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Attaching a Syllabus to an Evaluation Task

1 Begin your Evaluation Task as normal--choose "Course Finder" under Search.
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2 Type in the college or university where the course was taken, and then click
"Search."

3 Choose the institution from the list that populates by clicking the arrow/play
button.
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4 Either type in your course and search, or select the data set (top option) to
manually search for the course.

5 Either type in your course and search, or select the data set (top option) to
manually search for the course.
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6 Click the check box to select your course for the evaluation task, then click "View."

7 If no Evaluation History or Equivalency History appears, continue to "EQ Search."
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Tip: If a course pairing shows up under Evaluation History, that means someone
has already submitted the course for evaluation. If a course pairing shows up
under Equivalency History, an equivalency has already been established.

If the course is showing the equivalency as an elective ("XXX") or no credit
("NOCR"), you may proceed to create a new evaluation task and attach a syllabus.

8 Once you have chosen your potential equivalent, click "EVAL Add."
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9 On the next screen, make sure everything looks correct, then click "Preview."

10 On the next screen, you'll be able to add a syllabus (or other materials) for review.
Click "Browse" to find your file and upload it.
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11 Click "Open" to add your file to the Evaluation Task.

12 You will still need to "Assign" the task after adding a syllabus.

You'll be able to see the file has loaded by looking in the "Support File" area.
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13 Once you have assigned the Evaluation Task and ensured the syllabus is attached,
click "Create Evaluation Task."

Alert!

If you are attaching a syllabus because the department asked for more
information, make sure you re-assign the task once you've uploaded the file.
Otherwise, no one knows you uploaded the syllabus!


