ADVISOR STEPS FOR ONLINE ENROLLMENT IN ANOTHER INSTITUTION FORMS

There are now two types of Enrollment in Another Institution forms — one for coursework from CGSE
global programs and one for domestic summer/winter/other term coursework.

DOMESTIC FORM

Students 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 you, as the student’s advisor, do not have to approve the coursework for transfer
rather it provides you with the option to request that the student meet with you prior to the form being
reviewed by any specific approvers (for specific graduation or major/minor/certificate requirements) or
sent directly to the Registrar’s Office for general college credit review.

GLOBAL (FALL/SPRING) FORM

Students should consult with you and the global program director regarding the courses to be taken and
how they will be applied to requirements prior to going abroad.

This form is designed for specific department and graduation requirements to be approved from study
abroad program after credit has been posted to a student’s record. One form per course is required if
the student is seeking specific requirement approval. In addition to a course syllabus, students can now
attach other documents to the forms.

To streamline the process, this is slightly different than the previous timing of the form submission for
global course work. Since the expectation is that advisors will meet with and discuss abroad course
work prior to going abroad, advisors do not have a task as part of the new global form review.

The student does not need to submit a form if they wish to have their transfer credit remain as GNCR
000. If GNCR 000 is appropriate for all coursework, the student should email Trudy Piper,
piper@dickinson.edu to inform her.

All summer transfer credit requests (regardless of location) should use the Enrollment in Another
Institution Domestic form.

Once the Global EIAl form is submitted it is assigned to designated approver(s) to review for specific
graduation, major, minor, or certificate credit. They can either request a meeting with the student or
approve/deny the specific course requirement.

Once approved/denied, the form is assigned to either to the Registrar’s Office, or to the Center for
Global Study and Engagement (CGSE) if it is not from a Dickinson/Partner program.

After all steps are complete, the student 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.

Updated 7/18/25



INSTRUCTIONS FOR DOMESTIC FORM

Log into CLIQ and click Form Center in the menu on the left and choose Tasks.

The column on the left lists your current tasks alpha order by last name. Tasks with a status of Waiting
require your review. Click on the task of the student you wish to review and that student’s form will appear
in the middle column. You can scroll down in the middle column to see all the form details.
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e Allow the request to move forward — this allows the form to proceed to the approver(s) and

removes it from your task list. To view the required approvers of the form, click on the Path
icon to the right. =

e Deny the request — you can use this option to indicate that you don’t recommend the student
take the course. Please be sure to indicate the reason in the Comment box.

e Place on hold —if you are not yet ready to submit a response and do not want to receive the
daily email notification for this request, choose this option. This will hold the task in your list
and update the status to “Holding.” Note: If you don’t submit a response within a week of
choosing this option, the daily email notices will resume.

e Send notification to student — this option will send an email to the student asking them to
contact you to set up a meeting or provide additional information before you choose to allow
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the request to move forward. You can include a message in the Comment box that will be
included in the email to the student. If you select this option, once you click Confirm, the task
will remain on your task list in the left column and the status will indicate “Pending
notification.”

Once you have concluded the meeting or received the information, log back into your tasks and
complete this one by choosing either “Allow the request to move forward” or “Deny.”

Once you have approved or denied the request, the task will disappear from your task list in the left
column. The form will move to the next person. Once all approvals are complete, the student will
receive a confirmation email.

If you have any questions, please feel free to contact the Registrar’s Office at reg@dickinson.edu or 717-
245-1315.
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