
Instructions for Submitting a Course Equivalency Request Form 

 

1. A transfer credit evaluation must have been completed before you can submit your form. 

2. Enter your NSHE ID, first name, and last name in the appropriate fields. 

a. If your NSHE ID, first name, and last name do not match the information in your student record in MyCSN, you will not be able to submit your form. 

Contact the Office of the Registrar at (702) 651-5610 for assistance. 

b. If your NSHE ID, first name, and last name do match, but you have not validated your student account, you will not be able to submit your form. 

Contact the OTS Help Desk at (702) 651-4357 or the CSN Call Center at (702) 651-5555 for assistance. 

3. Carefully read the instructions to avoid having your submission rejected by staff upon submission. 

 
  



4. Enter the name of the previous institution you completed the course, the previous institution’s course prefix, the previous institution’s catalog number, and 

the previous institution’s course title. 

 
5. Enter the CSN course information. 

 
  



6. A course description from the transfer institution’s course catalog is required to be uploaded.  If you are printing the course description from an online 
course catalog, make sure the URL is visible at the bottom of the page.  Other documentation may be attached that will support a request for a course 
equivalency to be approved by the department chair. 

 

Select the type of attachment to upload, then select the Attach button. Navigate to the location of the saved file, then select the file. 

 
7. Select the type of attachment you wish to upload, then select the Attach button. Navigate to the location you have the file saved, then select the file. 

 
8. Once all required documents are attached to your form, select the Submit button. 

9. You will receive an email notification to your CSN student email account once your form has been approved or rejected. 


