@ Job Aid — Entering Transfer Credit
University of
Northernlowa

Entering Transfer Credit

Purpose: The following instructions describe how to add transfer courses to the student’s
external org. The first step is to enter the external course defaults and add courses. The second
step is to associate the UNI equivalents.

Entering External Course Defaults and Adding Courses

Step Action

1. Navigate to the External Education page: Main Menu > Records and
Enrollment > Transfer Credit Evaluation > External Education

Note: You may also access via Admissions

2. Enter search criteria. Click the Search button.

Result: The External Education tab displays.
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Step Action
3. Select the Courses and Degrees tab.
External Education
External Organization Find | Al 4 om0
Externmal Org ID: 634661 Morth High School El
= External Course Defaults
Data Number: - External Career: High Schl  ~ Apply Defaults
Data Source: SelFRpted ~ Term Type: Semester -
Acad Level: Unknown - External Te rm: o
Institution: UNICS (& UNI Term Year:
Course Type: Course - Course Level: hd
Unit Type: Semester - Units Takem:
Grading Scheme: UG - Grading Basis: GRD Q Graded
~ External Courses Customize | Find | fRETk 4] 1 of 1 [B]
" Course Grades Timeframe Details Transfer Credit’ Comments

g’“ ZSchool Subject Description *Course Nbr *Course Name
1 Q Q [=]
Customize | Find | ek 4] 4 of 4 2]

~ External Degrees
D Field of Study Transcript

Dearee *Description

*Deagree Date *Data Source *Deqree Status *Honors Category
1| Q . [# | Schoal ~ | Complete « None % =
Transfer To: Course Credits - Go

B save EL Return to Search =] notify 7% Refresh

Enter External Course Defaults — any information you provide here will pre-
populate the same for all courses you are about to enter. You may use any of these
fields; you do not need to use all of them. You may override any fields as you
enter courses.

e Data Number - If the courses that you enter are linked to a row of transcript
data on the External Education page, enter the data number from that page.
When you navigate out of this field, the system automatically populates a
number of the remaining fields with the data that is linked to this data number.
If the courses that you enter are not linked to a data number, do not enter a
value in this field but complete the remaining fields.

e Data Source - School (could also be Self-Reported, if appropriate)*

e Acad Level - Select the academic level of the person at the time the external
data was collected or issued. This value might be different from the current
academic level. It can be left “Unknown”
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4, Enter External Course Defaults (CONTINUED)

e Institution — UNICS*

e Course Type — Pre-populated from School Course Classification

e Unit Type — Pre-populated from School Data set up

e Grading Scheme — Pre-populated (Grad, Undergrad)

e External Career — Pre-populated from School Data set up

e Term Type — Pre-populated from School Data set up

e Begin Date - Not needed if Term Type exists

e End Date - Not needed if Term Type exists

e Course Level - Use what is appropriate (Lower Division, Upper Division, etc)

e Units Taken - Consider entering the most common number and overriding
others, or leave blank and manually enter for each course

e Grading Basis — Select TRN (Transfer)
1. Click “+” to add more External Courses
2. Select number of courses to add
3. The Defaults will appear for all new rows
4. Add all courses, grades, credit hours, etc
5. SAVE

*These field values can be set up in User Defaults. You may still override the

value. This will pre-populate the values and save time on data entry. To set User

Defaults navigate to: Main Menu > Set up SACR > User Defaults.

5. Click the Apply Defaults button.

Extesmal Educition i
Exterral Drgenization Find | Wiewr £11 Al vor 2 Lk Lamt
External Org Ik S00ET1 Hawikeye Community College IEI
* Extzrnal Cxurse Delaglts
[kata NS - Emprnal Carger; Undergiad Apply Datiith
Duata Source: Seifipted - Term Typ: Qearter -
Acad Level LMnknown = Esternal Tenme (v
= W R T S S P R

Note: Click the Add Row button (At the External Organization level) to add
additional External Organizations.
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6. In the External Courses section, add the appropriate courses. Click the Add Row
button to add additional rows needed (beyond the one default row)
=~ External Courses Customize | Find | | | i K 1-50f5 ]
i ) Grades Timeframe Details Transfer Credit/ Comments
%rse *School Subject Description *Course Nbr *Courze Name
: . ~y — ®@=
Enter the number of rows needed in addition to the one default row and click the
OK hutton.
Enter number of rows to add:
[ Ok l ’ Cancel ]

7. Click the Show All Columns button to see all the fields for external courses.
Enter the information for each course. Note: You may override any course default
fields as necessary.

3 o L) \ WU - [N o i L -

8. Click the Save button.
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Associating UNI Equivalents

Step

Action

1.

Now that you have entered the student’s courses, the next step is to associate the
UNI Equivalents. Navigate to the Course Credits — Automated page: Select Main
Menu > Records and Enrollment > Transfer Credit Evaluation > Course
Credits — Automated

Favorites | Main Menu > Records and Enrolment > Transfer Credit Evaluation > Course Credits - Automated

Course Credits

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value

Maximum number of rows to return (up to 300} (300
ID: begins with ~ | Q
Academic Career:

Academic Institution: pegins with | Q

National ID: begins with |
Last Name: begins with v|
First Name: begins with v|

[ case Sensitive

Search Clear | Basic Zearch Save Search Criteria

Click the Add a New Value tab. Enter the student’s ID, Academic Career, and
Academic Institution.

Course Credits

Find an Existing Value
ID: | Q

Academic Career: Undergraduate

Academic Institution:\UNICS (T

Add

Enter the student’s ID, Academic Career, and Academic Institution. Click the Add
button.

Date Created: 10/10/2011 Page 5




Job Aid - Entering Transfer Credit

iversity of (A

Horthernlowa

Step Action
4. On the Transfer Course Details tab, complete the following:
Transter Course Details.  JRITTE R
1-r..\r|r.rm' Credit Rinddal Fhnd | Vi ALl Firet m 20t3 8
Academsc Careern LUGRD Un-dergrasduate =
Academes institution: LNICS Uiniversity of Moatham lowa
*Mewdil Mhr: e
I'Trarl:ptrlpl:Lm'H: Unpfficial = |
Targed inlormation
[ "Ll il Progian. aQ ]
Academic Plan: a i Apply Agreerment
Source Informeation
*Credit Source Type: Edernal -
] £ xtarnal Oy 40: 'C-LI
I kata Source: - I
Transfer Credil Tenm Find | ﬂ 1el1 .L
I'Artlcul.:hnn Te i o, i Falch E]
Extermal  Exiernal Sobject/ Units Grade Equivalent Subject! Units Grade Fepaat Incl in
. Tifvri Catalog Mhi Takan lapid Caldgy Hha Accipled Rasis e Code F&W
Addmiew Commenls
& Save | L\ Rstemio Seacch . [ Notify [ doctet UpdateDnpay
e Transcript Level
e Academic Program
e Academic Plan - LEAVE BLANK
e External Org ID
e Data Source
e Atrticulation Term
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Step Action

5.

Click the Fetch button.

Fetch

Result: The Equivalency Details tab populates.

Incoming Course

Equivalent Course Information

Repeat Code:

Designation:

Term: 2010 FALL

Course: MAT 10 Math For Liberal Arts

Units Taken: 3.00

Grade Input. A A Crse Level:
Equivalent Course

Course ID: 00430€ Math Decision Making

Offer Nbr: 1 MATH 1100

Grading Scheme: UG Undergraduate Grading Scheme
Grading Basis: TRN Transfer

Official Grade: A A

Units Transferred: 3.000|  Grd Pt/Unt: 4.000 Units Att:

[ e

Include in FA WI Stats

Transfer Credit Term Find | |ﬂ1 of 1 1]
*Articulation Term: 2112 @ 2041 FALL Posted =]
Evaluator Details
“Grou Status External External Subject/ Units Grade Equivalent Subject/ Units Grade Grade Repeat "Il"g\
P Term Catalog Nbr Taken Input Catlg Nbr Accepted Basis Code Wi
1 |Posted 2010 FALL MAT 110 J00(A MATH 1100 J000(TRN |A
2 |Posted 2010 SFR PSY 111 3.00(B PSYCH 1001 J.000(TRN |B
3 |Posted 2010 SPR S0C 110 3.00|(B S0C 1000 J.000(TRN |B
4 |Posted 2011 5PR SPC 101 J.00(A COMM 1000 J.000(TRN |A

Note: To see the Incoming Course Name, click the Show All Columns button

and then click the Edit Equivalent Course button i for the course you wish
to see the name.

QK

Cancel

Clear

Valid Attempt
Earn Credit
Include in GPA

Yes
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6. You have now added the UNI equivalents, units, and grades to the transfer courses.

At this point the status is “Accepted”. The next step is to attempt to “Post” the

credit.

Note: In the sample below, you’ll see one course “Rejected”. This is a No Credit
course. We’ll need to decide if we wish to leave this on the student’s record or not.
It can be deleted at this stage by clicking on the minus sign at the end of the row.
The Status could also be “No Rule” in which case, the Transfer Rule has not been

set up for that course.

Transfer Credit Term

*Articulation Term:

*Group Status

1 |Accepted
2 |Accepted
3 |Accepted

4 |Rejected

212 Q 509 FaLL

) Evalustor Details

External
Term

2011 5PR

2010 FALL

2010 FALL
2011 5PR

Find | 14 1 of 1 2]
ffely Submitted =l
External Subject/ Units Grade Equivalent Subject/ Units Grade . . Repeat i::“F:L
Catalog Mbr  Taken Input Catlg Mbr Accepted Basis Code
500 220 2.00/8-  50C 10008 2.000[TRN |B-
PSY 102 200/4  PSYCH 10004 2000/ TRN |&
MAT 117 200G MATH 1201 2.000{TRN |C+
MAT 045 400D+ El) —
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Step Action

7.

Select the Evaluator Details tab. Click the Edit Equivalent Course icon to
review the Equivalent Course Information page.

Details by

Equivalent Course

Incoming Course
Term:
Course:
Units Taken:
Grade Input:

MAT
3.00
A

Equivalent Course
Course ID:

Offer Nbr:
Grading Scheme:
Grading Basis:
Official Grade:
Units Transferred:
Repeat Code:

Designation:

2010 FALL

A

Transfer Credit Term Find | 4 10f1 ]
*Articulation Term: 2112 Q2011 FALL Fetch Submitted =]
Eguivalency Details
. External External Subject/ Units Grade Equivalent Subject/
Group  Status Term Catalog Nbr  Taken Input Catlg Nbr LEE:
1 |Accepted |2011FALL  |MA1MT 3.00|A MATH 1100 [ ] rlf}lg + ]
2 |Accepted |2011FALL  |CSC 110 3.00|A MGMT 10002 LSRR [
3 |Accepted |2011FALL  |COM 730 2.00|B XWX CT SRR [

Result: The Equivalent Course Information page display, return to the Evaluator

Information

oK

110 Math For Liberal Arts

Cancel

Crse Level:

Math Decizion Making
MATH 1100

Clear
1

Valid Attempt

UG

Undergraduate Grading Scheme

TRN Transfer Earn Credit

A
Grd Pt/Unt:

Include in GPA

2000 4.000 Units Att: Yes

Q
[#] Include in FA WI Stats

8. Determine if you wish to reject a course or add another equivalent.

If you wish to... Then...

Reject a course Click the Reject External Course icon X,
Caution: As soon as you click this icon, the course is
rejected so DO NOT click on this unless you truly want
to reject the course.

Add another Click the Add Internal Equivalent icon *. This

equivalent allows you to add another equivalent and creates an
additional row with the equivalent. It also creates the
Delete Internal Equivalent icon m
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Step

Action

Click the Comment/Override Reason icon to access the Course Credit
Comments page.

Course Credit Comments

Override Reason
[

Comment

OK Cancel

10.

Enter Override Reason and/or Comments as appropriate. Click the OK button.

11.

Click the Transfer Summary tab.

Transter Gourse Detaie s I Ll ik

. ) o

Tramsfer Credn Bodal Find | Views AR Fiirst 140 2 a1 7 (B L
Acadomic Cargan LIGRD Undergraduabe E
AcCademic ingirtution: LRECE Unbegraity of Martmam loaa
Maodel Nbr: 2 Hawkaye Community College
Academic Program: CRAUG Business Admin-Lindergraduate
Admit Type/Term: FrColiCr 2011 FALL

Find | iy o1 [E
rliculation Tenm: 011 FALL Posted Date:
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Step Action
12. Use the Transfer Summary tab to calculate an individual’s transfer credit statistics,
based on the accepted internal equivalent courses of a transfer credit model.
Click the Calculate button, | Galculate
Result: When you calculate the individual’s transfer credit statistics, the system
calculates the units taken and the units transferred.
Transfer Course Dietails  [RIELECTET R TR
fran sler Credit Modei Fimd | View All First 14 2 or 2 1)
Academisc Carser: LUGRD Undarpiacduate ®=H
Academic nstitution: unNICS Unkaersity of Northem lowa
Mgl HEsr: 2 Hawkeye Communily College
ACadembe Program: CRALG Business Admin-Undesgradwats
Admilt Typa/Term: FraliCr 011 FALL
Find | Ay ory I
FE=
Amiculaton Taim: 2011 FALL Posied Date:
Klodel Siafus: Sarbmitted Usar 10
Calculate Paosl Linpos i
Transfer Taken for GPA: 2.000
Transfer Taken Mol for GPA: 1000
Tranafer Passed for GPAC B.600 Transfer Grade Pownis: S 020
Transfer Passed Not lor GPA 3.000 Transfer GPA: 3,780
= FA Woeaks of Instruchon Siats
Transfer Taken for GP: -'_'l |_|L||’I"|
Transter Taken Not Tor GRA: 3.000
Transter Passed for GPA: 9.000 Transfer Grade Points: 34 020
Transter Passed Nal for GPA 3.000 Transfer GPA 3780
Course Credis Sumrmany
Transfer Takean for GPA: 0000
TransTer Takon Mod for GRA: 0000
Transfer Passad lor GPA: 0000 Transier Grade Poinis: 0000
Transler Passad Mol lor GPA: 0000 Transier GPA: 0000
B Save | |55 Returnio Sesnch | |[Z Moty 5 ama UpdateDapisy
13. Click the Save button.

@ Save
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