Degree Within Reach Business Process

Business Process:
Degrees within reach (Reverse Transfer) transfer articulation process
Banner Forms Required in Process:
SHAEDIS
GOAMTCH
SHATAEQ
SGASTDN/SFAREGS
Additional forms:
SHATRNS
SHATATC
SHATATR
SHATGRD
SHADRTM (this form will need to be updated by the system office)

Transfer Articulation:

STEP 1:

An email notification will be sent indicating that a New CDHE file has been loaded into Banner. Below is
an example of that email. The designated person at your school will receive this email notification once
per year (October/November). CDHE will transmit the records after each SURD degree file has been
verified and processed.

Aad s s PV Parchiment Receive lond into SHRPES Reslts - Message (HTML)
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From: datshub@cea.edu [maifto:idatahub@eoa . edu]
Sent: Sundsy, May 25, 2014 11:47 4n

To:
Sublect: CCA: Parchment Receive load into SHRFES! Resulls

This message inchudes

file_name Job Resmlt Code Job Result Message
RYSGSWE mml OF Tobsubmssion one up mmber 9266337 SHRPEST shrpess 9266337 lis matched the Success Condition’ RYSGSWE sl RYSGSWE 151 Transcript Document Imperted
RYS5GAYMxml OK Tobsubmission one 9266338 SHRPEST shrpess_9266338 lis matched the Success Condifion RYSGAYM szl RYSGATM 152 Transeript Document Imported

RYSGANE xml OK Jobsubmission one up mam 6339 SHEPEST shrpesi_3266339.lis matched the Success Condtion: R¥ SGANK srul RYSGANE 153 Transcript Document Imported
TYSGAT zml OF Jobsubmussion one up number 9266340 SHRPEST chrpes;_9266340.5is marched the Success Condmion: TYSGAIL sl TYSGAT] 154 Transenpt Document Lmported
RYSGAPE ml oK Jobsubmussion one up mumber 9266341 SHRPEST shrpesi 9266341 lis marched the Success Condftion: KYSGAPE szl RY5GAPE 155 Transcript Document Imported
RY5GAOG xml O Tobsubmission one up mimber 9266342 SHRPEST shrpesi_9266342 lis matched the Success Condition RYSGA0G sl RYSGA0G 156 Transcript Document Tmported
RY5GA1G sl OF Tobsubmission one up mimber 9266343 SHRPEST shrpesi 9266743 lis matched the Success Condifion: RY5GA1G zml RYSGA1G 157 Transcrpt Document Imported
RY5G54G snl O Jobsubmession one up mmber 9266344 SHEPEST shrpess 9266344 lis matched the Success Condition: Y 5G546 sl RYSG54G 158 Transcrpt Document Imported
TYSGADT sl OF Tk o TYSGADL sanl TY SGADI 159 Transeript D ported

RY3GASL xml OK Jobsubmission one up number 9266346

66346 lis marched the Success Condion: EYSGASL xml RYSGASL 160 Transcnpt Document Imported.

BYSGAZM sl )24 Jobeubnussion one up number 5266347 SHEPEST shrpes; 9266347 s marched the Success Condmion: RYSGAZM ol RYSGAZM 161 Transcnpt Document Impaorted

STEP 2:
Login to Banner

STEP 3:

Go to SHAEDIS. Enter a Status. There are 3 status types to search for; VERF (verify person) TRAN
(transfer) or ARCH (archived). Start the process by verifying a person; in the Status enter VERF, then
check the Pending flag, Next Block.
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Degree Within Reach Business Process

The new Transcript will load from CDHE with an asterisk (*) in the first column with Last name as:
Articulation First name as: CDHE and Middle name as: R. The “ID” field is the student’s SSN.

| #)] Oracle Fusion Middleware Forms Services: Open > SHAEDIS =

Eile Edit Options Block Item Record Query Tools Help
@ BABER 7 REX Q&R

';; Online Transcripts Activity List SHAEDIS 8.4 (DEVL) (CCA) ©-i-i--

Status: [VERF |~ Verify Person g OF ¢ ] g i None

Last Name First Name Middle Initial D Sender Received Date Status
(v
[avarez [adam " e .. lnsng HoaaR2014 l -
|articutation] |core R —n— los33 21-mar-2014 |verr
T frecTor f f feso f tvERF

STEP 4:
The first step is to Match the Transcript with a CCCS student. Click on Options, Verify ID. This will open
up GOAMTCH.

4| Oracle Fusion Middleware Forms Services: Open > SHAEDIS I T e | i
File Edit [SfQNEY Block Item Record Query Tools Help
Incaming Transcripts
Wiew Transeript
Route Transcript
S |pt il Pending Or Complete: ® Pending " Complete " None
‘ IDg, Mames and Addresses [SPAIDEN]
Person NamelID Search [SOAIDNS] st Name Middle Intial D Sender Received Date Status
Admissions Checklist Summary [SAAACKL] EI
F Prior College Information [S0AFCOL] R [ as1s [17-Uh-2014 = a2
’T Bio/Demo Information [SPAPERS] E | |DS19 ‘1 FJUN-201 4 |VERF
’T Telephone Mumhbers [SPATELE] |R— | |U519 ‘1 7oJUN-2014 |VERF
’j Appointments and Contacts [SOAAPPT] E | |ns1~:-| ‘1 PR T] |VERF
[ s‘ysmm DEI[ZE:;:::Q]‘ [GUASYET] 3 [ |nsaa [17-dUn-2014 [verr
Messages
[ Tranfer Atticulation Detail (SHATAEQ] R [ [osta (17-an-2014 [verF
[ T o - - — e [ [ |os33 [17-JUn-2014 verr
[ [articutstion |core 3 | |nsaa [17-dUn-2014 [verr
- o P - r L— [T ——— L——

The first time accessing GOAMTCH the “Matching Source” will not be populated. Select CRTP for the
matching source. After the “CRTP” is selected, next block. The Data Entry box will populate with the
information provided on the Electronic Transcript received.

Click on the Duplicate Check Icon, Banner will then check for a match of the SSN, Date of Birth and
Gender (which is the information currently provide by CDHE). In the future we are anticipating the First
and Last Name will be provided. After the verification process (verify there is a match with SSN and Date
of Birth), click on the Select ID icon.

View Comments
ID: (52906564 Generate I [{i  Matching Source:  [CRTP [* Colorado Reverse Transfer Dataload Matching Rules
Data Entry
Last Name: [articuistion Non-Person Name: [
First Name: core SSN/SINING
Middle Name: [Reverze Birth Date: Day: [22  Month: |7 Year: Gender: [Maie |
Address Tywe: [ =1 Telephone Tyne: [ =
StreetLine 1 [ Telaphone: [ [
Straet Line 2: [ - Ty ‘ =
Street Ling 3: | E-malk: [
City: Adamional ID Type: [ (=]
State o Province: | =)
Additional ID: [
ZiP or Postal Code: | [=] | owverride
County: [ = Duplicate Check [ Details L] View Comments [
Nation: [ (=] SelectiD &7 updaten [ Create New &)
Match Eote it 9ol e
[[+] Name Matched Address Telephone E-mail
B [ [
SSNSINTIN Birth Date Gender |
26-000 [ia |
Additional ID I
Clear and Return to Data Entry [@I Al Addresses All Telephones All E-mails.
Matching Rule Sets [ -] ~|[ ~
| 1=Primary SSNISINTIN Match D NULL Mstch Birth Dte Match
a
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Degree Within Reach Business Process

This will take you back to SHAEDIS, the name and SID will now be populated. The name is now listed
alphabetically by last name in the list and the asterisk (*) has now been removed from the first column.

Names and SID’s have been masked

[ |articustion core R [ [os19 [17-aun-2014 =
[ [articulation [coHe R [ [os1a [17-JUr-2014 [verF
[ [ \ L [ [psaa 7-aun-2014 [verr
[ [ \ = [psaa 7-aun-2014 [verr
[] [ \ | E [ [os19 [25macr2014 [verF
[ M [ [ps12 [17-000-2014 [vere
[ | [ i [ | [ps12 [17-000-2014 [vere
r ! !T ! !’_\ S| !1 =alin-201.4, ! ERE.
@ [ \ M |so [os19 [17-Jun-2014 |verF j
f f f \ f EE T ey 2074 fvERF =

STEP 5:
Select the student from the list and click on Options, Route Transcript.

iddleware Forms Services: Open > SHAEDIS

M Block Item Record gQuery Toaols Help

mina Transeripts WEed ey B E I E

Wigw Transeript

Pen

Transcript Detall

Wy 10
IDs, Names and Addresses [SPAIDEN] stiNamal Mdolinitial
Eerson Name/ID Search [S0AIDNS]

admissions Checklist Summarny [SARACL] =

Erlor College Infarmation [SOAPCOL] R
BiofDerma Information [SFAPERS] ] [re
Ielephane Numbers [SPATELE] [

Appointments and Contacts [SOAAPPT]
System Data Surmmary [GUASYST]
Messages [GUAMESG]

Tranfer Articulation Detail [SHATAE G
e e \R

[Articutstion [corie &

The pending indicator (P) for VERF status will be populated, change this to a “C” in the Indicator field
next to the VERF Status Code, down arrow. Enter a “P” in the next line, tab, enter TRAN for the Status
Code tab, this will populate the “Transfer Articulation”, the Request Date and your User ID. Save the
record.

Status:  verr ~ Verify Parson Pending Or Complete:  ® Pending > Complete. None

ipt SHAEDIS 8.4 (DEVL) (CCA) o~

Transcript Routing for:

Code Prioriy Date Date user
=) =
3 VERF [venty Person 1 21-mAR 214 25 R 2014 on_ra@smice =]
< 3 [TRAN  [Tramaior Arcuation = FEaR-zo14 i u_mma
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Degree Within Reach Business Process

Click the Return button. This will go back to the main SHAEDIS screen. In order to begin make sure the
Status is TRAN and click the Pending button, next block. Select your student. Click on Options, go to
Transfer Articulation Detail (SHATAEQ)

4 Oracke Fusion Middieware Forms Services: Open > SHAED

STEP 6:
This will open SHATAEQ. The student information will already be populated. Next Block, a pop up box
will be displayed, click yes to load the electronic transcript.

Transfer Equivalent

\ttendance Primary Credit Articulate Credit

Period  Term Level Group Ind Subject  Course Hours: Grade Ind Level Subject Course Hours Grade
- - - -

(Mone) =

b Student has Electronic Transcript waiting to be [oaded
L Froceed 1o Load Decision Window?

Check the “Use Electronic Version” and the “Create Multiple Attendance Periods”, and then click the
Load Transcript icon.

NOTE: If a student has previous transfer work already in Banner from the same school on the
student record the transcript will not be able to load. You will the error message below on
SHATAEQ. (Refer to Additional Note #1 on page 10 of this document for further clarification.)

| L

*ERROR™ Transfer work in HISTORY; Use Options to access Equivalent Roll lnrovmallorD
L l r=3

i l L 1
2 T T =t T T

Program: hd

g4 Electronic Transcript Load

**An electronic transcript has been detected for this student™

[+ Use Electronic Wersion Respect existing
articulations for:

[+ Create Multiple Periods [ override Edit

[ Successful

Wiew Transcript

| No Equivalent

Load Transcript @

| Manual

Return
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Degree Within Reach Business Process

A warning pop up will appear, “Loading Data into Multiple Attendance Periods”. Click OK.

Respect existing
articulations for:

ce Periods

i FWARNING* Loading Data into hMultinle Attendance

Feriods

Cancel

The courses will load into SHATAEQ as they appear on the Transcript record from the University/College.

Transfer Equivalent

Attendance Primary Credit Articulate Credit
Period Ind Subject Course Hours Grade Ind Level Subject course Hours Grade
[ [l =] ¢ [ =]

|anTH 2000 3,000 v [tone) -]

-
@
g
2
g
[}
2
g
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T
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5]
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&

il

[aniTH [z210 3000
[comm  [3z80

atH f1040

B [(one -]
B+ | (Mone) - |
D [(Naney -

| (Mone) = |

| |

| |

3.000

3.000

IRRREEEL"
TT1T 1] e
L

STEP 7:
Review the courses. Do any of the following conditions apply? If not then proceed to Step 8.
e Are there any courses that could possibly be a “Group” of courses (such as science courses with
labs)? In order for these to articulate properly a group number will need to be entered before
the articulation is performed.

D: =1 . E Institution:  [0533 [ =] [universty of Colorada Demver
Program: =]
Transfer Equivalent
Attendance Primary Credit Articulate Credit
Period Term Lewel| Group Ind Subject Course  Hours Grade Ind Level Subject Course Hours Grade
1 [zo1320 ue [ con [z0s0 3.000 B [Successiul || jus | [com 225 3000 B
1 [zo1320 e | [ O iTE 5000 3000 B [Successtu ~|| o [sus = 3000 B
1 [zo13z20 e | [ ] PHYS 1100 4.000 A [successtul ~|| s [eTe a0z 4000 o
1 |zoisz0 =3 | PHYS =040 3000 A | Successtul || Jue [prv 99 3.000 o
1 [zo1320 e || [ O THTR == 3000 2 [successtul ~|| o [rme 105 3000 an
2 |zo1330 e s s [CHEM 2031 3.000 < | Successtul ~[[ e |cre 111 3.000 = -
2 |zo1z30 = 4 ] CHEM 203E 1.000 & [Moequivalert < || [ )
| 2 |eo1330 lue ] 4 TR =
[ 2 [zo1330 e | [ ] MaTH h1zo 3.000 B [Successtul || o |mer 122 3.000 B* i
8 |eoisso s | [ O = hoto 5000 B [successtu ~|| o |epa 111 5000 B
[ = tNane) N[
— — — | — - —
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e Review the courses, are there any blank lines inserted? When this occurs it usually indicates that
there is a duplicated course subject and number. Go back to SHAEDIS and click on options, view
transcript for this student. See the example: the duplicated course is most likely the EXHP 0162
(We have also seen this since the missing grades issue has been resolved)

ID: : EI: Institution: 0524 E |COI0rad0 State Univ-Pueklo
Program: E]

Transfer Equivalent
Attendance Primary Credit Articulate
Period Term Lewel | Group Ind Subject Course Hours Grade Ind Level Subject Cow
S Mg v ki S
[0 oz e | [ O o 112 [ so00 | D [(one) M
[ 1 fois2a  ue | [ O [pusa lpao2 [ 3000 | ¢ [quore) ~| l_ | l—
[ oz e | [ O fes o105 [ 1m0 | c [quone) 4 [
[ 1 oz ue | [ O ewmr  foam I D [(More) M [
[ 2 pozsa  ue | [ T e o152 [ 4000 | B _|(hone) - | l—
QE .. = | [ | (Hore) - [ [
— —— — I e L [ . -
TR OS] ! TETH T T T [(Mere) Ml |
[ 2 fossa  Jue | [ 0 ewmr | fozon [ 3000 | ¢ [quore) N
[ 2 forasn e | [ O |mwre oz4n I c [quone) 4
e wevewss wwen | g e s  pe— | | =1l —

| #, Oracle Fusion Middleware Forms Services: Open > SHAEDIS

|£|le EdllBlock tem Record Query Tools Help
| @& & Incoming Transcripts
e fipt

Route Transcript
Transcript Detail
StMUS iy 1D ]
IDs, Names and Addresses [SPAIDEN]
Person NamedD Search [SOAIDNS] st Name Middle Initial
Admissions Checklist Summary [SASACKL)
Prior College Information [SOAPCOL) I |
Blo/Demo information [SPAPERS]
Telephone Numbers [SPATELE]
Appointments and Contacts [SOAAPPT]
System Data Summary [GUASYST)
Messages [GUAMESG) -
Tranfer Articulation Detail [SHATAEQ]

L=y

CourseCreditEarned:3.0 -
CourseAcademicGrads: A

CourseSubject Abbreviation SPN

Caursehumber 0331

{Course: \

CourseCredtBasisRegular
CourseCredtLevel Unciergraciuste:
CourseCredtvalus:1.0
CourseCreditEarned:1.0
CourseAcademicGrade:B
CourseSubjectAblrevistion EXHP
Coursehumber: 0162

Course:
CourseCreditBasis:Regular
CourseCreditLevel Undergracuste
CaurseCredtvaluz:3.0
CourseCredtEarned:3.0
CourseAcademicGrade:C .
CourseSubject Abbrevistion EXHP ]

\_ Coursehumber:0162 ]

Course:
CourseCrectBasisRegular -
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e Once the duplicate course is found, enter the data into SHATAEQ in the blank line. After you
enter the Grade, Tab and enter a “1” in the Duplicate field, SAVE.

o= [Tl - Institution:  [0524 [~ [calerada Stete Univ-t
Program: ~

Equivalent

Attendance Articulate
Period  Term Lewel rade Duplicate Title Ina Level Subjec

[~ =1 = =] =

[ 1 [zo1s20 | [us o [ (Mone) 2
[ [eorzz0 | jue < [ (Meney M
[ 1 [zo1z20 = < [ (hone) e
[1 [zoiz20 | |us o [ (rionsy M
[ 2 [zo1za0 | |us 3 (rioney -
i e e = T o =
[ 2 [zo1za0 | |us o (rioney M
[ 2 [zo1za0 | |us < [ (rone) B2 —
[ [osso ] foo ] < — Tiones Sl
5 Bmaan I - (. Nonat Bl —

STEP 8:
Click on Options, Perform Articulation

| £:| Oracle Fusion Middleware Forms Services: Open > SHAEDIS - SHATAEQ . -

wm Block Item Eecord Query Tools Help
|E| % Transfer Credit Articulation
M Equivalent Raoll Info
Resize Transfer Window
Ferform Unarticulation Program: E‘
Transfer Ariculation Attributes [SHATRTA]
Load EDIML Transcript
- Equ
Attendance Primary Credit Articulate
Period Term Level | Group Ind Subject Course Hours Grade Ind Lewvel
S i ) T [ id]
["@ |zo1320 o | [ ] [Enc [2100 | 3000 | A+ [uane) -] ]
’71 201320 ’K Ii 1 |ENG |222EI | 3.000 | . |(NDnE) - | l_
[ 1 [zo1320 e | [ 1 [Enc [2330 [ zpo0 | B [thone =
[1 [zor3z0 = C [Erz [2500 EE 2+ [crone -
[ I N = | | I [cruon=) | N
[ | L o | | I | I
T —_ r r r r r i —

Note: A message may appear that indicates the courses have “no equivalent” this indicates that
the courses are not in SHATATC with an equivalent CCCS course; continue to the next step as
you will be able to evaluate these courses after you have completed the import process and
saved the record to SHATRNS. (Refer to Additional Note #2 on page 11 of this document for
further clarification.)

oA e 1 —
Transfer Equival
Attendance Primany Credit Articulate
Period Term Level| Group Ind  Subject Course  Hours Grade /—Ih Level Su
NG  N S &)
[ 1 oz e | | O [ewe 2100 I e || Mo eouivaent < [ [
[1 fmso e | [ O [ewe [2220 T aw |[Mo sivaert || [
[1 fwee e | [ O e [2330 I B Mo ecuivaernt  ~[[)[ [
[0 e e | [ T e [soo [ apoo | ar |[Moeuivaent -] [
. — T
e E = | | | i N
- . — =
7
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Note: Sometimes you will get a single course that is not equivalent. (Refer to Additional Notes
#2 & 3 on page 11 of this document for further clarification.)

Transfer Equivalent
Attendance Primary Credit Articulate Credit
Period Term Level Group Ind Subject Course  Hours Grade Ind Level Subject Course  Hours Grade
N NN ] S )
[ 1 fos20 e | [ [comm 270 [ som0 | A [success || [us  fcom  [ess [ 3000 | A
[ pots20 jue | [ [comm  [aso0 [ 3000 | A [successtul  ~|| [uc  [com =) [ so00 a
[ pots2e fue | [ [psve [811 [ so000 | B [successta  ~|| [uc  [psv 208 [ 3000 [ B
[ fots2a jue | [ [socy  [sas0 [ soo0 | A [successtu -]} [us  [soc [ssa 3.000 s
CLF 2 Poiso | ue T eLaw aoso [ 3000 | B [Noequivalert ~| [ )
f f2oTIs——joe Tt fecom o f oo e R T 5 202 3000 &
[2 potzso  Jue | [ [T [3000 [ 5000 | B [sucesstu <[l fus  fuar 218 [ 3000 | B
[78 Bosso e | [ [psve 4144 [ so000 | A [successu  ~|| jus  |psv =) I a
[ [ \ \ [ [ [toney “JiE [ [ \

The electronic transcript will have D and F grades sent and you will receive the “No Equivalent” message
on these courses because students cannot transfer in grades below a C.

99¢

[ 1 potz2o ue || MatH  Jstes | 400 | B [successtu <[l fuo  war_ |os
2 potsso e | | [ e e | 3000 | D [Noequivalent ~|| [ )
— | — e [ . - —

0G | 1 {EEEt 12531 [ Too0T B [Successiul | [ue ]TRN
o e e B i —ah—A—

When the classes do have equivalencies you will get “successful” indicator on SHATAEQ and the

equivalent courses will appear.

T -
Transfer Equivalent
Attendance Primary Credit Articulate Credit

Period Term Lewel | Group Ind Subject Course Hours Grade Ind Level Subject Course Hours Grade
G B Y & e i
[ pos e | [ O feees [z [ som0 | B [[sucesssnt |l jue forr [oss [ 2000 | B
(4 fmso Jus | [ 00 ksvc o | oo | B |[suossstu <l be psv  [eoo [ 2000 | &
4 e Jue | [ O psve 220 [ som0 | C|lswcessi || i [psv | [aem [ zom | cr
s e | [ O psve [z [ som0 | B |[swccess - be psv foss [ 200 | B*
[ H W v | \ | o) ] | | |
- [N R | \ | | - | -
[ H s | | | L T | | |

Click SAVE.

STEP 9:

Click on Options, “Equivalent Roll Info”, Next block until you reach the “Equivalent Roll” block (do not
click on the History indicator until you are in this block), click on “Roll to History” Click SAVE. (NOTE: for
this example the totals do not match because of the SHATAEQ form, the credit hours for one of the

courses is listed as Zero)

Equivalent Course GPA
Level
e
Transfer
Attempted Hours: 5,000
Passad Hours:

[

[ oon
Earned Hours: [

[

[

[

9.000
GPA Hours:

o00

Quality Points:
GPA;

Equivalent Rell

History Indicator:

[
[
[
|
[
[

Equivalent
13,000
000
13,000

000

o0
oo
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This will bring up a pop up, GPA Calculation completed. Click OK.

Equivalent Course GPA

Level

[Ke]

Transfer

Attempted Hours: 9.000
Passed Hours: o0 @ GPA calculation cormpleted.
Earned Hours: 9.000 2
GPA Hours: .ooo
Quality Points: a0 a0
GPA: 0o \ 0o

Equivalent Roll

History Indicator: Rall to History -

Once you click SAVE, click the X in the top right corner to close the screen; the classes have now moved
from this screen and have been loaded into SHATRNS. These can be viewed on SHATRNS and any
evaluation adjustments can be made in SHATRNS.

Step 10:

Go back to SHAEDIS to mark the record as complete. Put TRAN in the status and click the Complete
button. Next Block, find the record and highlight, click options, Route Transcript. ARCH has appeared as
a status code with a “P” as the indicator. Change the P to a C on the ARCH status. SAVE. Also note that
the TRAN changed from the “P” to “C” automatically once the transcript loaded to the Banner Record.
Click the return button.

Pending or Complete Status Request Complete
ndicato Code Priority Date Date User
hd = =

[VERF  [werify Person e 02-APR-2014 02-APR-2014 QA_NMEISINGE -
[TRaN  [Transfer Articuation 5o [02-2PR-2014 [14-2PR-2014 @ _rmErSNGE
larcH [archive = [14-apR-2014 | e _rmEsNcE
| | [ | | |

[ | | [ | | |

[ | | | [ | | |

[ | | [ | | |
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ADDITIONAL NOTES on Transfer Articulation:

1. Previous Transfer Work:

| 4/

ﬂ' ,,,,,,,,,,,,,,,

*ERROR* Transfer work in HISTORY; Use Options to access Equivalent Roll Information.

\ﬁewu- 444 | | | | |l caces
“errr 1 1 CCO | ] 1 IS

e The transcript will not re-load unless you delete the transfer work from history. Verify the
courses from the View Transcript (on SHAEDIS) before removing the history. The courses
may or may not be the same. The coursework that is already in Banner may be more
complete.

e Process to remove previous transfer articulation work:

o On SHATAEQ click on Options, Equivalent Roll Info, in the Equivalent Roll box, click
on the down arrow on History Indicator and click on “Delete from History” click
SAVE.

o A box pop up box will appear that says “no Saves to Change” (MAY or MAY not get
this box)

o Click OK, then a pop up box will appear “GPA calculation completed” click OK, than a
pop up box “Student has Electronic Transcript waiting to be loaded” will appear—at
this point proceed with loading the electronic transcript.

Equivalent Course GPA

Lewvel

- =1

Attempted Hours:

Passed Hours:
Earned Hours:

Eguivalent Roll

Rol to H\glnri

History Indicator: Nene =

fistory indicator.

10
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2. Courses not Equivalent:

Transfer Equivalent
Attendance Primary Credit Articulate Credit
Period Term Level Group Ind Subject Course  Hours Grade Ind Level Subject Course  Hours Grade
S il i R ) N =
[1 for320 e | [ lcomm  [a270 [ 3000 | 4 [successtu  ~|| lus [com 999 [ 3000 [ A
[ 1 otz e | [ [comm  [4s00 [ 3000 | & [successtu <[l lu  [com s [ 3000 | A
[1 o320 Jue | [ fpsve [3611 [ 000 | B [Successtul  ~|| [us sy [208 [ 3000
[ forz20 s | | lsocy a0 [ sooo | A [successtu  ~|| e [soc  [sss [ 3000 A
C{: 2 201330 |Ue T BLaw (3050 | 3000 | B [Noequivaent ~|| | | | [ | )
2 f OT330 {uu f T ECoN fzu \[ oo f B fSuecess ¥IT0E o 1202 I 3000 T B
[2 Potssa | Jus | [ ke [000 [ 3o | B [successti  ~|| g [mar |26 [ 2000 [ B
[8 koo e | [ Psyc  [#44 [ 3000 | A [Successtu  ~|| jus sy |oos [ 3000 ar
[ [ \ \ [ [ (hene) M \

e When you find a course that is not listed in SHATATC/SHATATR you can continue through
the process of loading the information, but you will need to evaluate the course and enter
the equivalent course information after the record is saved (see the Transcript Processing &
Articulation manual (Page 8) located on P:\Enrollment Services\Transfer Articulation).

e Once the new course is evaluated you will send this information out to the “CCCS, Transcript
Evaluators” distribution list for group approval and enter onto the spreadsheet.

o There is a spreadsheet to enter these courses and the equivalent course so that all
other CCCS schools can enter these courses into SHATATR so that all schools are
consistent in how transfer work is being entered. You can find the form on the
P:\Enrollment Services\Transfer Articulation\CCCS_Dataload_Template0300915

3. Grouping:
o . = ) s, Institution: 0533 [ [universiy of Colorado Denver
Program: ’7@
Transfer Equivalent

Attendance Primary Credit Articulate Credit
Period Term Level | Group Ind Subject Course Hours Grade Ind Level Subject Course Hours Grade
B & F| = 4 =] [=] = = =
[ 1 foraze Jue | [ O [comm | [zome [ 2000 | B [successta -l o [com 225 [ zo00 | B
[7 potse o | [ O | 3000 EEE B [successta  ~|| us | [rus [ass [ 5000 | =
[ 1 poaze  Jue | [ T |erws [1100 [ 4000 | & [successtu =]l s [ate [as2 [ 4000 | =
[7 porze s | [ O [rvs [z0a0 TN & [successtu <[l [ug | [mrv [ass [ 3000 | e
[ 1 [eorzze | Jue (B T 1001 [ som | s [successu <]l o [me [10s | soon | a
[ posa | [ue v/ TcHem 2031 IEEC C [successil ~['jue  [oHE [111 [ so00 | = B
[ 2 [orzae | Jue L) [erem fza3s [ 1m0 | B [Mocouivelert =] [ ] [ [ [ )
[2 oo | foe || =1 O M - -~ a0 . TR foos — s
[2 pozao  fue | [ O mam [z [ so0 | B [successtu <l ug | [war [1z2 [ so00 | B
[T8 forzse s | [ T [sean [1o10 [ so00 | B [successtu  ~|| U [sea 113 [ 5000 | B
[ [ o | | | [rione) i | | \
[ ] [T o] | | | L - I I \

e Are there any courses that could possibly be a “Group” of courses (such as science courses
with labs)? In order for these to articulate properly a group number will need to be entered
before the articulation is performed.

e Look the group numbers up in SHATATR or SHATATC

e Enter the correct Group number, the primary indicator should be checked for the Primary
course.

e Once the group number is inserted, click “Perform Articulation” and now the courses
should articulate into the correct course(s). The 2™ course in the group will be listed as “No
Equivalent” because the CCCS course is only 1 course and it will listed with the ‘Primary
course”
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Degree Within Reach Business Process

Activating the student record:

Before you can use Degree Works the student must have an active SGASTDN record. You must update

the Student to an Active Status for the current term.

Curricula Activities Weteran Comments  Acadermnic and Graduation Status, Dual Degree  Miscellaneous
General Learner
New Term: 201310 EI Summen 2012 From Term: W To Term: ’M
Student Status: Is " [=] nactive
Student Type: - S Additional Information
Residence: |U7 EI MNeeds Residency Review Site: liEl
Fee Assessment Rate: EI Session: |— EI
Class: ’E Undergraduate Sophormore Block: El
Student CentricCycle: | | 7) Citizenship: [y U.5. Cifizen
Full or Part Time: Full Time Part Time ® Nohe

You will go to SGASTDN to verify if the student has an active record already, if so move forward to
Awarding the Degree process. If not, follow these steps to activate the record.

1. On SGASTDN you will have the current term in the Key Block, (example: 201520) and next block.
Perform a Record Insert by clicking on “record” then on “duplicate,” enter the current term into
the New Term Field, SAVE, then change the Student Status to Active (AS). Place the student into

an AA Program until it is determined which program they will be awarded. You will need to
update the Residency status to what the status was previously, if not this will cause a SURDS

error if the degree is awarded. If you award anything other than an AA you will want to update

the program for the current term.

ID:  [s01634388 [ ¥ Gaston, Robert L Student Summary [+ T ~

Curricula Activities Veteran Comments  Acadernic and Graduation Status, Dual Degree  Miscellaneous

General Learner

New Term: M || Fall 2014 FromTerm:  [01520 ToTerm: [201530
Student Status: [25" [ =] ActiverContinuing

Student Type: R_E Re-Adrit Additional Infermation

Residence: U [ Mesds Residency Review Site: [ =

Fee Assessment Rate: =] Session: [ =]

Class: 2 Undergraduate Gophomore Block: A

Student Centric Cycle: | 7| Citizenship: v US. Citizen

2. Do this step once the degree is awarded. Make the student’s record inactive (IS) for the next

term (to prevent student from registering the next term) on SGASTDN put the next term in the
key block (example 201530) and next block. Enter the new term and student status of IS, save.

3. On SOAHOLD, place an S1 registration hold for current term (ONLY for students you had to
update SGASTDN to Active, if they were already active no need for a hold).

a. Inthe “To” field, user your college’s end of term date You want to make sure you put an
end date because you don’t want to prevent the student from enrolling if they reapply

for admission.
b. Enter Reverse Transfer as the Reason Field

c. You can override this hold for issuing the Transcript and Degree; we simply do not want

the student to be able to register without a new application.

Hold Tyne: 31 | ~|Registration Hold Reason:  |Reverse Transfer QA _NMEISINGER
Amount; From:  O-aUGoid [ To: 0DEC2014 || OriginationCode;  |FWeD | 7|FRCCWC AdmaRes 303-404-50
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Degree Within Reach Business Process

Awarding the Degree:

Once the Transfer Articulation has been performed and the classes have been rolled to Academic
History you can begin the Degree Audit.
1. Login to Degree Works

ellucian. Degree Works’ Advising

Entar your ussr nama and password, then click Sign Into continus.

2. Enter the SID for the student being reviewed, if the student is not in Degree Works, check the
SGASTDN record in Banner
a. Ifthe student is not in Degree works, the SGASTDN record is probably listed as Inactive.
b. The record will need to have an active curriculum in order to Award/Deny the degree
using Degree Works.
c. Once you update the Banner record the SID will not be in Degree Works until the
Student extract is performed in the nightly job.
3. To update the student in Degree Works click the “Refresh” icon. This will update Degree Works
with any Banner changes since the last refresh.

Name » M | Program Type Program Last Audit | Last Refresh @ .
,Patrick Scott » | a4 + |associate of Arts Today Today at 7:24 am :

Notes || Exceptions | | GPA Calc
at: [ Include in-progress dasses

2Nt View - View Save as PDF Process New Class History

[ Include preregi: dlasses

4. Click on “Process New” to apply the transfer courses to the Audit.

Name » | Program Type Program Last Audit Last Refresh @

>
Patrick Scott - A ~ |associate of Arts Today Today at 7:24 am g

Notes Exceptions GPA Calc

t: Include in-progress dasses

5. The Reverse Transfer process allows for the AA, AS and AGS to be reviewed. Begin with AS since
this is the higher degree. If the student doesn’t qualify then look at AA and then AGS. If the
student does not have any of these programs listed as their current Program, perform a What-If
Audit with each degree starting with the AS.

6. Review the Audit for completeness, perform current Degree Audit processes.

7. Award/Deny the degree in Banner on SHADEGR. The Outcome Status for the awarded degree
should be “AR” to represent the degree was part of the Reverse Transfer Process. The Outcome
Status for the non-awarded degree should be “RN” to represent the student was part of the
Reverse Transfer Process, but did not meet the requirements. An Outcome Status of “RP”
should be utilized to indicate a student is eligible for an award, if they provide additional
transcripts or other documents to the awarding college. A student can remain in a “RP” status
for five weeks, to provide them time to obtain the additional documentation; after 5 weeks, if
the student has not provided the required documentation, the “RP” status should be changed to
“RN.”

a. Utilize the conferral date consistent with your college awarding practices.
b. Enter a RTR comment in SPACMNT for student.

8. Notify student of outcome of the Degree (See Frequently Asked Questions Section)

(Update the students SGASTDN record to Inactive for following semester. If necessary, place a
registration hold on SOAHOLD for the current term, and indicate an expiration date for the hold for
the end of the term.)
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Frequently Asked Questions

1. What is Degree Within Reach?

Degree Within Reach is the state of Colorado’s way of describing “reverse transfer,” a
new process allowing eligible students who have transferred from a Colorado community
college to a Colorado university to combine credits from both institutions and apply them
towards an associate degree. This process was first initiated in April 2014.

2. How are students identified as eligible to opt-in to the Degree Within Reach process?

Student must be currently enrolled in a four-year Colorado institution (Adams State
University, Colorado Mesa University, Colorado School of Mines, Colorado State
University, Colorado State University—Global Campus, Colorado State University—Pueblo,
Fort Lewis College, Metropolitan State University of Denver, Regis University, University
of Colorado-Boulder, University of Colorado-Colorado Springs, University of Colorado
Denver, University of Northern Colorado, or Western State Colorado University).
An eligible student will have completed a minimum of 15 credit hours in residence at the
community college; and a minimum of 55 additional credits (two-year credits + four-year
credits); and has not earned an associate or baccalaureate degree.
e Remedial coursework is not included in this calculation.
e Concurrent Enrollment/International Baccalaureate/Advanced Placement
courses will count toward the 70 credits in total if they appear on the student’s
transcript.

3. How often will CDHE provide reverse transfer files to the community colleges?

Beginning August 2015, CDHE will pull the file of eligible student once a year, after the
SURDS degree reporting in August, to ensure students who have earned a degree are not
included in the Reverse Transfer opt-in process.

Community colleges will receive the file for review in October of each year.

4. What if a student has attended two community colleges and has completed 15 degree-
applicable credit hours at each, which will be the granting institution?

The community college that the student has most recently attended will confer the
degree.

5. What if a student has attended more than one four-year institution, which institution will be
credited as the reverse transfer sending institution?

The university that has provided the file to the community college will always be
recognized as the sending institution.

The community college will report to the Department of Higher Education reverse
transfer award data, including the sending institution.

6. What if we run the degree audit for the student and they complete the associate degree
requirements utilizing all of their credits earned at the community college?

This student will be considered a regular graduate and coded as an “AW” by the
community college.
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7. How will the community colleges communicate reverse transfer status with students?
e The community colleges will utilize standardized email templates to notify students of
their reverse transfer status. Student email notifications include: awarded, non-
awarded, or pending statuses.

8. When should a student be coded as a “non-awarded” reverse transfer?

e A non-awarded student is a student that does not meet the requirements to be awarded
a reverse transfer associate degree; this student must complete additional course work
from a regionally accredited institution to fulfill degree requirements; this student will be
issued an email notification for non-awarded status and provided options and processes
for reconsideration at a later date.

e A non-awarded student may have initially been coded as “pending,” but did not submit
the requested documentation within the 5-week submission deadline, and therefore has
been converted to a “non-award” reverse transfer status.

9. What if a non-awarded student returns to the community college, and requests a new audit
review?

e Ifa non-awarded student returns to the community college to complete additional
coursework to complete their associate degree; and the student remains enrolled at the
Colorado four-year institution; they retain the reverse transfer award status;

e [fthe student has left the Colorado four-year institution; and submits additional transfer
work to the community college for consideration; they retain the reverse transfer award
status from the Colorado four-year sending institution;

e [f the student has left the Colorado four-year institution; and has re-enrolled at the
community college as a community college degree seeking student; they become a
regular graduate of the community college in which they are enrolled and no longer
retain the reverse transfer award status.

10. When should a student be coded as a “pending” reverse transfer?

e A pending reverse transfer student is a student that may meet the requirements to be
awarded an associate degree if they complete some follow-up processes with the
community college (e.g. submitting additional official transcripts); this student has been
issued an email notification of pending status and options for completion and deadlines
for submission of additional documentation; if documentation is not received by the
deadline date (5 week allowance), student will be considered a non-awarded reverse
transfer and will be coded as such in Banner.

11. Will the community college automatically mail diplomas and/or transcripts to awarded
reverse transfer students?

e The community colleges will contact the students via email and provide them with
instructions on how to obtain a diploma and/or transcript.
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12. What if a student contacts the community college directly and requests a reverse transfer
evaluation?
e Students requesting a review outside the opt-in process will follow the current business
processes developed by the community college for record review for conferral.

e These students will be coded “AR” as reverse transfer students. Students can
directly request reverse transfer consideration if they attended a Colorado
university and/or an out-of-state institution.

e [fastudent self-requests a reverse transfer and a degree is ultimately awarded, the
Colorado 4-year partner-college or out-of-state institution the student has or is currently
attending will be reported as the “sending institution” for record keeping purposes.

13. What is the process for staff when course equivalency articulations are incorrect and/or
incomplete? How do we add/delete/modify current equivalency articulation? Who is
responsible for keeping the course equivalency articulation database current?

e Use the CCCS-IT Articulation Data Load Form located at P./Enrollment Services/Transfer

Articulation/CCCS_Dataload_Template030915
e Use this form to add/delete/modify current and new courses for Banner

articulation. Once the form is completed, please e-mail the " CCCS, Transcript
Evaluators” distribution list to notify other users performing articulations. This
data will be loaded into Banner periodically by CCCS-IT. Please do not add any
“"group” courses, i.e. more than one course transferring to one course, or one
course transferring to more than one course on this tab, those must be entered
on the second tab.

e for additional assistance, contact the CCCS Director of Enrollment Services.

14. Are there any references colleges can use when developing their e-mail communications to
students notifying them of their degree award status?
e Yes, refer to the E-Mail Templates immediately following this FAQ. These templates are
intended as samples and can be modified to meet the needs of each CCCS college.

16
Updated: CCCS Enrollment Services 03/25/15



Degree Within Reach Business Process

E-Mail Templates

DEGREE AWARDED:

Date:

Dear . (Student name)

Congratulations! We received your request to participate in the Degree Within Reach program and have
reviewed your records. You have been awarded the (Name of degree) by
(name of CCCS college).

To request your diploma, please contact us directly at (appropriate CCCS college e-mail
address). If you would like a copy of your official transcript showing your degree, please visit
(CCCS college URL). Please note that you will be unable to obtain official
transcripts or a diploma if you have an outstanding balance with the college.

Thank you for participating in the Degree Within Reach program, and best wishes in your further
studies!

Sincerely,

(CCCS college graduation evaluator)
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DEGREE NON-AWARDED/PENDING

Date:
Dear : (Student name)

Thank you for your application to the Degree Within Reach program. We have reviewed your

(name of 4-year partner institution) and your (name of CCCS college)
transcripts and have determined that you have not yet completed requirements for a Degree Within
Reach associate degree.

The following requirements must still be completed in order for you to receive the (degree
to which the student is closest to completing requirements):
(show remaining requirements)

If you have taken course work at other colleges which might complete your remaining requirements and
you would like to have that course work considered, please let us know by return e-mail by
(date). Also, please indicate which college(s) will be sending transcripts. All new

transcripts must be received by (CCCS college name) by no later than

(date).

If we do not hear by (date above) that you would like to remain in consideration for a
Degree Within Reach degree, or do not receive your new transcripts by (date above) you

will be so notified and will still have the opportunity at some future time to apply for the award of an
(CCCS college name) associate degree through the regular graduation application process.

Please arrange to have an official copy of your transcript mailed directly from the additional college(s) to
the following address:

(CCCS college mailing address, plus “ATTN: Degree Within Reach”)
If you have additional questions, please contact me directly at (CCCS college
graduation evaluator e-mail and telephone number).

Sincerely,

(CCCS college graduation evaluator)
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DEGREE NON-AWARDED:
Date:
Dear: : (Student name)

Thank you for your interest in the Degree Within Reach program.

Since we have not (heard from you that you would like to remain in
consideration for a Degree Within Reach associate degree ... or ... received additional college transcripts
showing course work which might complete requirements for a Degree Within Reach associate degree)
we have attached a blank Graduation Application (or whatever the name of the form is for the CCCS
college sending this letter) in case at some future time you may want to have additional college transfer
transcripts mailed to (CCCS college name) and to be considered for the award of a

(CCCS college name) associate degree.

Best wishes to you in your further studies. Please do not hesitate to contact me if you think | may be
able to provide assistance in the future.

Sincerely,

(CCCS college graduation evaluator)
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