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Creating an Evaluation Task in TES

1 Click on "Course Finder."
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2 Search for the college/university where the transfer course was taken.

Tip: If typing the entire school name does not give any search results, try using just one
word or the state where the school is located.

3 Select the appropriate institution using the play icon.
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4 Select the correct data set.

Tip: the Data Set is the Catalog Year.

5 Choose the department where the subject is taught.
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6

7 Select the transfer course by clicking in the square to the left.
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8 Then, click "View."
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9 Click on "EQ Search" to search for a potential equivalent course.

  • If an evaluation is in progress or has occurred before, data records will show under
Evaluation History.

  • If an equivalency has been made already, data records will show under Equivalency History.

  • If you see data under either header, stop and check before continuing with your task.
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10 TES will often recommend a course with the same title under Search Results. If
those do not appear to be a good match, then choose Browse Mode to find your
own match.

11 TES's new feature allows you to check "Words in Common" to highlight the
common words between both courses.

Tip: This is not a "foolproof" matching tool--you should still read both course
descriptions to determine whether you think they match. However, this tool can help for
longer course descriptions.
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12 If you are ready to create the Evaluation Task after reading each description and
using "Words in Common," then click "Eval Add."

13 Next, you'll be brought to a preview screen so you can make sure you've chosen
the correct courses, or you can delete or add if needed. Once you're ready, click
"Preview."
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14 Assign to the appropriate reviewer.

Tip: An up-to-date list of department reviewers can be found here:
https://transfer.ecu.edu/transfer-equivalency-reviewers/

https://transfer.ecu.edu/transfer-equivalency-reviewers/
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15 Department Contacts will have Department Subject they are approved to review in
all caps next to their name. All other users are simply labelled as users.

16 Comments are not required, but you are allowed to put the student's first initial
and last name to remind yourself of who the evaluation is for.

If you have a course syllabus to upload, that can be done here under the Support
File area by clicking "Browse."

When ready, click "Create Evaluation Task"


