Student Guide for Submitting 
Credit for Prior Learning Evaluation Requests

Purpose:
This procedure outlines the steps for students to submit a Nonacademic E-Form when requesting Credit for Prior Learning (CPL), including how requests are reviewed, and how credit is applied.

Procedure
1. Contact Advisor
· Meet with Advisor to discuss opportunities and eligibility for Credit for Prior Learning
2. Access SOAR Account
· Navigate to the SOAR login page.
· Enter your username and password to access your student account.
3. Navigate to the Non-academic E-Form
· Once logged in, navigate to the “Student Help” tile to begin your submission
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4. Access E-Forms
· Once you are in the “Student Help” section, you will navigate to “Student eForms” and select “Student Records- Non-Academic Evaluation Credit”
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· This will bring you to the CPL submission form. Please read through the information, check the acknowledgement statement, and select “Continue to e-form”.
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5. Select Request Type
· This will open the NAE form and the existing prior learning opportunities. Read through this carefully and navigate to the bottom of the page to “Request Detail”. 
· 
· Select Request Type” and locate the appropriate opportunity you are seeking credit for. 
· If your experience is not listed, please select “Prior Learning Assessment” (see below).
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6. Add Comments
· In the Comments ﬁeld, provide additional details or context for your request, including speciﬁcs about your training or certiﬁcation if entered manually.
· Comments may include information about where and when the learning experience was completed, what documentation you are providing, explanation of learning experience, or any other information that may be relevant to your submission.
7. Save and Continue
· Once you have selected the appropriate request type and completed the comments section, click Save and Continue.
· You will have the option to upload attachments after saving the transaction. Ensure all necessary documentation is attached to support your request.
· Documentation may include transcripts, certiﬁcations, licenses, certiﬁcates of completion, test results, employer records, etc.
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8. Submit the Application
· Select “Save and Close” and then “Submit”
· You will receive a pop-up message that looks like this:
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Note: The application review and approval process may take 4 to 6 weeks. The Registrar’s Office will contact the student if additional information is required.
· You may check the status of your e-form but selecting the “Check the Status of a submitted e-form” above. 
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Description automatically generated]You will receive an email, like the one below, confirming that your request has been submitted
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· 
9. Final Review and Decision
· The Registrar's Office will review the request and consult with appropriate
faculty, if necessary
· The student will be informed of the ﬁnal decision regarding their request from the Registrar’s Office via email
· If the CPL evaluation request is approved, the Registrar’s Office will post any awarded credit to the student’s account
· The credit will then be reﬂected on the student’s National University
transcript
10. Appeals
· If the student is not satisﬁed with the result of their CPL request, they may appeal the decision.
· For more information on appeals, please visit: Student Appeals Procedure.

Important Notes
· Ensure all required ﬁelds are ﬁlled out and documentation is attached to avoid
delays in processing.
· If assistance is needed, contact the SOAR Help Desk or the Registrar’s Office
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Non-Academic Evaluation Credit Request

‘Students can request the use of non-acadeic credt towards their program of study by
submitting the request to the Evaluations Depariment Student requests will be forwarded o
their admissions advisor for inital review prior to sending to the Evaluations Department.
‘Students must submit documentary evidence in support of each writien request.

On reception of requests, the normal completion cycle is within 4 weeks. Students will be.
notified by e-mail once a decision has been rendered

[ Ji have read and acknowledged the statements above
Continue to e-form
Check the Status of a submitied e-form.
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Non-Academic Evaluation Credit Request

Al requests require an attachment that clearly states the nature of the request.
« The Request Detail Section lsted below must include a summarized version of the request.
Al requests require supporting documentation.

«  Utiize the "Add Attachment” button to attach supporting documentation
« Select Save.

Processing time is four (4) business weeks from submittal date, i all supporting documents are
provided at intal submittal. Incomplete requests due to missing or insuficient supporting
‘documentation vill equire aditional processing time.

Request Types:

« American Society for Clinical Pathology/American Association of Bioanalysts
For the BS Clinical Laboratory Sciences: Students who have graduated with an
associate’s degree in Medical Lab Technician (WLT) from a Califoria Laboratory
Field Service (LFS) approved MLT training program AND passed the MLT American
Society for clinical Pathology (ASCP) examination after 6/01/2003 OR the MLT
American Association of Bioanalysts (AAB) examination after 1/01/2003 are sligible
to receive credit. Associated ASCP or AAB transcripts and cerffications with an

nexpired license must be atiached to the eForm

« CABasic Correctional Juvenile Academy

o Forthe BS in Criminal Justice: Students who possess proof of certfcation and/or
‘completion of the California Basic Correctional Juvenile Academy are eligile to
recelve credit A raining transcript or record of completion must be attached to the
eForm.

« CAAdult Corrections Officer Course (BSCC)

o Forthe BS in Criminal Justice: Students who possess proof of certfcation and/or
‘completion of the Calffornia Adult Corrections Office Course are eligible o receive.
credit. A raining transcript or record of completion must be attached to the eForm

« Child Development Associate (CDA) credential (BSCC)

o Students who have completed a Child Development Associate (CDA) credential are
eligible to receive credit toward the BA Early Childhood Education program. The
Child Development Associate Credential must be attached to the eForm.

+ Command College

o Students possessing a Califomia POST Command College transcript are eligible to
receive credit towards the MS Criminal Justice Administration. A Command College
transcript or Calffornia POST training profile must be attached.

« FBILEEDA

o Forthe BS in Criminal Justice: Students who possess proof of certcations of the
FBI-LEEDA Command Leadership Insiitute, Execuive Leadership Instiute, and/or
‘Supervisor Leadership Instiute courses are eligile to receive credit. Certicates
‘must be attached to the eForm.

« FLETC Criminal Investigator

o Students that have completed Federal Law Enforcement Training Center (FLETC)
Criminal Investigator training are eligible to receive credit towards the BS Criminal
Justice Adminisiration program. A FLETC transcript must be attached

« Fire Fighter

o Students that have completed Fire Fighter training in the State of California are
eligible to receive credit towards the BS Homeland Security and Emergency
'Management program. A Californa fire fighter agency identiication with picture and
badge number must be atiached

« Google Certificate

o Students who have completed one of the Google Certificates listed below are eligible.

Related Content v New Windc
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Prior Learning Assessment
o For students requesting Prior Leaming credit based on industry certificates that are
not currently articulated. Please attach the offical certiicate and transcript along with
syllabi and course leaming outcomes. Please note the final decision for
transferabilty i at the discretion of National Universty.
- Requests for Prior Leaming Credit based on Portolios! work experience
‘cannot be supported at this time.
« San Diego County Office of Education - Prior Leaming Assessment
o Forthe MED in Special Education and Mild/Moderate or Moderate/Severe teacher
preparation programs: Students who have completed preservice coursework through
'SDCOE and possess completion of he Teacher Effectiveness and Preparation (TEF)
Intern Program are siigible to receive credit. An offcial ranscript must be attached to
the eForm.
+ US Customs and Border Protection
o Students that have completed the US Border Patrol Intergrated Basic Training
‘courses are efigible 1o receive credit. A US Customs and Border Protection Training
Froflle or Transcript must be attached to the e-form
o Credit might differ based on additional training completed. A minimum of 22.5 quarter
units will be awarded.
« U.S. Marshals Service
o Students that have completed a U.S. Marshals Service Training Academy are sigible
to receive credit towards the BS Criminal Justice Administration program. A US.
Marshals Service Training Academy transcript must be attached.
« WES Certificates/Programs
o Students who have completed a certilcate or course(s) from Workforce Education
‘Solutions (WES). A Transcript or Certficate of Completion must be attached to the
eForm.
o Credit recommendation is limited to the certicates/programs listed below:
= Certficate in Construction Management: Eligible to receive credit towards the
BS in Construction Management
o For cerificates/programs ot isted, please submit under Request Type "Prior
Learning Assessment’”.

D: 900041345 Nathalie Hemandez
Preferred Phone: 25419870077

Preferred Email:  nhemandez2@nu.edu

Request Detail

New

‘You will have the option of uploading attachments after you save the transaction.

I Save and Continue
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‘Counseling Waiver based on Master
i Social Work form must be attached.
« Prior Leaming Assessment

o Forstudents requesting Prior Leaming credit based on

industry certificates that are not currently articulated. Please

attach the official certficate and transcript along with syllabi

and course leaming outcomes. Please note the final decision

for ransierabilty is at the discretion of National University.

= Requests for Prior Leaming Credit based on Portfolios/
work experience cannot be supported at this ime.
San Diego County Office of Education — Prior Leaming
Assessment
o Forthe MED in Special Education and Mid/Moderate or

ModeratefSevere teacher preparation programs: Students who

have completed preservice coursework through SDCOE and

possess completion of the Teacher Effectiveness and

Preparation (TEP) Inter Program are igible to receive credit

An official ranscript must be attached to the eForm

US Customs and Border Protection
o Studens that have completed the US Border Patrol Intergrated

Basic Training courses are eligible {0 recsive credit. AUS

Customs and Border Protection Training Profil or Transcript

must be attached 1o the &-form.

o Credit might differ based on additional training completed. A
minimum of 22.5 quarter units wil be awarded.
+ U.S.Marshals Service

o Studens that have completed a U.S. Marshals Service
‘Training Academy are eiigble to receive credit towards the BS
Criminal Justice Adminisiration program. AU S_ Marshals
Service Training Academy ranscript must be attached.

« WES Certificates/Programs.

o Students who have completed a certifcate or course(s) fom
‘Workforce Education Solutions (WES). ATranscript or
Certifcate of Completion must be attached to the eForm.

o Credit recommendation is imited to the certificates/programs
listed below:

= Certiicate in Construction Management: Eligibe to
feceive credit towards the BS in Construction
Management.

o For cerificates/programs not listed, please submit under

Request Type "Prior Leaming Assessment”

‘Social Work and PPSC.

‘Add Attachment

‘Save and Giose
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Your Request has been submitted.

‘The appropriate National Universiy staff member will be notifid of your request. Once the
request is completed, you will be notified automatically or a staff member will contact you.

{Check the Status of & submitisd e-form}
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Your e-form request has been submitted.
no-reply@nu.edu
To © Nathalie Hernandez

() We removed extra line breaks from this message.

Dear Nathalie Hernandez,

***This is an automated email. Please do not respond***

This e-mail is to confirm that your e-form request was submited.
Request Detail
Student id: 900041345

Form Type: Non-Academic Evaluation Credit Request ID: 550220
Date: Tue, Jan 14, 2025

Advisor: advisor@nu.edu

Request Type: : FBI LEEDA

© Rely

) Reply All

- Forerd | [ | [ |

1f you need more information on this request you can contact your advisor or call 1-866-628-8988.

Tue 1/14/2025 2:34 PM
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Iitial Requirements Packet

Intercampus Transfer Form

Intemship Eligibity Packet

Miltary Services Request

Non-Academic Evaluation Credit

PPS SC Intem Applcation

PPS SP Inter Application

PPS SP Practicum Appiication

‘The student must attach to the e-form clear substantiating documentation
that demonsirates the occurrence of one or more of the grounds for
appeal listed within his e-form

‘The Inital Requirements Packet e-form s used to provide evidence/proof
that the student has met the Admission Requirements for heir credental
program per their catalog of enroliment,

On reception of Iniial Requirements Packet e-forms, the normal
‘completion cycle is within 96 hours. Students wil be nolified by e-mail
once a decision has been rendered.

‘This form s for international students to request a change in the location
of their courses. This form must be subitied and approved so that a new.
Form 1-20 may be issued for attendance at the new National University
campus location

‘This eForm is for credential candidates to request a University Intemship
Eligibilty Packet. Candidates may request one packet per quarter.

Use this e-form to submit requests for SOC Student Agresments,
Education Plans, MyCAA, Requests for Supplies, Enrollment
Verifcations, and other miitary documents

‘The Non-Academic Evaluation Credit e-form should be utlized for
students that are requesting to use non-academnic credit towards heir
program of study.

‘The PPS School Counseling Intership Application eForm i for
candidates who believe they have completed al requirements necessary
to begin their Internship (fleld experience). On reception of the PPS
‘School Counseling Internship Appiication eForm, the normal completion
cycle is 4-6 weeks. Students will be notiied by e-mail once a decision has
been rendered. A complsted Intemship Applcation and Field Experience
Agreement form, along with your Practicum log sheets and summary
sheet, must be attached to this eForm, prior to submission.

‘The PPS School Psychology Intemship Application eForm is for
candidates who believe they have completed al requirements necessary
to begin their Internship (field experience). On reception of the PPS
School Psychology Intemship Application eForm, the normal completion
cycle is 4-5 vieeks. Students wil be notfied by e-mail once a decision has
been rendered. A completed Intemship Application and Intemship
‘Agreement Form must be attached to this eForm, prior to submission.

PPS School Psychology candidates & Practicum experiences: The PPS
'SP Practicum Application eForm s for Pupil Personnel Services Scool
Psychology candidates who (a) meet or on track to meet the eligibilty
fequirements 1o begin their practicum experience, or (b) need to submit a
change, addition, or update to a previously approved practicum
application eForm. Along with the submission of the eForm, the required
attachments must be included, s explained in the PPS SP Practicum
‘Application eForm Submission Directions. These directions can be found
‘within the School Psychology Brightspace Community under ‘Content”
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