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PowerTeacher 21 Steps

STEP 1

Click on Open App Switcher/Waffle
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STEP 2

Select Professional Learning

STEP 3

Click on External Credit Upload
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STEP 4

Click on New Request 
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STEP 5

Click on Teacher - Out of district CEU request or Principals can use the BOSA
 credit upload option
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STEP 6

Enter your license renewal date - Click on View Instructions for License Look 
Up link
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STEP 7

Complete the Course/Event Title information

STEP 8

Click on Start Date and select the date that course started
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STEP 9

Click on End Date and select the date the course ended

STEP 10

Check Clock Hour or Graduate Credit 
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STEP 11

Enter the number of hours or graduate credits you earned. The form will do
 the math for you with your graduate credits.

STEP 12

Click on inside the Description box and type the description of the course you
 took.
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STEP 13

Check the category that your course applies to

STEP 14

Check any of the mandatory requirements that are applicable to your course
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STEP 15

Click inside the Mandatory Requirement Description box and briefly describe
 how your course meets the checked requirements. Use the course syllabus
 or course description to support your description. 
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STEP 16

Select any Cultural Competency Elements that are applicable to your course 
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STEP 17

Click in the box to briefly describe how your course qualifies for the above
 selected areas
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STEP 18

Click on Attach File and upload your certificate

STEP 19

Click on Submit For Credit Approval

Created with 14 of 16



STEP 20

Add any additional notes for the relicensure committee if needed and click
 submit.

STEP 21

When your Credit Upload is approved your will receive an email
 from noreply@pl.powerschool.com If the committee need additional
 documentation you will also receive an email letting you know what they need.
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Never miss a step again. Visit Tango.ai
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