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The automation of the Transfer of Credit (Exemption) application process using ACSIS has been 
developed to facilitate the submission of exemptions for students.  The launch of this application took 
place January 2015 for the Winter 2015 Academic Term. 
 
This document outlines the steps that you must follow when submitting internal and external 
exemption requests on ACSIS. 
 
Email Address on File 
 
If your student profile does not have an email address, you will receive a warning message to add an 
email address by editing your student profile on ACSIS.  You will be prevented from applying for an 
exemption until you have added an email address on file. 
 
Who can use this application? 
 
Students who have a returning or a paid/confirmed status or have been registered can use this 
application. 
 
Grades Not Accepted 
 
When requesting an exemption for a basis course with one of the following grades you will not be 
able to submit your request. 
 

• EX, F, W, AU, FSP, AG, MB, N, NSC, SC,  
• IA+, IA, IA-, IB+, IB, IB-,  
• IC+, IC, IC-, ID+, ID, ID-, IF, IP 

 
Acceptable Method of Payment 
 
When requesting an external exemption you must pay an external exemption fee using a credit card.  
If you do not have a credit card, you may purchase a pre-paid credit card at any number of retail 
stores. 
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The following outlines the procedures and screens you will go through when applying for an 
exemption. 
 
Launching the Transfer of Credit Application 
 
Log onto ACSIS using this link:  https://acsis.algonquincollege.com/students/.  At the ACSIS login 
screen, type your Student Number and 
Password and click on Login. 
 
 
 
 
 
 
 
 
 
ACSIS displays the menu selection screen.  
From the COURSES section, select 
Transfer of Credit (Woodroffe Only) 
*New*. 
 
 
 
 
 
 
 
 
 
 
 
 
 
ACSIS displays the “Transfer of Academic 
Credit (Exemption)” information screen, 
select the type of exemption Internal or 
External and click on Click Here to Read 
the Procedures Before Continuing.   
 
The two options below are greyed out.  You 
will not be able to move forward until you 
access the “Procedure” page.  You will only 
be prompted to read the “Procedure” page 
the first time you log onto the Transfer of 
Credit application and every 30 days 
thereafter.  See Appendix A for content of 
this screen capture. 
  

 

 

 

https://acsis.algonquincollege.com/students/
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ACSIS displays the following procedures, please read the procedures and press Continue when 
done.  See Appendix A for content of this screen capture. 
 

 
 
Pressing Continue brings you back to the previous page and the two options become active. 
 

 
 
The system auto-populates the “Term, Program no., Program Name and Program Level” fields 
based on the program selection you made: 
 

 
 
 
Internal Exemption Application 
 
Pressing the “Proceed with Exemption Application” button enables you to enter an exemption 
request; pressing the “Do Not Proceed and Exit” button brings you back to the main ACSIS screen.  
Make sure Internal Exemption is selected and click on Proceed with Exemption Application. 
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Any time you hovers over a field a description of that field is displayed. 
 

 
 
ACSIS displays the following screen.  Fields with an (*) asterisk are mandatory fields that must be 
completed.  All other fields are auto-populated.   
 

 
 
Select the Term if the exemption request is for a term other than the one listed.  ACSIS auto-
populates the “Program No., Program Name and Level” fields based on your program status 
(confirmed/accepted and/or registered).  Select the Course Type.  There are two possible 
scenarios: 
 
Core Course: When selected, you must enter both the “Course Number” and the “Basis Course 
Number”. 
 

• Course Number:   must be a valid course offered at the College. 
• Basis Course Number:  must be a course appearing on your transcript with a passing 

grade. 
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General Education Course: When selected, ACSIS auto-populates the “Course Number” field with 
GENED1; you only have to enter the Basis Couse Number.  You cannot exceed more than 5 
GENED exemption requests per term (i.e. GENED1, GENED2, etc.). 

 
In the following example, “Core Course Type” was selected therefore you must type the Course 
Number you want exempted and the Basis Course Number, all remaining fields will be auto-
populated.  You can add additional information (limit of 250 characters) that will be made available to 
the Registrar’s Office who processes exemptions and academic departmental staff who 
approve/deny exemptions.  Click on Save to save the exemption request. 
 

 
 
When you click on Save, the “Application is saved/updated successfully” message is displayed and 
the “Save” button is greyed out.  The “Add Another Course” button is now active.  You have two 
choices; you can add another exemption request or proceed to the “Next” step. 
 

 
 
To add another exemption request, click on Add Another Course, the fields are cleared, allowing 
you to make another exemption request. 
 
At any time you can clear the information in the fields by pressing the “Clear Screen” button.  The 
“Back” button brings you back to the main page, allowing you to change from an “Internal 
Exemption” to an “External Exemption” request or vice versa or to exit the application. 
 
To proceed to the next step, click on Next.  ACSIS displays the following screen listing the 
exemption request(s) you submitted.  You can make a change to an existing request by highlighting 
the exemption request and clicking the “Back” button or you can click on the “Submit” button to 
submit the exemption request(s).  Click on Submit to submit your request. 
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When the “Submit” button is clicked, an email is sent to the Registrar’s Office via the  
exemption@algonquincollege.com email address. 
 
ACSIS displays the following message.  Your exemption request(s) has(have) been submitted and 
an email will be sent to you shorthly. 
 

 
 
Clicking on the “Back” button indicated in the above ACSIS screen capture brings you back to the 
main exemption screen allowing you to submit other Internal or External exemptions. 
 

 
 
Modifying or Deleting Exemption Requests 
 
You can modify or delete exemption requests if you have not clicked on the “Submit” button.  Once 
the “Submit” button has been pressed you must contact the Registrar’s Office to have the request 
changed or removed.  
 
Modifying an Exemption Request 
 
To modify an exemption request, from the ACSIS screen where your exemption requests are listed,  
select the request to be modified. 
 

 
 
  

mailto:exemption@algonquincollege.com
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ACSIS brings you back to the previous screen 
and both the “Save” and “Delete” buttons are 
active.   
 
The only information you can modify is the 
“Basis Course Number”.  All other information 
is greyed out.  Change the Basis Course 
Number and press Save to save the change. 
 
 
 
 
 
 
ACSIS displays the “Submit” screen, noting the change in the “Basis Course Number”, press Submit 
to submit the exemption requests. 
 

 
 
Deleting an Exemption Request 
 
To delete an exemption request, from the ACSIS screen where your exemption requests are listed, 
select the request to be deleted. 
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ACSIS brings you back to the previous screen and 
both the “Save” and “Delete” buttons are active.   
To delete the exemption request, click on Delete. 
 
 
 
 
ACSIS displays the “Submit” screen, with one request 
removed.  Press Submit to submit the exemption 
requests. 
 

 
 
Emails Sent to Students 
 
Confirmation Email of Exemption Request 
 
Below is a sample copy of an email sent to you when internal exemption requests are submitted on 
ACSIS. 
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Email when Exemption Request is Approved 
 
Below is a sample copy of an email sent to you when your exemption request has been approved. 
 

 
 
Email when Exemption Request is Denied 
 
Below is a sample copy of an email sent to you when your exemption request has been denied. 
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External Exemption Application 
 
Pressing “Proceed with Exemption Application” enables you to enter an exemption request; pressing 
“Do Not Proceed and Exit” brings you back to the main ACSIS screen.  Make sure External 
Exemption is selected and click on Proceed with Exemption Application. 
 

 
 
ACSIS displays the following screen.  Fields with an (*) asterisk are mandatory fields that must be 
completed.  All other fields are auto-populated.   
 

 
 
Select the Term if the exemption request is for a term other than the one listed.  ACSIS auto-
populates the “Program No., Program Name and Program Level” fields based on what you are 
confirmed/accepted and/or registered into.  Select the Course Type.  There are two possible 
scenarios: 
 
Core Course: When selected, you must enter both the “Course Number” and the “Basis Course 
Number”. 
 

• Course Number:   must be a valid course offered at the College. 
• Basis Course Number: must be a course appearing on your transcript with a passing 

grade. 
 
General Education Course: When selected, ACSIS auto-populates the “Course Number” field with 

GENED1; you only have to enter the “Basis Course Number”.  You cannot exceed more than 
5 GENED exemption requests per term (i.e. GENED1, GENED2, etc.). 

 
Note:  If you login and get the 
message displayed on the right, 
it means that a previous 
exemption request was made 
and not completed.  You need to 
complete this transaction by 
pressing Review and Pay. 
 



 S c h e d u l i n g  a n d  S y s t e m  S u p p o r t  
 

Page 13 

In the following example, “Core Course Type” is selected; therefore the following mandatory fields 
must be completed: 
 
• Course Number to be exempted from 
• Choose an Institution - use the drop 

down list or select “99-Other” and type 
the name of the institution 

• Basis Course Number 
• Basis Course Name 
• Course Date Completed 
• Grade Received  
• Not Mandatory - Additional 

Information can be provided.  You 
can add additional information (limit of 
250 characters) that will be made 
available to the Registrar’s Office who 
processes exemptions and academic 
departmental staff who approve/deny 
exemptions.  Click on Validate to 
validate the data.  Once clicked the 
“Uploading” section becomes active, 
allowing you to upload a PDF of your 
transcript and course outline. 

 

 
 
If your transcript is already on file in the Registrar’s Office you are not required to upload a transcript.  
If not on file, the transcript must be uploaded.  Failure to do so, will delay the processing of your 
exemption request.  All attachments must be in a .PDF format.   
 
Transcript on File Click on check box beside “Transcript already on file”.  The “Browse” 

button is greyed out, therefore no upload is required. 
Transcript not on File Click on Browse at the “Upload Transcript” field to upload your 

transcript. 
Course Outline Click on Browse at the “Upload Course Outline” field to upload the 

course outline. 
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When all required documents have been uploaded, click on Save to save your exemption request. 
 

 
 
When you click on “Save”, the “Application is saved/updated successfully” message is displayed, 
upload document fields are emptied and the “Save” button is greyed out.  The “Add Another Course” 
and “Review and Pay” buttons become active.  You have two choices; you can add another 
exemption request or proceed to “Review and Pay”. 
 

 
 
To add another exemption request, click on Add Another Course, the fields are cleared, allowing 
you to make another exemption request. 
 
At any time you can clear the information in the fields by pressing the “Clear Screen” button.  The 
“Back” button brings you back to the main page, allowing you to change from “Internal Exemption” to 
“External Exemption” request or vice versa or to exit the application. 
 
To proceed to the next step, click on Review and Pay.  ACSIS displays the following page.  You can 
make a change to an existing request by highlighting the exemption and clicking the “Back” button or 
you can click on the “Pay and Submit” button to submit your exemption request(s) and pay the 
required fee.  Click on Pay and Submit to submit your application and pay the required fee.   
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ACSIS displays the following screen.  
You must pay the fee before the 
transaction can be finalized.  The 
payment will be added to your sub-
ledger in GeneSIS. 
 
Click on Proceed with Payment. 
 
ACSIS brings you to the “Payment” screen.  You must type the following information: 
 

• Cardholder Name - as it appears 
on your credit card 

• Credit Card Number 
• Expiry Date (MMYY) 
• Security Code - for Visa and 

Master Card it is a 3 digit code, 
for American Express it is a 4 digit 
code 

 
Click on Pay with Your Credit Card 
button to complete the transaction. 
 
 
 
 
 
 
 
 
 
 
If you enter incorrect information in the payment screen, the system displays an error message.  See 
example below: 
 

 
 
When the payment has been processed ACSIS displays the information as indicated below. 
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It also brings you back to the 
main ACSIS screen.   
 
If you wish to submit another 
exemption request, click on 
“Transfer of Credit” under the 
“Courses” section of the main 
ACSIS page.  
 
An application request email 
and a confirmation of payment 
email will be sent to you.  (See 
Email sent to Student section.) 
 
 
 
 
 
 
 
Modifying or Deleting Exemption Requests 
 
You can modify or delete exemption requests if you have not clicked on the “Review and Pay” 
button.  Once the “Review and Pay” button has been pressed you must contact the Registrar’s Office 
to have the request changed or removed.  
 
Modifying an Exemption Request 
 
To modify an exemption request, from the ACSIS screen where the exemption requests are listed, 
select the request to be modified. 
 

 
 
ACSIS brings you back to the previous screen and both the “Save” and “Delete” buttons are active.   
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The only information you can modify is the 
“Basis Course” information.  All other 
information is greyed out.  Change the 
Basis Course Number and press Save 
to save the change. 
 
If you want to change the “Course 
Number”, you must delete the current 
request and type a new “Course Number”. 
 
 
 
 
 
 
 
 
 
ACSIS displays the “Submit” screen, displaying the change in the “Basis Course Number”, press 
Pay and Submit to pay the required fee and submit the exemption requests. 
 

 
 
 
Deleting an Exemption Request 
 
To delete an exemption request, from the ACSIS screen where the exemption requests are listed, 
select the request to be deleted. 
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ACSIS brings you back to the previous screen and both the “Save” and “Delete” buttons are active.  
To delete the exemption request, click on Delete. 
 

 
 
ACSIS displays the “Pay and Submit” screen, with one request removed.  Press Pay and Submit to 
submit the exemption requests. 
 

 
 
Click on Proceed with Payment. 
 
ACSIS brings you to the “Payment” screen.  You must 
type the following information: 
 

• Cardholder Name - as it appears on the credit 
card 

• Credit Card Number 
• Expiry Date (MMYY) 
• Security Code - for Visa and Master Card it is a 

3 digit code, for American Express it is a 4 digit 
code 

 
Click on Pay with Your Credit Card button to 
complete the transaction. 
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Emails Sent to Students 
 
Below are samples of emails sent to you when external exemption requests are submitted on 
ACSIS. 
 
Confirmation Email of Exemption Request 
 

 
 
Confirmation Email of Credit Card Payment 
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Email when Exemption Request is Approved 
 
Below is a sample copy of an email sent to you when your exemption request has been approved. 
 

 
 
Email when Exemption Request is Denied 
 
Below is a sample copy of an email sent to you when your exemption request has been denied. 
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The following table describes messages displayed on course exemption screens.  Unless the 
condition indicates otherwise, the message applies to both internal and external course exemptions. 
 
No. Condition Message 

1. [Basis Course] text field 
empty. 

*** The [Course Basis for Exemption] field cannot be empty. 

2. [Course Hours 
Completed] contains 
invalid data. 

Course hours completed can only be between 0 and 999.99. 

3. [Course Hours] field 
empty. 

*** The [Course Hours Completed] field cannot be empty. 

4. [Course Type] not 
selected. 

*** Please select a Course Type. 

5. [Course] text field empty. *** The [Course To Be Exempted] field cannot be empty. 

6. [Grade] field empty. *** The [Grade Received] field cannot be empty. 

7. [Institution Name] field 
empty. 

*** The [Institution Name] field cannot be empty. 

8. [Month] field empty. *** The [Course Date Completed Month] field cannot be empty. 

9. [Month] for Course Date 
Completed field empty. 

Select a valid month from the drop down list. 

10. [Next] button clicked with 
unsaved course changes 
on screen (from [Course 
Type] option and below). 

*** You did not save yet ... Press the [Save] button to save or 
press the [Clear Screen] button to discard the data on screen. 

11. [Next] button clicked 
without any course 
changes, and without any 
saved exemptions. 

*** You have not submitted any course for exemption yet. 

12. [Program Level] field 
contains invalid data. 

Field Program Level ... Valid values are between 1 and 8. 

13. [Program Level] field 
empty 

***The [Program Level] field cannot be empty. 

14. [Program] drop-down field 
empty. 

*** The [Program] field cannot be empty. 
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No. Condition Message 

15. [Program] text field 
empty. 

*** The [Program] field cannot be empty. 

16. [Review & Pay] button 
clicked before saving 
entered data. 

You have unsaved application data ... please finish and press the  
[Save] to save or press the [ClearScreen] button before 
continuing. 

17. [Review & Pay] button 
clicked with no existing 
application 

*** You have not submitted any course for exemption yet. 

18. [Term] field empty. *** The [Term] field cannot be empty. 

19. [Year] field empty. *** The [Course Date Completed Year] field cannot be empty. 

20. Attempt to save with no 
changes. 

Nothing changed to Save. 

21. Attempted to apply for 
sixth GENED course 
exemption in a single 
term. 

You cannot exceed more than 5 GENED courses per term. 

22. Basis Course (Internal) 
found. 

*** The [Basis Course Number] was NOT found on your transcript; 
please provide the correct course number. 

23. Basis Course entered 
(Internal) does not qualify 
for exemption. 

*** Cannot use a course with NO GRADE or with a grade such as 
[EX, F, or W]. 

24. Combination of [Month] 
and [Year] picked in the 
future. 

The month cannot be in the future in this year. Select an 
appropriate month. 

25. Combination of [Month] 
and [Year] picked in the 
future. 

The year cannot be in the future. Select an appropriate year. 

26. Course exemption 
successfully deleted. *** The course is deleted successfully. 

27. Course grade entered 
(External) missing or 
does not qualify for 
exemption. 

*** Cannot use a course with NO GRADE or with a grade such as: 
[EX, F, or W]. 
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No. Condition Message 

28. Duplicate (Internal) 
course exemption for 
same student number, 
term, and course number. 

*** You have already submitted an exemption request for this 
course [Course Number] with the term [Term]. 

29. Exempt course same as 
basis course. 

*** Course number cannot be the same as the Course to be 
Exempted from. 

30. Failed to delete record. *** Network not responding, please try again later. If the problem 
persists, contact  the Registrar’s Office at (613) 727-0002. 

31. Failed to save changes. *** Network not responding, please try again later. If the problem 
persists, contact the Registrar’s Office at (613) 727-0002. 

32. Failed to save data to 
database. 

*** Network not responding, please try again later. If the problem 
persists, contact the Registrar’s Office at (613) 727-0002. 

33. Failed to save record. *** Network not responding, please try again later. If the problem 
persists, contact the Registrar’s Office at (613) 727-0002. 

34. General database error 
occurred. 

*** Database error contact the Registrar’s Office at (613) 727-
0002. 

35. Invalid course code. *** [Course Number] is an invalid course number. If you cannot 
locate the course number, check the website at: 
http://www3.algonquincollege.com/future-students/fulltime/ and 
enter the proper course number or contact the Registrar’s Office 
at (613) 727-0002. 

36. Invalid program code. *** [Program Code] is an invalid program. If you cannot locate the 
program code, check the website at: 
http://www3.algonquincollege.com/future-students/fulltime/ and 
enter the first 5 characters of the Program Code or contact the 
Registrar’s Office at (613) 727-0002. 

Example: [Program Code] = [1111X] 

37. Network not available. Network not responding, please try again later. If the problem 
persists, contact the Registrar’s Office at (613) 727-0002. 

38. No active term available. No Active Term available; please contact the Registrar's Office for 
term availability periods. 

39. No course outline 
specified. 

*** The [Course Outline File] field cannot be empty. 

40. No Institution. *** Please select or type the Institution name. 
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No. Condition Message 

41. No program picked from 
drop-down list. 

*** Please Choose a Program. 

42. No transcript specified. *** The [Transcript File] field cannot be empty. 

43. PDF file creation error.  Network not responding, please try again later. If the problem 
persists, contact the Registrar’s Office at (613) 727-0002. 

44. PDF file successfully 
created. 

Your exemption request for [Course Number] has been 
successfully submitted. 

45. Program drop-down list 
contains no programs. 

*** There is no program to select from. 

46. Record already saved. You already saved this record. 

47. Record saved 
successfully. 

*** Application is saved/updated successfully. 

48. Selected Core course 
type, and entered one of 
the following course 
codes:  GED0011, 
GED0012, GED0013, 
GED0014 or GED0015. 

Course Number must NOT be either one of the following: 
GED0011, GED0012, GED0013, GED0014 or GED0015. 

49. Student data not found. Network not responding, please try again later. If the problem 
persists, contact the Registrar’s Office at (613) 727-0002. 

50. Student data not found. There is no student information on database. 

51. Student has no email 
address. 

You currently do not have an email address on your profile. To 
continue please add an email address on your profile using 
ACSIS. 

52. Table creation error. Network not responding, please try again later. If the problem 
persists, contact the Registrar’s Office at (613) 727-0002. 
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