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Online Credit Approval 



Online Credits Overview 

Online Credits Require a Two Step Process 

• Part A – Pre-Approval 

• Part B –  Course Completion and Submission 

 



Pre-Approval Process 

MEA teachers need to submit an online request 
via the Skyward Financial software. 

 

Once the request is submitted, the teacher will 
receive both an online confirmation email 
when it is submitted and another email when 
the pre-approval request is approved. 



 -Login to Skyward Financial 
-Click Employee Access Tab 
-Click the 3 buttons shown below 



 



• Click submit for approval, after all information 
is entered. 



Waiting for Pre-Approval 

Once the request is submitted, the teacher will 
receive both an online confirmation email 
when it is submitted and another email when 
the request is approved. 

 



Course Completion 

Once the course is completed…. 

• Request either a paper transcript or download an 
electronic version from the University 

• If the transcript is a paper copy, scan the 
transcript to your computer electronically.   

NOTE:   If you are downloading from the University 
website, save it as a .pdf file to your computer.   

• Your name needs to appear on the transcript. 

• Login back into Skyward Financial 

 





 



 



 



Click SAVE when you are done entering the 
description and have attached the final 
transcript. 



• The attachment screen will now appear.  
Verify that the attachment is correct by 
clicking on the VIEW attachment button. 

• You can now click the BACK button. 



Click Submit Completed  
Professional Development Request 



Click Submit for Approval 



Questions 

Course Related 

• Cheryl Polster @ 693-2530 

 

Transcripts & Grade Report Questions 

• Darlene Unertl @ 693-2530 


