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STEP 1

Log into Skyward Finance. Click on Employee
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STEP 3

Select Certification Report

0 ERES Employee

<4} > Reports iy

El%l Employee Reports - ER
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D Cactus Assignment Report - CA

D FTE by Location - FL

~{) FTE and Hourly Rates - HR

-~ Legislative FTE Report - LR
E-£3 AESOP - AE

STEP 4

Add a new report if it is the first time you are running it.
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STEP 5
Add a title for the report

ripts/wsisa.dll/WService=wsFin/jsdemprpts0

ﬁ Licensed Employee Certification Report - 05.25.10.00.10 - Google Chrome:
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Asterisk (*) denotes a required field

STEP 6

Enter your building location in both fields
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ﬁ Licensed Employee Certification Report - 05.25.10.00.10 - Google Chrome
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\/ JORDAN
@D T 40f7



STEP 7

Click save and run

STEP 8
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Template Settings

* Template Descrif EECRTILLEEN LT

current process.

Activity Report Maintenance

Lower Higher
* Building Location:
Alphakey: | [zzzzz7I7777 |

| Asterisk (*) denotes a required field

Click View report when request is complete.
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Resources

T4 Display My Templates Cd Display Shared Templates G Display Skyward Templates
Certification Report Templates

Template Type Description Created By
1) User Certifications BAUER, BRITTANY M.

3) District Certification WILLIAMS, REBECCA

Certification Report - Certifications - By School has finished
processing.

<
3 records displayed

Helpful Tools
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Add
Edit
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Delete
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STEP 9

Verify any information using https://cactus.schools.utah.gov/PersonSearch

Skyward information is typically updated in October and February each school year.

a ctus.schools.!'!tah.gov/l’ersonSearth

@  Ask Google about this page - cactus.schools.utah.gov

USBE Educator Licensing  Home
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