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Module 1: About the Workshop
* Workshop Overview
Module 2: Codes Affecting Transfers and Non-Courses
* Code Files
* Validation Codes
Module 3: Equivalencies and Credit Type
Why Use Equivalencies?
* Files Touched By Equivalencies
e Credit Types and Equivalencies
Module 4: Transfer Work
« Overview
* Creating Standard Course Equivalencies for NCCCS
* Awarding Transfer Credit
Module 5: Non-Courses
« Overview
* Challenge Exams
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e Military, Business and Industry, and Homemaker
Credit

» Competency Exams

Module 6: Viewing Results

* Transfer Equivalency Report

* Transcripts—Inquiry Screens and Printed
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Module 1: About the Workshop NCCCS

Module 1: About the Workshop

This workshop will provide training on the main topics regarding
transfers and non-courses in the CIS system. The workshop will
cover details and recommendations for recording AHS transfer
work, challenge exams, military, business and industry, and
homemaker credit, and competency exams.

Delivered template data will be reviewed and specific emphasis will

be placed on set up and testing to be performed in your coltest
account.

HDATATEL Page 1-1
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Module 2: Codes Affecting Transfers and Non-Courses NCCCS

Module 2: Codes Affecting Transfers and Non-
Courses

Objectives for this Module

In this module, you will learn about
* Code files used with transfer and non-course work
+ Validation codes used with transfer and non-course work

HDATATEL Page 2-1
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Module 2: Codes Affecting Transfers and Non-Courses

Code Files

CTYP Credit Types
Local changes not recommended

CODE CATEGORY FLAGS
AHS Adult High School 1> Blank
HSE AHS Exams @) NYN
HSN AHS Noncourses O NYN
HST AHS Transfer T NYN

* The template delivered this category as “C.” Per SCR 714 the
credit type category for the AHS credit type will change from C
to I. Unless the patch with SCR 714 has been loaded, the user
will receive an error when they change the credit type on Adult
High School courses to AHS.

GRSC Grade Schemes
Colleges may add additional grades to the delivered grade schemes

BSP Basic SKkills
Start Date = 01/01/60
Repeat Grade Usage = Best
= A-4.00-Excellent
Null-Null-Null-Null-Y-Y-Y-Y-N-N
4.00001

= B-3.00-Above Average
Null-Null-Null-Null-Y-Y-Y-Y-N-N
3.00001

= (C-2.00-Average
Null-Null-Null-Null-Y-Y-Y-Y-N-N
2.00001

= D-1.00-Below Average
Null-Null-Null-Null-Y-Y-Y-Y-N-N
1.00001

* F-0.00-Failing
Null-Null-Null-Null-Y-N-Y-Y-N-N
0.00001

HDATATEL Page 2-2
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Module 2: Codes Affecting Transfers and Non-Courses

=  S-Null-Satisfactory
Null-Null-Null-Null-N-N-N-N-N-N
Null

= U- Null-Unsatisfactory
Null-Null-Null-Null-N-N-N-N-N-N
Null

=  W- Null-Withdrawn
Null-Null-Null-Null-N-N-N-N-N-N
Null

TRGR Transcript Groupings
Local Additions Allowed

A transcript for Adult High School was delivered with the template. You
have the ability to display transfer work, credit for life experience and
competency exams. We will review this later in the workshop.

AHS Adult High School

NONC Non-Courses
Local Additions Allowed

Competency Description Category
Tests

NCCTM Math Comp Test T Other Test
NCCTR Reading Comp Test T Other Test
NCCTW Writing Comp Test T Other Test

The following non-course was not delivered with the template but
should be added to your system on NONC.

Code: CHAL

Title: Challenge Exam
Type: Test
Category: T

Min Score: O

Max Score: 100
Desired Score: 85

See screen shot of the CHAL code below:

HDATATEL Page 2-3
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Module 2: Codes Affecting Transfers and Non-Courses

MOMC-Moncourses

Monc

Title |Ehallenge Exam
Description _1 | !I:I
Type |TEST Test ;I Farm Mame Mumber
Category [T Other Test j LI | j
Std Test 1D Component of |
Min Scare 1] Grade Scheme | !l
Maw Score | 100 Desired Grade LI—::I
Desired Score g5 Grade/Scare to Use | ll
Equivalencies
Start End General Courze Credit Drefault
[ ate [ ate Credit Credit Type Status
SN e -
2 u
3 Ty ld
Comments 1 ] <]
2 Sl
Menu Path: ST2>AM->NCW->NONC
IMDATATEL Page 2-4
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Module 2: Codes Affecting Transfers and Non-Courses

Validation Codes

COURSE.LEVELS (ST-VAL)
Changes not permitted

Description Min Entry | Special Special
Processing Processing
1 2
AHS Adult High School AHS
Diploma
BSP Basic Skills BSP

NON.COURSE.FACTORS (ST-VAL)
Local changes permitted

These codes can be used to record special circumstances that arise when
a person takes a test.

Description Min Entry | Special Special
Processing Processing
1 2

AA Assisted by Aide AA AA
AD Assistive Devices AD AD
ET Extended Time ET E
NO Declined NO N

Accommodations

NON.COURSE.CATEGORIES (ST-VAL)
Local additions permitted

These codes identify the category of non-course work in the system. The
special processing code distinguishes tests from other non-course work.
The different special processing codes distinguish between admissions,
placement and other tests.

Description Min Entry | Special Special
Processing Processing
1 2

A Admissions A A
P Placement P p
R Re-Test for R P
Placement
T Other Test T T
ADATATEL Page 2-5
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Module 2: Codes Affecting Transfers and Non-Courses

L Life Experience L
C Community Service C
(@] Other Noncourse (@]
Work
E Exit Test E T

NON.COURSE.TYPES (ST-VAL)
Local additions permitted

Description Min Entry | Special Special

Processing Processing
1 2

TEST Test TEST

COMM Community Service COMM

LIFE Life Experience LIFE

MIL Military Duty MIL

CERT Certification CERT

STUDENT.ACAD.CRED.STATUSES (ST-VAL)
No changes permitted

Sodariorm boe bghae sdecarion

Description Min Entry | Special Special
Processing Processing
2
NC Noncourse NC 7
Equivalency
TR Transfer Equiv Eval TR 7
PR Preliminary Equiv <<null>>
Eval
* There are additional
statuses that do not
affect transfers and
non-courses. They
are not listed here
The special processing code of “7” causes the equivalency to be
written to the transcript (STUDENT.ACAD.CRED) file. The “PR”
status can be used to preliminarily assign equivalencies, allow them
to be reviewed by another person, and subsequently changed to
“TR” or “NC.” There is no special processing for the PR status;
therefore, the equivalencies are not recorded in the
STUDENT.ACAD.CRED file. The workflows developed for NC do not
employ the “PR” status. However, you are free to use it if it suits
your institution’s workflow.
ARDATATEL
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Module 2: Codes Affecting Transfers and Non-Courses

STUDENT.NON.COURSE.STATUSES (ST-VAL)
Local additions permitted

Description Min Entry | Special Special
Processing Processing
1 2

NC Needs Confirmation NC

A Accepted A 2
NOTE Notational Only NOTE 3
WITHD Withdrawn W 1
P Passed P

NP Not Passed NP

WA Waived WA

ADATATEL Page 2-7
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Module 2: Codes Affecting Transfers and Non-Courses

Notes
ADATATEL Page 2-8
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Module 2: Codes Affecting Transfers and Non-Courses

Tasks

1. Adjust the credit type category for AHS on the CTYP screen. Change from
“C” to “I.”

2. Set up the CHAL non-course on NONC

ADATATEL Page 2-9
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Module 3: Equivalencies and Credit Types NCCCS

Module 3: Equivalencies and Credit Types

Objectives for this Module

In this module, you will learn
* Why equivalencies are used
* The files equivalencies affect

* How credit types control the equivalency attempted, completed
and GPA values

HDATATEL Page 3-1
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Module 3: Equivalencies and Credit Types

Equivalencies Explained

When a user records transfer work, a test, or life experience, and awards
college credit, the CIS System creates at least two records: the record of
the original entry and a transfer or non-course equivalency. In the case
of transfer work, you retain a record of the external transcript information
including the course from the transferring institution and its related value
at your own. Non-courses work the same—you maintain a record of the
life experience or test and the equivalent credit from your college.

For every equivalency assigned to a non-course or transfer course, a
record is created in the EXTERNAL.TRANSCRIPT or NON.COURSES file.

Each transfer and non-course entry populates a record in the
STUDENT.EQUIV.EVALS file and also the STUDENT.ACAD.CRED file, which
contains the academic history that will appear on a transcript.

In the following diagram you can see the transfer course and the files
created from the entry:

Transfer Non-Course
Basic Algebra 4 Years Military Service
Midlands Tech, SC US Army
EXTERNAL.TRANSCRIPTS NON.COURSES

STUDENT.EQUIV.EVALS

STUDENT.ACAD.CRED
(Transcript File)

HDATATEL Page 3-2
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Module 3: Equivalencies and Credit Types

Credit Types

In the CIS system, all academic history can be found in the
STUDENT.ACAD.CRED file. This file contains a history of all institutional
courses, transfer course equivalencies, and non-course equivalencies.
Each of these records can hold values for attempted credit, completed
credit and GPA credit and can have an associated credit type

When you enter a grade for a course or equivalency, the system looks at
the credits/units for the section and whether records with that grade
should have the credits figured into attempted, completed and GPA
credits.

Using the delivered BSP grade scheme for a 1-unit course with a grade
of:

include units in attempted, completed and GPA

include units in attempted, completed and GPA

include units in attempted, completed and GPA

include units in attempted, completed and GPA

include units in attempted, do not include in completed,
include in GPA

include in attempted and completed, not in GPA

include in attempted, but not in completed nor in GPA

mTogoOmw>

cwm

When recording grades, the system also looks at the credit type
associated to the record. If you look at the CTYP screen, the same three
parameters can be defined for each credit type. It is important to note
that the values on the CTYP screen do NOT have to be filled in. However,
if they are, they will override the parameters set on the grade codes.

For example, the AHS Transfer (HST) credit type is delivered as follows,

Include in Attempted: No
Include in Completed: Yes
Include in GPA Credits: No

But the Adult High School (AHS) credit type used for courses taken locally
has null values in each parameter. This will force the system to use the
parameters on the grade codes themselves.

For the HST credit type, the system does not include attempted credit
values because the work was not attempted locally, but rather at another
institution. The values also do not affect the GPA because the credit was

HDATATEL Page 3-3
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Module 3: Equivalencies and Credit Types

earned elsewhere. The only value affecting the local transcript is the
completed credits.

Compare the following:

Taken Locally Earned as a Transfer
Course: AHS-ENG1 Course: AHS-ENG1
Credit Type: AHS Credit Type: HST
Units: 1 Units: 1

Grade: B (3.0 value) Grade: B (3.0 value)
Attempted Credits: 1 Attempted Credits: O
Completed Credits: 1 Completed Credits: 1
GPA Credits: 1 GPA Credits: O

Summary of Credit Types for Adult High School:

Code: AHS

Description: Adult High School
Category: | Institutional

Include in Attempted: <<null>>
Include in Completed: <<null>>
Include in GPA Credits: <<null>>

The AHS code is assigned to all AHS courses offered by your institution.
When a student takes a course, the AHS code is recorded with the course
information in their transcript file. When a grade is assigned, the credits
are recorded based on the grade code parameters.

Code: HST

Description: AHS Transfer
Category: Transfer
Include in Attempted: No
Include in Completed: Yes
Include in GPA Credits: No

Assign the HST code when recording AHS transfer credit. Unit totals will
be recorded in completed credits but NOT in attempted or GPA.
Regardless of the grade code parameters settings, the credit type
parameters will override them.

HRDATATEL Page 3-4
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Module 3: Equivalencies and Credit Types

Code: HSN

Description: AHS Noncourse
Category: O Other

Include in Attempted: No
Include in Completed: Yes
Include in GPA Credits: No

Use the HSN credit type when assigning homemaker, business and
industry, or military credit—for any type of life experience credit

Code: HSE

Description: AHS Exam
Category: O Other

Include in Attempted: No
Include in Completed: Yes
Include in GPA Credits: No

Use the HSE credit type when recording credit for a challenge or

competency exam

IMDATATEL
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Module 3: Equivalencies and Credit Types

Notes
ADATATEL Page 3-6
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Module 3: Equivalencies and Credit Types

Exercises

1.

In the following scenarios, adjust the attempted, completed and GPA credits
for the associated credit types

At your college, students earn 1 unit when successfully completing

Algebra 1

Scenario

Units
Attempted:

Units
Completed:

Units figuring
into the GPA:

Take at your
institution with a
grade of B

Earned via
challenge exam

Earned as transfer
credit—grade of B

Earned via life
experience credit
through business
and industry

HRDATATEL
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Module 4: Transfer Work NCCCS

Module 4: Transfer Work

Objectives for this Module

In this module, you will learn
* The CIS system features for transfer work processing
* To create standard course equivalencies to reduce processing
time
* Award transfer credit

HDATATEL Page 4-1
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Module 4: Transfer Work

Transfer Work Processing in the CIS System

Within the Admissions module of the CIS system is a menu for external
courses and transfer work processing.

Processing transfer work involves two basic steps:
* Recording coursework taken elsewhere
* Awarding credit, if applicable

To assist with data entry, the system will allow you to predefine
articulation agreements so when you enter coursework taken elsewhere,
the system knows to associate the appropriate credit for your institution.

If you do not want to predefine these matches, you may hold off and
indicate the standard associations as you record transfer work for your
applicants and students. You also have the option of not predefining
equivalencies.

HDATATEL Page 4-2
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Module 4: Transfer Work

Standard Course Equivalencies for NCCCS AHS Courses

A standard course equivalency tells the system that anytime you record a
particular course from institution X, assign equivalent credit for course Y
at our institution.

A key point to understand is that standard equivalencies are tied to a
specific institution. That means if Midlands Technical College in SC offers
ENG-110 and so does Northern Virginia Community College, they are not
necessarily the same course and you might not award the same transfer
credit for both. Therefore, anytime a standard equivalency is defined, it
is linked to a specific institution.

In the case of the Adult High School curriculum in the state of North
Carolina, there is a defined curriculum that generally only varies in the
electives that a college may offer. However, the System Office has not
prescribed what the course prefix and number for those courses should
be.

In an attempt to unify the course names, the Adult High School
workgroup defined a recommended list of course names for the colleges
to use. However, using these names is optional.

If you know a college has followed the course naming recommendation,
you can predefine the AHS equivalencies between your college and the
other in the system.

In the following example, Community College A and Community College B
use the recommended naming scheme. Both refer to English 1 as AHS-
ENGL1.

To create the standard course equivalency:

e Staff member from A accesses the TCEQ screen

* Look up Community College B at the institution look up prompt

» At the Course Equivalency Look Up, type “...” to see if the
equivalency exists, or if you are certain it does not, type “A” to add

* When adding a new equivalency, you will then record the course
name (prefix+number) in the Transfer Course field. Enter the title
and credits/units.

HDATATEL Page 4-3
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Module 4: Transfer Work

TCEQ-Transfer Courze Equivalencies

Tranzfer Institution: O uth Piedmont Craty Call
Tranzter Courze Title Credit
1 [AHSENGI English 1 TE -
2 & -l
Equivalent Courze Title Credit Courze Level
1
2
3

» Enter the equivalent course name from your college

TCEQ-Transfer Courze Equivalencies |

Tranzfer Inztitution: O South Piedmant Cty Call
Tranzter Course Title: Credit
1 [aHSENGT English 1 1.00000 (] -]
2 El
Equivalent Courze Title Credit Courze Level
1 l.-'-\HS-ENG'I |Eng|ish'| | 1.00000 |.-'1'«HS Adult H

* The current date will populate in the start date field. You should
always back date this date as far back as the equivalency existed.
A general recommendation from the AHS work group is to always
use the date 01/01/60.

* You do not need to enter an end date until the equivalency is no
longer accepted.

* Enter the BSP academic level

* Enter HST for the credit type

 Enter BSP as the grade scheme

* Enter the minimum acceptable grade earned to allow the awarding
of transfer credit

* Enter a default status of TR

HRDATATEL Page 4-4
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Module 4: Transfer Work

TCEQ-Transter Courze Equivalencies

Transfer [nstitution: 00 outh Piedrant Craty Caoll
Tranzfer Course Title Credit
1 [aHSENGIT English 1 1.00000 Bl |
2 B
E quivalent Courze Title Credit Courze Level
1 JAHS-ENGT Englizh 1 1.00000 [E] [aHS AdukH j
2 =]
3 =l
Credit Subject Courze Level Departrment
i [ | [ = |
Start Date | 01/01/60 & Default Status | TR Transfer Equiv Eval LI
End Date Descrption ||
Acad Level [ESF Ba Acad Programs 1 :I
Credit Type [HST &d Comments _1 !
Grade Scheme |ESP  Basic Skills Grade Scheme "
Mirimum Grade [D° Tranzfer Credits IT Equiv Creditz IT

Following is an example of a transfer equivalency when the courses are
not named the same way at both colleges:

TCEQ-Transfer Cowrze Equivalencies I

Transfer Institution: 00

izal Cormmunity

Trarsfer Course Title Credit
1 [[&Hs1007 Algebra 1 100000 ] -]
2 Bl
Equivalent Courze Title Credit Courze Lewvel
1 [aH5AL0G1 Algebra | 1.00000 &HS AdutH x|
2 =
3 ~]
Credit Subject Courze Level [epartment
] | | | B
Start Date [07/01/60 Default Status [TF T ransfer Equiv Eval |
EndDate [ Dezcription
AcadLevel [ESP Ba Acad Programs _1 ::I
Credit Type [HST &d Comments _1 -2
Grade Scheme |BSP  Basic Skills Grade Scheme T
Minimum Grade [D Tranzfer Creditz IT Equiv Creditz IT
ARDATATEL
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Module 4: Transfer Work

Awarding Transfer Credit

Type EXTS in the mnemonic box and click GO
Enter the person’s name, SSN or Colleague ID in the Person LookUp box

Select the institution from which the transfer credit originated from the
resolution screen.

Mo institution attend recaords exist for thiz person. Add one? (/M)
_ N

a. If you enter a high school, the system will pull you to HSA to add
more information.

b. If you enter a college, the system will pull you to INAT to add more
information.

c. Enter the transcript type, date received (hitting enter will default
the current date) and the status.

d. Enter other information as appropriate.

e. When finished, select the disk icon at the top of the screen to save
and return to EXTS.

4. Detail on the first blank line under the EXT column.
EXT5-E whamal Trrm#ﬁmrrm'

L DOGEST S Hatall '-'1]]|- E

Cowrsa Eqm- Grads Grade Schems Creschi Tawm Emd Drale
ﬂ_ a -
: o :‘]I | I
IFf' u | | |
S5 | I

5. You will be pulled to the EXTR screen

6. Enter the External Course including the delimiter. For example, if the
student took a course at the school called MATH100, enter the course as
MATH-100, where "-“ is the delimiter.

7. Enter the start and end dates of the course. If you do not have precise
dates, estimate. This information is required in order for equivalencies
to pick up. Once you enter through the date fields, if the system

HRDATATEL Page 4-6
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Module 4: Transfer Work

automatically populates the title and credits, you know a standard
equivalency exists.

Enter the course title, for example, English | (skip if populated)
9. Enter the number of credits or units earned (skip if populated)

10. Enter the grade scheme under which this credit will be earned. Enter
BSP. If the external grade does not match a grade on your grade
schemes in value and code, you may need to enter a transfer grade
scheme.

11. Enter the final grade earned.
ExTS-Esternal Transcript Summary  EXTH-Extenal Transcript |

External Course Statusg ;I
Start Date SPEECE [
End Date
Title | Intro ta Algebra
Credits W
Grade Scheme |BSP  Basic Skils
Grade |C T
|rterim GradeD ate =
Tem [
Categony j
Commentz 1 | E d
2 | | -]
Motes Date
1
2 I
Imstibutions Attended I_._AI

12. Interim Grade/Date: If the transcript only includes midterm grades for
the last term, you can enter the interim grade and date in this field.
Otherwise, leave this blank. Not a required field.

13. Enter a free form text code of the term in which this course was
completed if needed for reporting purposes. Not a required field.

14. Category, comments, notes and status may be entered but are not
required.

15. Save. Another screen will pop up on EXTR with the same dates so you
can add additional external course work. When you no longer have
courses to enter, cancel from EXTR to go back to EXTS.

HRDATATEL Page 4-7

Sk i For highar adscarian Datatel Confidential



Module 4: Transfer Work

16. At this point, if you know a standard equivalency exists, you may save
from the screen. You do not need to complete the following steps.

% Before you save, the Equiv field will still say “No.” After you save
and return to this screen, the Equiv field will changed to “Yes.”

If no standard equivalency exists, follow the remaining procedures.

17. Detail on the Equiv field to add an equivalency for a course. (This
equates the external work to a course at your institution.)

BT 5-Eemnal Transciph Summary ]

Hateeel, Ms. Msog=E
Pratesn

Hatwel, Mz Mago=E

Pt 91987 B

T vl |

Aad Paograms 1| | EquivCredits [ 000
SdEquwDas | [0 =]

HRDATATEL Page 4-8
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Module 4: Transfer Work

18. The external course information appears at the top, grayed out. This is
inquiry information only. See orange arrow above.

19. In the section with the label for “Equivalent Course” place your cursor in
the blank gray box next to the number “1.” A Course LookUp prompt
will appear. See light blue arrow above.

20. Enter the course to which you want to equate the external work. Enter
the grade you want to assign, or leave blank if appropriate.

21. Enter a status of TR.

22. Enter the appropriate credit type: TR if this is a Curriculum course
transfer, HST if this is an Adult High School transfer course.

23. Enter the term code and comments if appropriate. (If no term is
entered, all transfer work will be grouped together at the top of the
transcript.)

Equmiabest Coiasa Tithe Comse Lewe Cradi Gr Schsne [E]]
Stalus Cindd Type Acad Livel Equry DF Tem Heles/Tom
1 [ " [2RSEIOC |Esoiogy [SHY ada =) [ 100000 B [BSP =
[TA =] [HET HighSched [B5F BasicSki | DGR ;l |__| |
I:rﬁinth Subgect Conaron Lireel
Sashus Tyee Acad Level Equiv Dt
N " [ I |
= [ | &l [l _I
Status Cred Type Grade Scheme Grade

24. If you want this credit equivalency to be standard between your
institution and the transfer school, enter a “Yes” in the “Std Equiv” field.
Set the date back to the earliest date an equivalency could exist. (AHS
will use 01/01/60).
Diasscription | £l Cindis 1.00

Acad Programs: 1 =] Equiv Credis 1.00
Std EquiviDiate [7=:  [EIREIEER |

25. Save all. [2)

HRDATATEL Page 4-9
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Module 4: Transfer Work

Notes
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Module 4: Transfer Work

Exercises

1. Create 5 standard equivalencies between your college and another
community college. Ask a participant in the class how they have named the

following Adult High School courses:

Name of Other Community College:

Course Recommended Name at Your Name at Other
Name College Community
College

Algebra 1 AHS-ALG1

Algebra 2 AHS-ALG2

English 1 AHS-ENG1

English 2 AHS-ENG1

US History AHS-USHIS

2. Using the other community college listed above as the transfer institution,
enter the following transcripts and award credit:

Melissa Harmon

<<Other Community College>=>

Course Units Grade
Algebra 1 1 B
English 1 1 B
English 2 1 C
ADATA
Sl ariara boe b phae ad soarian
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Module 4: Transfer Work

Jacob Murphy

<<Other Community College>=>

Course Units Grade
Algebra 1 1 C
Algebra 2 1 B

US History 1 A

Alonso Martinez
South Piedmont CC

Course Units Grade
Earth Science |1 B
Algebra 1 1 B
Consumer 1 A
Math

Chemistry 1 F

Goldsboro High School (start on EXTS)

* When entering the HS information, do not forget the start and end

dates

Course Units Grade
English 1 1 C
General Math 1 B
Government 1 C

and Economics

Spd ariorm boe b ghat sl acarion
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Module 5: Non-Courses NCCCS

Module 5: Non-Courses

Objectives for this Module

In this module, you will learn
* About non-courses and how they function in the CIS System
 To set up and enter challenge exams
* To set up and enter credit for military, business and industry,
and homemaker experience
* To set up and record competency exams

HDATATEL Page 5-1

Sl st Fou & ghat s Datatel Confidential



Module 5: Non-Courses

Non-Courses Overview

Non-courses encompass all non-course activities related to college work
that may or may not result in awarding of credit. These activities can
include--but are not limited to--tests and life experience.

For the Adult High School program, the work group has defined the
following uses for non-courses:

* Challenge Exams

* Military Credit

* Business and Industry Credit
» Homemaker Credit

* Competency Exams

HRDATATEL
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Module 5: Non-Courses

Challenge Exams

To record a challenge exam, follow these steps:

1.

Follow this path to select TSUM or type the screen name in the
mnemonic box and click “Go:” |

AM=>NCW->TSUM
Go to the first blank line under “Other Tests”

You will be prompted for a non-course lookup. Enter CHAL and hit
enter.

TSUM-Test Summary I

Wiliams, George 10 0075702

Admizzionz Tests Eg Dt Taken  Score Pot Source Status
1 | ul —
2 " [ —
3 P l —

Placement Tests Eq Dt Taken  Scare  Pot Souwrce Status
: [ —
2 "l “ul —
3 S —

Other Testz Eg Dt Taken  Score Pot Source Status
1 JCHAL "l "l [
Y [ —
3 P “ul —

On the TEST screen, replace the default description with
something more descriptive like “ALG1 Challenge”

Remember, to keep the ALG capitalized, type an equal sign in the
Title box first. Example: =ALG1 Challenge

The date taken will default. Change if necessary.

Detail on the equivalency field to the bottom of the right column
IF the student will earn credit for this attempt.

The system will pull you to NEQV. The CHAL info will appear in
grayed out fields at the top of the screen.

Place you cursor in the field next to the first line with the number
“1.” A Course LookUp prompt should appear.

Page 5-3
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Module 5: Non-Courses

TSUM-Test Summary | TEST-Test Scores  MEQY-Moncourse Equiv Evaluation

Moncourze Title Score a1 Scheme/Gr
[CHAL " [4LG1 Challenge I |
Equivalent Courze Title Courze Level Credit Gr
Statuz Credit Type Acad Level E quiv Ot Temn
1 | | |
| hd B | | |
Credit Subject Courze Level Department
Statuz Credit Type Azad Level E quive Dt Term
A ] [ |
| [ ] | |
Drezcription |
Acad Programs _1 | =]

9. Type in the name of the course for which the student will earn
credit. (Example: AHS-ALG1). Some information will default.

10. Enter a grade if appropriate. If no grade is required, delete the
BSP grade scheme.

11. Enter a status of NC. Enter the credit type of HSE.
12. Save.

13. You will receive a message to “Enter ‘A’ to add a credit
equivalency.” If you have other exams to enter, type “A.” if not,
select cancel. Select update.

14. A Test LookUp prompt will appear. Select cancel. You are
returned to TSUM

15. Save from TSUM.

HRDATATEL Page 5-4
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Module 5: Non-Courses

Life Experience Credit

To record credit for homemaker, military, or business and industry
experience, follow these steps:

© ® NOo Ok~ ONR

Access the NCRS screen

Enter the name of the person receiving the credit

At the Non Course LookUp prompt, simply click OK

Enter a title (i.e. Homemaker Credit)

Category: L—Life Experience or O—Other Non-Course Work
Enter the start date (Required. Defaults to current date)

Detail on the Equiv field

Select the course for which they will receive credit (AHS-HMEC)

Enter a grade, or remove the grade scheme if no grade is
recorded

10. Enter Status of NC

11. Enter Credit Type of HSN
HCAS-Honcourss Wk, WEDN Noncoizss Equiy Evalustion

Maonoourss Tt Sooie [ SchameTa Dt
M "l [Fomermde Cred I [ | =T
E quivaiert Couse Titk= Comss Lol Comiil Gr Siheme G
Simtus Cisdlit Typs S Level Ecpay Ot Teamm HotagTiom
A0 Sl [weswmMEC [FhoHomeEcon  [#HS a3an =l 10000 B | [ -
NG =] [HEH AHS Homecou [B5P  Buawic S [oeanoe g | [ =l |
Cidele Saibipsid T Ll Dl Ll L'S
Shatis Crede s Pl L Excpa DL [ #dTh Fobes Lo
A0 | [ = =
| L I gl | " =
Diescription | Horemaker Ciedd
Aced Programe 1 || H:I
Sid EquiviDiaie | = |
12. Save all of the way out.
ARDATATEL Page 5-5
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5: Non-Courses

Competency Tests

The following workflow identifies the steps necessary to record results of

a competency test:

1. Access the TSUM screen.

2. Lookup the person by name, SSN (no dashes), or Colleague ID.

If the person is not in the system, you

can add them by clicking

on “Add.” It will take you to NAE and once you save, you will be

brought back to TSUM.

TSUM-Tegt Summany |

Admisions Tests Eq DrTaksr  Score Pol Souce Slabs Status [t
1 [ | |
2] e o [ L
3 Zl Zl l_ El
Flacement Tests Eq [t Taken  Scare Pel Source Shabus Shatus Ok
il u | | [ | | =
2| :,] "u T r T I
o "o I__
Pereon LookUp
|Mzomi Hamsel
Other Tess E:
] i k Cancel | Detsl | Frish | Heb |
2 | [—r T T T T
3 " I I | | | | =]

3. If you are presented with a resolution screen, select the
appropriate record and click the save icon
=] #hio I AX B® A # ?
TSUM-Test Sumnmany  MAE-Hame Lddizas Enl:r}l|
:E;a_?: PEHREEON Lockup Sorest
usling PERSON, View: Combilned
Heq: Mane Addres=s Ham
I, Status (Bewmion Class) Entry Dace
Source (BLrTh H=me) Mhere Tzed Firch Dace _I
|- 1: Hartwell, Haonl
o047z s D4 2408
AFF
-
ARDATATEL Page 5-6
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Module 5: Non-Courses

4. Place your cursor in the first blank line under the “Other Tests”

category.

5. Enter the code for the competency test that you

want to record:

NCCTM (Math), NCCTR (Reading), or NCCTW (Writing). Click the

save icon.

TSUM-Tes! Surmary |

Hariwasll, Maomi

6. You will be pulled to the TEST screen.

TEU M-Tast Bummany | TEST-Test Scaies I

Admizsone Teds Eq O Takes  Spore Pol Sowce Statit Stalus O
| o [ I | j
7 4 “ —
3 d d 1 I
Placement Tezts En [ Taken  Score Pet Sowes Shatuz Grafus O
1 u u =
e i
3 M| [ I 1 -
Other Tesls Eq DiTaken  Score Pol Sowce Statie Staluz O
BN (P W T | | J
2 I —
3 2 2 — I~

I0; DO0047ES Herlwedl. Hammi
Test WCCThA bl ath Comgp Test Sid Test D
Tk EME
Categow [T Otber Tt
Dala Taken Jm =] Souce |
SeomPet | B [ Bl SpecilCr 1 |
Scole Inday Insbbdion
Subheste Scong Pt fred Fionm M ame
ﬂ: | &8 &ar 4 Fom Humber
2 | & &8 - Commverts L1
Subcanponest Scone Pt Equialncy W_AI
1 HIE4
Slaluz ﬂ
Stabus Dabe [ E|
Crecit Credit Type Acad Lvl Sulyec Cours= L Cept
N & | | | v
20 Tl | El | | | |
ARDATATEL Page 5-7
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Module 5: Non-Courses

7. Fill out the following fields:

+ Date Taken—defaults to today. Change to the date taken.

* Score—Enter the score received on the test. Use the score
field directly under the “Date Taken” field.

» Status—Above the gray line, enter P for Passed or NP for Not
Passed.

e Status Date—defaults to today. That is fine to leave as is.

» Institution—This only needs to be filled out if you are
recording a competency test score taken at another
institution.

Examples:

TSUM-Taet Summan: | 1 Ebl - E5EHa0ES |

IC: 0004723 Harbwell. Heaoma

Taat: NCCTM M zth Comip Test Cid Tast IO

Tile [Math Comp Test

Cetegory ﬁ Oiber T s
Dale Taken [02/01702 ) Souce []
SporePet [ 160 E I_ Epecial Cir _1'
Seore | ndex ItilLibar |
Subbess Scoe Pt Ind Form Mame |
e @@ FomMurber [
=] | B = = Commnents _1
Subcarrparier Scone Pzt Equivalemcy INu y
Y — -
Slabiz [P Passed id
ahahue Date | /240 52
Credit Credi Type Acad Lyl Subject Courze Lxl Drept !
S | | | =l |
20 ] I I I =] |
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Non-Courses

TEUM Tost Summeary  TEST-Tast Scoras I

[0z D004 723 Harty

Teck MCCTR Cid T est D

Readrg Comp Te:t

Tilz | Feading Corno Test
Categony [T Other Test

Date Taken 101500 1) Seue [
Sewa/Pet [ 5 [@ [ [El Special Ci 1 |
Seors ndes [ Itibution [Tt Cerrmarily Colege
S ublmsts Secne Pet Ind Ferrn Mame |
[T s = = Fom bumber [
2 I =3 = Canments _1 |
Subcomponant Seae Pt Equivaleray IF'_‘.II
] B[ B
Stas [P MatPased i
Status Date | (42402
Credk Credit T ype Acad Ll Cubpect Courze L Dept
L El | | | | hd |
20 = | | | Xl

8. When you have entered all of the information, click the save
icon. The Test Lookup prompt will display. Enter the next test
code if you have more than one to record. If you are done, hit
OK. You will be returned to the TSUM screen.

T5UB-Test Summarny I

10 00f

Harbwell, Maomi

Admizzions Tests Eg DtTaken  Score  Pot Source Status Status Dt
1 '3| 'zl I_ [~
2 "l [ |—
3 D — -l
Placement Testz Eg DtTaken  Score  Pot Source Status Status Dt
i "l | r -
2 " [l |—
3 “ " I_ [~
(ther Tests Eg Dt Take Score Pot Sowce Status Status Dt
1 [Feading Comp Test | [No = [10A54 125 [ NP o424z |
2 [[Math Comp Test “ul [No | [oe0iioz [ ED [ P 04/24/02
3 o — -l
9. Save and exit the screen.
Page 5-9
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Notes
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Module 5: Non-Courses

Exercises

1. Select 5 AHS students and record challenge exams
2. Record business and industry credit for 3 students
3. Records homemaker credit for 3 students

4. Record military credit for 3 students

5. Select 5 students and record competency tests and results

ADATATEL
Sl ariara boe b phae ad soarian
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Module 6: Viewing Results NCCCS

Module 6: Viewing Results

Objectives for this Module

In this module, you will
* Review the Transfer Equivalency (TRER) report
* View the Adult High School transcript

HDATATEL Page 6-1
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Module 6: Viewing Results

Transfer Equivalency Report (TRER)

The CIS system can generate a report of transfer and non-course
equivalency credit by through the TRER report. This report displays the
external course and non-course work along with the equivalent credit
awarded by your institution.

You may use any of the following selection criteria to generate the report:

A saved list from the STUDENT.EQUIV.EVALS file
* Applicants/Students

* Institutions

* Equiv Courses

» Statuses

Following is a sample of the output from the TRER report:

Aarcl 30 T4 TRAHEFER DOHIVALENCT BEMBT Largs
LT: ™
StudanT.. ... : PG} Chrirtine Msdisom Lriwt ok domn:

Aoad Frograssr: AH
I TIFALENT
------------ - TREANIFEIE -~ = = 0 ¢ = = = m === = Lorcr s Ex

NioRoaun & Ticls doars G Beed Dace Smac fubdjsar Cre Dol Eeape Credice Typs  Aded Llwl  dcatus

Howamakan Cradil EHE-HIES 1,08 EEE ERP HE
GHAL Chellangs Fram 2 EHE-[TIHS 1. 0% ERE E3F L

Eamamamn
Temnl dor CThristins Hadiron Z.00 Eqmiv Barcoumes Droeddt
Harck Dl Eid4 PRAHEFER NOUTWALEWCY REBDRY T
L¥; 88 |
2 sidard BITITE Chilakina Aadidon Erik b bl i Saddibibie High Edkaal
head Progrems: BHE
---------- FANITALENT =-==="™=~=-~
------------- TLANESEFER -=-==="=-=====-= Courzmnd (=)
Crarss Tinla Cradita Er E=d [t Sabjact Moy Lwl DOegt Credicr Typs bcmd Lel  Soebwe
IR L Eraglisi I 0 C 1271800 2 AES-EBG] iQ 1.00 BT EIF ]
ALZ I Algebes I Lo B 12708500 AES-ALG] B 1,05 EIT EIF B
= | md - Isrth Scisrcs L0 I 12 0500 AES-1AICL 1] 1. 00 EST % B
arL 2 Dialagy L.l C 1Z705000  AES-DIOL Lo 1.00 EST 3 ]
HTHAFT Hesleh/FE i I 12708000 ARS=HLTH ] 1.00 BT 5 4] j4-}
HAT & Gansral Eath LU 12 A0EAD AR - GENH ] 1. 00 BAT B B
amamam .

Tocal for Chriecive Hedison .00 Tramefsy Credic w00 Eyoiy Tracaisr Credic
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Module 6: Viewing Results

Viewing Transcript Information

All equivalency credit resides in the student academic credit (transcript)
file. These STUDENT.ACAD.CRED records will have a status that
distinguishes them from courses taken at the college.

« NC Non-Course

e TR Transfer

There are several maintenance and inquiry screens where these records
are visible, along with the student’s transcript:

Student Academic Credit (STAC) screen
o This is a maintenance screen for all academic credit. This
screen will mostly be restricted to only several people at the
college
Transcript Course Listing (TRCL) screen
0o The TRCL screen is an inquiry screen that lets you view the
academic credit that appears on the transcript. The
information that you can see is filtered based on the
parameters of the selected transcript grouping
Student Academic Transcript (STAT) screen
o Inquiry screen where you can credit totals by type of credit.
You can detail into the records for more information. The
information that you can see is filtered based on the
parameters of the selected transcript grouping
AHS Transcript--Printed (TRAN)
o0 TRAN allows you to print a transcript. The information that
see is filtered based on the parameters of the selected
transcript grouping

With the AHS transcript grouping set to show records with AHS, HST, HSE
and HSN credit types, the following results appear:

HDATATEL Page 6-3
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Module 6: Viewing Results

STAC Student Academic Credits

STAC-Studsnt Academic Credits |

Chiristina |0 007
Courze Mame Title Stat Credits CEd: Tem [ar

T "l [2RSENGT Englizh 1 TR 1.00 e El
_2 [ 4 [2RSALGT Algebra | TR 1.00 B

_3 [ ' [2nsEasT Earth Science TR 1.00 D

4 [ "] [BHSEIOL Biology TR 1.00 C
EFQ AHSHLTH Health/PE TR 1.00 B

_6 [ ' [2HSGENM General Math TR 1.00 B
7 ' [2RSHMEC Intra Home E conomics NC 1.00

_8 [ 4 [AHSCONS Consumer Math NE 1.00

90 " [2RSTRTH Critical Thinking M 1.00 Z004CET

A0 '] [AHSEMAT Business Mathematics N 1.00 2004CET  [E
M ' [SEF3014 CFR N 000 [2004CET |3
o4

13 T

AEY

5[ |
ST2>2AC>ATR->STAC

Note the Stat fields for each entry. Those with a “TR” status are transfer
equivalencies. Those with a “NC” status are non-course equivalencies.
Those with an “N” status are the result of registration. Note--for the non-
courses, we did not assign an equivalent grade.

This screen will display all work from all academic levels. Nothing is
filtered from the list.
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Module 6: Viewing Results

TRCL Transcript Course Listing

TRCL-Tranzcript Course Listing I

. Chriztina |D: 0075
Tranzoript Groupings: Adult High 5
Acaderic Credit Entries Cred Cred Cred
Courze Mame Sect Grade Akt Crmpl Calc  Tem
A" [2RSENGT C 0.00 1.00 0.00 =
2 "ul [2HSALGT B 0.00 1.00 0.00
3 "u| [2HSEASDI D 0.00 1.00 0.00
_4 7 " [2RSEIDC C 0.00 1.00 0.00
5 [ "4 [2RSHLTH B 0.00 1.00 0.00
_6 [ ' [2HS-GENM B 0.00 1.00 0.00
7 | [2RSHMEC 0.00 1.00 0.00
8 "4 [aHSTONS 0.00 1.00 0.00
_9 [ 4 [2HSTRTH o C 1.00 1.00 .00 [Z004CET
ﬂ:y AHSEMAT i B 1.00 1.00 7.00 [Z004CET
11 "
Y [
ST>AC>ATR->TRCL

When accessing the TRCL screen, you must enter the person’s name and
a transcript grouping. This example used the transcript grouping for AHS
and limits the records to those selected by the transcript grouping. Note
that the Continuing Education (SAF-3014) course does not display within

this view.
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Module 6: Viewing Results

STAT Student Academic Transcript

STAT-Student Academic Tranzcript |

Term Creds Akt Crapl GPE  Cum At Cum Crpl Cum GPA
1 "l 0.00 £.00 0.000 0.00 £.00 ooo -
2 |[2004cEq "l 2.00 200 2,500 200 10.00 2,500
3 "
: " =
Credit Type Cuarr At Curn Cropl GPA
_1 [institutianal "l .00 Z.00 2500 -
_2 [[Transfer " 0.00 £.00 0.000
_3 |[Tther "l 0.00 Z.00 0000 -]
Tatals 2.00 10.00
Tem CEL= Akt Crmpl Carm Atk Cum Crnpl
1 " =
2 WOy
2| " - =l
Totals
GP&1/GPA2 [X "l Academic Standing [ "l
ST>AC>ATR->STAT

This view shows totals by term, and broken down by credit type

categories.

HRDATATEL
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Module 6: Viewing Results

TRAN Transcript Print

Following is an example of the output on the Adult High School transcript:

W Hadidom, (Erlitin

Rddreme: 14 Turzharcry [c
Ralaign, B IHIT

Feanis: D1E¥=-40d-1T02

Lurt Tcheel Acbsrdsd: Goldsbora High Schea

Trunydar Credib

COTREE NITE AT R
AR - ENG-1 4.00 [
ASI-ALGL i.00 B
A -ERICT i.00 o

Temsl Unice Trenmisccsd: .00

Inptizutionel Credic

TEMR COTESE TITLE

DKL MHE-CRTH Cydrioal Thikkisg
HEd AET: 2,00 HES CHE: 2,00 Goads Paing:
Cradiz by Toms

CHIRSE UHIT3 GRADE

ASE-CONE 1.106 Hik

Tekiml Unifs Cradik by Spam: L.UD

TOTALE: CUM ATT & Z.00 O CAF & 19,00

HT Coapstancy Tsmtm

Harh Faguai
Feadizg: NOT TAKIN
Hricissg: Hot Fasesil

Sodariorm boe bghae sdecarion

FBartl Caroline

Falaigh, HT

Camsrmnity Collwpa
LOD Campur Driws

P bt

Aiale Bigh Jchacl Tramsoripo

el

(m

UWEITS GCRADE

i, 00

Opk:

MB =

i

& RiD

E.0n

Oue=l
AHE-ETOL
AHE-HLTH
SHE-FIHH

TEER
Hinacii

INITE
L. DD
L.0d
L.DD

CORZSL
AR ~EFLT

Life Txpsrisscs Credic

DIURET
AHE-ENEC

LTS
1.00

Tatml Uniks Lils Srpariance Uoeddt. L. 16

GO GRh =

£ 500

Filiji: L BE E
Il FFI-I-0E4S
10 1z/01/a0
Bandar | F
GRADE
C
B
B
TITLY THITEF FRADE
Bugbngis Hachssar ias 5,00 ®
ERADE
Hik
I
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Deleting Transferred Credits (EQSU)
» Mnemonic — EQSU.

Note: Use this form with care. There is great potential for errors.

EQSU-Equiv Credit Status Update

Change To Status |BR| o
Statuz Feazon L

Saved List Hame

Studentz/dpplicantz 0075287 Coach Rip Torn
[nztitutions
Tranzfer Courses
MHoncourzes
E quivv Courzes
Statuzes w
v

Additional Selection Crteria | Mo

EQSU - Equivalent Credit Status Update form

Note: This process changes the status of the course from NC or TR to PR. While still
visible in STAC, these courses will no longer print on transcripts or count towards
the satisfaction of prerequisites.

Change to Status — Enter PR or select the entry from the drop-down menu.

Students/Applicants — Enter the student/applicant's name, SSN or Colleague ID
(CID) number

> Institutions — If you are deleting credits for a specific institution, enter the name
here. If you do not specify an institution, all institutions are included.

» Transfer Courses — If you are deleting credits for specific transfer courses, enter
the course names here. If you do not specify a transfer course, all transfer courses
are included, if the TR status is chosen at the bottom of the screen

» Noncourses — If you are deleting credits for specific noncourses, enter the names
here. If you do not specify a noncourse, all noncourses are included, if the NC status
is chosen at the bottom of the screen

Click SAVE and Update. The Output Device and Mode screens appear. When you
have made your selection, the process is run, the report is produced, and you are
returned to the Main Menu.

NCCCS Insert
Page 1
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Notes
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Module 6: Viewing Results

Exercises

1. Look at STAC for several students

N

Look at TRCL using the AHS transcript grouping
Look at STAT using the AHS transcript grouping

Run the TRER report for several students

a ~ w0

Run the AHS transcript for several students from TRAN

HDATATEL Page 6-9
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