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To Submit a Request:

1. Select “New Course Approval” to begin.

Transfer Credit Evaluation

My Cgi Transcript Instructions Report Issue

lew Course Approval NJTE: There is a limit of 10 submissions per semester

Legend

Panding Confirmation
Returnad for Correction
Pending Transeript
Denied Courses

2. Read the guidelines carefully and select “Next”. Make sure to review the “Departmental Guidelines”
document and be familiar with departmental rules regarding divisional credit and transfer limits. Abroad
course requests should not be submitted here.

Transfer Credit Evaluation

MyCourses  Transcript Instructions  Report Issue
1i%

Please complete tis form In Its entirety to request approval to transfer credit for a course taken outside of Wake Forest University.
Pleass note, you will have to submit an individual form fer each course for which you are seeking approval

Pleasz read the following guidelines carefully.
» Tote eliginie fo fake coUrSes A° A0ther INSITuTON, ihe Stident must 2ve 3 cumuiatve GPA 0f N0 18ss inan 2 0, MUst nat be o1 PoBAION of SUspension Tom WU, and mus! abizin approval of the Office: of the Lniversity Regisirar and the respeciive AcAdemIc department In avanca
+ Al trensfer work taken afier enroliment gt WFU must be taken at an approved four-year insitution
- For 2ntenng transfer students, credit may be acCapied ffom accredied colleges 2e UNVErSIES, INCIUGING Wo-year INSTUIONS, per depanmental AISCration. For more INTOrMation, please see | ransTnmng to WU (Ntip://reqIsirar wiu, equ/acaceniciranster)
+ For incoming first-year students seeking credit for prior colisge work. please see: First Year Students with Frior College Work wiu, &

- Courses taken outside the U.S. require prior approval from the Center for Global Programs and Studies. Students must obtain program approval and course approval through the Center for Global Programs and Siudies. For more information, please see: Center for Global Programs.
and Studlies (nfip://stucyabrad wiu eduy

For transfer hours to be accepted. the grace in any course must be C or better. Courses completed at other institutions with the grece of C- or lower are not awarded transfer crecit at WFU. Courses eligible to receive basic, divisional, major. minor, quantitative reasoning, or cutural
diversity creqil must be taken for a grade, nol passiail. Any Courses taken eisewnere passail must recaive prior aparoval to be eligible for transfer creait

Of the 120 hours required to graduate. at least 60 hours mus! be institutional credil (credit eamed al WFU). Once enrolled at WFU. a siudent may subsequenty count. at most. 30 hours of non-Wake Forest credit. Courses taken outside of WFU thal are ot based on semester hour
credits will not receive a higher convarsion value than the value of the WFU course.

+ Graes receivad for non-nstitutional cract will not be faciored info a studen's WFL GPA

+ Gourses may not o repeated elsewhere to replace grades camed at WFU.

- Plezse nole, not 21l departments will 2ward dwisional credit. Please reference Departmental Guideines, (Departmental Guideines document on websile: (NI /regisiiar wiu eduacade mic/izking courses-elsewnzre]

Al requests for transfer Credit from online and distance learning courses are evalisated on an incividual basis. No more than 13 credit hours eamed through fully online courses may be appied toward graduation: of these. no more than 6 credit hours may be Iransferred from ancther
institution.

+ ALL work atlemplest al olhie ce Of thes Unives sily Registiar

« Itis the students responsibiity to submit an official transcriot regardiess of grade eamed (and even if not seekdng credit)

+ 112 student wIthdraws Irom or arops courses at other INSLULONS, 2 oMcial Iranscript Must be SUbMIted 10 the OMMice of the University Registrar

* Alimit of 10 course evaluations may be submitted per semeser.

ions must be reported o ihe O

Please refer to tgfifide Mgetin and Deparimental Guidelines for Transfer Credit for more information. (htp:/regisirar wiu edu/academicttaking-courses-eisewhere)

3. Enter the term and year during which the course will be taken.

Transfer Credit Evaluation

My COUrses  TrANSCrpt INSIUCto RApON Is:

What semester do you Intend to take the course for which you are seeking transfer credit?
For incoming new students, wnan did You complete the course for which you afe seeking transter creait?

vear 2017




Enter institution where the course will be taken. “Previous Institution” will list all institutions where you have
submitted prior requests. You can search for an institution by name, city, or state. Leaving all fields blank and
selecting “Search” will pull up all institutions in our database. Select an institution by clicking on the name and
select “Next”.

I intend to take the course/completed the course at this institution:

\ Previous Institutio Seectone v

Search for an Institution

Ciy Greensboro NC
(=)
University Name . City state
sreensboro College Greensboro NC
ING Greensboro NC
Jnversity of Nofth Caroling at Greensbof Creensboro NC

If the Institution was not Found, you will need 10 Create 3 New one. In Creating a new InsHtution, there will Not be 2ny currently approved courses for that institution. So, all courses Will need 1o be reviewed,

If the institution you are considering is not in our database, select “New Institution” and complete all fields.

Setup New Institution



5. Enter all course information from your selected institution. Remember, the course information (subject
code/course number/title) must be from that institution, not what you are seeking here at WFU.

All active approvals for that specific institution will appear at the bottom. If you are selecting a course from the
list, you can click on the course. It will pre-populate the course info. Please make sure to review this

information and enter Contact Time.

Select “Next”.
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6. Select the appropriate department to evaluate the course. If the course does not match with a specific
department here at WFU, select “Other”.

Transfer Credit Evaluation

My Courses

Wake Forest Department

1 the most relevant WFU department/program to evaluate the cou Poitics and Intemational Aflairs



7. Read carefully the guidelines for what a syllabus should contain. Upload the syllabus for the course.

My Courses  Transcript Instrucions  Repart Issue:

Greensboro College Course Syllabus Upload
The syllabus should:

+ Be for the semester In which you tookwill te taking the course

+ Have the ccurse number, course tile, and course value

+ Conlain the professor's name and credentials

+ Provide the total contact hours for the course

+ List the lextoook(s) used

+ Provide informaticni on the grading rubric

+ Clearly outline the daily schedule of readings/assignments, including the numter of exam nations and length and types of papers
(penicularly important for English of wiling intensive courses)

11yoU 00 Not Nave this nformation, please cartact e NSHUoN a1 WNICh yoU are ying 1o take the COUrse o N2 COUrse NSIrUCIor o abtain s
information before proceeding.

PDF documents are required.

Please upload the course sylabus tor PSCI-234 at Greensboro College

Upload Syliabus:

It the flie IS A WOr document, please 5ee te MICrasofl SUpOrt ecument on now 1o create a POF

prves | on

8. Ifthere is a lab associated with the course, select “Yes” and upload lab syllabus. If not, select “No”.

Transfer Credit Evaluation

MyCourses  Transeript Instructions

Greensboro College Lab Syllabus Upload

A lab syllabus is required for courses with a lab:

D0 you eea 1o upioan a D sytanus: B

Please upload the 1ab syllabus for PSCI-234 at Greensboro College

[ _bome.

If the file is a Word document, please see the Microsoft Support Cocument on how to create a PDF.

=3 3

Upicad

9. If your syllabus is missing information, or any additional information needs to be submitted, you can upload the

document here by selecting “Yes”. If no additional documentation needs to be submitted, select “No”.

Transfer Credit Evaluation

My Courscs  Transcript Instructions — Report Issue

Greensboro College Additicnal Documentation Upload

ittne not have ali of the required, please compiie any ANAITONA! IformAlion MISSIng from e SylAbUS a0 one
document and upload t below.

D0 You need 1 upioad adationa| momaion?

Please upload the additional information for PSCI-234 at Greensboro College

Upioz Information Browse

If the file is a Worc document, please see the Microsoft Support Document on how to create a PO




10. Review all information. Use “Previous” button to correct any necessary information. If everything is correct,
select “Submit for Evaluation”.

Transfer Credit Evaluation

My Courses  Transcript Instructions  Report Issue

.
Y 2017
Summer

Greenstoro College

PSCI

238

Polltics and Govermnment Policy

20

o

Poltics and Intemational Aftars.

Syllabus_Sample.pdt

Additional Information

vt o Evanon



Home Screen

Your home screen will provide a snapshot of all of your requests.

Transfer Credit Evaluation

My Courses

[IESTRTIg el NOTE: There Is 2 linvt of 10 Submissions per semaster

Semester Courh

2018

Fal 11

2018
2017 all 1
2017

11

Legend

Pending Confirmation
Roturned tor Correction
Pending Transcript

Denied Courses

Information regarding each of the colored circles can be found in the legend.

e Blue numbers: number of requests that are approved and pending your confirmation

e Gold/Orange numbers: number of requests that have been returned to you for correction

e Yellow numbers: number of requests for which the Office of the University Registrar needs a final,
official transcript

[ )

Red numbers: number of requests that have been denied

Selecting the Semester will pull up more details regarding the requests for that term.

My Courses  Transcriptinstructions  Report lssue

(TR SRVl NOTE There is a limit of 10 submissions per semester

Year Semester Courses d Institution Course Title Status Department 'WFU Course
2018 Fall 11 101 North Carolina Agricuural and Technical State University-NCAT TNA-150 Application Software Returned for Correction Other
zma 244 83 Florida Gulf Goast University FRH-126  Gthical French Studies Approved - Confirmation Needed American Ethnic Studies AES-153
2017 -al 1
2017 Spring 11

Legend

Pending Confirmation
Returned for Correction

Pending Transcript

Denied Courses



Pending Confirmation:

If a course is approved, the status of the request will change to “Pending Confirmation” (seen in blue). Select the course
to see more details.

My Courses  TranscriptInstructions  Report Issue

[EOReTEE Rl NOTE: Thore is a limit of 10 submissions per semester

Year  Semester Courses 14 Institution Course Title Status Department WFU Course
2018 ral 11 401 North Carolina Agricultural and Technical State University-NGAT TMA-150  Application Software Returned for Correction Other
2018 Bummer 24 @ L Florida Gulf Coast University FRH-28 Cthical French Studies Approved - Confirmation Needed Ameican Ethnic Studies AES-153
2017 Fall 1
2017 Spring 166

Legend

Pending Confirmation
Returned for Gorrection
Pending Tremscriot
Denied Courses

Once the course view is expanded, you will see details regarding the approval- course equivalent, credit, and any
details/notes pertaining to the approval (if any).

You will have to confirm whether or not you plan on taking the course.

My Courses rznscript Instrucions

[ERETEPTTIEVl  NOTE: There s a imit of 10 Submissions per semester

Year  Semester Courses Course Information
2018 Fau 11
ey —r eq # P Summer 2018
Florida Guit Goast University Fort Myers, FL
2017 al 1 FRH-A25 Ethical French Studes
2017 Sp 11
20 No
MWF4.005.15
epa American Ethnic Studies
Legend

Pending Confirmation

Stalu Approved - Confirmation Needed
Returned for Correction
Penaing Transcnpt

Denled Courses

WFU Course s the transfer equivalent for the above course at Florida Gulf Coast Uni

AES-153 redt 30

Will you be taking the course?

m_



Pending Transcript:

Once you confirm that you will be taking the course, the status of the request will change to “Pending Transcript” (seen
in yellow).

My Courses

ions  Report Issue

NOTE: There i 2 Imil o 10 SuoIssions per semester

Year  Semester courses L]

Institution Course Title Status Deparment WFU Course
2018 Fal 16 104 Brigham Yeung University COMMS-101 Mass Communication & Society Approved - Pending Official Transcnpt Communicaten CoM-245
2018 Summer 2@ @
2017 Fal 1
2017 [Spiing 14
Legend

Pending Confirmation
Refurned for Comection
Pending Transcrigt

Denied Caurses

Instructions on where to submit final, official transcripts can be found here:

My Ct

Transcript Instructions fl Report lssus

Official Transcript

ALL woik aitempled 21 olher nstitulions must be reported 1o the Office of Ine University Regisirar ILis ihe sludent’s responsibility (© submil an official lransciipt regardiess of grade eained (and ever if ol seeking credil) 1f a studen! withdraws
from or drops courses at other institutions, the official ranscript must be submitied to the Office of the University Registrar.

If the Insttution has pability of

electronically, itsentto credits@

du
If the institution sends official ranscripts via postal mail, please hiave it sent to

ATTN: Transler Credits

Offica of the Uniersity Regisirar

Wale Forest University

PO BoY 7207

Winston-Salem, NC 27109

For more information of to see the dates that transcripts

must be received, plea:




Returned for Correction:

If a request is returned to you for correction, you will see this in gold/orange on your home screen.

Open up the details of the request.

My Courses ansariptinstructions  Report Issue

[EOSSTT PRV NOTE There s a limit of 10 submissions per semester

Year  Semester Courses 1d Institution Gourse Title Status Department WFU Course
2018 el 11 101 North Carolina Agricutural and Technical Siate University-NCAT TNA-150  Application Software Returned for Correction Otner
2018 2@ 23 Florida Gulf Coast University FRH-125  Ethical French Studies Approved - Confirmation Needed American Ethnic Siudies AES-15%
2017 1
2017 Sprng 11

Legend

Pending Confirmation
Returned for Correction
Pending Transcript

Denied Courses

You will see a banner in red at the top of the request with information on what needs to be corrected.

Please correct items or upload any necessary information and re-submit your request.

My Courses Report 185y
[CTOITEPEEENTN  NOTE: There is 3 limit of 10 SUDMISSIONs per semester
Year Semester Courses
2018 Fal 16
2018 Summer 241 The syliabus not for Summer 2018, This & a Spring sylabus. Please upload the syliabus for the corect course and torm,
2017 Fal 1
2017 3pring 114
What semester do you intend to take the course for which you are seeking transfer credit?
FOF INCOMING New SWENts, Wnan i you Complete Me COUESe 10F WRICN YOu are Seeking transier crant?
Legend
Year 2018
Pending Confirmation
Retumed for Comacti
rm——— Semester Summer ]
Panding Transcript
Denied Coursos.

EE B



Denied:

If a course is denied, the status of the request will change to “Denied” (seen in red).

Select the course to see more details.

Transfer Credit Evaluation

My Courses  Transcript Instructions  Report Issue

NOTE. There s a il of 10 submiss ons per semester

Year  semester Courses I Institution

course
2018 Fal 14 11 Unwersiy of North Caroiina at Greensboro REL-213
2018 Summer 20 @
207 Fab 1
2017 Spring 114
Legend

Panding Contirmation
Retumed for Corraction
Ponding Transcript
Denied Courses

Titie

African Studies

statws.

Denied

Department
American Ethnic Studies

WFU Course

RELA53



