PowerSchool Professional Learning:
How to apply for preapproval and upload transcripts for salary advancement

This process outlines how to earn salary advancement at CUSD. There are two parts to this process:
Preapproval and uploading transcripts.
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Part 1: Salary Advancement Pre-approval

Pre-approval for Salary Advancement MUST be submitted 4 weeks prior to course start date.

On the menu tab, click Salary Advancement

Home Professional Learning | Salary Advancement



mailto:lastname.firstname@gse.cusd80.com

Scroll down to My Requests, click New Request > Professional Development Approval Process
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Pre-Approval for Coursework to be used for Salary Advancement Form

Read and fill out the Pre-Approval Credit Request in its entirety. At the end of the form, Submit for Pre-
Approval. The Human Resources Director will review the Salary Advancement Request and will approve,

deny, or ask for more information.

Employee e-Signature (Type FULL name): *
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Add an extra comments here and click E18lslaalli.
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Review Pending/Denied Request

When a course is pending, there will be a pending status. After coursework is approved, the request will
show Not Submitted because transcripts have not been uploaded.
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Preapproval Denied
If preapproval is denied, view the request comments, fix and resubmit.
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Part 2: Upload Transcripts

Upload transcripts by February 15" in the current school year for the next school year salary
advancement. If transcripts are uploaded after February 15", salary advancement will not be in the next
school year but the year after.

Once the record shows a .: , then then itis time to upload transcripts.

Credit Preapproval must be approved before uploading transcripts. Click View to upload Transcripts.
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Scroll down past the green portion of the form to finish filling out the form. Write in Number of Class
Hours, Credits, Attach Official Transcript and add any comments. S{8lslaalisiie] &I ¢=le[i/NeJ el {o)Z1I.
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After transcripts are approved, the course will move to the Approved Tab. Salary advancement will be in
the new contract for the new school year.
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