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Adding Institutions in TES
After a thorough search, if an institution is not in TES, then the institution must be
added in order for a course to be loaded and sent to a department for approval.

Part One: Searching for an Institution

Tip: Search by both full institution name and parts of institution name.

For example, for Pitt Community College, you would search the full name,
and if you didn't see the school listed, then you'd search “Pitt” to ensure the
school is not there.

1 Click "Course Finder."
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2 Type the Institution Name into the Keyword Area.

3 Click "Search."
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4 Tip: Make sure there hasn't been a name change by looking for a "see" note.

Part Two: Adding a New Institution

Only TES users with access to alter equivalencies will be able to complete the
addition of a new institution in TES. If you are an advisor or department contact,
please email crediteval@ecu.edu and request that an institution be added to TES.

mailto:crediteval@ecu.edu
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5 Click on "User Added Courses."

6 Choose "Transfer Data" and Click "Submit."



Made with Scribe - https://scribehow.com 5

7 Click to "Add Institution."

8 Type in the Full Institution Name.
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9 Choose the Appropriate State.

10 Type in the Appropriate City.
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11 Paste in the Appropriate Website.

12 Click to "Create."



Made with Scribe - https://scribehow.com 8

13 Click on the arrow next to the institution you've added to continue.

14 Click "Add Data Set."
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15 The title for the Data Set should be whatever catalog during which the course
being submitted for review was taken.

16 Choose the Appropriate Catalog Years.
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17 Click "Create."

18 Click on the arrow next to the catalog you've added.
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19 Click "Add Dept."

20 Type in the Department Name and Abbreviation, then click "Create."
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21 Click to "Add Course."

22 Choose the department that you just created.
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23 Click "Next."

24 Type in the appropriate course information. Make sure you check to "Apply
Department Abbreviation."
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Tip: You'll need the course description. If you haven't already, you'll need to find
the institution's catalog online and locate the course description.

25 Copy in the Course Description.
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26 Click "Create."

27 Click "Done."

Part Three: Entering Course for Review
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28 Click "Course Finder."

29 Enter the Institution Name.
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30 Choose the institution you just created.

31 Select the catalog you just created.
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32 Select the course you just created.

33 Click "EQ Search."
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34 Choose "Browse Mode."

35 Choose the ECU equivalent for review.
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36 Click "Eval Add."

37 Click "Preview."
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38 Assign to the appropriate contact.

39 Click "Create Evaluation Task."


