Using the Arizona Course Equivalency Tracking System (ACETS):

Faculty Reviewer

1. Go to the AZTransfer.com homepage:

http://www.aztransfer.com/home
2. In the upper bar, click on Faculty/Admin.  On next page, click on ACETS, second bullet under Links.
3. A login screen will load in your web browser. You should have received a username and password from your NAU Articulation officers. If you didn’t receive a username and password, or you forgot or lost your username and password, contact Darrelle Martin (3-8083 or Darrelle.Martin@nau.edu) or Danye Johnson (3-7073 or Danye.Johnson@nau.edu). Enter your username and password and click on “Login.”

IMPORTANT NOTE: While using ACETS, never click the “Back” button on your browser. This can cause errors in ACETS. Please navigate using the links at the top of the page.

4. Upon successful login, a screen will appear with a list of courses on it. Only courses you are supposed to review should appear on the list. There are a number of links on the list page that are useful:

Help – This loads a help page which is very useful. We recommend reviewing the help documentation as it contains extensive instructions.

Query – This takes you to a search page which allows you to query your list of course evaluations.

My Info – This link displays and allows you to update your account information.

Logout – This link logs you out from ACETS completely. You will have to login again to access evaluation information.

5. The list page displays the following information about each course evaluation: Course, Title, Community College, Date Forwarded (to you), Type (of evaluation, either a new or modified course), Review For (your department or prefix), and Equivalency. 

The Equivalency column will contain one of three things: Pending (a course to be evaluated), Overdue! (a course to be evaluated which has passed the due date), or the equivalency value you enter.

NOTE: The hash-marks in the title row (next to the title of each column) are sort buttons. Clicking on these enables you to sort the evaluations by the information in one column, for example sort them by date, either ascending or descending.

How to Evaluate a Course:

1. Click the edit button on the course you wish to evaluate.
2. Review the course outline link and/or attachment by clicking the link(s) in the “Course Outline/Description” box or Attachment box. Next to the link(s) there will be a message informing you of the file type of the attached document(s). Most are in webpage (.html) format or Microsoft Word (.doc) format.

3. In the “University Evaluation” section, choose the ONE best equivalency determination and enter in the appropriate box. Click “Send” to finalize your evaluation of the course. If you finalize a course equivalency with an error or typo in it, please contact us as we can fix it.
4. Notes box can be used to send comments either directly to the Articulation Office or information you wish to forward to the community colleges.
5. Please be aware that all forms are finalized in the Articulation Office before it is seen by the community colleges.
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