TRANSFER ARTICULATION OPERATIONS MANUAL
OFFICE OF THE UNIVERSITY REGISTRAR




Transfer Articulation Operations Manual 2
Office of the University Registrar, XX University

Contents
TRANSFER ARTICULATION POLICY .ccoviiiiiiiiiiiintiieininiiisnnesesissssssssssssssssssssssssssees 3
Daily OPerations .......ccciceveeiiiiieiiiiiintiniiiieiiieiiee s ssseessssnessessssesssssnessns 4
Run Un-Articulated Courses Report Daily 5
Assigning Courses in SharePoint (Preparatory Steps) 9
Courses that Do Not Receive Transfer Credit 9
Issues to Bring up to Undergrad Admissions 9
Things to Be on the Look Out For 10
Unique Departmental Assignments 10
Assigning Courses for Faculty to Review on SharePoint 11
REPORTING TOOLS .ccuviiiiiiiiiiietiretininiisessssecsssssssssssssssssssssssssssssssssssssssssssssssssssssssses 15
TCEQ Informer Report 16
TEEV Audit Report 20
Colleague Transfer Equivalency Report (TRER) 22
Custom Colleague XTCR Report 25
COLLEAGUE FORMS ...cutiiiiiitiiiiitiniieieisenesssssesssssssessssssssssssssesssssssssssssssesssssssssssssnns 26
Transfer Course Equivalencies (TCEQ) 27
Adding Articulations to TCEQ. 27
External Transcript Summary (EXTS) 38
Transfer Equivalency Evaluation (TEEV) 39
SHAREPOINT .cceeiiiiiiiiiiiinettiniisssisissesnessisssssssssssssssssssssssssssssssssssssssssssssssesssssssssssssnsssees 41
Uploading Syllabi to SharePoint site 42
“InfoRequested” Courses 46
Faculty Instructions for Reviewing/Updating Course Equivalencies 51
Faculty Guidelines for Determining Course Equivalencies 54
SPECIAL PROCESSES.....uoiiiiiiiiitiniitiiiiccsnieessisesssssssssssssessssssssssssssessssssssssssnne 55
Athletes “Pre-application” Articulation 56
“InfoRequested” Courses 57
Quarter Credit Courses 58
AU Abroad Courses 59
Grade Scheme and Credit Conversion 60
Military Credit 63
Permit to Study at US Institution 64
Articulation of Partner Programs 66
Articulation of Foreign Language Courses 67
RESOURCES .....ooiiiiiiiiniiinnttincissssnn s sssssssssssss s ssssssssss s s s s ssssssssssssesssssssssssssnnnnens 68
Transfer Articulation Equivalency Site 69
Transfer Articulation Methodology 70
Looking up Institution IDs in Colleague Using CEEB Codes 71
Duplicate Institution IDs 74
Department Codes 77
Notifying Faculty of Past DU COUISES..eeeturuirtiaiiieiuritieieirieiatiierstasieseseetsesascsssnssesssasasen 79

Last updated 11/27/18



Transfer Articulation Operations Manual
Office of the University Registrar, XX University

TRANSFER ARTICULATION POLICY

Link to Policy
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Daily Operations
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Run Un-Articulated Courses Report Daily

Run the following report each day to identify courses entered by Admissions that will be

distributed to faculty for review.

1) Log in to the following link https://informer.XX University.edu/informer/?locale=en_US

2) Type the following name in the search field “OUR Transferable Courses w/o Articulation
(EXTERNAL TRANSCRIPTS) Report” and select that report
3) Click on “DATA”

Entrinsik Informer

Wome . Reporis . (RC GOPY Q1) REG Transr Euvalncy Aiosion opy
REPORT TEWPLATE oaT useR sermNGs scHEDULES e excets
(RC COPY 3/5/13) REG Transfer Ny Articulation Copy
Colleague Report
T b o o e e T
Overview
THe  (RC COPY 38113 REG TransterEquivlensy Ariuiation Copy
Descripon  External Courses withouta ransfer equivalecy artculaion
Datesource  Collague
Wapping  EXTERNALTRANSCRPTS
SlectFier  Extemal Transeips Adddate nelusivebetween 21 and Exl Grade Scheme does mot begin with NC" gnore cas) and A Ext Student Equiv Evl i emply atohes 7 and Any
Golumns  Person AU 10, Name, Insiuion I, It Name, GEEB Gore, Gourse, T, Strt Date, End Date, Gredi, Grae, Grade Scheme, ExlTem, Adddate, Addopr, Equiv?,Geq End Date, Appl Star Term, Aca Frogram, App Satus
ExPersonAUID. 2. FERSON Sor Name, xtFersonAUID_2_FER SON Last Name, Ex{FersanAUID. 2. PERSON FirstName, soNA Extinsituion 2.1 Comer
Sorts ExtPersonAUID_2_ FERSON sort Name, Star Date
Groups  None
Normalize  None

POF Template
Tags
Sharing

Limit Result Count

System default
Articulation, REG Transeripts, Transfer
Protected

4) For the “Start Date” field use the first calendar month and day of the current term using the
previous year (e.g. if you are running the report in the Fall of 2018, the start date should be
9/1/17) and enter today’s date in the “End Date” Field

Click “Launch Report”

Entrinsik Informer

5)

Home ) Repais ) (RG.GOPY 313) REG Transer Eaualency Acision Gopy . RegeriResis

REFORTTEMPLATE oATA user sETTINGS scHeDuLES uve ExceLs
(RC COPY 3/5/13) REG Transfer Equivalency Articulation Copy
Report Results

s e

ReportResuls

~Runtime Parameters
Extemal Transorpts Addate inlusiv between * o =

matches

] rorecase

Corp Name centains

] [

Launch: R&pan\

Report Results
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6) Once report is ready clink “Export Results”

| e 2l

/xpu:‘t Results Archive

7) Select “Excel Comma-Separated Values”

& Export Resulis

% Excel Comma-Separated Values {.csv)
% Adobe PDF {.pdf)
% Webpage [_htmi)
@ Customized Delimiter (.bst)
i % Tab-Delimited {.txt)
@ XML (xmil)
% Fixed Length Columns ( ixt)
&

Sawved-List

=

8) Click “Export”

Last updated 11/27/18
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- X
= Export Resulis
Qutput Filename {RC COPY 3/5/3) REG
Column Headers Show Column Headers
Date Format Format dates for recognition in Excel
Multivalue Handler @, List one value per row

() List by new line

() List by comma

Document Encoding @ anst O UTF-2

=)

9) Open Excel Document

10) Add filter and remove the following Columns: “Start Date, End Date, CEEB Code, Name”
11) Filter on “Adddate Column” and only select dates prior to the date the report was last

executed.

a. e.g. Iftoday is Monday, 5/8/14, and you last ran the report on Friday morning,
select 5/5, 5/6, 5/7 and 5/8
12) Filter “Appl Status (current)”” column and only select the following: “AA, AC, SDE, SPD,
SWD, MS
a. Note: We only provide articulations to applicants who have been admitted
(AA/AC), deposit paid/waived (SPD/SDE/SWD) and applicants who have been
moved to student (MS).

13) Import courses to SharePoint by copying and pasting from column “Person AU ID to Credit
column”

a. See SharePoint section below.

14) Un-filter entire document

15) Filter “Applicants Chgdate” column and only select dates prior to the last time the report was
run and the current date.

a. e.g. if running report 5/8/14, select 5/7 and 5/8

16) Filter “Appl Status (current)” column and only select the following: “AA, AC, SDE, SPD,
SWD, MS
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17) Filter “Appl Start Term” column to next academic term to which students are applying.
18) Before importing these courses to SharePoint, please make sure that they have not been

previously added to SharePoint.
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Assigning Courses in SharePoint (Preparatory Steps)

e AU course catalog
o Transfer courses master list
e Departments that require syllabi prior to assigning courses
o SOC
o SIS
o KSB (Accounting only)
o Graphic Design
o XX University Studies
e External institution’s catalog

Courses Not to Assign

e Special topics — receive elective credit.
e Variable credit — receive elective credit.
e Contact hours less than 2/3 of the possible AU equivalent except Music and PE
o This especially applies to language courses
e Non-Comparable Courses
o Read course description before determining that the course is not taught at AU.
= Ex. AN Engineering transfer course could be taught in the Physics
Department at AU.

Courses that Do Not Receive Transfer Credit
e Math courses below Pre-Calculus (we do not accept College Algebra)
o Look at sequencing of instruction in external institution’s catalog.

English as a Second Language (ESL) courses

Internship and Independent Study Courses

First-year experience courses that are non-academic
e Orientation courses

Issues to Bring up to Undergrad Admissions
e Course that should not transfer was awarded transfer credit
e Duplicate courses from same institution recorded as transfer credit (excludes courses that are
repeated for credit)
e Grades below C
o Or grades of W, I, NC, etc. Review back of transcript to confirm.
e Credit value of 0
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Things to Be on the Look Out For

Confirm that academic year of external institution’s catalog matches semester external
course was taken
Multi-Location campuses with shared curriculum

o e.g. Some community colleges have several locations but share the same catalog.
Courses that are non-comparable to an AU course (e.g. Engineering, Nursing)
A yellow diamond on the left hand corner of a cell means that there is an error in that row
(please see screen shot below).

o E.g. After a course has been assigned, any changes made to that row under the
current view will create an error. (The workflow will not be updated with the
changes.) Click on the diamond to either accept the changes and update the
workflow or decline the changes.

meosition
, -

Unique Departmental Assignments

Earth Science courses are sent to AU’s Chemistry department

Film Studies courses are sent to AU’s Literature department

PE courses are sent to Health Promotion

Philosophy & Religion departments are combined

Education and Public Health are sent to SETH (School of Education Teaching and
Health)
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Assigning Courses for Faculty to Review on SharePoint

Log in to the Transfer Articulation SharePoint site:

https://teams.myau. XX

11

University.edu/groups/Committee/UGStudies/TCA/SitePages/Administrative%20Page.

aspx

1) Click on “TCA Master List-2013”
E& m}:“\}.’ Transfer Course Articulation Site » Home

Transfer Course Articulation Site

Surveys B TCAReviewipg

Welcome to the Transfer Course Articulation Site!

Thank you for assisting with the review of transfer courses. Belon are the courses for your department/schodl to
reviaw. To bagin, click on the adit icon nast to tha institution name.

RevisuComplationsurvs

Discussions
Troubleshooting:

r fer Credit Policy
el The link to the course catalog opens in anather window, but the text is unr sadable;

Discussion
 Try this link: hitp://wure.cs.tut fifsjkor pala/html/if s me-pdf. bt
) « Ifthis link does not work ither, it may be 2 problem with the corfiguration of Adobe Reader on your computer.
Libraries Contact the HelpDask and tall them you think thare may ba 2 "browssr intagration issue with Adobe."
 TFthe link doss work but you ar still unable to open the collaga catslog, contact the HelpDesk =nd tell tham
Syllabi that SharePaint will nat let you dovnload = FOF
Sits Pagss

View instructions for reviewing/updating courses
I View guidzlines for determining course equivalency
Project Tasm X .

Documents Questions? Need Assistance?

Contact: Ariadha Figuaredo, ext. 2265

Archive Library

Adninistrative Page  CAS Courses to Review

Lists O Edit  External Institution Name External Course Prefic/Number External Course Title Faculty Reviewer Name

TCA Master List - 2013
Faculty Reviewers a @ Department : American Studies (4)
Dept Contacts
Transfer Articulation
Appeals

@ Department : Anthropology (6)

Requasts for [ Department : Art History (2)
Articulations

Transfer Course
Articulation Master List -
Tl b Narambar 2012

@ Department : Audio Technology (1)

2) Click on “Progress by Status”
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insfer Course Articulation Site » TCA Master List - 2013 » Progress by Status

ilation Site

D Edit Department Priority Code Student AU ID
H Status : Assigned (260)
@ Status : Completed (68)
@ Status : InfoRequested (186)

[ Status : Reassign (4]

% Add new item

3) Select “Enter New Items”

t-2013 » Progress by Status
Progress by Status
All Ttems
Assigned
[n} Institutic Completed
Courses by Department
Enter New Items
Info Requeste
Mot Started
OUR_Faculty
Per Schoal
Feassign
Fevise Departments
Revise Links
Study Abroad Courses
% Modify this view
W Create View
2% Configure Views for This Location

Institution I External Institution

al Course Pra

me

External Course PrefixyNumbe

4) Copy and paste course information from “REG Transferable Courses wo Art” report for to

fields below:
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Transfer Course Articulation Site » TCA Master List - 2013 » Enter New Items
wrticulation Site Search this site... P
Depaitment v Prioiity Code ‘ v ‘ Admin Comments ‘ v ‘ Student AU 1D | L ‘ Institution H| L ‘ Extemal Institution Na‘ v | Extemal Course Prelixr‘ v ‘ Extemal Course Title ‘ v ‘
Burve
licy
Search this sitg... P

Agzociated Extenal Et‘v|Associated8yl\abusLinl|v‘ SyllabusLink. ‘v| Hyperlink. to Catalog |v| Status |v‘|nl0 for Fac Rewewer‘v||nlemaliuna|\nstitl|v‘

a. Required Fields

i. Department: department at AU that should review the course

ii.
iii.
iv.

v.
vi.

Vii.
Viii.

Institution ID

External Institution Name
External Course Prefix
External Course Title

External Course Credit
Hyperlink to Catalog

Status of course being reviewed

b. Other Fields

1.

ii.

ii.
iv.

Vi.
vii.

Priority Code: Use to identify certain populations ((e.g. Athletics, Permits
to Study, Appeals, Prospective students, duplicate articulations)
Admin Comments: Use to write any comments about the course. e.g.. a
syllabus is needed/has been requested.
Student ID: May be left blank for prospective students
Associated External Course, Title, and Credit: Used for co-requisite
courses ex. Science courses that have a separate lab (exception Organic
Chemistry, Lecture and Lab are sent separate).
Associated Syllabus Link
Syllabus link
Info for Fac Reviewer: Use to send information to faculty related to the
course

1. Ex. AU credit conversion if different from external credit value

5) Once all the required information is recorded, select “Start Assignment” on the “Status”
column to assign the course. Once the course is assigned, an automatic email will be sent to
the Faculty reviewer alerting them that a new course is awaiting their review.

Last updated 11/27/18



Transfer Articulation Operations Manual
Office of the University Registrar, XX University

Mot Started

httpe At losmedanos. edude | Mot Started
atalog/Catalog2011.12
WebColor pdffpage=151

htte:/ fvwww. cabiillo. edu/publics | Mot Started
tiohz/catalog/cunrent/departme

ntzlibr. pdf

Mat Started

httpe A broce. cunyg edusmy | Mot Started
gic-art/courses.jsp

hittpe A, orangecoastcollege | Mot Started
.edutacademics/CourseCatalog
/Docurments/Catalog-12-13.pdf

httpe A orangecoastcollege | Mot Started
.edu/academics/CourseCatalog
/Documents/Catalog-12-12.pdf

httpe A, umnd. edud catalogsi | Mot Starked
ndex. cfmshow.'content. search
Fegindecdydalin

=k, see Help,
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REPORTING TOOLS
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TCEQ Informer Report

The Transfer Course Equivalency report will identify all transferred and articulated courses for
all institutions in the database.

1) Log in to Informer https://informer.XX University.edu/informer/?locale=en_US

2) Type the following name in the search field “TCEQ”

Entrinsik Informer Reports  Mapoings

Home Reports Reports Home:

REPORTS ARCHIVES DASHBOARD§

§Reports Home |

Reporting Dashboard New Report
Manage your Reports

Filter Reports Reports Listing
4By Set feeq 1 v

3) Select the report below

MNew Hepart

Reports Listing

teeq X v
Report Title Options Favorite Created by Last Executed
REG - Research TCEQ Data # Launch Details gpashley 11/14/13
List standsrd course equivalencies s maintained via the TCEQ sereen
REG - TCEQ Audit Report_BCB & Launch Details berkowit U514
List standsrd course equivalencies s maintained via the TCEQ sereen
REG - TCEQ Audit Report_BCB Copy_gallen & Launch Details gellen Friday
List standard course equivalencies as maintain the TCEQ screen.

Refresh Page 1ait

4) Click on “DATA” and wait for the report to run

Last updated 11/27/18
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Entrinsik Inform

Home Reports REG - TCEQ Audit Report_BCB Copy_gallen

REPORT TEMPLATE DATA USER SETTINGS SCHEDULES LIVE EXCELS
REG - TCEQ Audit Report_BCB Co allen
Colleague Report

List standard course equivalencies as maintained via the
TCEG screen.

[ User settings applied

Overview
Title  REG - TCEQ Audit Report_BCB Copy_gallen

Description List standard course equivalencies as maintained via the TCEQ screen.

Datasource  Colleague

5) Click on “Export Results” to retrieve the report

& 2l

Export Results  Archive

GCeneral Cred Adddate Course Equivs Chgdate Desc Start Daj Subjects Course Lavels
3 Vision Feb 18, Jan 2, 2013 Jaj
2004
3 Vision Feb 18, Jan 2, 2013 Jan 1, 1880
2004
P Feb 18, Jan 2, 2013 Jan 1, 1880
2004
P Feb 18, Jan 2, 2013 Jan 1, 1880
2004
255 Feb 18. Jan 2, 2013 Jan 1, 1880

6) Click on “Excel Comma-Separated Values” to retrieve report in an Excel file

Last updated 11/27/18
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en Reppet Doyl

USER SETTINY

& Export Resulis

@

Excel Comma-Separated Values {.csv)
Adobe PDF {.pdf)
Webpage [ htmil)

S

£

£

% Customized Delimiter { txt}
% Tab-Delimited { txt)

P

£

£

[] summar XML {xmi)
nst Name Fixed Length Columns [ xt) ourse
Sawved-List
AR-Z0T Fainting .00 ARTS-210
AR-202 Painting 300 ARTS-210
Repp= Dol
X
) Export Resulis
SETTIN E rt this result listing
Output Filename REG - TCEQ Audit Repo
Column Headers Show Column Headers
Date Format Format dates for recognition in Excel
Multivalue Handler () List one value per row
Summar
O List by new line
ime ourse
List by comma
Docum ing @) anst O UTF-2
AR-202 Fainting 3.000 ARTS-210
AR-221 Sculpture 3.00 ARTS-215
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8) Click “Export” to retrieve report.

1 ——
2eport_BCE Copy_gsallen ReppetRaculic

o Export Resulis
a USER SETTIN{ E this

Copy_gallen _
Qutput Filename REG - TCEQ Audit Repo|

ined via the

Column Headers Show Column Headers
Date Format Format dates for recognition in Excel
Multivalue Handler () List one value per row

| Apgregate Options |:| Summiar|
C) List by new line
Institution 1D Inst Mame ourse C
(®) List by comma

0755130 1
Document Encoding ® ansi (O UTF-2

0755180 1

0755120 1

0755180 AR-Z02 Painting 3.00 ARTS-210 1

0755120 AR-221 Sculpture 3.00 ARTS-215 1

Last updated 11/27/18
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TEEV Audit Report

The Transfer Equivalency Evaluation audit report will identify when course equivalencies were
added to the system and by whom. This audit report can be used to determine the number of
equivalencies added to student records in a given time period.

1) Log in to Informer https:/informer.XX University.edu/informer/?locale=en_US

2) Type “TEEV” in the search field

ntrinsik Informer Repols  Wappngs

Home Reports Reparts Home

REPORTS ARCHIVES DASHBOARDS
B
}Reports Home )
Reporting Dashboard New Repor

Manage your Reparts

‘lter Reports Reports Listing
By Set fey X On selected reports.. v
* AlSets ot

3) Select report shown below

New Repart
Reports Listing
teev X On selected reports... v
21
. Report Title Options Favorite Created by Last Executed
—  REG - TEEV Audit Report # Launch Detais berkowit Friday

Report on genersl eledly 'REG' and Depariment Elective extemal course equates. Dats on TEEW form

|2 Refresh Page 1of 1

4) Click on “Data”

REPORT TEMPLATE DATA USER SETTINGS SCHEDULES LIVE EXCELS

REG - TEEV Audit Report

Colleague Report

Report on general elective 'REG" and Department
Elective external course equates. Data on TEEV form.

Overview

Title  REG - TEEV Audit Report

Last updated 11/27/18
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5) Type desired “Start Date” and “End Date” to determine parameters

REG - TEEV Audit Report

Report Results

Report on general elective ‘REG' and Department
Elective external course equates. Data on TEEV form.

Report Results

~Runtime Parameters

Student Equiv Evals Adddate inclusive between e - e

Launch Report

6) Click “Export Results”

21

2 =]
xport Results  Archive

Last updated 11/27/18
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olleague Transfer Equivalency Report (TRER)

Use this report to view articulated credits (including advanced standing) on a student-by-student,

or institution-by-institution, or equivalency-by-equivalency basis.

1)
2)
3)
4
5)

6)
7)
8)

Set “Print Equivs Desc” to “YES” and “Print Address” to “NO”

To use the “saved list” field, enter the equivalency ID (not student ID).

Enter a student’s (or many) AU ID in the “Applicant/Students” field

(And/Or) Enter an Institution ID

(And/Or) Enter an AU course to search by students or institutions that have had this
equivalent

Leave the “Statuses” field blank

Select “NO” for “Additional Selection Criteria”

Hit “Save” or “Save All” to advance the report

F

SaveAll ) (X Cancel ) (XX CancelAll ) (=] N E.

ile  Options  Help (v Save ) |

j TRER - Transfer Equi Report |

Print Equiv Des::
Frint Address |No

Name/Address Hierarchy |

S————

Saved List Name

Applicants/St:

Enter AU ID here, thecn click "save
all"

Institutions |

[SRTTRR IR

Equiv Courses | 1

|2

Statuses | 1 -

2 M|

Additional Selection Criteria |No

Controller Applicants/Students. No Values 10
StudentiAppiicant Looklp N

9)

Type “H” in the “Output Device” field to view a PDF

10) To print enter “...” in “Printer” field.

11) .Hit “Save” or “Save All”

12) Hit “Save” or “Save All” again on the next resolution screen
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' File Options  Help | | ( / Save ) ( A/ SaveAll ) ( X Cancel ) ( XX CancelAll ) E| Ll

A 200

J TRER - Transfer Equivalency Report |

Peripheral : SETPTR.AMI051.11316 Description : Transfer Equivalency Report

Process : TRER Deseription : Transfer Equivalency Report

Output Deyice H Hold/Browse File Qutput - El
qn!er

Type "H" here then

click "save all" Form Name
Banner | J
saiyirci -| (N
Copies .1
Defer Time | |
Other Options

Lt ‘NOEJECT

L2 | ‘NFMT

L3 ‘NHEAD

Page Width ‘132 ]
Page Length 66
Top Margin ‘U J
Bottom Margin ‘D J

Max Pages per PDF

Printer LookUp

Last updated 11/27/18
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Sample of course-to-course equivalency

""""""" TRANSFER------------ Course/ R/
Course Title Credits 6r End [t Subject/Crs Lvl Dept Credits Type Acad Lvl Status

Prin of Aecounting II 03/0L/10  RCCT-241 L00TROTE

Equiv. Description
strict to Acad Programs:

gty Hazketing .00 & 080l 3 IR
Equiv. Descriptiom.......: :

Restrict to Acad Programs: CUIHSB 10-Coutse equwa]m

EC-202 Prin of Economics-Micro 2.00 B 05/0l/10 i3 B

Equiv. Dezcriptien.......:
Restrict to Acad Programs:

Sample of course to subject elective equivalency

------------- TRANSFER------------ Course/ GR/
Course Title Credits Gr End It Subject/Crs Lvl Dept Credits Type Rcad Lvl Status
CVSP-205 Ancient, Medieval Civil 3.00 Bt 08/01712  WWH-120 LO0TR UG i

Equiv. Description.......:
Restrict to Acad Programs:

paRR-201 Intro to Political Science 300 B~ 0%/0171%  EBGV-140 LI0TR TG il
Equiv. Descriptiom.......:
Restrict to Acad Programs:

DEIR-210 Intr Political Thought .00 & 1HOYLE GOVT /3 Course to subject elective
Equiv. Description equwenq

pEER-2ll Intro. to Comparative Politics .00 A 1201712 GOUT-130 LO0TR UG i
Equiv. Description.......:
Restrict to Acad Programs:

Limitations of TRER

o TRER will not show transferable courses that do not have an equivalency
e TRER will not “Zero Out” courses that are articulated to the same AU
Course
o Credit is not applied to student’s record, despite the reports output but
the credit will be “zeroed out” on the student’s degree audit.
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Custom Colleague XTCR Report

o Custom report that displays all transfer credits (both transferable and non-transferable)
e Use to view how external transferable credits articulate

e Limitations
o Course-to-course + subject articulations do not display
o Does not display waivers
o Limited to one student per search

October 11 2013 TRANSFER EQUIVALENCY RERORT Page 2
12:40

Student......: 3135223 [ Institution: Frederick Community College

REcad Programs: INT.BACH.BEM

BSBEA.EADM:MKT
BSBEA.EADM:ISTE
—————————— EQUIVALENT ---------
————————————— TRANSFER------------ Course/ =1
Course Title Credits Gr End Dt Subject/Crs Lvl Dept Credits Type Acad Lvl Status
ACCT-102 Prin of Accounting IT 3.00 x  05/01/10  ACCT-241 3.00 TR G R’

Equiv. Descriptiom.......:
Restrict to Acad Programs:

EU-II5 Marketing 3.00 & 05/01/10 MEIG-156 2.00 TR G R’
Equiv. Descriptiom.......:
Restrict to Acad Programs:

EC-202 Prin of Economics-Micro 3.00 B 05/01/10  ECOR-200 3.00 TR G R’
Equiv. Descriptiom.......:
Restrict to Acad Programs:

MA-Z01 Applied Calculus 3.00 & 05/01/10 MRTE-211 3.00 TR G R’
Equiv. Descriptionm.......:
Restrict to Acad Programs:

ET-281 Global Awareness Work Environm 3.00 x  12/01/10 IBOS-256 3.00 TR G i}
Equiv. Descriptiom.......:
Restrict to Acad Programs:

EN-102 Eng Composition & Literature 3.00 » 1270110 LIT-101 3.00 TR Jiied TR
Equiv. Descriptiom.......:
Restrict to Acad Programs:

HI-102 Hist of Western Civilization 3.00 x  12/01/10  HIST-20% 3.00 TR G R’
Equiv. Descriptiom.......:
Restrict to Acad Programs:

— R— -
-103 Introduction to Business 3.00 & 05/01/08 KSB-100 3.00 TR G R
KSB /1 3.00 TR G R’
quiv. Description.......: Intro to Business
strict to Acad Programs:
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Transfer Course Equivalencies (TCEQ)

Adding Articulations to TCEQ
Required fields

Transfer Course, Title, Credit

Equivalent Course, Title, Credit, and Course level (auto populates except for MATH
and Honors courses)

Credit, Subject, Course Level, Department (see list of Department Codes) (Only
when applicable)

Start Date: first day of the semester the articulation was provided and 5 years behind.
Ex. Course reviewed Summer 14 = Start Date: 5/12/09

«» Note: All articulations are term based off of the AU calendar.

End Date: first day of the semester the articulation was provided and 5 years ahead.
Ex. Course reviewed Summer 14 = End Date: 5/12/19

Academic Level: “UG” :Undergraduate
Credit Type: always “TR”: Transfer

Grade Scheme: will auto populate. If field is blank please check institution profile in
“INST”.

¢ Refer to grade scheme portion with further questions.

If correct institution add grade scheme. If not, find correct institution ID, and ask
Office of Admissions to delete courses from incorrect ID and add it to correct ID.

Minimum grade: Usually a “C”
+ Exceptions:
= Numeric grading scale: 2.0, unless the lowest passing grade is a 1.9
= Narrative grades: type “CY”
Default Status: “TR”: Transfer

Description: copy and paste transfer course title only when subject articulation is
provided

Comments: Type name of faculty reviewer

+«+ Exceptions:
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= Type “Per Transfer Policy” when course was not reviewed by faculty,
such as a non-comparable course

= Include both “Per Transfer Policy” and name of faculty reviewer if
articulation entered in TCEQ is different than the one provided by

faculty

e EX. All Foreign Language courses are entered as “ELEC”
credit because course articulation is not applied to student’s
record until language proficiency is demonstrated.

Course to Course Articulation

One or multiple transfer courses may be equivalent to one or multiple AU courses, as long as the
“Transfer Credits” and “Equiv Credits” fields have the same value.

Transfer Course Title Credit
1 ||ACG-2021 Financial Accounting 3.00000
2 |
Equivalent Course Title Credit Course Level
1 ||ACCT-240 Principles of Financial Acct 3.00000 | | 2Lower level -

Credit Subject

Course Level

Department

Start Date|  01/088 (%
End Date|  01/08/18 [
Acad Level |UG Under |

Credit Type | TR Trans }

Grade Scheme | TR Transfer Credit: +/- (.75/.25)

Minimum Grade |G

Last updated 11/27/18
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Default Status TR Transfer Equiv Eval
Description

Acad Programs | 1

Comments | 1 || Krische

&y

Transfer Credits 3.00

Equiv Credits 300 |
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Transfer Course Title Credit
1 | BSC-1005 | General Education Biology 3.00000
2 | BSC-1005L | General Education Biology Lab 1.00000
Equivalent Course Title Credit Course Level
1 | BIC-100 | Great Expenments in Bio 4.00000 | 1lLower level |
2 | 1 Il M
3 || | I L ")
Credit Subject Course Level Department
Lo J L L L
Start Date[ 011108 5 Default Status | TR Transfer Equiv Eval -]
End Date| 01/01/18 [ Description |
Acad Level | UG Under | Acad Programs | 1 ||
Credit Type | TR Trans Comments | 1 || David Carlini [3:1
Grade Scheme | TR Transfer Gredit: +/- ( 75/.25) =
Minimum Grade | G Transfer Credits 4.00 Equiv Credits | 4.00 |
Course + Subject Elective Articulation
Transfer Course Title Credit
1 || CHM-2211 ] Organic Chemistry 2 3.00000
2 || CHM-Z211L ] Organic Chemistry 2 Laboratory 2.00000

Equivalent Course Title Credit Course Level
1 ||CHEM-320 ] Organic Chemistry Il | 3.00000 | | 3Upper level |
2 || CHEM-322 | Organic Chemistry Il Lab | 1.00000 | | 3Upper level |
3 L J | L ")
Credit Subject Course Level Department
1| 1.00000 CHEM Chemistry | 1Lower level - &1011 Chemistry

Start DateI D&Qﬁ-’ﬂﬁh E Default StatusrTRTransfer Equiv Eval

End Date | D&Qﬁﬁﬁll i Description | Organic Chemistry 2 & Lab

Acad Level |UG Under |

Credit Type | TR Trans

Grade Scheme | TR Transfer Credit: +/- (.75/.25)

Acad Programs | 1 ||

Comments 1 ||Douglas Fox

==

Minimum Grade |C Transfer Credits 5.00

Subject Elective/Elective Credit Articulation

Last updated 11/27/18
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Transfer Course Title Credit
1 | ART-2150C | |Jewslry and Melalsmithing 1 ]j
. | | E—
Equivalent Course Title Credit Course Level
1l J )| J L )
2 | I )| J L )
E| I )| I |
Credit Subject Course Level Department
1| 4.00000 ] tARTS Art: Studio | ‘1LD\'IEI level - LE'§1EI3E| Art
Start Date[ D&Qﬁiﬂ&:? E Default Status[TR Transfer Equiv Eval v]
End Date L D&QGMB‘? ) Description ‘Jewelw and Metalsmithing 1
Acad Level |,UG Under ) Acad Programs N
Credit Type | TR Trans Comments L1 |I_D°“ Kimes ,El
Grade Scheme |_TR Transfer Credit: =/- (.75/.25) _||§
Minimum Grade |_C ] Transfer Credits ‘4.DEI J Equiv Credits ‘4.DD
Transfer Course Title Credit

1 | CHI-1120 ] Elm Mandrin Chinese 4.00000
2 I IR ]

Equivalent Course Title Credit Course Level
Ll oL o 1L )
L2 il )L J I -
3 L J )| )L )
Credit Subject Course Level Department
1 11 AGﬂﬂﬂU’ \ELEC Transfer Electi | ‘1Lower level - \BZUEH University Re
Start Date| 05113108 Default Status | TR Transfer Equiv Eval -]
End Date L DSHSMB'E § Description ‘Elrn Mandrin Chinese
Acad Level | UG Under | Acad Programs . 1 Il
Credit Type | TR Trans Comments | 1 || Per VP Stallings ,@
Grade Scheme | TR Transfer Credit. +/- (.75/.25) _\ﬁ
Mimmum Grade |_C J Transfer Credits _4.00 ] Equiv Credits \4.1]1]

e Special topics
e Variable credit
o Inforequested courses after 2 weeks (recorded as “ELEC”)

Courses that Do Not Receive Transfer Credit

e Math courses below Pre-Calculus (we do not accept College Algebra)
o Look at sequencing of instruction at external institution

e English as a Second Language (ESL) courses

e Internship and Independent Study Courses
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e First-year experience courses that are non-academic
e Orientation courses
e Contact Office of Admissions and ask that the course not be awarded transfer credit.

Things to Be on the Look Out For

e AU course equivalent cannot be a Special Topics Course (ex. PERF-396).
e Multi-Location campuses with shared curriculum
o Articulations should be entered in all institutions
o Courses that are non-comparable to an AU course (e.g. Engineering, Nursing)
e When entering “Equivalent Course” make sure to enter the active course
e Transfer credits and Equiv Credits fields must match
e When a subject elective or elective credit articulation is provided; copy and paste external
course title into “Description” field
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Looking up Articulations in TCEQ

1. Enter TCEQ in the Form Search Field

TCEQ: Transfer Course Equivalen - [{ ) Q‘

[ ERO®

HDATATEL

Colleague No Active Context

¢ 5 ¢ D B 1610

(" File Options  Help . ] O AL

|| TCEQ - Transfer Course i i \
Transfer Institution :

Transfer Course Title Credit
1 [ ]
2 [ 1
ErE e B e | DT LD ezl
1
& L (9K ) (_ Cancel ) (_ Finish ) ( Help )
3 = ™
Credit Subject Course Level Department
1
Start DateI J [ Default Status|
End Date | ; Description
Acad Level | Acad Programs 1
Credit Type[ Comments 1 o
Grade Scheme | &3
Minimum Grade | Transfer Credits Equiv Credits
al)
®100% -

2. Search by the Institution name or ID
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TCEQ: Transfer Course Equivalen - | Q

33

(OO WIOR)
CO”E‘&QUG No Active Context
(File Options Help ( | ( ) ( ) ( ) ) (=] [+) @@
j TCEQ - Transfer Course i i |
Transfer Institution :
Transfer Course Title Credit
1 [ ]
2 o 1
B T ErE | MECERLETELD i
= [Montgomery Collegel
2_JL 9K ) (_ Cancel ) {__ Finish ) (_ Help )
= T ™
Credit Subject Course Level Department

1

Start DateI &= Default Status|

End Date | JEE Description
Acad Level | Acad Programs | 1
(:mditTypeT 1 Comments 1
Grade Scheme | |=+%
Minimum Grade | Transfer Credits ] Equiv Credits
a1
H10% v

e Ary to add CEEB code steps. \
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T_) TCEQ: Transfer Course Equivalen ]_( Search SEARCH RESULTS

(e combnes - | = 3= | | sekaml | (s )| - iomas -

I T e L
1 Montgomery College Continuing Education 3051665 CON,COR
2 Montgomery College Child Care Center 2970107 CON,COR
3 Montgomery Co. Community College 2056136 CON,COR
4 Montgomery College & Nyu 2938300 CON,COR
5 Montgomery College Television 2911950 CON,COR
b Montgomery Junior College 2865414 CON,COR
7 Montgomery College 2688258 Rockville MD 20851 CON,COR
8 Montgomery County Community College 1892893 340 Dekalb Pike Elue Bell PA 19422 COR,INS
9 Montgomery Community College 1765715 1011 Page Street Troy NC 27371 COR,INS
10 | Montgomery College 1532413 Campus Center Rockville MD 20850 COR
11 Montgomery College, Takoma Park Campus 1528460 Duplicate Id—Use 0241252 | Takoma Park MD 20212 | COR,MALINS
12 | Montgomery College —Takoma 14490017 Takoma Park MD COR INS APP
13 Montgomery College 1415863 20200 Observation Dr Germantown MD 20876 COR MAIVEN
14 | Montgomery College — Rockville 0241305 Gudelsky Inst for Tech Educ | Rockville MD 20850 COR,INS APPV
15 | Montgomery College — Germantown 0241261 Aft Yvonne S-lephens Germantown MD 20876 COR,INS MAI
[ )]
F-3 Oselected | Input Open I < 1-15of 15 > >

3. Enter the course prefix and number (if known) and hit Enter.
o If'the course prefix is not known, or to search for all available articulations on this
institution’s records, enter “...”.

4. When searching for a course articulation, pay special attention to the start and end dates
to ensure that the articulation will apply for when the student took (or will take) the
external course.

e The semester in which the course was taken must fall within the start and end
dates for the course articulation.
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T_) TCEQ: Transfer Course Equivalen

COURSE.EQUIVS v EI%I

1 AN-101 008 ANTH-110 011018 3.00
2 PY-102 01/10/03 PSYC-105 011018 3.00
3 AN-202 01M11/08 ANTH-253 011na 3.00
4 BA-101 01/11/08 KSBE-100 0111118 3.00
5 CH-101 01/11/03 CHEM-110 011118 4.00
6 CH-102 01M11/08 CHEM-210 011118 4.00
7 CH-1094A 01/11/08 CHEM-100 0111118 4.00
8 DN-100 01/11/03 PERF-200 0111118 3.00
9 EN-111 01M11/08 COMM-200 011na 3.00
10 EM-190 01/11/08 LIT-120 0111118 3.00
11 EM-190HM 01/11/03 LIT-120 011118 3.00
12 | EN-201 01M11/08 LIT-125 011118 3.00
13 EMN-211 01/11/08 LIT-210 0111118 3.00
14 EN-213 01/11/03 LIT-220 0111118 3.00
15 |EN-231 01M11/08 LIT-245 011na 3.00
16 FL-110 01/11/08 COMM-105 0111118 3.00
17 HS-129 01/11/03 HIST-208 011118 3.00
18 | HS-130 01/11/08 HIST-208 011118 3.00
19 HS-161 01/11/08 HIST-140 0111118 3.00
20 HS-201 01/11/03 HIST-205 011118 3.00

5. The TCEQ form is very similar to the TEEV form. The external course is listed in the top
section, followed by the “Equivalent Course” if one exists, and then the Subject
Articulation (if one exists).
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Start Date| 0171108 [
End Date| 0111118 [ 1]

Acad Level UG Under |

Default Stalm.rTR Transfer Equiv Eval

Description

Acad Programs | 1 ||

Y-
\_\) TCEQ: Transfer Course Equivalen ~ |{_Search ) Q ‘,/ gl SEARCH RESULTS] NAVIGATION j* { FAVORITES ?)(_Logout ) /
- "
y College — 0241261 [-] 1 1ert | DEOE®
MWDATATEL Aft- Yvonne Stephens Phone: 301-353-7700 Where Used: COR INSMAI
CO”EBQUE Career/ Transfer Genter Phone: Entry Date: 07/15/98
Germantown MD 20876 Email: Social:
( File Options Help [ Auto-Close Context v | (_/ Save ) (_// SaveAll ) (X Cancel ) (XX CancelAll ) (=] [ F @@
J TCEQ - Transfer Course Equivalencies \
Transfer Institution : 0241261 Montgomery Callege - Germantown
Transfer Course Title Credit
1 |[Hs-130 Hist African Amer Since 1885 3.00000 External
2 L ] —
Equivalent Course Title Credit Course Level
1 ||HisT200 Affican-Amer Hist1877-Present [ 300000 | | 2Lower level | W Equivalent I

Credit Type | TR Trans Comments | 1 ||Lisalefl =
Grade Scheme | TR Transfer Credit: +/- (.75/.25) |\3‘;
Minimum Grade | C Transfer Credits 3.00 Equiv Credits|3.00 J
Controller Transfer Course: Value 171

e Also on the TCEQ form, are the following fields:

ii.
iii.
iv.
Vi.

Vil.
Viii.

iX.

X1.

Academic Level of the articulation
Credit Type
External institution grade scheme
Minimum grade in order for this articulation to apply
Default status of the credit
Description
++ This field is used to list the external title for a subject articulation
and will be blank if a subject articulation does not exist
Academic program — the University does not support articulations by
program
Comments are used to record the faculty review that provided the
articulation
Transfer credits — the credit value recorded on the external transcript, as
entered by Admissions
Equiv Credits — the AU credit value for the external course
¢+ Equivalency credits will not necessarily equal external credits as
displayed on the transcript. This is typically the case for quarter
credit institutions.
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Credit Field Definitions:
There are three fields in Colleague that record credit information related to transfer work:

1. External Credits — represent the credit value displayed on the home institution’s external
transcript
e Found in EXTS, TEEV, TCEQ
2. Equiv Credits — Represent the AU credit value equivalency of the external credit. This
will include the credit conversation rate.
e TEEV, TCEQ
3. Transfer Credits — Represent the external credit value (including credit conversion), but
this does not necessarily mean that the external credit is
e EXTS, TCEQ, TEEV

The below example demonstrates the difference in values for the three fields described above.
Strayer University is a quarter credit institution in which many classes have credit values of 4.5.
However, since Strayer is on the quarter system, the credits are converted at a rate of .67 Strayer
credits to every 1 AU credit. Therefore, 4.5 Strayer credits are equivalent to 3.02 (3.015 rounded
to 3.02) AU transfer credits. An example of this is displayed below:

& Ul 4.4 - Datatel Colleague UL 4 Production - [berkowit / Production] - Windows Internet Explorer = | @
(=) TCEQ: Transfer Course Equivalen ~ |(_Search ) Q" [SEARCH RESULTS] [NAVIGATION SPZg8 + {FAVORITES (2J(_Logout )
strayer University 0241435 [[] 1 1err | [Clclzlolon
HDATATEL 111 18th Street KW Phone: Where Used: COR INS
- Dlscuains Entry Date: 07/15/98
Co‘f‘feagu' Specify whether to keep or close all contexts when saving/canceling out of a form. ‘ Social:
This only applies to PERSON-related forms. b . -
[ File Options Help | AutoClose Context v | |/ Save ) _ J/ SaveAll ) (X Cancel ) (_ XX CancelAll ) (=] [] + @@@
J‘ TCEQ - Transfer Course Equivalencies \
Transfer Institution : 0241435 Strayer University
Transfer Course Title Credit
1 | ENG-115 | |Englsh Composition | 4.50000
Zanll J
Equivalent Course Title Credit Course Level
1 | UT-100 | |College Writing [ 3.00000|  1iLower level |
L2l J L L )
L3l J L Il )
Credit Subject Course Level Department
1| 0.02000  LIT Literaturs | 1Lower level ~ | |81001 Literature
Start DateI 0101106 2 Default Stotus | TR Transfer Equiv Eval -]
End Date| 01/01/18 [ Description English Composition ]
Acad Level | UG Under | Acad Programs | 1 ||
Credit Type | TR Trans Comments | 1 || Jahn Hyman E‘;
Grade Scheme | TR Transfer Gredit: +/- (.75/.25) 5%
Minimum Grade[c ITransfer Credits 3.02 1 IEquiv Credits | 3.02 ] I
Element’ Course Adding Value 2
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External Transcript Summary (EXTS)

*Summary of transfer credits by student
*Most accurate and current account of transferred and articulated credits
*External credit value

*Grade scheme will say “transfer credit” if course is transferable

*If course is transferable but the equivalency field says no, then course is yet to be articulated

*Non-transferable courses should not have an equivalency.

-

EXTS - External Transcript Summary

Institution : 0241148 Frederick Community College

Bt Course Grade
;Il_@. BU-13 [Tres G |A | Transfer Crecit | (200 |
LH_I@\ Ma206 | [Yﬂ[ﬁ B | Transfer Crecit L |
s REm e R [p | Teercet [3m0 |
e |LI@, Pt [Yiﬁ A | | Transfer Credit | 30 |
5 || By (puast | [ves B A | TronsterCreat | i _\
o R s R c | Transfer Creit Jam J
7 REw e B W || Credt ot Accept N J
LH_I@. LF-101 [Yia A | Transfer Credit ' |3m |
o Bmm e B || Credt Not Accept NEL |
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Transfer Equivalency Evaluation (TEEV)

39

e To view an individual articulation, select the “detail” icon next to the course in the “Equiv” field of

EXTS
J EXTS - External Transcript Summary |
Institution : 0241305 Montgomery College -- Rockville
Ext  Course Equiv Grade Grade Scheme Credits Term End Date
1| ]a EN-101 Yes | |A | | Transfer Credit: | [3.00 | |2010F | 120110 J
2 [ & [ma100 IR ) | Credit Not Accep! | |3.00 | [2010F | |1z J
3 |Ey [so-101 e B O(FF | | Credit Not Accep! | |3.00 | |2010F | 2o J
4 || [& |er-100a ves & e || Transfer Credit | |3.00 | |20m18 | o501 |
s || JE [en-t02 | ves B[ | Transfer Credit | [3.00 | [20118 LELT J
s |l ]a |MA-103 | Mo _||§ c | | Credit Not Accept | 300 | [20ms JRLELT |
[ 7 [ J& [py-102 Jres BB | Transfer Credit: | |3.00 | |20115 | esmun |
s || By [ev110 | [ves By (B | | Transfer Credit | 300 | |2011F | 120 |
9 | |Ey Hs-ma [ves B B | | Transfer Credit: | |3.00 | |2011F | 1200 |
10 || [ [ma-tos | o B [c | | Credit Not Accspt | |100 | |20mF | 12mm |
L1 || ]a |PL-203 | |Yes 7||§ |A || Transfer Credit: | [3.00 | [201F | 1201 )
(12 || & [ma-1s0 | s B [c | Transfer Credit | |400 | [20128 | 50112 J
Institutions Attended | [} GPA Credits 65.00
Multiple-Equiv Resolution Screen |No GPA 2695
‘Controller External Transeripts Value 1723 ﬂ w
e Example of a course to course equivalency
| EXTS - External Transcript Summary | TEEV - Transfer Equiv Evaluation
e — — )]
Transfer Institution : Montgomery College -- Rockville
Transfer Course Title Credit Gr Cmpl Dt
L J( _‘a |EN-101 ] Tech of Reading & Wiing | ][ 3.00) A ][ 1200110 |
Lz Jl = J J [ J [ ] [
Equivalent Course Title Course Level Credit Gr Scheme Gr
Status Credit Type Acad Level Equiv Dt Term Notes/Com Course to
course
L R (urto0 I Cotoo Vit ) [ Lower bove L 300w | J L equivalency
I[TR -] '[TRTmsier ] [uGundeugraduai ] 1m0 [ | [ &
Credit Subject Course Level Department
Status Credit Type Acad Level Equiv Dt Term Notes/Com
L LR | Il N
[ -1 I T J L =R LB
Description | J Extl Credits 3.00
Acad Programs = 1 B Equiv Credits 3.00
Std Equiv/Date | L _,T\
Controller Transfer Course: Value 111 ﬂ Q)
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e Example of a course to subject elective equivalency

Transfer Institution : American Univ of Beirut

| EXTS - External Transcript Summary | TEEV - Transfer Equiv Evaluation |

Transfer Course Title Credit Gr Cmpl Dt
1| |2 Pseazio ] Inir Polifical Thought ] 300 A ) [ 120112
Lz )& ( J J L J L J L
Equivalent Course Title Course Level Credit Gr Scheme ar
Status Credit Type Acad Level Equiv Dt Term Nates/Com
1 J& [ J 1 J 1 ! J L]
[ 0 1 ] Ji= R
- - !
Credit Subject Course Level Department
Status Credit Type Acad Level Equiv Dt Term Notes/Com Course to subject
1| J@ 3.00000| |Govemment | 3 Uppsrlevel ~ | | SPA Govemment elective
j—’ 3 A equivalency
[ ] [TRTranster ] Tuet ][ 12wz ] R
L L T
Description Mlmr Political Thought J Extl Credits 300
Acad Programs =~ 1 = Equiv Credits 300
Std Equiv/Date | |5
‘Controller Transfer Course: Value 171
| EXTS - External Transcript Summary | TEEV - Transfer Equiv Evaluation
White,Ms Shavawn K. 1D: 3431777 F Srcs: STAY
Transfer Institution : Suffolk University
Transfer Course Title dM < [JBe) peoe [2]of2[»
i DEI | ENG-101BB | Freshmen English | | 400 A [ 120112 |
L2 I & J J { | )
Equivalent Course Title Course Level Credit Gr Scheme Gr
Status Credit Type Acad Level Equiv Dt Term Notes/Com
1 | B (uT-100 | College Wiiting | [1Lover leve - 300000 | ) [
I -] [tRTransier ] Tus Undergraduat ]| 1on2fE [ 1R
Course ta course +
Credit Subject Course Level Department subject credit
Status Credit Type Acad Level Equiv Dt Term Notes/Com equivalency
=% Literature | 1 Lowerlevel v | | Literature
<] [TRTmansfer ] UG Undergraduat ][ 120112 [ | (&
Description Freshmen English | ] Extl Credits 4.00
Acad Programs | 1 B Equiv Credits 4.00
Std Equiv/Date| |
‘Controller Transfer Course alue 1/1
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SHAREPOINT
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Uploading Syllabi to SharePoint site

1) If a student emails a PDF of a syllabus, upload the document to the SharePoint site. Click on
“Syllabi” to the far left of the Home Page, under Libraries.

Libraries
Site Pages
Shared Documents

Project Team
Documents

2) Find the institution. Click on either the name of the intuition or the folder icon
Type Mame

Allegheny College

| American Military University
Ca Anne Arundel Syllabi
3

Ball State University

L/

Baruch College

3) Click on “add document” to upload a syllabi for that institution.

O Type Mame
&llegheny College_FS-101Science in Fiction (Petasis)
&llegheny College F5-102_Science in Fiction (Petasis)

g Add document
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4) Click “Browse”

Upload Document
Mame:

Browse to the document you
intend to upload. | Browse . ]

Upload Multiple Files...

Add as a new version to existing files

| j kA Complker j

S Local Disk (0”0
__#D'-\.-'D R Dirive {D 3

““""Depl: on ‘Adminz2yRegiskrarl’ {KC a
= apps on w7 (LD

=¥ Public on ‘adminz1Swys' (210
ICShared Documents

L auuser's Documenks
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6) Find the “Transfer Articulation” folder and click on it

| g Shared on ‘Admin2\Registrarl' 11

=l o

55T
@Summer key Session
@Summer On-line Fegistration
) Temp Recp desk

[ Templates

[C)USS Docs-Fax & Memo's
[3)¥entura Tesk

[CIVERIFY

[3)'Web Conkent

031201 2F data,xlsx

220125 CAS minors.xlsx

@].ﬁ.nn Rpt.Academic Services.docx

<

| |9 Transfer Articulation

) Course Svllabi

Last updated 11/27/18
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] |lﬂ Course Syllabi ﬂ (e T e M-

LA Allegheny Colleqe FS-101Science in Fickion (Petasis)pdb

M allegheny College_F5-102_Science in Fiction (Petasis),pd

FaCie i " e l=inaialn elligence Studies.pdf
IEB@II Stake University- COMMZ210,pdf

tﬁ]Baruch College-eco1001-For approval. pdf

E]Baruch College-ecol 002, pdf

IEBrandeis University-ANTH-54 Human Origins syllabus, pdf

1
1
1
1
1
:
tﬁ]Brandeis University-BISC-2B, pdf 4
1
1
1
1
1
1

arse

E—']Brandeis University-FREM-208 Continuing French, pdf
IEBrandeis University-PHIL-174 Introduction ko Ethics svllabus . pdf
tﬁ]CaliFUrnia State University-Sacramento-FRENZBSyvllabus. pdf
@Catholic University_TRS 201 Syllabus. pdf

ECentral Texas College-ACNT_1325_Syllabus T2-1.pdf
E]Central Texas College-SPCH13185vllabus, pdf

'@College of Charleston-FysM-123.pdf

4 |

File: name:

Upload Document

Upload Document
Mame:

Browse to the document you . . .
intend to upload. |I:\Tran9fer Articulation\Course Syllabl‘u&lle” Browse...

Upload Multiple Files. ..
Add as a new version to existing files

Destination Folder

Spedfy the folder in this
document library where the
document should be saved.

Folder:

/Allegheny College/

Version Comments .
Version Comments:

Type comments describing
what has changed in this
wersion.
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“InfoRequested” Courses

There are two ways to resend “InfoRequested” courses once the information requested by faculty
becomes available.

1) Using “Datasheet View”
A. Click on “TCA Master List-2013” to the far left of the Home Page, under

“Lists”
Administrative Page
Lists

CA Master List - 2013

TCA Master List - July to
December 2012

Faculty Reviewers and
Dept Contacts

GenEd Courses

Transfer Articulation
Appeals

Requests for
Articulations

B.

Site Actions = [l

l“ MYAU Transfer Course Articulation Site

FORTAL

C. Then click on “Datasheet View”

Site Actions - ﬁ Browse

— _& Modify View -

== | r
=" [l Create Column
New Create

Row [ View [ 3] Mavigate Up
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SullabusLink ‘ v ‘ Hyperlink to Catalog ‘ v

47

. The “Datasheet View” looks like an Excel spread sheet. Sort the document by
selecting “InfoRequested” status only.

CouzeDueDate | Info for Fac Reviewer v

btps./teams nyau american.edu/groups/C
nrorittes ] 155 dise 78 (Shared?

bitps:ibeams mnyau. american edugroupa/C - http:ébelmontabbey. 23 amazonaws. comdw
mmittee ] 135 hidies T S hared

InfoRequested
n-rrntentinlnads S 3420172

bitps:ibeams mnyau. american edugroupa/C - http:ébelmontabbey. 23 amazonaws. comdw
mmittee ] 135 hidies T S hared

InfoRequested

n-rrntentinlnads S 3420172

InfoRequested

it A, by et fles/ 201 2-actug:

ratalnmie ndffinane=74

it . Eerilen. e fles/ 201 2-achug:

ratalnne ndftinanz=7h

InfoRequested

SilabusLink Hypetlnk to Catalog v Course Due Dale

|"

TARIA1Z00 8M | uarter credit instivution. Course convents lo

VPR semaeter rradts

FAAMATZ00AM | Hi Jesse, hereis what the shudent said " The

tethink chanters ited in the sullahi were

E/32MAT200AM | Hi Jesse, hereis what the shudent said " The

tethink chanters ited in the sullahi were

. Paste the syllabus link in the “Syllabus Link” field or add information for the
Faculty in the “Info for Fac Reviewer” box.

Info for Fac Reviewer — + Reviewer Commet

it ems e amercn edwgoups/C
ot 135 s TC0 S hareds

it ems e amercen edwgoupsC Hitp/henontabben +3 amazonans comd
ot 135 s TC0 S hareds

rernetethnlnad 1 31200,

it ems e amencen edwgoupsC Hitp/henontabiben <3 amazonans comdy
et 135 s TC0 S hareds

rernetethinlnad 13202,

it o bt e e 201 ockug:

raldnn e nfinane=7d

it o bt e e 201 2octug:

raldnn e ndinane=h

it o bty e s/ 201 2ockug:

ratalnnie ndftnane=hT

it o bty e e/ 201 2ockug:

ratalnnie ndftnane=TR

it e perabeduadissions les 20
TANATT AT Fafsb nffinzne=19

rfcRequested
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F. Reassign the course by finding “Info Found Restart Assignment” status.
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InfoRequested

InfoRequested

se/pdf22I0HUM2230 Sellabus. pdf

http: //dept. sfcollege. edudhil adiunctddbdor  [nfoRequested (
"

Mot Started

| A zzighed
hittps: //tears myau. american. edu/groups/C, | Eassion K|
ommittee UG5 udies/ T C44S haredi In Progress
200 ocuments/Hood%20College/Hood= InfoRequested
20College-L\WwWPS-230. pdf Completed

= ClEar= 2
Info Found Restart Aszignment

2) Using “Progress by Status” View
A. Click on “TCA Master List-2013” to the far left of the Home Page, under
“Lists”

Administrative Page
Lists

TCA Master List - July to
December 2012

Faculty Reviewers and
Dept Contacts

GenEd Courses

Transfer Articulation
Appeals

Requests for
Articulations

B. Click on “Status” or on the ““ + “sign next to “InfoRequested”
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& Status : Assigned (233)
# Status : Completed (512)

InfoRequested (252)

& Status : Not Started (50)

# Status : Reassign (12)

C. Find the institution you are looking for and click on “External Institution
Name” or on the “ + “sign
= Status : InfoRequested (252)

@ External Institution Name : Adirondack Community Colleae (1)

Albion College (1)

D. Click on the “Edit” icon to open the form

@ External Institution Name : Adirondack Community College (1)

: Albion College (1)

Prospect Albion College 238579 ARTH-213

E. Paste the syllabus link in the “Syllabus Link” box or add information for the
Faculty in the “Info for Fac Reviewer” box.
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r List - 2013 - Art & Sd

Info Requested

Department: - Reviewer Comments:
External Institution Albion College
Name:
External Course ARTH-213
Prefix/Number:
External Course 1.00
Credits:
Hyperlink to Catalog: SyllabusLink: ssociatedSyllabusLink:
Admin Comments: qn,o !ar !ac !e’uewer: I Info Found - Assign
External Course equals 4 AU
credits Finished

Ariadna Figueredo
5/21/2013

11:15:44 AM
Need Syllabus

F. Check “Info-Found-Assign” box and click “Finished” to send the course

back to the faculty.
Hyperlink to Catalog: SyllabusLink: AssociatedSyllabusLink:
_syllabus_fall_2012- 3
Admin Comments: Info for Fac Reviewer:

nfo Found - Assign
External Course equals 4 AU

credits Finished
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Faculty Instructions for Reviewing/Updating Course Equivalencies

e Note: At any time in the review process you may click "save and finish later"
1) Copy and paste link below into an internet browser to log into the SharePoint Site

https://teams.myau.XX University.edu/groups/Committee/UGStudies/TCA/SitePages/Home.aspx

2) Find your academic department and then click on the Edit icon all the way to the left - this
will take you directly into a form to review/update information about that particular course.

= Department : Literature (138)

= Status : Assigned (138)

a; Albright College ENG-204
[} Bard College FILM-109
|'} Bard College FILM-157

3) Review the course listing - there is a hyperlink on each form that will take you to the catalog
with a description of the course.

Step 1) Review external course listing:

American University Catalog

4) Determine if you are the appropriate department/school to be reviewing the external course -
if you are the correct department/school, select "yes" and move on to the next step. If you are not
the correct department/school, select "no" and provide a suggestion for the department/school
that should review the course.

Step 2) Are you the appropriate department?

Reviewing Department: Literature

Areyoutheappropriate department/school o
review this course?™

DYE OND

5) Determine if you need additional information in order to complete the review. If "yes", please
list the information needed, then click "submit".

Do you need more infermation from the
Registrar's Office in order to continuewith the () Yes @] Mo

review? ¥
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6) Determine if an AU equivalent exists - if there is no AU equivalent for the external course,
please select "no" and indicate if the course could count for elective credit, and in what subject
area, at what course level, and for how many credits. If there is an AU course equivalent, please
select "yes" and enter the information about that AU course.

Step 3) Is there an AU Course Equivalent?

Does an AU course equivalent exist?™
=Selecting No indicates thatthis courseshould begiven
elective credit

Step 4) In what subject should this course be an elective?

What course prefix should be assigned to this Existing AU academic area;
course? ¥

(e.g. PHYS for Physics, CSC for Computer Science, GOVT for
Government, etc.)

OR
Non-existing AU academicarea:

(e.g. Engineering, Culinary Ars, €.}

Plemseselect a level for this course: ™ O 100 @] 200
O 300 O a0

Step 3) Is there an AU Course Equivalent?

- Yes O Mo*®

Does an AU courseequivalent exist?™
*Selecting Mo indicates thatthis courseshould begiven
elective credit

Step 4) Enter AU Course Equivalent Info:

AU CoursePrefix/MNumber:¥
AU CourseTitle™

AU CourseCredits™

Last updated 11/27/18
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e Note: Some external courses may be combined to meet the content and scope of an AU
course (or courses) and the OUR attempts to “link” these courses for your review. If you
believe there should be a course linked to the one being reviewed, please indicate this in
the comments and “Submit”.

7) Once you have completed your review you may enter in comments and select "Submit".
Note: Once you “Submit” you will not be able to go back to the form. Email
transferarticulation@XX University.edu if you would like to make adjustments or to have the
course sent back to you

Reviewer Comments:

Previous Comments:

Click "Submit" to complete your review: m
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Faculty Guidelines for Determining Course Equivalencies

Email transferarticulation@XX University.edu with questions.

Definitions:

External course refers to the course that is being considered for transfer credit to AU.
Internal course refers to the AU course that is comparable to the external course.

Course credit equivalencies refer to external courses that are exact equivalents in terms of
seat time and content/scope of curriculum.

Process:

3

*

3
o

You will be provided a list of external courses (by institution of origin) that include a
prefix or title description that appears to match the discipline(s) within your teaching unit.

Normally, equivalencies from one discipline should not be assigned to another discipline.
If there is no equivalent internal course in your discipline, please assign the course back
to the administrator with a request to send the external course to the discipline you feel is
most appropriate.

Primary considerations for assigning a course equivalency:

o Appropriateness of the course: Does the course fit into the teaching unit’s degree
program (major, general education, or elective)?

o Comparability of the learning: Does the content of the external course fit the
teaching unit’s course content and level? This information should be obtained
from catalogues and other materials and, if needed, from contact between faculty
at the transferred course’s institution.

= To request additional information, check the box indicating additional
information is required so that the course can be sent back to the
administrator.

o Comparability to lower level AU course.: Does the course meet or exceed the
content and level for a lower level course in the teaching unit?

Courses from quarter-credit institutions are sent for review provided that the external
course equates to at least 2.67 AU semester credits. These courses may be given AU
course equivalencies where the AU course has 3 credits, if the faculty member feels this
is appropriate. Alternatively, multiple courses may be combined to equate to one AU
course (for example, two Economics courses at 2.67 credits may be equivalent to an AU
Econ course at 3 credits or 4 credits).
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SPECIAL PROCESSES
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Athletes “Pre-application” Articulation

D

2)

3)
4
5)
6)

7)

8)

Pre-app is sent to Office of Undergraduate Admissions (UGA). UGA determines what
transfer credits are accepted by making a notation on the transcript.
UGA indicates which courses are transferable and e-mails the transcript to Transfer
Articulations (TA) and Eagle Academics (EA). UGA will also note the date transcript was
sent, as well as the number of credits accepted, on the compliance spreadsheet (located in the
J: drive).

e To gain access, contact: nest@XX University.edu
EA notes 2 weeks on the EA calendar in order to know which date to check the system for
course articulations.
TA works on articulations and adds institution code to compliance spreadsheet.
2 weeks later, EA checks credits in TCEQ. If credits are missing, EA will contact TA.
Once all course articulations are in, EA will note it on the compliance spreadsheet and can
create a tentative graduation plan to check for NCAA eligibility.
Once the student applies and is accepted, Admissions will enter accepted credits into EXTS
and credits will be automatically linked to the articulations made by TA.
If necessary, students may petition Admissions if a course is not accepted. If necessary,
students can appeal Vice Provost for Undergraduate Studies on how a class is articulated.

a. https://teams.myau. XX

University.edu/groups/Committee/UGStudies/TCA/SitePages/Transfer%20Appeal%

20Submission.aspx

Special Circumstances

o [fadditional work comes in for the student-athlete (a second transcript from a different
school, etc), the process will start over.
e If TA needs a syllabus for a course, TA will email EA who will contact the student &

coach to get syllabi.

Notes
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e Coaches will be told/encouraged to get an actual transcript from the student, not simply a

print off of classes. This will assist both Admissions and Transfer Articulations.

“InfoRequested” Courses

If additional information is needed before assigning the course for review or if the faculty

request additional information, the following email is sent to the student.

Dear

XX University faculty have requested that you provide syllabi/course description for the
following courses from Name of the institution so that they may provide an AU course
articulation.

Type curse(s) prefix, number, and title here.

If you do not have a syllabus readily available, please contact the faculty unit that instructed this
course at the external institution to obtain one. Please translate any syllabi in a foreign language
to English. You may attach the syllabi and reply to this email.

Please note that if the syllabi have not been received within two weeks of this request, you will
receive elective credit for these courses.

If the student does not provide the requested information or requests additional time to gather the
documents, the course will receive elective credit. This is only done to the student’s record in

TEEV.
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Quarter Credit Courses

o External courses which convert to less than 2.68 AU credits will automatically receive
subject elective credit and will not be sent to faculty for review.

e External courses which convert to 2.68 or more will be sent to faculty for review. A 2.68
credit external course may be equivalent to a 3 credit AU course if it is comparable in content
and rigor to the AU course. However, students will only receive credit for 2.68 and must still
meet minimum credit requirements (30 credits for General Education, and 36 credits for a
major). Students will be required to make up any deficiency in credits so that they still reach
a total of 120 credits.

e Quarter-Credit courses may be applied to the General Education requirement. Two courses
at 2.68 credits may be used toward an area.

e For Area 5 Lab courses, the external course must not be less than .65 credits of the AU
course.

o Example: a 5 credit external course (equiv. to 3.35 AU credits) may be equivalent
to an Area 5 lab course; a 4 credit external course (at 2.68 AU credits) may NOT
be equivalent to an Area 5 lab course.

e Exception: Area 5 mathematics courses must not be less than .67 credits of the AU
equivalent course. Therefore, a 5 credit external course would NOT be equivalent to a 4
credit AU course (4 - 3.35 =.65).

e A student must have at least 30 credits total toward the General Education requirement if

they use all quarter-credit courses.
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AU Abroad Courses

e The OUR would like that AU Abroad courses be articulated through the same process as
transfer courses. To achieve that, all current AU Abroad articulations need to be added to
TCEQ. The process is as follows:

1. Student fills out an articulation request form found on AU Abroad’s website.

2. AU Abroad staff checks if an articulation already exists for that course. If it does
not, the electronic form is emailed to the corresponding faculty reviewer.

3. Once an articulation is provided, the electronic form is emailed to the Office of
Study Abroad, the student, and the Transfer Articulation Inbox.

4. The OUR will add the articulation to TCEQ following the same methodology as

transfer courses.
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Grade Scheme and Credit Conversion

e To request a that a grade scheme or credit conversion be added or updated, the Office of

Undergraduate Admissions (UGA) will send an email to the Transfer Articulation Inbox with

the following information:

o

[e]

[¢]

[e]

[e]

Student ID

Institution ID

External institution calendar system: Semester/Quarter

Funded: Public/Private

Credit conversion
= Most quarter credit institutions will have a .67 quarter to semester conversion
=  Most semester credit institution will have a 1:1 conversion

Grading System

Institution Type

e The OUR must verify that information provided is accurate by referencing the institutions transcript

legend and/or the institution’s course catalog

e Ifa grade scheme or credit conversion needs to be added, the OUR must check that the correct

institution ID is being used. Check the CEEB code (refer to the Guide on Looking up Institution IDs

on the Resources portion of this document).

e If'the grade scheme or credit conversion need to be updated, the OUR will create a new institutional

record. The CEEB code will be removed from the old institution ID and added to the new one. The

institutional record should include the information highlighted below.
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e For a current list of grade schemes in Colleague, refer to the list below.
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R R

1 L753 WCL-Effective Fall 75-Sum 97
2 L WOCL- Effective Fall 1997

3 TR13 University of Queensland

4 U2012  University 2012

5 u University

[ MNC13 Univ of Queensland - Mot Accep
7 TR1S Transfer Grade Scheme (83-100)
8 TRE& Transfer Credit: +/- (4/3/2/1)

9 TRS Transfer Credit: +/- (8/.2)

10 TR Transfer Credif: +/- (.73/.25)

11 TRS Transfer Credit: +/~ ([7/.3)

12 TR2 Transfer Credit: +/- (7/.3)

13 TR4 Transfer Credit: +/- ((§7/.33)

14 TR3 Transfer Credif: +/- (.5}

15 TR7Y Transfer Credit: {4,4B.B,BC)
16 TR10 Transfer Credit: (&, BA, CB)

17 TRS Transfer Credit: (£.0,3.9.3.8)

i8 TR11 Transfer Credit: (12.0, 11.0)

19  TRCNC Transfer Credit'Mo Credit

20 TR14 Transfer Credit </- (.7/.4)

s e o

Credit Not Accepted: (.7/.3)

42 MC4 Credit Not Accepted: (.67/.33)
43 NC3 Credit Not Accepted: (5)

44 MNC17  Credit Mot Accepied (4.0, 3.75
45 ERKDOL Brookdale C.C. grade scheme

Last updated 11/27/18

21 TR16 Transfer Credit {a, A-, Ab)
22 (TRIT  Transfer Gredit (4.0, 3.75)
23 TR12  TR12 (A1, A2 B1,B2..)
24 OBSLT ©Obsolete
25 MNCKST No Credit: Keystone J.C.
26 MCD-Q No Credit: D-C Univ.
27 | NC12  NC12 (A1, AZ, B1,B2, BE3)
28 MLTRY Military Credit
29 KEYST Keystone Jr. College Scale
30 SP/UP  Graduate Confinuing Enrcliment
31 SPEXS Grade Scheme for SPExS
32 D-C D-2 University
33 MC10  Credit not accepted: (A, BA)
34 NC7  Credit Not Accepted: (A,AB,B)
35 MC3 Credit Not Accepted: {(4/3/2/1)
36 NCE  Credit Not Accepled: (4.0,3.9)
37 MC11 Credit Mot Accepied: {12.0..)
38 MC9 Credit Mot Accepted: (.8/.2)
39 HC Credit Mot Accepted: {{75/.25)
40 NC5  Credit Mot Accepted: (.7/.5)
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Military Credit

e The University will not accept military occupational/experiential credit. The University will
only accept military courses for transfer credit.

e Admissions will enter transfer course credit on a student’s record and enter a grade of “CN”.

e The OUR will send these courses to VPUG for monthly review by faculty committee. The
faculty will determine transferability and credit amount for each course.

e Articulations will only be entered on the student’s record and not yet recorded in institution

table as standard equivalencies.
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Permit to Study at US Institution

The process below applies to requests to go on a permit to study or a medical permit to study
at another US Institution. The AU Abroad office reviews requests to take courses at non-
approved programs offered abroad.

Process Steps:

1) Student meets with Academic Advisor (Advisor) to discuss interest in applying for a
permit to study.

2) The Advisor reviews the appropriate form (Undergraduate Permit to Study at Another US
Institution or Medical Permit to Study at Another US Institution) with the student and
explains the regulations governing transfer credits.

3) After discussing the courses of interest at the external institution, the Advisor checks the
institution record in TCEQ and determines if an articulation exists.

4) If an articulation exists, the advisor completes the course number, title, credit value (and
conversion) and the corresponding articulation equivalency information on the form and
submit it to the appropriate parties for approval (Department Chair, Dean or Dean
Designee).

+« If no articulation in the TCEQ table(s), proceed to step 5.
b) Once the form has been approved, the advisor submits the form to
record_services@XX University.edu.
¢) The OUR (record services) confirms that the articulation(s) on the form and
matches the articulation(s) to the database (TCEQ).

i. If'the articulation(s) is accurate, the OUR (record services) will add the
appropriate hiatus code to the student’s record (“PS”) and inform the
student and advisor once this is complete.

+«+ Skip to Step 10.

ii. If the articulation(s) on the form does not match TCEQ, the form will be
sent back to the advisor to be corrected.

5) If an articulation does not exist in TCEQ for the intended course of study, the advisor
emails transferarticulation@XX University.edu to request an articulation for the desired
course(s).

s If request comes directly from student, the OUR will process.
b) In the email, the Advisor must provide:

i. Student name & ID

ii. Institution name & ID
iii. Course prefix and number
iv. Credit amount (from external institution)

v. Course title
vi. Desire enrollment term/date
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vii. Course description
viii. Course syllabus (if available)

6) Upon receipt of the email, the OUR (transfer articulation) enters the course(s) into the
SharePoint tool, assign the student a priority code and assign the course(s) to the
appropriate faculty reviewer.

7) Within two weeks, the articulation(s) should be received by the OUR and entered into
Colleague (TCEQ).

a) The OUR will email the advisor and student to confirm receipt of the articulation.

8) Then the advisor completes the course number, title, credit value and the corresponding
articulation information on the form and submits it to the appropriate parties for approval
(Department Chair, Dean or Dean Designee).

9) The Advisor then submits the form to record_services@XX University.edu.

a) The OUR confirms that the articulation(s) on the form, matches the articulation(s)
in the database (TCEQ).

i. Ifthe articulation(s) is accurate, the OUR will add the appropriate hiatus
code to the student’s record (“PS”) and inform the student and advisor
once this is complete.

+«+ Continue to Step 10.
ii. If'the articulation(s) on the form does not match TCEQ, the form will be
sent back to the advisor to be corrected.

10) Student completes coursework and asks external institution to send an official transcript
to the OUR (record services).

11) The OUR enters the external course information and the articulation will automatically
apply to the student’s record.

+ At the end of every semester, the Record Services team will run a report to monitor all
students who went on a permit to confirm that grades have been received.

i. The Record Services team will email the advisor of students who do not
yet have grades on their record and ask them to provide the transcript
and/or verify the student’s attendance at the institution.

ii. The Record Services team will follow-up on these requests as if they were
missing grades.
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Articulation of Partner Programs

o All transfer credit for Dual Degree and Exchange students will be recorded in Colleague,
but that the program Abroad director for SIS indicates the credits that should be applied
toward the degree.

o Ifa student exceeds the allowable transfer credits, according to the MOU
(reference MOU Supplement 5, Section 3, #7 for Ritsumeikan) the Office of the
Registrar will suppress credits not applicable to the intended degree, according to

directives given by the program director in consultation with the student.

e The program director will provide a list of courses and course descriptions to VPUG so
that faculty can review courses, by discipline, with the intention of “grouping”
articulations.

o Course articulations considered for General Education credits will be reviewed by

the General Education Committee.
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Articulation of Foreign Language Courses

® Foreign language courses from previous institutions will be entered on a student's record with the

articulation ELEC, which represents elective credit.

® [f a transfer student wishes to apply the course towards a degree language requirement, or wishes
to receive AU equivalent or subject elective credit, the student must take the appropriate

placement exam and send the results to the WLC Program Advisor for review.

® [fa student does not demonstrate minimum proficiency for the subject articulations
by passing the language placement exam, the courses that are not validated and will remain
ELEC. If the student wishes to continue with foreign language study at AU, the student will be

required to repeat courses for which proficiency has not been met.

® WLC informs OUR of placement results. OUR changes articulation accordingly in TEEV only.

External Language
Course

Language is not
taught at AU or an AU
equivalent does not
exist

External course has

AU course equivalent
(e.g. SPAN-253)

Student takes
validation
(placement) exam

Student takes no
action

Articulation
remains as ELEC

Articulation

Student places below
SPAN-253 remains as ELEC

Student places into
PAN-352

Articulation
changed to SPAN-
253

Articulation changes
to ELEC-2**
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Transfer Articulation Equivalency Site

e The Transfer Articulation Equivalency Site may be found in the following link

http://www.XX University.edu/provost/registrar/transfer/index.cfm

o This site is a partial web view of the articulations found in TCEQ (University articulation
database). It only displays articulations for 2-year institutions and courses articulated to
100 and 200 level courses at AU.

e To search for a course equivalent, select an institution name

e Then you may click on individual courses or the “Select/clear all” box to display all of

the articulations available for that institution

Course Credits Course Credits | Active Dates
ECON-201 Principles of Macroeconomics 3 ¢ ECON-100 Macroeconomics 3 12711707 - 1211117
ECON-202 Principles of Microeconomics 3 ¢ ECON-200 Microeconomics 3 12711707 - 121117117
ENG-101 Freshman English | 3 ﬂ 'WRTG-100 College Writing 3 B/25/09 - 8/25/19
ENG-101 Freshman English | 3 ¢ LIT-100 College Writing 3 12/18/07 - 12/19/07
ENG-103 Intro to Literature 3 ¢ LIT-121 Rethinking Literature 3 B/26/09 - B/26/19
ENG-103 Intro to Literature 3 ¢ LIT-120 Interpreting Literature 3 12/18/07 - 12719707
HIST-103 United States History | 3 ¢ HIST-205 Amer Encounters: 1492-1865 3 1/8/08 - 1/8/18
HUM-100 Mini-Civilizations 3 ¢ HIST-1** Mini-Civilizations 3 1/1/08 - 1/1/18
PHED-145 Personal Wellness 2 ﬂ HFIT-200 Lifetime Health & Fitness 2 12/18/07 - 12/18/17

** - indicates subject level equivalent credit.
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Transfer Articulation Methodology

The following is our recommended methodology for articulating courses at XX University (AU).
The method will be used to articulate course to course equivalents; subject-level electives and
general electives; and will allow the option of designating those courses as general education
courses. The following are the three approaches for articulating transfer courses at AU.

Approach #1:
This approach is used when there is a course to course equivalency.

Approach #2:
This approach is used exclusively for subject-level elective courses that have a
comparable subject at AU and are not going to be articulated as general education
courses. Colleague does not have the capability to assign general education credit when
this approach is used. This is accomplished by using the credit equivalency field of the
TCEQ.
SAMPLE: BIO-2** 4 credits TR Anatomy

Approach #3:
This approach is used when 1) there is no comparable discipline/field at AU, or 2) the
course will be articulated as a subject-level elective or a general elective and the
department designates a subject-level elective or general elective to be articulated as a
general education course.
The naming convention for these courses is meant to be intuitive. For example, a
foundational area one course beginning with "CA" represents the "Creative Arts"
foundational area. The letters that follow "CA" represent the title of the external course.
For example, "CAAH" stands for "Creative Arts, Art History". While this may not be
immediately apparent when reviewing a student's degree audit, this table should help
explain why these course prefixes were created and what they represent.
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Looking up Institution IDs in Colleague Using CEEB Codes

1) Go to http://sat.collegeboard.org/register/sat-code-search

2) Use the dropdown menu and select “Colleges & Scholarships”

Code Search

Find codes for SAT registration and sending scores

College Board codes are needed when you register for SAT Program tests or send score report
scholarship programs. You can choose these codes during online registration or look them up

Search Criteria v

Search Code Type

Search Criteria v

Search Code Type

Country
[United states v,
State

Select one w
City (optional)

College or Scholarship Name (optional)

R Y

4) Narrow results by clicking on the first letter of the name of the institution

College & Scholarship Codes
218 results

College or Scholarship Code
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5) Find institution and copy the four-digit number next to the institution name under the “Code” column.

This code is known as the “CEEB” code

College & Scholarship Codes
218 results

College or Scholarship m

FLAGLER COLLEGE

FLORIDA AGRICULTURAL MECHANICAL UNIVERSITY

FLORIDA ATLANTIC UNIVERSITY

FLORIDA BAPTIST COLLEGE

FLORIDA BIBLE COLLEGE

FLORIDA CAREER COLLEGE

5

5

5

235

215

229

4435

7781

3581

6) Go to the “TCEQ” form in Colleague and type the CEEB code in the “institution Lookup” search

field, then click “OK”

[ File Options Help | i Save ) (W saveAll ) (" X Cancel XX Cancel All P! ::_-—:
[ TCEQ - Transfer Course Equivalencies |
Transfer Institution :
Transfer Course Title Credit DMS Category
LS | I ) | J
2 | | ] = J
Egquivalent Course Title fnssihant ot : 1’rse Leval
' | || | 9235 |
.
2 — - =
L | | : ( OK ) ( cancel ) ( Finish ) ( Help ) :
3 i | — -
Credit Subject Course Lavel Department
1 i J
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7) The institution ID will be located on the top of the page.

#: FAVORITES

oED 4

Flagler College 0241152 | 1of1 | ﬁ
WDATATEL PO Box 1027 Phone: Where Used: GORINS

CO”E&QUE Phone: Entry Date: 071538

5t Augusine FL 32085 Email:

‘H—File Options  Help (_/ Save ) (4 SaveAll ) ( X Cancel ) { XX CancelAll ) (-| |_+-

[ o
‘ | TCEQ - Transfer Course Equivalencies |

SEARCH RESULTS

TCEQ: Transfer Course Equivalen

Transfar Institution : 0241152 Flagler College
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Duplicate Institution IDs

Alamo Community College District = 5 (Duplicate articulations only when necessary)

-Northeast Lakeview College:
-Northwest Vista College: 1311322
-Palo Alto College: 0240284

-San Antonio College: 0242057

-St. Philip’s College: 0242054

San Mateo County Community College District = 3 (Duplicate articulations only when
necessary)

-Cafiada College: 0240494

-College of San Mateo: 0240458

-Skyline College: 240842

City Colleges of Chicago = 7 (Duplicate articulations only when necessary)
-Richard Daley: 0238653

-Harold Washington: 0238649

-Kennedy-King: 0239343

-Malcom X: 0238699

-Olive-Harvey: 0239095

-Harry S. Truman: 0238670

-Wilbur Wright: 0239356

Dallas Community College District = 7 (Duplicate articulations only when necessary)
-Richland College: 0242026

-North Lake College: 0241990

-Mountain View College: 0241943

-El Centro College: 0241779

-Eastfield College: 0241780

-Cedar Valley College: 0241743

-Brookhaven College: 0241683

Peralta Community College District = 4 (Duplicate articulations only when necessary)
-Berkeley City College: 2580874

-College of Alameda: 0240503

-Laney College: 0240650

-Merritt College: 0240690

Eastern Iowa Community College District = 3 (Always duplicate articulations)
-Clinton Community College: 0241703

-Muscatine Community College: 0241933

-Scott Community College: 0238086
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Seattle Community College District VI =3 (Duplicate articulations only when necessa
-North Seattle Community College: 0240727

-South Seattle Community College: 0240852

-Seattle Central Community College: 1909488

Ivy Tech Community College = 15 (Always duplicate articulations)
-Ivy Tech Community College: 2300319

-Ivy Tech Community College Indianapolis: 238844
-Ivy Tech Community College Muncie: 238815

-Ivy Tech Community College Bloomington: 1244917
-Ivy Tech Community College Columbus: 238822
-Ivy Tech Community College Evansville: 238813
-Ivy Tech Community College Ft. Wayne: 238814
-Ivy Tech Community College Gary: 238817

-Ivy Tech Community College Kokomo: 238862

-Ivy Tech Community College Lafayette: 238818

-Ivy Tech Community College Madison: 238867

-Ivy Tech Community College Richmond: 0238819
-Ivy Tech Community College South Bend: 238816
-Ivy Tech Community College Sellersburg: 238809
-Ivy Tech Community College Terre Haute: 238820

NOVA = 6 (Always duplicate articulations)
-NOVA: 133345

-Alexandria: 241336

-Loudoun: 241507

-Woodbridge: 241341

-Manasas: 241506

-Annandale: 241340

Montgomery College = 3 (Always duplicate articulations)
-Rockville: 241305

-Germantown: 241261

-Takoma: 241282

Miami Dade College = 4 (Always duplicate articulations)
-Miami Dade C.C.: 241093

-South: 241315

-Wolfson: 241314

-InterXX University: 2019375

Broward College = 2 (Always duplicate articulations)
-Broward Community College Ft Lauderdale: 0241024
-Broward College Coconut Creek: 0241491
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Tidewater Community College = 4 (Always duplicate articulations)
-Porstmouth: 0241145

-Norfolk: 1929749

-Virginia Beach: 0241512

-Cheasapeake: 0241480

University of Florida = 2 (Always duplicate articulations)
-Current ID: 4090736
-01d ID: 0241530

Suffolk County C.C.= 3 (Always duplicate articulations)
-Suffolk County C.C.- Michael Grant Campus: 0239880
-Suffolk County C.C.- Eastern Campus: 0239877
-Suffolk County C.C.-Ammerman Campus: 0239862

Erie Community College = 3 (Always duplicate articulations)
-Erie Community College City Campus: 0239526

-Erie Community College North Campus: 0239537

-Erie Community College South Campus: 0239525

Monroe College =2 (Always duplicate articulations)
-Monroe College: 239681
-Monroe College Bronx: 239682
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Department Codes

Department codes are used to associate a subject (course prefix, like HIST) to a department
within a school. Below is a quick guide for department codes at AU.

Things to Know

Use Art Department Code (81030) for the following subjects:
o ARTS (Studio Art)
o ARTH (Art History)
o GDES (Graphic Design)
Use Performing Arts Code (81036) for following subjects:
o PERF (Dance, Theater/Musical Theater, some Music courses)
o MUS (some Music courses)
o ATEC (Audio Technology)
Use International Services, School Code (82501) for following subjects:
o SISU (undergrad SIS courses)
o SISA (undergrad study abroad SIS courses)
Use University Registrar Code (82001) every time an “ELEC” articulation is provided
Use SETH Code (81045) for following subjects:
o EDU (Education)
o HFIT (Health and Fitness)
Use World Languages and Culture Code (81018) for following subjects:
o ARAB (Arabic)
o CHIN (Chinese)
o FREN (French)
o GERM (German)
o HEBR (Hebrew)
o ITAL (Italian)

o JAPN (Japanese)
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o KOR (Korean)

o PERS (Persian)

o PORT (Portuguese)
o RUSS (Russian)

o SPAN (Spanish)

o SWAH (Swahili)

Look Up Institution Codes

1) Open TCEQ and type “...” in the “Department” field, then hit enter.

J TCEQ - Transfer Course Equivalencies |

Transfer Institution : 0241608 Wilmington University

Transfer Course Title Credit DNS Category
1] L L )

Zall I ) ] [ )}

Equivalent Course Title Credit Course Level
1] ] J | ) T
Lzl 1L ] 1L |
L3l J L J J L M|
Credit Subject Course Level IDepartment
L 1 _“ :‘3(](](](](]J MHISTH\smry ‘ \1Lowerlevel M !
Start Date| 0223015 Default Status| -]
End Date | = Description | |
Acad Level | | Acad Programs | 1 || )
Credit Type Comments| 1 || E{
Grade Scheme | TR Transfer Credit +/- (7/33) =
Minimum Grade | J Transfer Credits ‘D ] ] Equiv Credits. ‘300 J
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2) A list of departments will populate, select the desired department

Filter: peeTS ¥ | || | [ selectan | I )| e < 1-3o0f157 > 3

Department: 20211 Type:

10
Commencement Active/Inactive: A
Department: 20212 Type:

2 [
University Marketing Active/Inactive: A
Department: 20213 Type:

3 U
Office of UCM-Exec Director Active/Inactive: A
Department: 20215 Type:

4 [
University Communications Active/Inactive: A
Department: 20225 Type:

5 U
University Publications Active/Inactive: A
Department: 20250 Type:

& [
Al Nigeria Active/Inactive: A
Department: 20710 Type:

7
Recreation Sporis & Filness Active/Inactive: A
Department: 23001 Type:

8 [
IT Office Administration Active/Inactive: A

Notifying Faculty of Past Due Courses

1. Every Friday login to SharePoint and click “TCA Master List — 2013”. Click “All Items” and

then exiort to an Excel Sireadsheet,

BROWSE ITEMS ust

D [T Modify View . Current View: T i [ Open with Access "ﬁ [ Form Web Parts -
[ Create Column | All ltems - u Open with Project = ER et List
View Quick  Creste Tags&  E-mala Alet R5S  Conmectto Exportto Customize
Bt View Navigate Up 1.30 p Notes Lk Me+ Feed  Outiook  Excel Form 3 Mew Quick Step
View Format Manage Views Tags and Notes Share & Track Connect Customize List
Surveys @ new item or edit this list
ReviewCompletionSurve Progress by Status  All ltems  Assigned -+ Find an item o

Y
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2. Once exported, go to column labeled “Status” and filter the spreadsheet to include only the
“Assigned” status

3. Go to the column labeled “Course Due Date”. Here you want to only include the dates that are
the day before you’re working on the spreadsheet and before. For example — if today is
10/26/2018, you’ll want to filter to include dates from 10/25/2018 and before.

4. After it is filtered, look at the first column labeled “Department:School”, which will tell you the
department you should send the list of courses to using the template below. The contact
information for each faculty member exists in SharePoint by clicking on “Faculty Reviewers and
Dept Contacts” on the left-hand side.

a. Emily Jones: Address her as “Dear Emily”
b. Justin Bernstein: Address them as “Dear Dean Shinko, or Dear Dean Bernstein”
c. Everyone else should be addressed as “Dear Professor (last name)”

5. Once you’ve determined who you are sending the email to, copy the columns “External

Institution Name” and “External Course Prefix/Number” and paste into the body of the email.

CAS = Emily Jones — “Dear Emily”

SOC = Tierra Perdue - “Dear Tierra”

SIS = Diana Tetterton — “Dear Diana”

KGD = Gregory Bailey — “Dear Gregory”

SPA (Public Administration) = Jocelyn Johnston — “Dear Professor Johnston”
SPA (Justice, Law & Society) = Bill Davies — “Dear Professor Davies”
TEMPLATE:

SUBJECT: Reminder Transfer Course Articulation Request

Dear Professor,

I would like to remind you that there are transfer courses pending your review. I appreciate your
assistance and ask that you follow the link below to access the course(s).
https://myau. XX University.edu/groups/Committee/UGStudies/TCA/SitePages/Home.aspx

To help you manage the courses, the due date for each of them is provided all the way to the
right of each course.

Do not hesitate to contact transferarticulation@XX University.edu should you have any
questions or concerns.
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Courses that are repeatable for credit

“Repeatable for credit” means that a student can take the same course over several
semesters and receive credit each time they pass the course. If an external course is

repeatable for credit, then assign the course to faculty in SharePoint once noting in the
“Admin Notes” field that the course is “Repeatable for Credit”.

¥ DepartmentSchool Department Priority Code Student AU ID Admin Notes nstitution 1D External Institution Name ‘W External Course Prefic/Number

# |CAS Music ¥ |Prospect Credit 0241601 University of North

Carolina-Greensboro

ENS-382

An Elective or a Subject Credit equivalency will also be applied to all
semesters that the student took the external course
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