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Log In 

● A Transition Coordinator or SkillStackⓇ Administrator will provide you with a username and 

password. Once you have a username and password click on the Log In link in the upper right 
hand corner. 

● When the Log In page opens enter your username and password, then click the Log In button. 

 
 

● Once logged in you will see three new navigation items (Approver, My Badges, and Reports) 
 

 
 

● The approver menu has four submenus (Badges, Recent Approvals, Approval Sets, and 
Student Rosters) 
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Uploading a Student Roster 
● Hover over the Approver menu and click on the Student Roster sub menu link 
● In the upper right corner select Download the Header File for User Uploads 

● The headers in the file must match the headers in SkillStackⓇ so do not delete any headers or 

columns (you will write over/delete the instructions in the spreadsheet as noted in the file) 
● Enter the appropriate information into the required fields (Student ID, Instructor ID, District ID, 

School ID, Course Code (the ISEE course code), Period, Section, Student First Name, and 
Student Last Name) 

● You can change the name of the period to make it easier to choose which roster you would like 
to view (i.e. Intro to Welding - Period 1) 

● For Postsecondary institutions, please make note of the special instructions contained in the 
spreadsheet 

● Once the spreadsheet is complete go to the Student Roster page and select Upload User 
Excel File 

● Once the data is uploaded it is still possible to modify student information (i.e. Change a 
student’s class period, Change a student’s password, and Removing a student from that 
period). You will see icons for each next to each student’s name that you can click to make 
these modifications. 

● If you remove a student from your class, you are NOT removing them from SkillStackⓇ. You are 

simply removing them from your student roster. 
 

Uploading a Student Roster for the 2nd Time and Beyond 

● Hover over the Approver menu and click on the Student Roster sub menu link 
● Select Upload User Excel File 

● SkillStackⓇ will then prompt you to remove all of the existing relationships between the teachers 

and the students. Click the Remove Students button. 

 
 



4 

● In the upper right corner select the drop down menu titled Bulk Check/Uncheck. Select the All 

option and then click the remove button. This will not delete any students from SkillStackⓇ. This  

simply removes them from your class so that you can refresh your roster for the current 
semester. 

 

● SkillStackⓇ is programmed to recognize a student’s EDUID. If there is a misspelling or a student 

goes by a nickname SkillStackⓇ will ask you to verify the student’s information (i.e. Charles 

goes by Chuck) 

Approving Skills 
● Hover over the Approver menu and click on the Badges sub menu link. 
● This will take you to the list of badges you can approve.  
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NOTE: If you would like to view more information about any of the badges in the system click on the 
Badges main menu item instead of the one in the Approver sub menu. 
 

● The filter can be used to find specific badges or groups of badges or you can just browse 
through the list of badges available.  

● Clicking on the badge you wish to award skills for will take you to the Skill Approval page. 
 

NOTE: In SkillStackⓇ, approvers check off skills (not badges) and once a student has earned all the 

skills required for a badge, the badge is awarded automatically. 
 

● The Skill Approval page is divided into three sections. 
○ Upper Left - You will see the badge image, title, and description: This makes it easy to 

see which badge you are approving skills for. 
○ Upper Right - Skills list: The list of skills that make up this badge. Check the skills that 

you wish to approve at this time. You can either check skills individually by student or for 
the entire class period, if applicable, using the checkbox just below the skill. 

○ Bottom - Displayed below the badge image and the skills list is the list of students. You 
may use the filter drop down menu to filter for a specific school period.  

○ Once you have selected the skills you are approving and all the students you are 
approving the skills for, click the approve button at the top of the page. 



6 

 

Recent Approvals 
● To view all the skills you have approved in the last 15 days, hover over the Approver menu and 

click on Recent Approvals. This will take you to the Recent Approval Activity page where all 
your recent approvals will be listed. 

 

 
 



7 

● In addition to viewing your recent approval activity, on this page you can remove approvals that 
were awarded by mistake. Click on the X button at the end of each row to delete the skill 
approval for this student. 

Reports - My Approval Activity by Student 
● Under the reports menu is the option to run the My Approval Activity by Student report. 
● This report can be filtered by date range and shows a rollup of all the skills you have approved 

by student. It also shows the count of badges each student has earned as a result of skills you 
have awarded. 

● Unlike the Recent Approval Activity page this report is informational only. You cannot edit this 
data. 

 

Conclusion 
This guide is meant to be a reference and aid as you start approving skills and help students earn 
badges. You can also watch the approver instructional video at https://skillstack.idaho.gov/. If you have 
any question that are not answered by the guide or video, or if you need help, please contact the 

SkillStackⓇ staff at Idaho Career & Technical Education.  

 

Len B. Jordan Building, Room 324 

650 West State Street 
P.O. Box 83720, Boise, Idaho 83720-0095 

Phone: (208) 429-5521 • Fax: (208) 334-2365 

email: skillstack@cte.idaho.gov 

CTE Website: cte.idaho.gov  


