Skyward Financial

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
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- Professional Development Request
select GRADUATE for classes that will count
toward advancement on the MEA salary
schedule. Employees at the MS5+48 or B5+66

Submit for
Approval

Save and

Requested By: .

Date Entered: 08/13/2009 lane may submit an expense report along Sftfcmit
ater
Email Address: ‘@mosineeschools.org with a paid receipt and transcript to apply
for the pool of money.
Grade or Subject: |E:1g113h o
* Course Start Date: |11/14/2008 ﬂﬂ *" Course End Date: |03/29/2000 |EE |
* Institution: |EDGE‘u"."CIGD COLLEGE 1000 EDGEVWOOD COLLEGE DR MADISOM W1 53711-1947 |v

* Course Title: |C|:|urage Ta Teach

This box is optional.
Course Nurber: |ED-666 Enter cost of credit only

Credits Attempted: Cost of Credits: if you select OTHER

Comments: [ hope to complete the entire series and eamn a total of 5 credits - one for each retreat) under the course type.

* Course Type: | Graduzte [v]
|
|

i
A

» 160

Maximum characters: 250, Remaining charact

Asterisk (*) denotes a required field

* 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
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Course Titke/ Course
DateEntered«  |Status | Requested By Institution Dezcription Number

04/08/2009 EDGEWOOD COLLEGE COURAGE TO TEACH RETREAT

11/
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03/25/2005

= 08/13/2009 EDGEWOOD COLLEGE 3.00
Expand Al Colapse Al Show Detgils In Mew Window Maodify Details (displaying 2 of 2)
[=] Professional Development Request Master

Courage To Teach 11/14/2008

Date Entered: 08M3/2009 Courze Start Date: 111402003
Statuz: Request Pre-approved Courze End Date: 03/29/2009
Grade or Subject English Courze Creditz; 3,00
Inztitution: EDGEVWOOD COLLEGE Cost of Credits: 0,00
Courze Type: Graduate Profezzional Development Request ID: 612
Courze Title: Courage To Teach Motez: Ho _.'T,qq_;
Courze Mumber. ED-666 Attachmentz. No ':”bt d
Commentz: | hope to complete the entire series and earn a total of 5 credits - one for each retreat.
[=] Approval
Approval
Date Time Status Level Hameilote
08/M13/2009 7:16:36 AN Pre-approved Lewvel 2 LINDA F ERICKSON
08/13/2009 7:15:30 AN Pre-approved Lewel 1 DARLEME M UNERTL
081372009 71414 AN Submitted for pre-approval




& https: [iskywarderma.iscorp.com/?isPopup=true - 0 - 04.09.06.00.01 - Windows Internet Explorer [Z]@

... | Employee Information | Professional Development | Professional Development Requests | Professional Development Reguest Attachments

Filter
Options

P ——— Click ADD file Add File
No recoras avaiahe ——

Professional Development Request Attachments for Professional Development Request# 612 (2009 E




= L

€

<

o
i

... | Professional Development Requests | Professional Development Request Attachments | Professional Development Regquest Attachment

~ Add Professional Development Request Attachment for Professional Development Request® 612
Kind: prp
Record Id: 512

Type: |E-'_t1:_r'.|:h:r.5:1t3 [v]
Entered Date: pg/13/2009
Entered Time: 7:27 AM

Entered By

Enter a description of the
grade transcript ‘

* Description: |Grade Transcript for Courage To Teach

Asterisk (*) denotes a required field

* attached Fila: Click BROWSE to find the
file attachment

Dorne ,ry Trusted sites

+100%

Click SAVE when you are done entering the

description and have attached the final
transcript.
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 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
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Click Submit for Approval
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Save and

Requested By: -

Date Entered: 08/19/2010

Email Address: 2mosineeschools.org
Grade or Subject. __._~ "+

B

Course Start Date: 06/21/2010 Course End Date: 08/19/2010
Institution: MARIAN UNIVERSITY- FOND DU LAC

Course Type: Graduate
Course Title: Tech Prep Summer Institute
Course Number: PD1604
Credits Attempted: 3.00 Cost of Credits: 630.00

| etk

* Completion Date:

Comments: [This course connected to the NTC summer institute and allowed staff the opportunity to plan
‘the implementation of career clusters and the new course description guide.

\sterisk (*) denotes a required field



Questions

Course Related
* Cheryl Polster @ 693-2530

Transcripts & Grade Report Questions
* Darlene Unertl @ 693-2530



