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TES Tracker Guide for Faculty 

1) Use TES to review and return assigned transfer-articulation evaluations. Complete each step below, then 
return the evaluation to the Articulation Officer. 

• If you forgot your password, select Forgot your password and TES (College Source) will email 
password-reset instructions to your Cal Poly email address. 

 

 

 

2) Once logged into TES account, go to the top menu and select TRACK and MY EVALUATIONS to open 
the articulation evaluations assigned to you. 
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3) Select the blue arrow next to an institution to open its request. Then select the blue arrow next to the 
sending course to view the course description and proposed articulation. 

 
 

 Next screen to review specific course 

 

4) Select the PDF icon to open the syllabus or course outline, when available. 
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5) When you are ready to record your decision, open the SELECT AN ACTION drop-down 
menu. 

  

 
Options: 

• APPROVE and then select CONFIRM 

 

 
Leave the default recipient in the Assign field unchanged unless the evaluation should be returned to 
someone other than the person who created. If your Evaluator sends the articulation, then return to 
them. If it came from Articulation Officer, please return to them.  

• DENY please add comments and then select CONFIRM 

• NEED MORE INFORMATION – For California Community Colleges, we will always attach a 
course outline of record. For out of system schools, it may be more difficult to get a syllabus 
or course outline of record 

• Re-Assign- If you would like someone else in your department to review, you can send this 
request to them. If a department chair/head routes this to a colleague, the request will need to 
come back to you and you give final approval/send to articulation officer.  
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To deny the proposed equivalency, select DENY. Provide a reason in the comments field, or select an 
available general reason for denial, then select CONFIRM. 

 

 
o If you want to change the course you want to articulate, you can select EDIT and find the 

course you want. If that causes any issues for you, you could always select Deny but put 
in the notes the course you would want it to articulate to. Send it back to Articulation 
Officer and she will make the edit you want and close the request. 

6) To request additional documentation, select NEED MORE INFORMATION. Specify exactly what is needed 
(for example, a syllabus or course outline), then select CONFIRM. 

• California Community Colleges will almost always include a course outline of record (COR). Out of 
system schools can be more difficult to obtain a COR
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7) If you would like to Re-Assign the review of the articulation to someone in your 

department, you can do that. You will need to make sure they have been issued an 

account through Articulation Officer. The final approval still needs to come from the 

department chair/head/designated approver. 

 
Additional support resources can be found at the top of the TES page 
(once you are logged in). Select Support. 

 

 

Questions about using the TES can be directed to Articulation Officer, Carly Head, at 

cehead@calpoly.edu. 

 


