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Graduate Coursework 
Completion Steps

2. In upper left corner choose:

        Employee Information > Professional Development > Requests Waiting Completion

3. Choose “All” in the “Filters” drop down window.

4. Highlight the class you want to submit. It will turn darker blue. Select “Submit 
Completed Professional Development Request”. NOTE: You may have to click on 
“Retry” on the Skyward message that comes up saying it is blocked.

5.  Enter a “Completion Date” (the last day of the class or date of the grade report.

! Upon course completion, throughout the year, send copies 
of your grade report and receipt via the Skyward system. It does 
not need to be an “official transcript.”

 Before logging into the Skyward Professional 
Development System, you need to prepare the evidence of 
completion (i.e., grade report or transcript). Please make sure 
that all files are under 200KB and in JPG format. To check the 
size of a file:

1) Click once on the file
2) Choose File > Choose Get Info
3) There are two places to look 

or...
1) Click once on the file
2) Do Command (Apple) - I

1. Log in to Skyward (see QSG Skyward Login for directions). Be patient.

If the file(s) are too large, see QSG Reduce Size of JPG
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6. Click on “Submit for Approval” - (the course status
 should change to SUB indicating you have submitted the
 completed course request.

7. Next, click on the “Attach” button. 

8. Click on the “Add file” button.

9. Make sure the Type filed says “Attachments” and click
 on “Choose File”. Navigate to your JPG and OPEN.

10. You must put something in the “Description” box as indicated by the “Asterisk”.

11. The click SAVE.

12.  Repeat these steps to attach the other file. 

NOTE: Please complete these steps throughout the year as you complete classes and 
receive grade reports. Do NOT enter Academy 39 classes. These will be entered by 
MEC employees. 
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