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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

Y Name ¢ Jobs

TC Bundle - School Review

Transfer Credit - Dept. Review

Get Job Queue

NE

To Open a Form

Select a course from the queue table. Using the wrench icon, open the form.

Jobs: Transfer Credit - Dept. Review

o o 2To0 @

Job Queue - Workable

\ External Institution Course Destination Dat

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

To Review a Syllabus

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

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

full screen. After reviewing the course syllabus, click the icon to close the
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Document Viewer.

Document Viewer - TEST SYLLABUS2027728219618877405.pdf - page 1

ELreR|Ce bl
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 E .4
i‘ 1 “ I:. ¢ I a +
Tasks PACKAGE ITEMS <
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

v View attached sylliabus < mm——

Review and evaluate external credit request External Institution

Property Value

Columbia Unaversity
(Columbia College)

PSS AAAA maen e

B * Choose next action for the request -

To Review External Credit Request Form

4. 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.
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Jobs: Transfer Credit - Dept. Review

AT NE el
Tasks PACH
Work through the tasks for this job. When all required tasks (*) are complete, JOB |
the job can be completed; otherwise, you can return the job. —

Complete  Task description
Prop|

L4 View attached syllabus
* Review and evaluate external credit request <— Exten
v ‘ * Choose next action for the request

Cour

To Approve a Course

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

BELEHE|IC|@
Edit URO.TC.DeptReview
PSYC 3us2 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 v 3
Mg@itiple Courses Crd@it Hours
0
Subject Course Credit Hours
Non Equivalent Select ... v 0
Requirement Designation
Select ... v
Apply Credit Hours
Extra Credit Select ... v 0
Save Changes  {umm—

6. Click on Choose next action for the request in the Jobs panel. Select Approve as
the next action for the request.
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7. Once each task has been completed, select the wrench icon with the green
check mark to complete the job.

Jobs: Transfer Credit - Dept. Review

" k|HeRTIC% @

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
—) < View attached syllabus
E— v * Review and evaluate external credit request
pegm— * Choose next action for the request Course

Property

External Institution

Deatination

To Approve a Course with Multiple Evaluations

8. If the course should be awarded Vanderbilt credit, but should receive creditfor
multiple courses, list your determination on the evaluation form.

9. Ifthe course should receive both Equivalent and Non Equivalent credit, type the
subject area in the Subject boxes. Click the down arrow on the Course box to

select a course. Be sure to add the number of Vanderbilt hours the course should
receive. Save.

Next Action

Next Action

| Select. .. v l

Approve Je—
Reject

Return

— Cancel
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Edit URO.TC.DeptReview
cvaluals Luoul sc
Subject Course Credit Hours
Equivatent ECON 3650 - Development Economics 2
Mulliple Courses Crjdit Hours
0
Subject Course Credit Hours
Non Equivalent ECON 2060 - Non-Equivalent Credit (ECON elective at the 1
Requirement Besignation
Select...
Apply Credit Hours
Extra Credit Select... 0
Save So—

10. If the course should receive multiple Equivalent credits enter the first course as
you would normally (see step 6). Be sure to edit the number of Vanderbilthours
the course should receive. In the line below, enter the next course you wish to
award credit for. Be sure to add the number of Vanderbilt hours the course
should receive. Save.

ELBHERIS @
Edit URO.T@DeptReview
Equivalen
Subject Brea Course Title CredifiHours
CHEM 2221 - Organic Chemistry v 3
Course Title Credit Hours
CHEM 2221L 1

Non-Equivhlent

Subject f§rea Course Title CreditfHours
Mone available o

Extra Credit Credit Hours

Select ... v 0

Hours Difference Reason

Reject Reason

Save Changes —
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11. Click on Choose next action for the request in the Jobs panel. Select Approve as
the next action for the request.

Next Action

Next Action

| Select ..

Approve 4

Reject

Return

L Ml Save QEeENC

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

Jobs: Transfer Credit - Dept. Review
| TS |@

Tagks PACKAGE ITEMS

Wol 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
rE—— View attached syllabus
pem——, - . External Institution
L4 * Review and evaluate external credit request
) v * Choose next action for the request Course

Destination
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To Reject a Course

13. If no credit should be awarded for the course, do not enter any evaluation
information. Scroll to the bottom of the form and click Save Changes.

~/BRBERIS @

Edit URO.TC.DeptReview

Cvdaiuagile Luulde

Subject Course Credit Hours
Equivalent
None available 0
Multiple Courses Credit Hours
1]
Subject Course Credit Hours
Non Equivalent None available 0

Requirement Designation

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

14. Click on Choose next action for the request in the Jobs panel. Select Reject as
the next action for the request.

Next Action

Next Action

| Select = ]

Approve

Reject {um—
Return
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15. If rejected, you will be prompted to enter a reject reason (e.g., this courseshould
not be awarded Vanderbilt credit).

Reject Reason

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

we— Cancel

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

‘_"_q | PR P e’ 7|',',:;||“:‘ Ia

Tasgs PACKAGE IT

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

job €an be completed; otherwise, you can return the job. -
Job propertiq

Complete Task description

Property
—) v View attached syllabus
External Ins
=4 * Review and evaluate external credit request
re—— * Choose next action for the request Course
’ > - - . .
em———— Explain why the request is being rejected Pislinalisn
Date Submil
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To Return a Course

17. 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.

Next Action

Next Action

|Selecx s v |

Approve
Reject

Return (u—

Q ) BEVCN  Cancel

18. If returned, you will be prompted to enter a return reason (e.g., this course
should be evaluated by a different department).

Return Reason

Return Reason

This course should be evaluated by a different department —

(2] i Cancel
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19. Once each task has been completed, select the wrench icon with the green
check mark to complete the job.

Jobs: Transfer Credit - Dept. Review
Pl | &% @

Tagks PACKAGE ITE

Wofk 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 properties

Complete Task description

Property
—) View attached syllabus
External Insti
P— Review and evaluate external credit request
ne— * Choose next action for the request Course
T4 * : . .
—— Explain why request is being returned Destiiition
Date Sybhmitt
Helpful Hints

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

c/BRRERS @
Edit URO.TC.DeptReview

cCval e Loul»e

Subject Course Credit Hours

Equivalent
None available 0

Multiple Courses Credit Hours

e When making your determination, a numerical value must always be displayed in
order to save (e.g., 0, 3, etc.).
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[?l' _“H R\‘;‘ Iz
Edit URO.TC.DeptReview
Cvdiudale Luulde
Subject Course Credit Hours
Equivalent

None available — o
Multiple Courses Credit Hours

) o
Subject Course Credit Hours

Non Equivalent P ehr T PP ) ©

Requirement Designation

Select...

Apply Credit Hours

Extra Credit Select... — o

Save

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.

- Fitto Height -
Fit to Width
Rotate CW
Rotate CCW

First Page
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Last Page

v Show Markup

| Open as PDF {u—
Open in Native Application

1 Open a Duplicate

¢ OSARRSR ChAA

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