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Approving an Evaluation Task
Reviewers will be assigned Evaluation Tasks by users. This guide walks through how
to view your tasks and approve them.

1 Navigate to "My Evaluations" under "Track."
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2 Any tasks needing attention will show under "My Evaluations." This area is
defaulted to "Assigned to Me" so you only see things assigned to you. If you are
also creating tasks for evaluation, you can see any "Created by Me" here as well.

Click on the arrow/play button next to an institution to view all tasks for that
institution.

3 To address individual courses, select each one using the arrow/play button.
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4 Read and compare the transfer course's description as it is paired with the ECU
course description (s).

Then, "Select an Action."

5 If a course needs to be removed or added, you may do so here before clicking
"Approve."
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6 If adding or editing a course option, you will be brought to the preview screen.
You can simply click the "x" to delete a course and then choose a replacement
course from the catalog using the "+."

7 Once you are happy with the "Transfer" and "Equivalent" courses, click "Done."
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8 When ready to "Approve," once again "Select an Action."

9 Click "Approve"
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10 You do not have to enter any notes when using "Approve."

11 No other action is required of you once you reach this point.

You have completed an approval of a task.

The Evaluation Task will disappear from your "My Evaluations" section.

You'll need to complete this for every task assigned for you.


