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How to Submit a Credit Request

How certified staff can submit a request for increment credit
Dashboard

1. Click the Credit Request Tab.
2. Arrive at the Credit Request dashboard.
3. Click on My Requests from the left side menu.
4. Click on the New Request button.
A. Select **Internal Increment Credit for in-district courses sponsored by D11.

B. Select *External Increment Credit for out-of-district courses. No expense can be paid by D11 to receive Increment
Credit.

C. The option for Import Request is not used.
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Credit Forms (Internal AND External)

5. Read the information at the top of the form including all instructional drop-downs.
A. Internal: Participants are required to attend all sessions and complete all assignments before receiving credit.
B. External: Pre-approval must be obtained before taking the course. Read the acknowledgements and agree before
continuing.
C. Both: All request for credit documents must be submitted to Professional Learning within 30 days of course
completion.
6. Fill out all fields.

COURSE EVALUATION SURVEY

AT

Acknowledgement _Participant Must Read Instructions before Checking *

A

**Internal Increment Credit

I acknowledge that the course/workshop needs to be approved PRIOR to course
enroliment.

FUNDS

| acknowledge that all steps regarding this process need to be approved
RS and completed, as well as the appropriate Increment Credit fees paid to the
READLINE TO REGISTER FOR CREDIT Professional Learning Department before | can receive the Increment Credit.
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Credit Forms (Internal AND External), continued

7. Hours of credit: Enter number of semester credits for course. Use drop down instructions for guidance in identifying credit
and cost.

8. Credit earned using which option: Defaults to out of contract hours. Select option of teacher leave or professional leave
as appropriate.

9. What is your method of payment: Defaults to electronic payment method (preferred). Find the link to MySchoolBucks in
instructions. Checks are accepted.

10. Electronic Transaction or Check #: Enter the MySchoolBucks transaction number or check number.

11. Click the Submit button. Your request will be reviewed. Continue to check your Credit Request dashboard for approval
status. Contact Professional Learning if the request is denied.

Indicate the semester credits you will earn. *
~ View Instructions
* 0.5 semester credits (5 Increment Credits cost $25 for courses with 7.5 to 14.5 hours outside of contract time)
= 1.0 semester credits (1.0 Increment Credits cost $50 for courses with 15 to 22 hours outside of contract time)

= 1.5 semester credits (1.5 Increment Credits cost $65 for courses with 22.5 to 29.5 hours outside of contract time)
fa

80 for courses with 30 to 37 hours outside of contract time)

W

k3
2 T4

= 20 semester credits (2.0 Increment Credits cost

s 2.5 semester credits (2.5 Increment Credits cost $95 for courses with 37.5 to 44.5 hours outside of contract time)
* 3.0 semester credits (3.0 Increment Credits cost $110 for courses with 45 to 52 hours outside of contract time)

Credit earned using which option? *
o Out of Contract Hours
010 Teacher Leave Reported

041 Professional Leave Reported

What is your method of payment? *
| submitted a check to the Professional Learning Department.

o | paid electronically.

Electronic Transaction # OR Check # *
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Questions? Contact sue.grosshans@d11.org | 719-520-2555



