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To View Dept. Review Queue

1. Loginto DocFinity
2. Select Transfer Credit — Dept. Review from the Job Views queue list. Select Get Job Queue.

DocFinity - TEST (Synced 12/1)  WORKSPACES  PANELS

Job Views
R AL
Y Name ¢ Jobs SA
TC Bundle - School Review 18
Transfer Credit - Dept. Review . .

|

Get Job Queue

NE

To Open a Form

3. Select a course from the queue table. Using the wrench icon, open the form.
Jobs: Transfer Credit - Dept. Review
& m—— & 3 |2 |5 5| @

Job Queue - Workable

| External Institution Course Destination Dat

' Stanford University-Sta... PSYC 4033 - Memory ... PBDYORG 11-2
Columbia University (C... | PSYC 3082 - Introto A... | PBDYORG

To Review a Syllabus

4. Click on the View attached syllabus task in the Tasks box. The syllabus will open

in the Document Viewer window. Click the E icon to view the syllabus in the

full screen. After reviewing the course syllabus, click the E icon to close the
Document Viewer.
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Document Viewer - TEST SYLLABUS2027728219618877405.pdf - page 1
Iificoln |2

LGB @
Edit URO.TC.DeptReview
Transfer Credit Review

External Course Information

External Institution Career
Columbia University (Columbia College) Undergrad
Subject Area Course No. Course Title

Jobs: Transfer Credit - Dept. Review

EL LG E |@ +
Tasks PACKAGE ITEMS v
Work through the tasks for this job. When ail required tasks (*) are complete, JOB PROPERTIES ®

the job can be completed; otherwise, you can return the job.
Job properties and information,
Complete Task description

L4 View attached syllabus <m— -
- Review and evaluate external credit request External Institution

Property Value

Columbia Unaversity ~
(Columbia College)

PSS AAAA aen e

B * Choose next action for the request -
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To Determine Department Destination

5. Click on Review and evaluate external credit request to open the evaluation

form in the Forms panel. To view the form in full screen, click then icon.

6. Review the External Course Information to determine to which department to
send the course for evaluation. Do not enter any evaluation information at this
time. Scroll to the bottom of the form and click Save Changes.

PREEIS |
|Edit URO.TC.DeptReview
Subject Course
Non Equivalent None available

Requirement Designation

Select...

Credit Hours

0

Apply
Extra Credit No extra credit

Save Changes Sre—

Credit Hours

v 0

Jobs: Transfer Credit - Dept. Review

Tasks

Work through the tasks for this job. When all required tasks (*) are complete,
the job can be completed; otherwise, you can return the job.

Complete Task description
v View attached syllabus
Rewview and evaluate external credit request

> * Choose next action for the request

PACKAGE ITEMS

JOB PROPERTIES

Job properties and information.

Property

External Institution

Value

Columbia University
(Columbia College)

PSYC 3082 - intro to

To Route a Course

7. Click on Choose next action for the request in the Jobs panel. If Vanderbilt credit

is appropriate, please select Route as the next action for the request.

Office of the University Registrar
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Next Action

Next Action
[ Select |

Approve

Route —

Reject

Return

Q s [REVER  Cancel

8. Click on Choose routing destination to select the most fitting department for the
course as the routing destination.

Routing Destination

Routing Destination
| Select . v I

EDUC - Education (XCU)

HOD - Human & Organization (XCU)
HODE - H&OD: Education Poli (XCU)
HODI - H&OD: International (XCU)
HODL - H&OD: Leadership and (XCU)
PSY-PC - Psychology-PC (XCU)
SPED - Special Education (XCU)
SPEDH - Special Education: H (XCU)

(7] ) (EVN  Cancel

9. Once each task has been completed, select the wrench icon with the green
check mark to complete the job.

Office of the University Registrar
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Jobs: Transfer Credit - Dept. Review

Ela | & 32152 @

Tasgs PACKAGE ITE

Worll through the tasks for this job. When all required tasks (*) are complete, the JOB PROPER

job &an be completed; otherwise, you can return the job. .
Job propertie|

Complete Task description

Property
—) View attached syllabus
External Inst
. * Review and evaluate external credit request
menpmm—) v * Choose next action for the request Course
Epe— * Choose routing destination =
Destination
Nate Submit

To Reject a Course

10. If no credit should be awarded for the course, please select Reject as the next
action for the request. If rejected, you will be prompted to enter a reject reason
(e.g., this course should not be awarded Vanderbilt credit).

Next Action

Next Action

[ setect |
Approve
Route
Reect {a—
Retumn

(2} m— Cancel
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Reject Reason

" Reject Reason
This course should not be awarded Vanderbilt credit|

E— Cance

11. Once each task has been completed, select the wrench icon with the green
check mark to complete the job.

Jobs: Transfer Credit - Dept. Review

Etdg e |5 & 22|58 |@

Tasks PACKAGE IT|

Worll through the tasks for this job. When all required tasks (*) are complete, the JOB PROPEH

job Can be completed; otherwise, you can return the job. 2
Job propertie

Complete Task description

Property
e View attached syllabus
External Ins
— * Review and evaluate external credit request
resm— * Choose next action for the request Course
’ > - - . .
wm——( Explain why the request is being rejected Sashiahch
Date Submil
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Return Reason

Return Reason

This course shouid be evaluated by a different department

® Bty Cancel

To Return a Course

12. If the course needs to be evaluated by a different department, or if more
information is needed to make a determination, please select Return as the next
action for the request. If returned, you will be prompted to enter a return reason
(e.g., this course should be evaluated by a different department).

Next Action

Next Action
[ Select |

Approve

Route

Reject

Return <J{—

(2} I @ Cancel

Office of the University Registrar
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13. Once each task has been completed, select the wrench icon with the green
check mark to complete the job.

Jobs: Transfer Credit - Dept. Review

2 VR APRR S WA
Tagks PACKAGE ITE
Woll through the tasks for this job. When all required tasks (*) are complete, JOB PROPER
the ¥ob can be completed; otherwise, you can return the job. ‘
Job propertieg
Complete Task description 5
roperty
r— View attached syllabus
External Insti
E— Review and evaluate external credit request
ne— v * Choose next action for the request Course
v * i i i
T Explain why request is being returned Destiriition
Date Siihmitt

To Approve a Course

14. If the course should be given GNEL credit, list your determination on the
evaluation form. Type the subject area (e.g., GNEL) in the Non Equivalent
Subject box. Click the down arrow on the Course box to select 2000. Be sure to
add the number of Vanderbilt hours the course should receive. Save Changes.

Office of the University Registrar 10| Page
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EXEE S|
Edit URO.TC.DeptReview
Spring 2012 3
Evaluate Course
Subject Course Credit Hours
Equivalent
None available
Multiple Courses Credit Hours
0
Subject Course Credit Hours
Non Equivalent GNEL 2000 - No Equivalent: Not eligible for credit toward th 3
Requirement ignation
Select... v
Apply Credit Hours
Extra Credit No extra credit v 0
Save Changes < —

15. Select Approve as the next action for the request.

MNext Action

Next Action

Select

Approve _

Route

Repect

Retum

(7] [ ¥ Save QN
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16. Once each task has been completed, select the wrench icon with the green
check mark to complete the job.

Jobs: Transfer Credit - Dept. Review

Filaie| & 2 EIC% @

Tagks PACKAGE ITEMS

Wofl through the tasks for this job. When all required tasks (*) are complete, the JOB PROPERTIES

jobTan be completed; otherwise, you can return the job. - :
Job properties and inforn

Complete Task description

Property
—) < View attached syllabus

External Institution
Em— * Review and evaluate external credit request
Em=—— * Choose next action for the request Course

Destination

To Review an Evaluation

17. After a department has reviewed a course, it will be returned to your queue.

18. Open the form.
Jobs: Transfer Credit - Dept. Review
F oG 3 |5 9 | D

Job Queue - Workable

L External Institution Course Destination Dat

L Stanford University-Sta... PSYC 4033 - Memory ... PBDYORG 11-3
Columbia University (C... | PSYC 3082-IntrotoA... | PBDYORG

19. If the department has assigned credit, review the form to see the determination
made, then Save Changes.

Office of the University Registrar 12 |Page
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Save Changes

L EALHE|C|@
Edit URO.TC.DeptReview
PSYC 3082 Intro to Abnormal Psychology
Course Term Course Year VU Credit Hours Exemption Reason
Spring 2012 3
Evaluate Course
Subject Course Credit Hours
Equivalent pSy 3100 - Abnormal Psychology 3
Multiple Courses Credit Hours
0
Subject Course Credit Hours
Non Equivalent Select ... 0
Requirement Designation
Select ...
Apply Credit Hours
Extra Credit Select ...

0

Office of the University Registrar
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a. Select Approve as the next action for the request.

Mext Action

Next Action
Select

Approve J—

Route

Repect

Retumn

(7] [N Save QLN

b. Once each required (designated by asterisk) task has been completed,
select the wrench icon with the green check mark to complete the job.

Jobs: Transfer Credit - Dept. Review

F e RIS |@
Tagks PACKAGE ITEMS
Wolk through the tasks for this job. When all required tasks (*) are complete, the JOB PROPERTIES
job®an be completed; otherwise, you can return the job. )
Job properties and in
Complete Task description
Property
View attached syllabus
p— * Review and evaluate external credit request External Institution
S s * Choose next action for the request
Course
Destination
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1. If the department has rejected the course, review the rejection reason pop-up

and select Save.

BEAEES| @

Edit URO.TC.DeptReview

CVdiudgile LuUuUl b

Subject Course

Equivalent
None available

Multiple Courses

Credit Hours

0

Credit Hours

0

Subject Course

Non Equivalent None available

Select...

Requirement Designation

Credit Hours

0

Apply
Extra Credit Select...
Save  {E—

Credit Hours

0

c. Review the form to ensure no determination has been made, scroll down

and select Save Changes.

Rejected Request

Note

This request was rejected during an earlier course evaluation review.

Request Reject Reason
This course should not be awarded Vanderbilt credit.

Office of the University Registrar
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Cancel
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d. Select Reject as the next action for the request.

Reject Reason %
* Reject Reason
This course should not be awarded Vanderbilt credit
The department has rejected the course _
o [ Save QeI

e. You will be prompted to view the rejection reason again and add any
comments of your own (e.g., the department has rejected the course).
Save.

Next Action

Next Action
[ Select |

Approve

Route

Reject Jum—

Return

(2] ) RCEVEN  Cancel

Office of the University Registrar
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f. Once each required (designated by asterisk) task has been completed,
select the wrench icon with the green check mark to complete the job.

Jobs: Transfer Credit - Dept. Review

¥ '.’J '0' €’ ‘] : |» |3
Tagks PACKAGE ITEM
Wolk through the tasks for this job. When all required tasks () are complete, the JOB PROPERTI

jobMan be completed; otherwise, you can return the job. )
Job properties i

Complete Task description

Property
View attached syllabus
—) ¢ Note: This request has been previously rejected External Instity
p=—k v * Review and evaluate external credit request
“ L4 * Choose next action for the request Cose
ey v [ * Explain why the request is being rejected W Destination

Date Submitted

2. Ifthe department has returned the course, review the return reason pop-upand
select Save.

Returmed Request

Request Return Reason
This course should be evaluated by a different department.

) B-CH  Cancel

Office of the University Registrar 17 |Page
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c/ERERIC | @
Edit URO.TC.DeptReview

CVdiudiLe Luul b

Subject Course Credit Hours
Equivalent
None available o
Multiple Courses Credit Hours
0
Subject Course Credit Hours
Non Equivalent 0

None available

Requirement Designation

Select...
Apply Credit Hours
Extra Credit Select... 0
Save  {—

3. Review the form to ensure no determination has been made, scroll down and
select Save Changes.

4. Select Route as the next action for the request.

Next Action

Next Action
[ Select |

Approve
Route <4—

Reject

Return

(2] Y Save EeERRE]

Office of the University Registrar 18| Page
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5. Select a different department to route the course to.

Routing Destination

Routing Destination
l Select.. v ‘

Select

EDUC - Education (XCU)

HOD - Human & Organization (XCU)
HODE - H&OD: Education Poli (XCU)
HODI - H&OD: International (XCU)
HODL - H&OD: Leadership and (XCU)
PSY-PC - Psychology-PC (XCU)
SPED - Special Education (XCU)
SPEDH - Special Education: H (XCU)

(2] ) BN Cancel

6. Once each task has been completed, select the wrench icon with the green
check mark to complete the job.

| Jobs: Transfer Credit - Dept. Review |

g & 2RS4 @
Tagks PACKAGE
Woll through the tasks for this job. When all required tasks (*) are complete, the JOB PROP
job €an be completed; otherwise, you can return the job.
Job properi
Complete Task description
Property
View attached syllabus
External Ir]
—) < Note: This request has been returned from PSY-PC
—) < * Review and evaluate external credit request Course
v x ;
egE— Choose next action for the request Desinatio
E— * Choose routing destination
Date Subr
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To View Bundle Queue
7. Select Transfer Credit — TC Bundle — School Review from the Job Views queue list. Select Get
Job Queue.

DocFinity - TEST (Synced 12/1)  WORKSPACES  PANELS

Job Views
G 6- l 3 + o
S

Y Name ¢ Jobs

Transfer Credit - Dept. Review 0~

Transfer Credit - TC Bundle - School Review 2 B _

EEXIT e

To Open a Bundle

8. Select abundle from the queue table. Using the wrench icon, open the bundle.

Jobs: Transfer Credit - TC Bundle - School Review

e &S00 D

Job Queue - Workable

_J  Student ID Instance ID Dist
| 000501203 3975
000375211 3973 12-1

Office of the University Registrar 20| Page
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To Review a Bundle

9. Openthe Transfer Credit Request form and review the data provided. At the top of the form,
enter the required information for Academic Standing, Academic Level, Expected Grad Term,
and Apply Credit Term.

Finidlole +
Edit URO.TC.BundleReviewSumm
Request for Transfer Credit
000501203 Foged, Leah Academic Standing Expected Grad Term
Academic Leved Apply Credit Term

Institution Term Ext. Course No. Ext, Course Title vu G we No. He Transferred Count o GPA?
Syracuse University Fall 2015 8oL 2082 Blology of Animais BSCI 219 3 N

Evolution & The
Syracuse University Fall 2015 8I0L 2500 Modern BSCI 2205 2 N

BSCI 2000 1 N

Syracuse University  Fall 2015 CMST 2700 SokrodiecHion 1o BRI || o tervad

Weaving

i X Psychology of

< 5
Syracuse University Fall 2015 PSYC 3313 Language PSY-2C 1180 3 N

10. Once all the information has been entered, Save Changes.

RN R R +
Edit URO.TC BundleReviewSumm \
Syracuse Universty  Fall 2015 CMST 2700 ::'::":gmm 1o Basket o osected e
Syracuse Universty  Fall 2015 PSYC 2313 ‘:‘:’fm’ " PSY-PC 3140 3 N

Courses on Request External Course Info
Syracuse Univarsity BIOL 2082 8lology of Andmals 1nstitution Term Ext. Course No. Ex1. Course Tithe Equiv
Syracuse University BIOL 2500 Evolution & Tha Mo & 5 Fa 3018 S0t 285 et of Aaials 3
DU cuse Un
Syracuse University CMST 2700 Introduction to Ba (ol University o9y e
Syracuse University PSYC 3313 Psychology of Lang
¢ tquivalent Courses
Save Changes _ Subject * Course Hours * Count to GPA  * Grade Requin
BsCl 2219 - Introduction to Zoology vl 3 N - Y Select «
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11. Select Complete as the next step for the Transfer Credit Request Bundle.

Next Action

Next Action

| Complete v I

Select

Return

S ) EEVER  Cancel

12. Once those tasks have been completed, select the wrench icon with the green check mark to
complete the job.

Jobs: Transfer Credit - TC Bundle - School Review
s 8.5 & 2 2l9% @

Tagks PACH
Wolk through the tasks for this job. When all required tasks (*) are complete, the JOB
job can be completed; otherwise, you can return the job. —
Complete  Task description B
rof
—) Open Transfer Credit Request form
Stud
—— v * Select what you would like to do with the Transfer Credit
Request bundle Instq
Enter optional comments Disty
Che
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Helpful Hints:

e Click the & icon to exit out of a form without saving changes.

EOEHE|IS @

Edit URO.TC.DeptReview

cCval e Loul»e

Subject Course

Equivalent
None available

Multiple Courses

Credit Hours

0

Credit Hours

e When making your determination, a numerical value must always be displayed in

order to save (e.g., 0, 3, etc.).

Requirement Designation

Select...

EREA S |@
Edit URO.TC.DeptReview
Cvdiudale Luulde
Subject Course Credit Hours
Equivalent

None available — 0
Multiple Courses Credit Hours

) o
Subject Course Credit Hours

Non Equivalent Nona avaliabia ) ©

Apply
Extra Credit Select...

Save

Credit Hours

) ©

Office of the University Registrar
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e Tosave the syllabus to your computer, right click in the Document Viewer and select Openas
PDF. From there, you can save or print the pdf.

Fit to Height
Fit to Width
Rotate CW
Rotate CCW

First Page

Next Page
Last Page

v Show Markup
Open as PDF 4—

Open in Native Application
Open a Duplicate

| 8 =

Please contact the YES Help Line at yes@vanderbilt.edu or 615-343-4306 if you have questions or need

Office of the University Registrar

additional assistance.
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