
Prior Approval for Transfer 
Credit eform – Approval 

Academic Advisor and Department Chair Tutorial



The Worklist may still be 
accessed via the link on the 
MyHusky home page. 

Instructions follow:



Advisors and Department Chairpersons will have 2 
ways of accessing eForms for approval. 

1. You will receive an email notification stating 
you have an item to approve. The email will 
contain a link to the form. You MUST have 
MyHusky open in order to access the form via 
the link provided in the mail.

2. Alternately you may access the forms via the 
Worklist by clicking on this link in the upper 
right corner of your screen



Worklist will allow you to 
access the links to the forms 
waiting for your approval. 

Prior Approval 



The pending Prior Approval for Transfer Credit form 
will display with the student, transfer institution, 
transfer course and BU equivalency information. 

Advisors click approve 
to route to 

department chair. 
Department chair 

click approve for final 
approval

Click deny only if the 
student CANNOT take 

the transfer course.

If there are questions or concerns 
regarding the intentions of the 
student and the transfer course 

requested you may add comments 
and click recycle to route the form 
with your comments back to the 
student for further consideration. 

• Recycle should only be used when faculty 
wish to speak with the student regarding 
the transfer request and for clarification on 
the intended use of the transfer course. 

• Comments must be added when using 
recycle. Please be specific with questions 
or information for the student.

• Once recycled the form will be updated by 
the student and resubmitted to the 
Advisor/Department Chair for approval. 
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