
 

How to Upload an External Credit in Professional Learning 

 

You must use GOOGLE CHROME. (Do not use Internet Explorer) 
 

1. Go to www.acpsd.net > Portals> Select PowerSchool Professional Learning 

 

2. Login using network ID (NOT full email) and password.  

 
3. Click on External Credit Request on the top menu bar. 
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From this page you can upload an external credit request, view any pending, denied or approved credit 

requests.  

Click on “Create External Credit Request” to submit an external course taken. 

 

  
 

You will need to complete all required fields on the request form and click on submit for credit approval at 

the bottom. *You must also attach a copy of your certificate of completion.  

The request will then go to an approver in Human Resources for review.  

Once the request is approved, you will receive an email notification and it will be listed on your transcript 

within Professional Learning. 

 

Transcript 

 

For any course completed within the Professional Learning system or from an approved external credit 

request, it will be saved to your transcript. To view your transcript, click on ‘Transcript’ from the top menu 

bar. 

 
 

Scroll to the very bottom of the page to view your transcript.  


