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External Credit Request Quick Start Guide 
 

External Credit Requests allow users to request that credit earned for professional 
development outside of the school district be placed on the user transcript. Here is a 
diagram of the workflow:  

 

Getting Started 

1. Select the External Credit Request tab 

 

Create a Request 

1. Click New Request 

2. Choose the appropriate 

request type 

3. Complete the form 

4. Choose Submit for Pre-

Approval or Submit for 

Credit Approval 

 

 

Optional: Add notes that show to the Pre-Approver 

and/or Credit Approver or leave blank. Click Submit.  
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Note: The request History appears on the right side of the Request Form to track 

progress.  

 

Note: Progress can also be 

monitored in the 

Pending/Denied Request tab.  

 

 

 

 

 

 

 

 

Note: If an External Credit 

Request requires Pre-Approval 

before attending the event, the 

request will be returned to the 

user once approved and marked 

Not Submitted. The user now 

needs to complete the approved 

event. 
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Submit for Credit Approval 

1. Once the user attends the event, 

they resubmit the form for Credit 

Approval.   

2. Click the title of the form to open.  

3. Fill out the required fields.  

4. Click Submit for Credit Approval.  

 

 

Note: The Status icon 

updates to Pending 

Credit Approval once 

resubmitted.  

 

 

 

 

 

 

 

 

Credit Approval 
Once credit is approved, 

the user will receive an 

Approval Notification via 

email. They can verify the 

approval by clicking the 

Approved tab.  
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Transcript 
Once approved, the credit appears on the user Transcript.  

 

 


