TES: Evaluation Tracker Workflow --
Process for Establishing Transfer Course Equivalencies

Once signed in, select My Evaluations under the Track menu to view your assigned evaluation
task or click on the footsteps icon in the center of the page.
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TES®: Transfer Evaluation System

User: SUZIE HEIMBIGNER
Institution: WHITWORTH UNIVERSITY
Account: 002801
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My Evaluations Qsearch

@Assignedtome O Created by me.

INSTITUTION EVAL COUNT ey STATE

To open the evaluation task, click on the arrow next to the course name.

e
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My Assigned Evaluations
MY GUEUE > EVALUATION LIST

EASTERN WASHINGTON UNIVERSITY

Last LASTACTION DATE  ASSIGNEE cREATOR cReATED
L 3s2 Roquestintiated. Assigned to Suze Hoimbigner  06/1012026 HEMBIGNER, SUZIE  REGISTRAR, WHITWORTH UNIVERSITY  06/10/2026
IATH 321 Requestiniated. Assgned o Suze Heimbigner  06/09/2026 HEMBIGNER, SUZEE  REGISTRAR, WHITWORTH UNIVERSITY  06/09/2026

On this screen, the following resources are available to the evaluator:

SITES' seorhr Tock Mot Monsge- Support Contact Lo OUt - otegesourcs e  Course history: displays each description of this same
course for all the catalogs available in TES. Click on the
“+” sign to view details.

My Assigned Evaluations

—————— e Source catalog: indicates the data set this specific
et e course was selected from

e Department: this link shows the full sequence of
EASTERN WASHINGTON UNIVERSITY & EVALL::I:::Z:DEV:;'WW"N I Courses for the depa rtment

ENGL 384 FOLKLORE Evaluation Specialst

o oo et s 0 e Course description: including units, prerequisites,

oo corequisites, etc.
e The name of the transfer institution — which includes a

B @ A pop up that provides access to:

-0 o The TES profile (using the building icon next to

the institution name)

o The institution website (using the globe icon in
the profile)

o The transcript key (using the key icon in the
profile)
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Next, select Add/Edit Course from the Select An Action drop-down menu.
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My Assigned Evaluations
MY QUEUE -> EVALUATION LIST - EDIT EVALUATION

SELECT AN ACTION:

Deny
Need More Information WHITWORTH UNIVERSITY EVALUATION DETAIL

Assigned:  Helmbigner, Suzle - Credential
Evaluation Spedialst

'AddEdt Support Fle CreateDate: 61012026 9:34:54 AM
Send Emal Createdby:  Registrar, Wnitworth Universiy - Demo
Account
Close
Support Files:

according to student nterest. Comment:

units: s
Prerequisite: ENGL201

Department ENGLISH @

Source catalog:  Eastern Washington Universiy

20252026
Coursehistory:  View Detall &

EVALUATION LOG:

61072026 9:34:54 AM [Rogistrar, Whitworth Roquest iated. Assigned to Suzio Hoimbigrer
Uniersiy]
61072026 93454 AM [Regisrar, Whiworth Proposa cquialent coursc

On the Whitworth menu, select your department and add the equivalent course(s).

S TES' ADD/EDIT COURSE

TRANSFER COURSE(S)
[ e STUDIES IN EPIC FANTASY

EASTERN WASHINGTON UNIVERSITY
EASTERN WASHINGTON UNIVERSITY 2025-2026

Please select equivalent courses below. (optiona)

WHITWORTH UNIVERSITY
WHITWORTH UNIVERSITY 2025-2026

ACCOUNTING - (ACCT) ENGLISH- EL)

ACCT 167 WORKSHOR SHORT GOURSE, CONFERENCE, SEMIAR ELi0o NTRODUCTION TO ACADEMCWRITING

ACCT 251 PRNCPLES OF FRNANCIL ACCOUNTING e

e 252 PRNCPLES OF MANAGEUENT ACCOUNTIG 3 L rion HONORSWRITIG £ DESGN-WRTIG N THE WORLD
B rccraer BsnEssLA o FEAONGIACTION

Accr 299 DRECTED STUOY B cne AR AvERCNUTERSTURE

READING LITERATURE
B3 Accr 323 ACCOUNTING SOFTWARE AND CERTIFICATION + JEREL)

Ao 345 EXPERENTIAL TAX PREPARATION ane
AcCT 351 INTERMEDIATE ACCOUNTING | £ s MUTICUTURAL AMERICAN LITERATURE
ccr 352 INTERMEDIATE ACCOUNTING I £ e AMERCAN MMGRANT TERATIRE

L
ACCT 353 INTERMEDIATE ACCOUNTING a
[3 cLios  TOMCSNENGUSH

WOMEN WRITERS

ENVIRONMENTAL LITERATURE

ACCT 355 ACCOUNTING CAREER PREPARATION
[3 cLzos FLMNORHARDEOUEDLT

AMERICAN LITERATURE BEFORE 1865

ACCT 356 COSTACCOUNTING
ACCT 358 ACCOUNTING FORNON.ARORT ENTITIES EL205
ACCT 359 ACCOUNTING INFORMATION SYSTEMS. 3 1 205H HONORS AVERICAN LITERATURE BEFORE 1865
AMERICAN LITERATURE AFTER 1855
[—— eL206
Accrase
ACCT 399 DIRECTEDSTUDY. B8 a2

5 BRITISH LITERATURE SINCE 1800

7 BRITISH LITERATURE BEFORE 1800

Then, select from the list of actions:

e Approve the proposed equivalency

e Deny the proposed equivalency (Subject, Level, Lab, Sequence, or for own reason)

¢ Need more information: request a syllabus; in the notes section indicate the information
you are seeking

e Re-assign an evaluation task to another reviewer if necessary. For example: the initial task
was sent to the wrong reviewer/department.
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My Assigned Evaluations

MY QUEUE -» EVALUATION LIST -> EDIT EVALUATION

WHITWORTH UNIVERSITY EVALUATION DETAIL

Need More Information

Assigned:  Registrar, Whitworth Uriversty - Demo

Re-Assign EL 296 TOPICS IN ENGLISH — UPPER DIVISION Account

AdEdtt Course This course wil transfer as a 300-level Elective. Credit Create Date:  6/10/2026 934:54 AM

AdWEa Support File Wil be awarded to match the credit eamed at the Createdby:  Registrar Whitworth Universty - Demo
- Tamsy ano s SwremenTs sooUTComEmpoTary SOy wanster instiution Account

‘and the human Imagination. Texts selected vary. Department: ENGLISH Support Flles:

according to student Interest. Source catalog:  Whitworth Universty 20252026 Comment:

Course history:  View Detall &

Units: 5

Prerequisite: ENGL 201

Department ENGLISH @

Source catalog:  Eastern Washington Uriversty

20252026
Coursehistory:  View Detail &
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Once approved or denied, you can send comments in the notes section and/or edit an email
alert. Select Confirm to complete the task.

S TES' APPROVE

Note: (optiona)

Assign: [Select One]

The task will now be routed back to the original creator (Credential Evaluation Specialist). If the
Send Email box is checked, the creator will get an email alert that there is a task in their queue.
e The approved equivalency will be created and available to view in TES
e TES updates to Transferology through an overnight process; the new equivalency will be
viewable the following day

The Evaluation Log tracks every step through the process and is available to users so the process
can be reviewed whenever necessary.

EASTERN WASHINGTON UNIVERSITY & WHITWORTH UNIVERSITY EVALUATION DETAIL
Assigned:

ENGLISH - UPPER DIVISION
nster as a 300-fevel Elective. Credit Create Date:
match the credit earned at the Created by:

ENGLISH ‘Support Fles:
Whitworth Universty 2025-2026 Commer
View Detall

Prerequisite: ENGL201

Department: ENGLISH®

Source catalog:  Eastern Washington Universty
20242025

Coursehistory:  View Detall &

ADDITIONAL DETAILS
e Evaluation task reminders
o During the academic year, a reminder email will be sent if an evaluation task has not
been completed within one week of assignment.
o One week after the email reminder, any outstanding tasks will be reassigned to the
department’s Associate Dean.
e Shared Curriculum Recommendations
o Department elective credit equivalencies will be routed to the Shared Curriculum
Director for review.
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EXAMPLE EMAIL NOTIFICATION ONCE EVALUATION TASK IS ASSIGNED

If you are assigned more than one course to review from the same institution, you’ll receive one email to
alert you instead of separate emails for every task assignment.

o™ 70 7 L % TESEvaluation Tracker Alert - Message (HTML) - m] X

File Message Help  Acrobat Q@ Tell me what you want to do | o Copilot | ~ |
T Q0 /7 3
T ! xh C)\ F

X o/ ﬁ@ oo v ™ ) a=x dll

Delete  Report Respond | Shareto All Quick =~ Move  Tags | Editing Immersive  Translate  Zoom Reply with

- - ~ Teams = Apps | Steps~ ~ ~ - ~ - Scheduling Poll | In:

Report Teams Apps Quic.. Iy Language Zoom Find Time Ay h

TES Evaluation Tracker Alert

. . . Repl ) Reply All | - F d H =
R {On behalf of Suzie Heimbigner) <tes@collegesource.com:> ‘© | O Reply | S Reply ener | E 7|
To @ Suzie Heimbigner Tue 6/16/2026 8:19 A

(i) This sender tes@collegesaurce.com is from outside your organization.

External Email Warning This email originated from outside Whitworth University. Use caution before clicking links or opening attachments unless you recognize
the sender. Please report suspicious emails using the Phish Alert Button.

A course evaluation task has been re-assigned to your queue.

e

Re-Assign to: Suzie Hei

TRANSFER INSTITUTION:
EASTERN WASHINGTON UNIVERSITY - CHENEY, WA

TRANSFER COURSE(S):
ENGL 384 FOLKLORE

Logon to: https://tes.collegesource.com and select the My Evaluations menu item under the Track menu to view the assigned evaluation.
First time? Check out this video overview,

Check out the latest changes to TES.
Questions? Click the Help button in the bottom right corner of your screen when you are logged into TES.

ADDITIONAL COLLEGESOURCE RESOURCES CAN BE FOUND HERE:
https://tes-support.collegesource.com/category/593-creating-evaluation-tasks
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