
Learning Earnings – 
Getting Started 

About This Document 
This document provides a general overview of the initial setup for Learning Earnings along with 
instructions for issuing credits to students and marking rewards as distributed or refunded. 
 
In addition to this document, check out the following resources: 

• Instructional Videos For Students: http://support.sti-k12.com/lestudentvideo/ 

• Instructional Videos For Teachers/Administrators: http://support.sti-k12.com/leteachervideo/ 

• Learning Earnings Tri-Fold printable guides for students and teachers: 

o Go to http://support.sti-k12.com/docsalsde/docswform.asp. 

o Complete the form and click Submit. 
o Select Quick Reference Guides. 

o Select Learning Earnings. 

o Choose the Learning Earnings – Tri-Fold Student guide or the Learning Earnings – 
Tri-Fold Teacher guide. 
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Create a Classroom 
• Click Classrooms on the navigation menu.  

 

 
 

• Existing Classrooms will display in the list on the right. 

• To create a new Classroom, enter a name in the field provided and click Create. 

• The new Classroom will display in the list on the right.   

• Click the name of the Classroom to Delete classroom or Edit classroom (name). 

Adding Students to Classroom 
• Click Classrooms on the navigation menu.  

• Click the name of the class that appears in the list on the right. 

• Select the student from the available list. To search, enter a one or more letters of the student’s 
first or last name and select them from the list. 
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• Click Add Student. 

• Continue adding students to complete the classroom. 

Note: The list contains only the students already in Learning Earnings from the school.  
To add a new student click New student. Complete the fields provided and click Save. 

 

Users may also email theteam@learningearnings.com to request a CSV or Excel template 
that can be used to import students. 

Awarding Credits 
• Click Bank on the navigation window. 

• Credits Available will display at the top of the screen and the Electronic Credits tab will be 
selected by default. 

o Electronic Credits: To issue electronic credits click the Electronic Credits tab. 
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 Issue Electronic Credits to a single student: Select the student from the available 
list. Enter the number of credits to issue the student and click Send These Credits. 

 Issue Electronic Credits to each student in a classroom: Select the Classroom 
from the available list. The list of students in the class will display below. Enter the 
credits to be issued to the student in the field provided next to their name. When all 
credits have been entered click Send These Credits. 

o Print Credits: To print paper credits to distribute click the Print Credits tab. Enter the 
number of denominations to print (i.e., 1, 5 or 10). Click Print These Credits. 
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o Transfer Credits: To transfer credits to another teacher click the Transfer Credits tab. Enter 
the number of credits to transfer. Select the teacher from the list and click Transfer Credits. 

 

 
 

o Lookup A Code: If a printed credit slip is found, to determine if the credit has already been 
redeemed click the Lookup A Code tab. Enter the code in the field provided and click 
Lookup Code to view pertinent information regarding the reward. 

 

 

Add Rewards 
To add rewards that students may purchase with their credits: 

• Click Shop on the navigation bar.  

• Click Add or Manage Your Rewards. 

• Existing rewards will display.  

o To filter the list by grade level, select the grade level from the list and click Search. 

o To search for a reward enter a few letters from the name of the reward and click Search. 

• To insert a new reward click Create a Custom Reward. Complete the fields provided. 
Required fields are indicated with an asterisk (*). Click Create Reward. 
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Marking Rewards As Delivered Or Refunded 
Once a student has purchased a reward it can be marked as delivered or refunded.  

• Click Reports on the navigation menu.  

• Select Purchases Report. 

• Filter By: All purchased rewards will display. Filter the list using one of the following: 

o Date Range: Select Everything, Last 90 Days, Last 60 Days, Last Month, This Month, This 
Week, Last Week or Last 7 Days. 

o Show Rewards: Select Everything, Undelivered or Delivered. 
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o Show Teachers: To filter rewards to students of a specific teacher select the teacher from 
the list. 

• Options: The report will always generate in student alphabetic order by last now. However users 
may select how the name displays. Select Last, First or First Last. Select the format for the 
teacher name of either Last, First or First Last. 

Note: If items are not listed on the report try modifying the filtering options. If the item 
still does not display, have the student verify the purchase by logging in and going to 
Bank. Select View Checking History to view their purchase history.  

• Delivered: To mark items as delivered, place a check next to the item. Check the box in the 
upper right hand corner to check all items. When all delivered items are marked click Mark 
Rewards Delivered. 

 

 
 

• Refund: To refund an item, click the Refund next to the item to be refunded. Click OK to 
refund the item or Cancel to close the message without refunding. A student may confirm that the 
item was refunded by logging into Learning Earnings and going to Bank. Click View Checking 
History. A message will display indicating that a credit was added to the account due to a 
refunded item. 
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