STUDENT STEPS FOR THE ONLINE ENROLLMENT IN ANOTHER INSTITUTION — DOMESTIC FORM

Use this form prior to taking the class(es) to obtain approval of coursework from U.S.-based institutions
as well as ALL summer coursework (regardless of location).

For the domestic form your advisor has the opportunity to review the form before sending it through for
any specific approvals needed. Your advisor can request that you meet with them prior to the form
being sent to specific graduation or major/minor/certificate approvers or being sent directly to the
Registrar’s Office for general college credit review.

Once the advisor completes their step, this form is assigned to the academic program approver(s) to
review for specific graduation, major, minor, or certificate credit. The approver can either request to
meet with you or they can approve/deny the specific course requirement without a meeting. If the
approver requests a meeting, you will receive an email notice to contact them. Once that meeting is
complete, the approver will either approve or deny the specific course requirement and the form will
then go to the Registrar’s Office for final review.

After all steps are complete, you will receive a confirmation email.

If you have any questions or concerns, please contact the Registrar's Office — reg@dickinson.edu or 717-
245-1315.

To start a new form, go to the Forms Center in CLIQ and select Enrollment in Another Institution —
Domestic under Registrar Forms:

Registrar Forms =

Advisor Change Request
Course Audit Request
Course Overload Request
Course Pass/Fail Request

Course Special Options Request

Course Withdrawal Request

Enroliment in Another Institution - Domestic

Enroliment in Another Institution - Global (Fall/Spring)
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Review the directions at the top of the form, then click on the “Start New Another Institution Global
Form” button.

Enrollment in Another Institution - Domestic

This form is designed to process course work from another higher education (domestic based) institution for credit at Dickinson. One form is required per course.

Be sure to know the name and location of the institution.
Have your syllabus ready for uploading in PDF format.
Once you submit your form, you will not be able to make any changes. You will, however, be able to delete your request.

If you have any questions or concerns, please contact the Registrar's Office.

What would you like to do?

Start New Another Institution Form Cancel

Read the information at the top of the form.

Welcome to the Enrollment in Another Institution Domestic Form

This form is used to request credits earned at a US-based institution be applied to your Dickinson program. After you
submit this form, your advisor will review your request.

This form is only for US-based institutions. If your course work was completed via a global (CGSE) program during a
fall/spring term, please use the Enrollment in Another Institution Global form.

All summer transfer credit requests (regardless of location) should use this form.

Select the advisor you would like to review your request.

Select one of your advisors to review this request
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Please indicate how you want the course credit to be applied. Select:

e “Declared Program / Internship / Graduation Requirement” if you want the course applied to
your major, minor or certificate requirements. This option will route the form to the necessary
approvers automatically after it is reviewed by your advisor.

e “Only to fulfill one general credit toward the 32 to graduate” if you want the course listed as
GNCR 000 on your transcript. This means, if approved by the Associate Registrar, it will not
count toward any specific graduate or program requirement. The second option will route the
form to the Registrar’s Offer after it’s reviewed by your advisor.

Why are you taking the class?

Please indicate how you want the course credit to be applied. Select either a Declared Program, Internship Review,
Graduation Requirement, or the General Credit option.

Declared Program / Internship / Graduation Requirement

Only to fulfill one general credit towards the 32 to graduate

To request that your course be applied to your major/minor/certificate, check the box below. Your
declared programs will populate in the drop-down boxes. You can choose up to three programs. Once
you choose the program, an additional drop-down will appear to choose the subject area of the course.
Choose the subject only if it is different from your program. Example, if you are requesting a stats
course be applied to your economic major. Otherwise, you can leave the second drop-down blank.

@ To fulfill a requirement for my major/minor/certificate program.
Request to apply the course to one or more of your programs

First Program
Economics v ®

If the selected program is different than subject area of the course, please select the subject equivalency

[ Mathematics - Statistics v] ®

Second Program

Third Program

To request that your course be applied as an internship, check the box below.

(JInternship Review
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To request that your course be applied toward one or more graduation requirements, check the box
below. You will then see a list of requirement options. Check the appropriate box(es), as needed.
Example, if you want a religion course to count toward both the global diversity and humanities
requirements, check both boxes.

® To fulfill a general graduation requirement.
Global Diversity
[J) Quantitative Reasoning
(J US Diversity
[J Writing in the Discipline

P Arts

¥ Humanities

[JEnglish
(JJudaic Studies
(J Philosophy
Religion

P Lab Science
» Language

P Social Science

Optional — If there is a specific Dickinson course that you believe is the equivalent of this course, enter
the subject, course number, and/or title in this box.

If there is a Dickinson course that is the equivalent of this course, please specify by entering title, subject, and course
number.

RELG 101 Religion: What it is, How it Works, Why it Matters ®

Enter information about the other institution and when you plan to take the course:

Where do you want to take this course?
Please enter the name and location of the other institution. (Institution name must be at least 3 characters.)

* Institution Name

Institution City, State

When do you want to take this course?
Enrollment Period Season

v

Select the Enrollment Period Year

Enroliment Period Start Date

mm/dd/yyyy

Enrollment Period End Date

mm/dd/yyyy
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Enter information about the course you plan to take, including the number of credits indicated at the
other institution:

Please provide the syllabus along with the subject, course number, title and details about the course
Other institution's Course Subject

Other institution's Course Number
Other institution's Course Title (exact)

Online / Hybrid
v

Other Institution's Course Credits

You can upload a pdf of the required syllabus by clicking on the Choose File button, then navigating to
the document. For general college credit, a course description can be substituted.

Choose File |No file chosen

No Required File uploaded yet.

When successfully added it will be linked on your form. You can delete it, if needed, using the trash can
icon.

o Required File

Once you have completed the form and reviewed it, check the box below and then click the Submit
button at the bottom of the page. You will not be able to make changes once the form is submitted.

Check the box to indicate you have included all the necessary information for your request.
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After submitting the form, you will see the following:

This form has been completed.

Where would like to go next?

View your responses to the
form.

Return to Form Center.

Return to CLIQ.

If you go to the Form Center, your submitted form will show as “Locked.”
Another Institution Enroliment Domestic Statistics | HACC 2025-07-18 2025-07-18 LOCKED

If you started the form but you do not finish it, on the Form Center screen you can click on the row for
that form and a side box will appear. Click the Edit Form button to edit/complete the form or Delete

Form to remove it.
Form Details

What would you like to do next?

@Edit Form @Delete Form

Once you have submitted the form, on the Form Center screen, if you click on the row for that form, a
side box will appear with tracking information. You can reference this at any point to see the status of

your form.

Submit Form

Submitted 2025-07-19
Advisor Review INNERSTM
Pending Notification 2025-07-19

Please contact me to discuss this.

Academic Program Review A SAKP
Waiting 2025-07-19
Registrar Review SULLIVLY
Waiting 2025-07-19

Note: The Pending Notification status means the approver would like you to contact them. You should
have received an email indicating any comments they entered (also listed in the Tracking box)
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requesting a meeting or more information. A Holding status means the approver has seen the form but
hasn’t yet decided whether to approve or deny it.

Once the processing of the form is complete, you will receive an email confirmation.

\

Form
Submitted

y

Review by
Advisor

Credit for
specific
requirement?

Approval by
Approver(s)

N

A4

Associate
Registrar

If you have any questions about your transfer credit or Enrollment in Another Institution form, please

contact the Registrar’s Office — reg@dickinson.edu or 717-245-1315.
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