
Appendix C – Out of District Credit Work Flow 

STUDENT VIEW 

1. Student submits Appendix via Student Access.  In Student Access there is a tile called “Appendix C: 
Request for Acceptance of OOD Credit.” 

 
2. The following images show the steps the student will complete after clicking on the tile: 

a. Instructions.  A short instruction page will explain that this is a form for outside credit.  The 
student will read this and then click “Start.” 

 
b. Definitions and Guidelines.  A page will explain some important information.  The student 

will click “I agree” and then “Complete & Next.” 

 



c. Application.  The student will complete the information about the course.  This includes the 
subject, number of credits, name of course, name of provider, reason, term, and how many 
outside credits taken.  After adding this information, the student will click “Complete & 
Next.” 

 
d. Four-Year Course Plan.  The student will need to download a blank “Four-Year Course Plan,” 

complete it, save and then upload as an attachment.  Then the student will click on 
“Complete & Next.” 

 



e. Syllabus.  The student will attach the course syllabus and then click “Complete & Next.” 

 
f. Final Signature.  The student will review the electronic signature form and then click “I 

agree” and then “Submit Form.” 

 

 


