SOP on Evaluating Joint Service Transcripts (JSTs)

Step One

Ensure the JST received has been reviewed by a counselor for recommended courses

Visit SOAPCOL
Enter the Student B number
Alt + Page Down OR Go

Prior College and Degree: Prior College Address.
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In the screen above you will need to track the military branch for the student (See Below for Branch Codes), the date the
transcript was received, Check the ‘Official Transcript’ box, and enter the current date in Transcript Reviewed Date. Then

F10 to save the information.
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(The completed form should look like the one above)
Step Two
Visit SHATRNS

Ensure the B number is the correct student.
Tab over to the ‘Transfer Institution Number’ and F9 to see what to number the transcript.

Enter # for both the ‘Transfer Institution Number’, AND the ‘Attendance Period Number’.
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Enter the Branch Code for JST, and click the
F10 to save.
Alt + Page Down.

‘Official’ box.

USAF: United States Air Force
USARMY: United States Army
USCG: United States Coast Guard
USMC: United States Marine Corps
USNAVY: United States Navy



The ‘Attendance Period’ is the timeframe of military service (2010-2011), ‘Acceptance Date’ remains the same, ‘Effective
Term’ is the current term (YEARO7/YEARO3/YEAROS), ‘Term Type’ is Semester, ‘Apply to Level’ is 01. F10 to save.
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(The completed form should look like the one above)
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Step Three

THIS STEP WILL GIVE YOU TWO OPTIONS TO FOLLOW. PLEASE FOLLOW THE STEP RELATED TO THE MESSAGE GIVEN.
**OPTION ONE**

Visit SHATAEQ
Check the B number and the Institution (Military Branch) are correct
Alt + Page Down
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(None) (None) (None)

»
Record 1 of 1

‘Attendance Period’ is the same ‘Attendance Period’ created in Step Two
‘Term’ is the current term

‘Level’ is 01

‘Transfer Group’ is left BLANK

‘Transfer Subject’ is the ACE Exhibit Number

‘Transfer Course’ is the Military Course Number

‘Transfer Credit Hours’ should populate (SHOULD ALWAYS BE SET TO ZERO)
‘Transfer Grade’ will always be ‘P/CR’

Arrow down for new record

Repeat the process until all reviewed training listed on the JST is posted
F10 to save
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(The completed form should look like the one above)

In the top right hand corner click ‘Tools’
Click ‘Preform Articulation’
F10 to save

™ TRANSFER ARTICULATION EVALUATION insert @ Deiete "mCopy Y. Filter
Attenda... Term Level Transfer Transfer Transfer Transfer Transfer Transfer Transfer Transfer Title Articulate ind Equivalent  Equivalent Equivalent Equivalent Equivalent | Equivalent Equivalent Equivalent Equivalent Equivalent Title
Period Group Primary Ind | Subject Course Credit Hours | Grade Duplicate Level ubject Course Credit Hours  Grade Mode Repeat Repeat Count in
System
1 202003 01 AR 2201-0399 0.000 P Basic Combat Trai... _Successful 01 PEAC 4 PP (None) (None) ¥ Basic Weight Tmg
Successful 01 HEAL 1 PP (None) {None) ¥ Health Education
Successful 01 AHLT 51 PP (None) (None) Y First Aid and Perso
Successful 01 AHLT 63 PP (None) (None) ¥ Basic CPR
Successful 01 NAV 00 PP (None) (None) ¥ Land Navigation
[ I Successful 01 PEAC 00 PP (None) {None) ¥ Marksmanship
(None) (None) (None)
Record 6 of 7

(The completed form should look like the one above)
USAF: United States Air Force
USARMY: United States Army
USCG: United States Coast Guard
USMC: United States Marine Corps
USNAVY: United States Navy



**DO NOT WORRY ABOUT THE POPULATED COURSES NOT MATCHING THE JSTs exactly. (This will be covered in the
steps below). **

**OPTION TWO**
(Please skip this step if you were able to complete **OPTION ONE** above)

Visit SHATAEQ
Check the B number and the Institution (Military Branch) are correct
Alt + Page Down

*ERROR* Transfer work in HISTORY, Use Opfions to access
Equivalent Roll Information

**|F THIS ERROR MESSAGE SHOWS UP PLEASE FOLLOW THESE STEPS**
In the top right hand corner click ‘Tools’
Select ‘Equivalent Roll Info’
Within the ‘Equivalent Roll’ section select ‘Delete from History’
F10 to save
This will pull you into the prior evaluation for you to edit/make changes as needed
Click onto the last line of the ‘Transfer Articulation Evaluation’ Section

~ TRANSFER ARTICULATION EVALUATION Ginsert DDeiete Tmcopy Y. Filter
1 201803 01 AR 22010399 0.000 CR Basic Combat Trai Successful 01 HEAL 1 3.000 PP (None) (None) Y Health Education
Successful 01 PELC 3 1.000 PP (None) (None) ¥
Successful 01 PEAC 4 1.000 PP (None) (None) Y
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Record 4 of 4
(The completed form should look like the one above)
This will allow you to input the additional training/change the training already posted.
‘Transfer Group’ is left BLANK
‘Transfer Subject’ is the ACE Exhibit Number
‘Transfer Course’ is the Military Course Number
‘Transfer Credit Hours’ should populate (SHOULD ALWAYS BE SET TO ZERO)
‘Transfer Grade’ will always be ‘P/CR’
Arrow down for new record
Repeat the process until all reviewed training listed on the JST is posted
F10 to save
Click ‘Preform Articulation’
F10 to save
T TRANSFER ARTICULATION EVALUATION Binsert B Delete 'ICVD‘;‘ ?F\Her‘
1 201803 01 AR 2201-0399 0.000 CR Basic Combat Trai. Successful 01 HEAL 1 3.000 ¥ (None) {None) Y
Successful 01 PELC 3 1.000 PP (None) (None) Y
Successful 01 PEAC 4 1.000 PP (None) (None) Y
‘1 201803 01 AR 0702-0030 0.000 CR Structured Self Dvi. Successful 01 MGMT 1 3.000 2P (None) (None) Y Intro to Management

(The completed form should look like the one above)
**DO NOT WORRY ABOUT THE POPULATED COURSES NOT MATCHING THE JSTs exactly. (This will be covered in the
steps below). **

Step Four
Any courses that are different from the JST will need to be manually updated.

USAF: United States Air Force
USARMY: United States Army
USCG: United States Coast Guard
USMC: United States Marine Corps
USNAVY: United States Navy



Change the ‘Articulate Ind’ status from Successful to Override Edit
This will allow you to update/edit the equivalent courses to post on the transcripts
Repeat the process for any courses that need to be updated to match the JSTs
**BE SURE TO NOT DELETE THE LINE WITH THE ORIGINAL TRANSFER SUBJECT. **
Once you have updated/verified all of the courses posted match the JST, delete any additional courses.
To delete courses HOLD DOWN ‘Shift’ and TAP F6.
F10 to save.
**(For example in the above screen shot PEAC 4 was updated to KINA 2A. HEAL 1, AHLT 51, & AHLT 63 were all left as
‘Successful’. While the remaining courses NAV 00 & PEAC 00 were deleted from the record all together). **
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1202003 01 AR 2201-0399 0.000 P Basic Combat Trai... Override Edit 01 KINA 24 1.000 PP (None) (None) Y

Successful 01 HEAL 1 3.000 PP (None) (None) Y

Successful 01 AHLT 51 0.500 PP (None) (None) ¥ First Aid and Perso.
[ Successful 01 AHLT 63 0.500 PP (None) (None) ¥ Basic CPR
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(The completed form should look like the one above)
In the top right hand corner click ‘Tools’
Click ‘Equivalent Roll Info’
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~ EQUIVALENT ROLL Einsert B Delete  Tacopy | . Filter
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Verify the Equivalent section matches what the JST shows.
**If not you will need to go back to the prior screen and located the discrepancy and correct it. **
EQUIVALENT ROLL
‘History Indicator’ select ‘Roll to History’
F10 to save

Q GPA calculation completed.

@ saved successiully (1 rows saved)

**This is the message you will get if the save was successful. This means you have posted the credit to the students
account. **
Step Five
Visit SHARQTC
Select the Printer needed for ‘Transcripts’
Ctrl+ Q
Alt + Page Down
F6 to Clear the record
‘Level’ is 01
‘Request Date’ is TODAY

USAF: United States Air Force
USARMY: United States Army
USCG: United States Coast Guard
USMC: United States Marine Corps
USNAVY: United States Navy



‘Transcript Type’ is NOFF

Alt + Page Down

‘Issued To' is yourname (TTinley)
F10 to save

Step Six
Write a note in the students account via SARS
**EXAMPLE: “Title: JST Evaluation; Message: Evaluated a Joint Service Transcript awarding credit for Military Service. All
units recommended by the counselor have been posted to the student’s account. **
Email the student to notify them of the JST posting

USAF: United States Air Force
USARMY: United States Army
USCG: United States Coast Guard
USMC: United States Marine Corps
USNAVY: United States Navy



BARSTOW COMMUNITY COLLEGE
Credit for Prior Learning Assessment Petition

Reference: AP 4235

= The student must be currently enrolled, in good standing, and have completed at least 12 units at Barstow College for degree requirements

=  The student is not currently enrolled in the course to be considered or challenged.

=  Credit for Prior learning does not supersede degree coursework requirements for the district. 12 units of the coursework for any degree pattern must be
completed at Barstow Community College.

= Thecourseis listed in a current college catalog and offered within the academic year.

= Credit for prior learning may not be available for all course offerings and is contingent upon discipline curricular decisions as approved by the
Office of Academic Affairs.

Please Note: CPL issued by Barstow Community College is not currently recognized by the UC system. Please speak with a

counselor to determine if CPL review process is beneficial to your specific academic goals.
If you are seeking Credit by Exam, please visit the college website to access the Credit by Exam form

Program Certificate Transfer Local Program
Pathway: Degree Degree of Study:
Student Information
Student ID: Last Name: First Name: Phone Number:
BCC Email: Personal Email:
CPL Assessment Method
[ Joint Service Transcripts [J Industry recognized credential documentation
[1 Noncredit or Professional development learning 1 Faculty Assessment
[J Examination administered by other approved agencies | [J Student-created portfolio
[ Work-based learning L] Other:
Please Note: Students will need to submit a separate request for each discipline.
BCC Course | Evaluations or Faculty Course Faculty Decision Grade (Approved Only) Student Selection
believe should Counselor Course Recommendation The student will receive a “P”. Only complete if you
receive CPL Recommendation for (if approving a different If it is a letter grade, please do not accept all CPL
CPL: course than listed) indicate student grade for CPL Credit
O Approved O A ] App'roved
. O B ] Denied
] Denied
O cC ] Appeal
O Approved O A O App'roved
. B [0 Denied
] Denied
O c 0 Appeal
O Approved O A U] Approved
. (] B [1 Denied
1 Denied
U cC ] Appeal
O Approved O A U] Approved
. B [] Denied
[] Denied
O cC ] Appeal
O Approved O A ] Approved
. B [] Denied
[] Denied
O cC ] Appeal
Faculty Comments:
Faculty Signature:

| authorize BCC to evaluate and award the approved units above that | am requesting to receive. | understand my academic record will
be notated if approved by Faculty.
Please return completed form to:
Student Signature admissions@barstow.edu

Office Use Only:
Evaluator: Date: Notified by: [JEmail [ Phone |




Questions for CCCApply CPL Determinations

CREDIT FOR PRIOR LEARNING: The following statements will explore your eligibility
to receive college credit for prior learning experiences.

| have previously completed one or more exams that | believe may be eligible for
college credit. Examples: Advanced Placement (AP), International Baccalaureate
(IB), College Level Examination Program (CLEP), Defense Subject Standardized Test
(DSST), the Defense Activity for Non-Traditional Education Support (DANTES), etc.

e Yes

e No

e |amnotsure
MILITARY/ DOD TRAINING: | have formal military training/ education (JST), work
experience, industry certifications/ credentials, Department of Defense activities,
and/ or other professional development training or experiences that | believe may
demonstrate proficiency in coursework at Barstow Community College and may
qualify for credit for prior learning.

e Yes

e No

e |amnotsure
CREDIT BY EXAM: | have prior knowledge of college level material through training,
experience, or independent study and believe | may be able to test out of a course.
Examples: knowledge to test out of SPAN 1A (Beginning Spanish), training to test out
of CBIS 1 (Computer Concepts), etc.

e Yes

e No

e |amnotsure
WORK EXPERIENCE/ TRAINING: | have industry certifications/ credentials, previous
work experience/ training, and/ or other professional development training or
experiences that | believe may demonstrate proficiency in coursework at Barstow
Community College and may qualify for credit for prior learning.

e Yes

e No

e |amnotsure



Student Credit Process

e Apply for Barstow Community College (self indicating CPL Questions)

e Importinformation into an Argos Report to identify which student to outreach to

e Send automatic emails (create email templates: CCCApply, and Happy Fox) with a
link to Dynamic Forms for further information/tracking

e Determine who is reaching out to the student for review

e Can we upload with documents?

e Indicate to bring all documents to the counseling appointment

=  MAP eventually but currently doing a Dynamic Form or PDF form
e Meet with a Counselor to discuss academic goals, major and if CPL is appropriate
e Indicate to bring all documents to the counseling appointment
e Submit Required Documentation

e Any supporting materials or documentation i.e. certifications, resumes,
transcripts, letters from supervisors, licenses, or any other official records

e Credit by Exam form, or other forms required for review of the materials
provided

e Assign Faculty Experts/ Articulation Officers/ CPL Counselors to review and approve
credit for equivalent courses.

o Heather check language for the FE, AO (maybe not), and CPL Counselors

e Determine grading scale (P/NP, or A-F) based on documentation
o Go based on the Dynamic form submitted
e Review with the student the proposed credit and allow them to accept, deny, or
appeal CPL decisions.

o Can we create a signature form for when the student accepts, denies, or
wishes to appeal prior to transcription.

o MOCKUP OF CBE FORM FOR NEW PROCESS (ensure student signs off on
credit approval, denial, or wants to appeal)

o Do we want to limit the amount of times CPL can be completed? Can it be
reevaluated for a different program/major? How to move forward with
additional units?

e Approved CPL are transcribed onto the student’s academic record (transcript),
entered into MAP, TES, and Banner for tracking purposes.

o Apply only to the approved Program of Study

o Always exclude IGETC pathway as not accepting CPL

o Send email to student after posting
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