will not be
approved without a certificate.

7.) When all information has been entered, click submit for approval.

*Approved trainings will appear in your transcript. After a credit request form has been
submitted, it cannot be edited by the requester unless the form is denied.
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Requests for ALCD PLU's should be submitt

through the State workflow.
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