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CREDIT WAIVER – HOW TO PROCESS FOR TEC AND CTMC 
This document is an instructional guide for administrators detailing how to process a credit waiver for a TEC or 

CTMC student who meets the required waiver criteria.    

 

OVERVIEW 
AUTO TECHNOLOGY will be the example TEC COURSE DESCRIPTION used throughout this document 

  STEP 1:  Review the TEC Course Codes & Credit Distribution Chart 

 STEP 2:  Review Student Schedules   

STEP 3:  Create a Historical Course Grade Record for Student 

STEP 4:  Review Student Transcript and Credit Summary for accuracy 
 

   
 

1. Review the TEC Course Codes & Credit Distribution Chart 

 CTRL + CLICK to open: 24-25 TEC COURSE CODES AND CREDIT DISTRIBUTION 

 IMPORTANT NOTE: This document is YEAR SPECIFIC 

 Ensure you are using the correct TEC COURSE CODES AND CREDIT DISTRIBUTION document 

 

 

2. Review Student Schedules 

 Use the correct COURSE CODES to create STUDENT SCHEDULES  

 Do NOT use WAIVER COURSE CODES when scheduling students 

 Do NOT use PLACEHOLDER COURSES on student schedules 

 Schedule ONE TEC Course Code each period of a student schedule 

• A student MUST be scheduled in the appropriate series of THREE COURSES for their TEC or CTMC   

program (Refer to the TEC Course Codes & Credit Distribution Chart from Step #1) 

→ EXAMPLE: COURSE CODES required for scheduling: S1 - Auto Technology (2nd Year) 

        
 

  

         

 
    

→ EXAMPLE: STUDENT SCHEDULE 
 

 

 

 

COURSE NAME COURSE CODE POTENTIAL CREDIT CREDIT TYPE 

Auto Technology (2nd Year) T205EL .5 EL 

Auto Technology (2nd Year) T205MA .5 MA 

Auto Technology (2nd Year) T205VP .5 VP 

https://docs.google.com/spreadsheets/d/1l1gUPyyYUQ9RpQIrM62dEhE0MxoQvPWEnn3GBG_3U5A/edit?usp=sharing
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3. Create a Historical Course Grade Record for a Credit Waiver for Student 

 When a Counselor determines a CREDIT WAIVER is applicable, create a HISTORICAL COURSE GRADE RECORD 

STUDENT > ACADEMIC RECORDS > ACADEMIC PERFORMANCE > HISTORICAL COURSE GRADES 

• Select SINGLE NEW ENTRY  

 

 

 

 

 

 

 

 

 

 

 

 

→ EXAMPLE: HISTORICAL COURSE GRADE ENTRY 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

• SUBMIT 
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 Review the DETAIL VIEW of the student HISTORICAL COURSE GRADE record for accuracy 

       STUDENT > ACADEMIC RECORDS > ACADEMIC PERFORMANCE > HISTORICAL COURSE GRADES 

 

 

 

`  

 

 

 

 
 

• Select DETAIL VIEW  

 

 

 

 

 

 

 

 

 
 

4. Review Transcript and Credit Summary for accuracy  

 Print a transcript for a student with a Historical Course Grade WAIVER 

• Search for the student on the PowerSchool Start Page 

• NAVIGATE TO: MBA PLUGINS > MBA REPORT CREATOR > FUNCTIONS > RUN REPORTS  

• Select a TRANSCRIPT W/CREDIT SUMMARY from the REPORT drop-down menu 

• Select GENERATE REPORT 
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 Review the TRANSCRIPT for accurate information 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 
 

 Review the CREDIT SUMMARY  

• Search for the student on the PowerSchool Start Page 

• NAVIGATE TO: MBA PLUGINS > MBA REPORT CREATOR > REPORTS > CREDIT SUMMARIES 

• Select SHOW CREDIT SUMMARIES 

• Review the EARNED column 

→ TIP:  Hover over the NUMBER in the EARNED column on the CREDIT SUMMARY to see a breakout of 

EARNED CREDIT by COURSE 

→ EXAMPLE:  Earned Credits for World Language (includes entry for CREDIT WAIVER) 

 

 

 

 

 

 

 

 

 

 

 

 

CREDIT SUMMARY FOR WORLD LANGUAGE 

CREDIT SUMMARY  


