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External Credit Requests

~

Transfer Credit helps in maintaining
an accurate and comprehensive
record of the professional
development undertaken by staff,
enabling school districts to manage
certifications, training, and PD

requirements more effectively.

The Transfer Credit request can
help when staff has completed
coursework or earned credits at one
educational institution and those
credits are recognized and applied
toward their current academic
program at a different institution.
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Transfer Credit Workflows

b -

e Workflows involve the steps administrators take to transfer external
credits (from other institutions or programs) into a staff member's
professional development record. This ensures that credits from
external courses, workshops, or certifications are properly recognized
and tracked.

e There are four different workflow options available for managing this
process, each designed to ensure accurate credit transfer and
compliance with professional development requirements.
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““Workflows

Auto Approval

Requester

Transcript
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Approval Process C

onfiguration

Forms Approvers

Approvers
Department v

Method for Selecting Pre-Approver 1

[ ]
[ ]
o Automatically select based on Requester's site Select Specific Pre-Approvers o
il hip to the Requester by site
H H i H ite) Ple. ote that System Super
prOfess“)nal Learnlng ACtIVIty Tltle s as an approver This option presents the Credit Requester with the list of all Pre-Approvers and requires them to choose who will receive the request.
Selected Pre-Approvers
Location =
Edit Dynamic Rules
Select a Column v
Start Date  recurec
() Update € Add Filter
End Date = Site Approver(s)
Online School View 3 Approvers
Test 404 View 7 Approvers
. - Test School 2 View 7 Approvers
Course Description  sequre
B I U A-[D- sSie -l sl M e [
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Forms

To edit the forms for
Credit Approval select
Configuration> Transfer

Credit Manager>
Approval Process \
Configuration.

You can edit an existing
Process form or create

a new Process.

You can add fields by
selecting "Add

Field" option and

remove fields by

selecting the trash can

icon. You can reorder

the fields if needed.

H@ PowerSchool

€~ Transfer Credit Approval Process Edit College/University Credit

® Process Details FOI’m
® Request Credit: Form
® Credit Approval: Approvers

@® Credit Approval: Form

‘ Preview Form

Credit Approval forms are filled out by the Approver once the request has been pre-approved and the Credit Requester submits the Credit Request

form

Credit Areas

Key: (N/A)

/s 8

Credit Area Credits Hours

Professional Development Units

Previous

| Show Inactive Fields

&~ Transfer Credit Approval Process Edit In-Town Field Trip Request

© Process Det Form
@ Reguest Pre-Approval: Form
| 1211812024 @|
Can Edit : Pre-Approver-1
Description requies key: v o @ @D
it Approval: F
B I U A-E- s Sl sl e o

Characters (with HTML): 0/4000

Can Edit : CreditApprover Pre-Approver-1

L]
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°
L]
L]
°
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L]
[ ]
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F & Transfer Credit Approval Process Edit In-Town Field Trip Request

@ Process Details Form

® Request Pre-Approval: Form ‘

1111111111 =) ‘

val: Approvers

Approvers .
Description [ reuies klily o @ @
Credit Approval: Form
B I U A-B-|sz Sl slmEme [

* Pre-Approval request
form and approval
forms can be edited by
either pre approver or
Approver \
based on permissions
given to edit on the
field level. Select the ¥ et e
pencil icon to edit the = S (P )
field permissions. For
eg Approver or Pre e |
Approver.

e @ o o

Required

Allow Appraver to edit Allow Pre-Approver-1 to edit
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. Forms

Please note some

fields are mandatory
and cannot be

updated. They will have

the lock icon near it.\ Credit Areas (repres

Form

Credit Area

Key: NA) /@ .
Credits Hours

Professional Development Units

Hours

Can Edit : CreditApprover

”I@ PowerSchool
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~. Approvers

* Administrators or
designated approvers
review and approve : = ae
external credits earned rone eltssenalteomne S
by Staff members (SUCh Transfer Credit Approval Process Edit College/University Credit
as external workshops, \ §mi Approvers

® Request Credit: Form

Courses Transcript  Salary Scale Advancement  External Credit Request My Growth Plan  Certification And Licensure  Reporting  PD Playlists  Mentoring

Method for Selecting Credit Approver
CO u rse S’ O r @ Credit Approval: Approvers
oo . Credit Approval: Form Automatically select based on Requester's site o Select Specific Credit-Approvers
certifications). | .

PY Credit Requester selects Credit-Approvers who receive the request
Yo u Ca n a d d A p p rove r This option presents the Credit Requester with the list of all Credit-Approvers and requires them to choose who will receive the
and assign approvers to

Selected Credit-Approvers
the workflows. =
‘ Add Credit-Approvers | ¥
VO appProvers Nave peen seeup 10 approval process.
Previous
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. Options in Approval Assignments

Requester
selects from drop
down

List of Approvers

User from Site 1 User from Site 2 -

Selected Approver

First — Come

Site Admin from Site Admin from
Site 1 Site 2

Approvers can be added and assigned to workflows based on the above options.
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L]
L[]
°
°
L]
L]
L]
L]
L]
L]
L]
. == My Transfer Credit Requests
L]
.' Dashboard
o. -
o° [E’ Pending Submission Submitted Completed Archived
(J
Catalog
iii New Credit Request ‘ hd ]
»
A el College/University Credit
Learning
Conference Attendance
In-Town Field Trip Request
zz-Do Not Use

. noreply@pl.powerschool.com
To: @ Marissa Gonzalez

EXTERNAL

© < Reply

Dear Bruce Banner,

You have received a credit request from Peter Parker for Winter Learning Confernce.

To review this request, click: https://betal.pl.powerschool.com/ia/empari/credit/transfer/coursetransfercredit/v2 /editCreditRequest/128
Sender: marissa.gonzalez@powerschool.com

“ Reply r~ Forward

H@ PowerSchool

=] Transfer Credit Approvals
Dashboard
EI In Progress Submitted Archived
Catalog
- Cj: Pending Pre-Approval ::._/) Pending Credit Approval
if
Ay Pr
Learning i Select a Column v
P
C) Update @ Add Filter
Instruct
E
Build Status Title Type Requested Requested By Date Updated Updated By
b .
!l (’ Winter Learning Confernce Qut of District 12/18/2024 Parker, Peter 12/18/2024 Parker, Peter sss
Approvals
.
>~ 1-1 0f 1 Results
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(— Manage Requests

@ Pre-Approval
Request Credit

Credit Approval

©® Request Pre-Approval

Credit Request
Out of District

Approve Pre-Approval Request

Approve Out of District for Parker, Peter

Note

Pre-Approve

Pre-Credit Approval

Hours Requirad

g

Proof of attendance *

@ Attach File @

Banner, Bruce

@ Transcripts_Scan_5_15_2023 1_43_44 PM (1).PDF
12/19/2024 12:26 PM by Parker, Peter

Select Approver(s) for Credit Approver | fequiced

Credit Approval

Credit Areas  reauired

Credit Area Credits Hours

Professional Development Units :l

Bankable

O

' Not Submitted

HI@ PowerSchool
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J
== My Transcript
Dashboard
Catalog Course Section Certificate Completion Date
Course Title Section Title Start Date End Date Credit Area Credit Type Survey o
iii > # Number Num - o’
L)
L]
My Professional ) , Professional 6.0 Credits o
Learning Winter Learning Confernce 01/11/2025 01/12/2025 . 01/12/2025 5
Development Units A
L]
Classroom Management: ) Professional 0.25 Credits L
10596 X 10580 Student Redirect  10/29/2024 10/29/2024 ) 89668677 10/29/2024 Mo surveys to take.
Student Redirect Development Units
. . . . ) 3.0 Hours
100538 Digital Citizenship for Teachers 10061 Digital Literacy 06/29/2021 06/30/2026 Hours
. . ) Using Literature in
10406 Using Literature in Math 10387

54767658

08/25/2024 Take Survey
Professional 3.0 Hours
05/24/2024 05/29/2028

Development Units

Math

45566854  10/09/2023

Take Survey

H@ PowerSchool

Personalized Education
for Every Journey



Personalized Education
for Every Journey

Approval Request ]
Administration Dashboard
and Manage Credit Reists

HI@ PowerSchool



Approval Request Administration Dashboard

On the Transfer Credit
Approvals dashboard you can
filter using different criteria -
like Title, Requester, Credit -
approver etc. = Iﬂﬁ+
* You can view a Request and -
you can approve a request and o =l = e -
add comments. X | ' |
* History will show you the date &
the request was submitted. |
e The status of the request will
also be shown at the top of § s - T —— ‘
the request form. sk RO I ‘ I
* The request can be deleted e e
and denied based on - ;'
permissions provided.

.‘Coo..'..

(] s Trantter Cradit Approvals

oooooooo
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.... ° ] Courses Section PD Playlists Transfer Credit
: Manage Transfer Credit Requests . | = = e Lo
~ Onthe Manage tab “
~  you can select .
Transfer Credit h
Approvals to review
the Credit requests in 2

Progress, submitted
and archived.

You can select a
specific request and
then either Approve
or deny request.

Manage Requests

© Request Credit

@ Credit Approval

MSA Course - Program Evaluation

redit Reques

College/University Credit

Submit a request to receive credit for professional events attended or completed outside of this system.

Pre-Credit Request Approval
Created by Administrator, PowerSchool PM_Administrative on 07/17/2023

Requested by Administrator, PowerSchool on July 17, 2023 at 12:34 PM  Site: Test 404, Test School 2

Credit Approver v View Approver(s) | / Edit

Course/Event Title

Please use the convention.

MSA Course - Program Evaluation

Course #

ELP 552

University/Location

NC State University

Start Date

7/17/2023 |

) Pending History

e

Submitted for Credit Approval on 07/17/2023
by Administrator, PowerSchool

Fadd Basa
I Delete this Request Denyl‘ ‘ Close I m I

(Iiersonalized Education
for Every Journey

H@ PowerSchool



.‘Ooooo'..

e Advancement

Manage Transfer Credit Requests

You can also create requests
for others. For eg a teachers
has attended professional

Development Classes at a
University.

Manage

Customer

Courses

Manage Courses

Bulk Manage Courses

Section

Manage Sections
Bulk Manage Sections

Bulk Section Registration

PD Playlists

Manage PD Playlists

= —
Course Payments I Credit Requests for Others

View Invoices

Payment User Permissions

Transfer Credit
Requests

Bulk Credit Requests

PowerSchool

Education

Home

nﬁe

Professional Learning Badges~ Courses Transcript Salary Scale Advancement External Credit Request My Growth Plan

Certification And Licensure

Reporting

PD Playlists

Mentoring

=

Dashboard

.
i}

Catalog

Instruct

E

Build

Approvals

3

Manage

104

A sonsia

Credit Requests for Others

Pending Submission

Submitted

Select a Column

() Update @ Add Filter

Course/Event Title

©
©

test

Test Course 1

1-2 of 2 Results

Completed Archived

Recipient Type

SuperUser, Test

Teacher1, Test Conference Attendance

My Credit Requests for 5
e Others Transfer Credit Request

Reguested by CourseAdmInT, Test o December 18, 2024 SLOZO8 PM S Test 404, Test School 2
Request Nc

Ho

N/

N/

Requester: Vlew Approver(s)

Course/Event Title

Enter Course Tie Here

Course #

University/Location

Start Date

a8
End Date

@
Hours
Description
BIUIAR se -EEB[EF@E==E

Close ‘Submit for Credit Approval

H@ PowerSchool
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° Y ==} Courses Section PD Playlists Transfer Credit
; a n a e I ra n S I e r C re d I t Re u e St S e e tores Monags ertions Manage PD Playlists Requests
° I v I
° e Bulk Manage Courses Bulk Manage Sections Transfer Credit Approvals
°
catalog o i
° alog Bulk Section Registration Course Payments Credit Requests for Others
°
. il View Invoices Bulk Credit Requests
.
‘e Y I t B I k d t My Payment User Permissions
. OU Can alSo Create bulk credi
4 Learning

requests for others. For eg a s
group of teachers have -
attended professional
Development Classes at a A )
University. .

Bulk Credit Requests

() Notsubmited @ Approved

Select a Column v

e0000 0,
o ®e
[ ®e

() Update ) Add Filter

Create Bulk Credit Request

Credit Recipients

Add Recipients | =

@ Search for recipients ok Download CS

© Add redpients advanced

() Update € Add Filter

Personalized Education
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To review the notification
going out from the system for
Transfer credit

select Configure> Transfer

Credit Manager and Configure

Notifications.

* You can edit the email
notifications and add Macros.
Save the changes to update
the emails.

e You can preview the emails

* You can also turn off some off

these notifications if needed.

”I@ PowerSchool

“onfiguration

“~Transfer Credit Notifications

~ Configure Transfer Credit Request Notifications

Dashboard
LL)
Email Subject Description
Catalog
i i The email sent to a credit request submitter when a credit request |
Approved Credit Request J ® (,
My has been approved by a credit approver
Professional
Learning .
’ The email sent to a credit request submitter when a credit request
Denied Credit Request ) 1 h 1 J ® (_,
" has been denied
R
Instruct
The email sent to pre-approvers and credit approvers when a
Pending Credit Request Submitted X J ® )
E credit request is available for review.
4
Bulld
The email sent to a credit request submitter when a credit request
Pre-Approved Credit Request 1 A 1 J ® (_,
has been Pre-approved by the final Pre-Approver
Approvals
The email sent to a credit request submitter when a credit request
\ Returned to Pending Credit Request J ® (_,
has been returned to pending.
Manage

&
T

Transfer Credit Request n q A
Notif Edit Notification

Approved Credit Request

Macros are case — o mr oo aa e o
sour clipboard then paste it into a notification field.
Email/Notification Subject  required

$(lastname) i=| [ Approved Credit Request

The last name of the administrator who
performed the action Message

MESS&g'E may contain Macros
$(firstname) E B I U A-B-| sie -

The first name of the administrator who
performed the action

= M\|e =

Dear $(teacherfirstname) $(teacherlastname), Your credit request
for $(creditRequestTitle) has been approved by $(firstname)

$(actorEmail) H $(lastname) - $(actorEmail).

The email of the administrator who performed To review this request, click: $(creditRequestViewUrl)
the action

$(teacherlastname) E

The last name of the credit request submitter. Characters (with HTML), 228/50000

S(teacherfirstname) = v

Q-',ersonalized Education
for Every Journey
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To add people to Transfer

credit Manager role you need

to select Configure and select

Roles and Permissions.

* On the Transfer Credit
Manager tab you can add
users as Transfer Credit
Managers.

* You can define if they will have
access to configure Approval
Process by adding a check
mark.

* You can also remove people

from the role of Transfer credit

Manager by clicking on the

trash can icon.

H@ PowerSchool

- Roles and Permissions

== ] Roles and Permissions
Dashboard
s Office-Based Roles Instructors
Catalog
i E Add Users
My
Professional Name
Learning
[ () Update € Add Filter
-
Instruct
Name
Build
Administrator, PowerSchool
Approvals
\ Banner, Bruce
Manage
Q » CourseAdmin1, Test
Configuration

- CourseApprover1. Test

Office Super Users PD Playlist Site-Based Rights (Group Types) Transfer Credit Manager

Search by full or partial name

Email

noreply@truenorthlogic.com

annie.zager@powerschool.com

noreplv@truenorthlogic.com

Account Status Can Configure Approval Processes

Active

Active

Active

Active

(Iiersonalized Education
for Every Journey
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~.Adding External Credit Requests to

Transcripts

To add External Credit select
Configuration and then select
Transcript Configuration.

Next turn on the feature
Include Transfer Credits and
you can select Show Course
Number On Transfer Credits as
needed.

”@ PowerSchool

Users

Roles and Permissions

Office Setup
Offices

System Setup

Blackout Dates

Name Tag Configuration
Sign-In Sheet Configuration
System Settings

Dashboard Configuration

— 1

Course Administration

Credit Areas

Course Forms

Course Settings

Course Location Settings
Section Settings

Section Grades

Course Tags

Competencies / Assessments
Roster Status Configuration
Registration Notifications
Registration Configuration
Course Fees

Course Catalog
Configuration

Course Components

Course Payment

Payment Configuration

Reporting
Reporting

Payment Notifications I

Transcript

Course Approval

Approval Workflows

Approval Notifications

Premium Library

Premium Library Settings

Premium Library

Integrations

SmartFind Express

Rosters & Registration

Roster, Class Times &
Waitlist Settings

Transcript Configuration

Transfer Credit
Manager

Approval Processes
Configuration

Configure Notifications

Approval Request
Administration

Surveys
Manage Surveys
Survey Notifications

Survey Settings

Transcript Configuration

Include Credits Pending Survey Completion

Enabling this will include credits pending survey in the totals for Transcript, Credit Bank Manager, and Credit Bank PowerTile.

Ilnclude Transfer Credits I

Enabling this will include data from Transfer Credit events on the transcript.

Show Course Number on Transfer Credits

The Course Number field is optional for Transfer Credits, so even if this is ON, this may not be populated.

L < 1
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Upcoming Talent PowerUp Meetings

. . All sessions
. Smar.tFl.nd Express: Understanding User Roles, Access, and will start ats
Permissions 9 PT/10 MT

o Tuesday, January 14, 2025 11 CT/12 ET

* Employee Records: Auditing Your Solution to Maximize Use
o *Tuesday,January 21,2025

* Applicant Tracking: The Blue Folder Explained: A Look Inside
the Application Manager

o Wednesday, January 22, 2024

* Perform: Ask the Experts
o Tuesday, February 4, 2025

* Professional Learning: TBD
o Wednesday, February 5,2025

Personalized Education 31
H@ PowerSchool (., for Every Journey


https://help.powerschool.com/t5/PowerUp-Events/eb-p/PowerUp_Events?filter=includeOngoing,includeUpcoming,labels&include_ongoing=true&depth=0&label_texts=Perform,Applicant%20Tracking,Employee%20Records,Professional%20Learning,SmartFind%20Express,SchoolSpring%20Job%20Board&byPassHideMessagesFromListFilter=true&sort_by=occasionStartTime&include_upcoming=true
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