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How to Enter a Student’s Transfer Courses in DARS 
 

ISRS 
1. Go to ISRS and open up your DA0001CP screen (reports menu): 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
DARS 
 
2. Click on the ‘Joe Cool’ Icon in DARS:   
 
 
 
 
  
  
 
 
 
 
 
 
 

Use the student’s ISRS 
record to create a student 
record in DARS by typing the 
letter X in the first position of 
the ‘Tech id of Student’ field.  
Follow the X with the tech ID 
(don’t need the leading zeroes) or 
the SSN.  You can put in multiple 
students ~ the X only needs to be 
in once, but it must be in the first 
position of the field.  If putting in 
multiple students use a comma, 
period or space as a separator.  
 

By using this field, you can be 
assured that the student’s name 
in DARS will match exactly as it is 
in ISRS and that no duplicates will 
be created in DARS.  The Tech ID 
and the student’s name (last 
name first name – no comma) will 
populate in Joe Cool (Student 
Record) in DARS. 
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3. You’ll get the ‘Select Students’ screen.  Type in the Tech ID of the student and click Open.  
Remember to include leading zeros in Tech ID.   

 
 

 
 
 
 
 
 
 
  
  
  
Click on ‘Academic Record’ in the Tree View.  Make sure you change the Source ID to the FICE # of 
the transfer (source) school.  Hit the tab key and the name of the source institution will appear. 

 
 
 
 
 
 
4. Once you have entered all the courses from the transcript, be sure to hit the SAVE button! 
 
5. To add another transfer school to a student’s record, click on the Academic Record line. 

 
 
 
 
 
 

 

Left mouse click in the white space under the ‘Course List’ tab.  You are now ready to enter the 
courses.  Be sure to include the Year/Term (as in ISRS), the Discipline abbreviation & course 
#, the # of credits and the grade earned in the course.  Be sure that the course mask matches 
exactly the way it comes in from the transfer school & matches exactly the way you’ve written 
the rules for that school in DARS TA – with the correct # of letters, spaces & numbers. 
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6. Then click on the word ‘Edit’ at the very top.  Select Add Academic Record from the pull-down 
menu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
Now you have a new record ready to work with.  REMEMBER TO SAVE!! 
 
 

Put FICE Code for your 
new Source Institution 
here.  Enter coursework 
as you did for previous 
institutions. 
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7. Remember that when you click on the Joe Cool Icon…  
 
 
 

  
  
  
… and choose ‘Get List’, all the students listed there should show your FICE ID in the Source 
Institution column [[Our Source Institution displays FICE code 999999 for test development 
purposes]]. 

 

 
 

 
 
Once you have several hundred students in DARS, opening this screen using the ‘Get List’ option 
where the “Display Student Name” field is checked will take longer and longer.  It’s likely that you will 
choose to open a student in Joe Cool by first entering the tech ID in the “Open Student Number” field, 
rather than using the Get List feature. 
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