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Creating an Evaluation Task in TES
To send a course to department for review, you will need to create an "EVAL Task."

1 Click "Course Finder."
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2 Type in the institution where the course was taken and click "Search."

Tip: If you don't find the institution you're looking for when you type in the whole
name, try just one word of the institution. For example, instead of Pitt Community
College, type "Pitt."
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3 Click the arrow next to the institution.

If you cannot find the institution you are looking for, please email
crediteval@ecu.edu to have the institution and course added.

You can either search specifically by course in "Search All Data Sets" or you can
select one "Data Set" to search. (Data Set=Catalog)

mailto:crediteval@ecu.edu
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4 Option One: In "Search All Data Sets," type in the course subject and number.
Then, click "Search." Click here

5 Option Two: Click "Select" next to the appropriate data set.
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6 Option Two: Choose the appropriate department.

7 For either option, check the correct course you want to use for evaluation. Then,
click "View."
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8 If the course has already been evaluated, it will show up under the Equivalency
History. If you are not seeking a different equivalency, you may exit.

If the course is already in for evaluation, it will show up under Evaluation History.

9 If an equivalency or evaluation history is not present, then click "EQ Search."
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10 TES uses AI to automatically give suggestions by using the keywords in the course
title. However, these are not always 100% correct. You can check or uncheck them
to have additional suggestions pop up, or you can use "Browse Mode."

11 Click "Browse Mode."
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12 Choose the appropriate ECU subject.

13 Select a course or courses to compare to the one you are seeking an equivalency
for.
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14 Click "View."

15 After comparing the two courses, click "EVAL Add" to create the task.
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16 Click "Preview."

This screen allows you to make sure you've chosen the right courses or to remove
a course if needed.
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17 Assign the Task to the appropriate contact.

Subjects are listed in parentheses behind the names. You can also view the list of
contacts on the TES Faculty & Staff Page.

18 Click "Create Evaluation Task."


