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Introduction 
This implementation guide prepares community colleges, universities, and state level higher education systems 
in implementing the Clearinghouse’s Reverse Transfer service  and for submitting course level data to the 
Clearinghouse for other reporting purposes. For example, the Clearinghouse is working on an Industry 
Certification pilot to bring in course data and industry credential data to report on outcomes. This guide includes 
instructions for account set up, file layouts, field-level validations, reports, and instructions for transmitting files 
via secure FTP.  

Overview of Steps to Activate Reverse Transfer 
The following is a summary of the activities for activation and testing the Reverser Transfer service:  

Setting Up Your Accounts: 

V Receive and Sign the  Reverse Transfer Service contract  

V Fill out the Account Set up form for Reverse Transfer 

V Select the desired file format, pipe delimited or EDI (If selecting EDI your school must be an active 

SPEEDE user)    

V The Clearinghouse will set up the FTP mailbox  

V The Clearinghouse will give Reverse Transfer access to identified users  

Testing the Service: 

V Host will compile data file  

V Host will upload the file to their RT-FTP mailbox 

V The Clearinghouse will validate the file 

V The Clearinghouse will accept the valid file 

V The Clearinghouse will update the data warehouse 

V The Clearinghouse will compile DGI response file/files 

V The Clearinghouse will send the link to download the file to each DGI whose data was sent by the host 

institution via the RT-FTP mailbox or deliver the file to SPEEDE delivery for those requesting the EDI 

format  

Considerations for Exchanging Data with Reverse Transfer 
Partners 
The Clearinghouse’s Reverse Transfer service facilitates the exchange of course/grade data between institutions 
across the country including private and across state lines.  Host (data provider) institutions need to ensure that 
the FERPA policies are in place before sending student data. Both hosts and Degree Granting Institutions (DGI) 
for the purposes of awarding Reverse Transfer degrees need to review policies and procedures as part of 
implementing reverse transfer.  Policies include statewide mandated specific requirements, FERPA,  admissions 
and graduation policies. The following needs to be considered: 
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V Student eligibility – Hosts will only send data to the Clearinghouse for students they have deemed 

eligible for Reverse Transfer.  The rules for eligibility are typically established by the Host.  Some Host 

institutions have established and  followed the standard accreditation regulations by establishing a 

minimum of 25% or 15 credits which is typical for most associate degrees, then the DGI can establish 

their own policy and the Host does not have to have different policies for different institutions.  

V Student consent – Hosts will only send data to the Clearinghouse for students that have given their 

consent, as the Clearinghouse solution will not track student consent for this service. The Host and/or 

Degree Granting Institution will need to work together regarding obtaining consent for the student to 

participate in a Reverse Transfer program.  

V Frequency – there is no limit to how often Hosts can send data to the Clearinghouse.  

However per the contract Host will at a minimum send student information and Student Academic Data 

for students that are eligible and have provided consent to Clearinghouse at end-of-term of each term 

once grades are posted. If an institution does not have regular calendar terms, the institution will report 

no less frequently than three times per calendar year.  

 

V Cumulative vs updates only – Hosts can send cumulative data or only send updates in each file. The 

Clearinghouse will include all data cumulative per student in our response file for DGI. 

Sending Non-Credit Course Data 
The Clearinghouse has expanded the Reverse Transfer platform for the purpose of intaking non-credit course 
data for students and tying that data to certifications provided by Industry Credential providers for the purpose 
of understanding student outcomes that are not degree program related. This project is currently in a pilot 
phase and the Clearinghouse is working in partnership with the National Association of 
Manufacturers/Manufacturing and their members; the American Welding Society (AWS), Manufacturing Skills 
Standards Council (MSSC) and the National Institute for Metalworking Skills (NIMS) to bring in certification data 
to tie to the student academic record. 

To support the initiative, the Clearinghouse enhanced the Reverse Transfer platform to intake non-credit course 
data and store that data in the student academic record. The Non-Credit data will not be sent to a Degree 
Granting Institution for the purpose of reverse transfer. This enhancement will allow institutions to pull non-
credit course data at the same time, typically once per term after most grades are posted, and submit one file to 
the Clearinghouse instead of two files for participating in the Non-Credit initiative. 
 

The data being added for this initiative include the following: (for all of the fields below please see field 
specifications later in the manual). 

 
V Purpose of course exchange – this field identifies if a course is for reverse transfer and needs to be 

delivered to a degree granting institution or for the purpose of storage as non-credit course data in the 

student academic record. 
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V Industry Endorsement – this field indicates if a course has been endorsed by one of the industry 

credential providers the Clearinghouse is working with.  

 

V Industry Provided Curriculum – this field is used to indicate if your institution’s curriculum was provided 

by an industry credential provider. For all of the above fields please see field specifications below in the 

manual. 

 

Transmitting Files  
 

New reverse transfer FTP accounts will be set up for all new users.  After initial set-up to add or delete a user, please 

contact the Clearinghouse at ftpadmin@studentclearinghouse.org.   

The key features of the secure FTP system are:  

¶ Employs an easy-to-use Web browser interface so users can quickly and securely send and receive files 

¶ Stores files using the U.S. federal encryption standard, FIPS 140-2 validated AES encryption  

¶ Eliminates the need to encrypt or compress data files or enter complicated FTP line commands prior to 

file transmission 

¶ Allows users with automated environments to use no- or low-cost secure FTP clients to exchange files 

over encrypted FTPS and SSH connections  

Once your organization has set up a secure FTP account with the Clearinghouse (see the “Establishing a Secure 
FTP Account” paragraph), you can submit your Reverse Transfer course detail files via secure FTP.  

Transmitting Files via SPEEDE  
Currently the reverse transfer service provides the EDI format for Degree Granting Institutions’ (DGI) only and 

institutions requesting EDI will need to provide their SPEEDE ID to the Clearinghouse when they sign up for Reverse 

Transfer. Reverse Transfer will deliver the response files for the SPEEDE ID provided to the Clearinghouse via the 

SPEEDE delivery system.  Please note the SPEEDE ID is a numeric ID only.  If an institution would like to receive 

EDI and is not participating in SPEEDE, please see http://speedeserver.org and review both the getting started 

and register pages.   

 

Secure File Transfer Protocol (FTP) 

Establishing a Secure FTP Account 
The Clearinghouse supports secure FTP to safely and securely collect, store, manage, and distribute sensitive 

information between your institution and the Clearinghouse.  

For more details on the FTP guidelines refer to the FTP help module link 

http://secureftp.helpdocsonline.com/home. 

mailto:ftpadmin@studentclearinghouse.org
http://speedeserver.org/
http://secureftp.helpdocsonline.com/home


  

 

VERIFICATION SERVICES: Title of Document  
May 2, 2017  

6 
2300 Dulles Station Blvd., Suite 300, Herndon, VA, 20171 … 703.742.4200 … www.studentclearinghouse.org 

©2016 National Student Clearinghouse. All rights reserved. 

Course Exchange Implementation Guide 
March, 2017 

Troubleshooting 

If you experience any problems or need assistance with secure FTP, contact Clearinghouse technical support at 
ftadmin@studentclearinghouse.org. 

Course Data Record Layouts and Report Formats  
This section provides the specifications for laying out and formatting data files, in preparation for sending course 

detail files via secure FTP to the Clearinghouse. It is essential that files are formatted in accordance with the 

Clearinghouse’s specifications so they can be loaded to our database.  

The following details provide the specifications for the data record layout requirements for submitting Reverse 

Transfer course detail files to the Clearinghouse.  

General Requirements  
The Course File consists of student and course data of students who have agreed to participate in Reverse 

Transfer program. The layout of the host Reverse Transfer course detail file includes the high-level information 

below. Please note that the detailed specification and requirements for each of the file sections listed below are 

provided later in the guide. 

¶ Header record 

¶ Body record(s): 

o Student details 

o Student contact information 

o Course details 

o DGI OPEID/ (6 digit) 

¶ Trailer record 

Reverse Transfer Roles Set UP 
Each institution selects to be either a Host (Data Provider) or Degree Granting Institution (DGI) or both Host Degree 

Granting Institution (DGI).  If your institution chooses to be Host and DGI you can use one Web ID to navigate as a 

Host and DGI user.   

Host Reverse Transfer Course Detail File Layout 
Each host institution will compile a file of eligible students for Reverse Transfer and send the file to the Clearinghouse. 

It is important to note that the Clearinghouse is expecting to receive course information only for students identified 

as eligible for Reverse Transfer by the host and who have consented to participate in the program. The Clearinghouse 

is not tracking student eligibility or processing consent forms for the Reverse Transfer service.  

The course detail file from the host includes the header record, a body record(s), and a trailer record in a pipe 

delimited file format. Each record layout is detailed below with the field-level edit validations. 

mailto:ftadmin@studentclearinghouse.org
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PLEASE NOTE:  while some of the fields are optional many of these fields are critical to the Degree Granting Institution 

in processing the students for evaluation and notification of the degree. By providing the optional fields DGI will be 

able to process students in a more efficient and timely manner.  We encourage you to consider providing as many 

optional fields as possible. 

Host Reverse Transfer Course Detail File: Header Record Layout 

 

Field Name 
Required 

Field Length Start Stop Type Comments 

Record Type Yes 5 01 05 
Alpha 

Numeric 
Value for field is RTCD1 

OPEID Code Yes 6 06 11 Numeric Must be 6 digit 

OPEID Branch Code Yes 02 13 15 Numeric Will always be 00  

File Certified Date Yes 8 16 23 Numeric 
Date the file was certified by the 
host institution (YYYYMMDD) 

Client File ID Yes 50 24 
Up to 

74 
String 

Name of file coming from host 
(maximum allowed length is <= 
50 char.) 

 

Example of a Header Record: RTCD1|123456|00|20140924|ExampleFile 

Host Reverse Transfer Course Detail File   

File must contain at least one detail record row. There are a total of 29 possible fields that can be provided by 
the host institution. There are 15 filler fields which can be used for future expansion.  

 

Field Name 
Required 

Field 
Len
gth Data Type Comments/Validation Rules 

Row Identifier  Yes 4 Alphanumeric RTD1  

RT=Reverse Transfer application 

D=Detail 

1=Row of detail record  

Host Student ID  Yes 20 Alphanumeric  Student ID of host institution 

Cannot be the same number as SSN or ITIN 

Accepted special characters, Period, hyphen, 
underscore only 

SSN  Optional but a 
critical need 

9 Numeric Cannot start with 9 

9 digits of SSN cannot be the exact same digit 
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Field Name 
Required 

Field 
Len
gth Data Type Comments/Validation Rules 

for 2 year 
institutions 

(DGI) 

SSN cannot be consecutive 0 

Any segment of SSN cannot be all  “0”  

000 12 1234 Invalid 

120 00 1234 Invalid 

120 34 0000 Invalid 

ITIN Optional but a 
critical need 
for 2 year 
institutions 
(DGI) 

9 Numeric Cannot be the same number as student ID 

Must start with number 9 

First Name Yes 60 Alpha Cannot be all spaces 

Accepted special characters period, apostrophe 
and hyphen only 

Middle Name  No 60 Alpha Accepted special characters: period, hyphen and 
apostrophes 

 

Last Name  Yes 60 Alpha Cannot contain numbers   

Accepted special characters: period, hyphen and 
apostrophe 

Cannot be all spaces 

Suffix No 10 Alphanumeric Suffix such Jr 

Date of Birth 
(DOB)  

Yes 08 Numeric Birth date formatted as YYYYMMDD  

Must be in the past and after 1900 

Cannot be in the future 

Street line 1  Optional but a 
critical need 
for 2 year 
institutions 
(DGI) 

30 Char Street address #1 of the mailing address 

  

Street line 2 No 30 Char Street address #2 of the mailing address 

 

City  Optional but a 
critical need 

for 2 year 

20 Char City of the mailing address  
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Field Name 
Required 

Field 
Len
gth Data Type Comments/Validation Rules 

institutions 
(DGI) 

State  Optional but a 
critical need 

for 2 year 
institutions 

(DGI) 

02 Alpha State abbreviations or FO, if other than U.S. 

ZIP Optional but a 
critical need 

for 2 year 
institutions 

(DGI) 

10 Numeric Zip code of the mailing address 

Country No 15 Char Country name or country code (Country Code is 
preferred, a look up table will be used for country 
code if no country code matches a value of “US” 
will be used. 

 

Student Phone 
Number 

No 20 Char U.S. or international numbers are accepted.  

 

Student Email- Optional but a 
critical need 

for 2 year 
institutions 

(DGI) 

255 Char Clearinghouse will not check the validity of the 
email or its format 

For Response File in EDI  format: Length 
preferred is <= 80 greater than 80 char will be 
truncated to meet EDI requirements 

Host Core 
Competency 
Completed 
(please see 
Acronyms and 
Definitions page 
for further 
explanation)  

N 1 Alphanumeric Host Core Competency Completed Flag (which 
means the core/general education course has 
been completed, as per host institutions 
standards/requirements)  

'Y' = core requirements evaluated and satisfied 
'N' = core requirements evaluated (at least once), 
but not (yet) satisfied 
'   ' = core requirements not (yet) evaluated 

Expected value is Y, N or null. Anything other 
than Y or N will be treated as null. 

Total Combined 
Earned and 
Transferred 
Credits 

Optional but a 
critical need 

for 2 year 
institutions 

(DGI) 

10 Numeric Total number of Credits the student has earned 
at your institution plus transferred earned 
credits.  For Degree Granting Institution (DGI) this 
is crucial piece of information in filtering students 
who have the highest eligibility to be reviewed 
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Field Name 
Required 

Field 
Len
gth Data Type Comments/Validation Rules 

for Reverse Transfer Degree.  The Clearinghouse 
will hold the data of the student to the specified 
number of earned credits by the DGI.   The DGI 
will then receive cumulative data for the student.  
We highly recommend all institutions provide 
this field to lessen the work on the two year 
institutions and decrease the time to degree for 
the student.   

Purpose of 
Course 
Exchange  

No 3 Numeric The purpose of course exchanged Valid Values:   
Null = Reverse Transfer 

1 = Reverse Transfer 

2 = General Reporting/Non Credit Data 

Course data is sent to NSC for different purposes. 
This field is used to indicate if this course is being 
sent to the Clearinghouse for the purpose of 
reverse transfer, which means the course will be 
sent to the corresponding degree granting 
institution as indicated in the DGI OPEID field. If 
an institution is sending other course data, 
including non-credit, to the Clearinghouse for 
reporting purposes, the purpose should be coded 
as general reporting/non-credit. If an institution 
is sending courses for both purposes, please 
indicate at the detail record level for which 
purpose the course is being sent to the 
Clearinghouse.   

Industry 
Endorsement  

No 200 Char  If a course is endorsed by an industry, list the 
name/s of the industry it’s endorsed by.   
Many institutions offer non-credit, vocational, 
containing courses or industry specific courses, 
this field will indicate which industry or industries 
the course is endorsed by. For example Course 
Introduction to Welding is endorsed by National 
Association of Welders.  

Host OPEID  Yes 

 (if the file is 
being sent 

from a 
System)  

Individual 
institutions 

6 N Must be 6 digits 

Must be a valid OPEID 

Must have a Valid Reverse Transfer Service 
Agreement 

In some states the Reverse Transfer data is 
managed at the state or system level instead of 
the individual institution, the system collects data 
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Field Name 
Required 

Field 
Len
gth Data Type Comments/Validation Rules 

sending data 
will not 
provide a 
value for this 
field.  

 

from all its institutions and sends it to NSC in one 
File. If a file contains courses from more than one 
Host, a Host OPEID must be provided for each 
course. 

Course Name Yes 10 Char Cannot be all spaces 

Course Number Yes 10 Alphanumeric Cannot be all spaces 

Accepted special characters: period, hyphen and 
underscore  

Course 
Description 

Yes 300 Char Cannot be all spaces 

Response File in EDI format: Length preferred is 
<= 60 greater than 60 char will be truncated to 
meet EDI requirements 

Course-
Semester 
Session 

Yes 20 Char Cannot be all spaces 

Response File in EDI format: EDI prefers a date 
range for this field, if no date range is provided 
the course begin date and course end date will 
be used as a date range 

Course Begin 
Date 

Yes 08 Date Must be in  YYYYMMDD format  

Must be less than Course End date 

Course End Date Yes 08 Date Must be in  YYYYMMDD format  

Must be greater than Course Begin date 

Grade Yes 20 Char Grade the student earned (e.g., A, A+, A-, etc.) 

Cannot be all spaces 

Response File in EDI format: Length preferred is <= 
3 greater than 3 char will be truncated to meet EDI 
requirements 

Grade Effective 
Date 

No 08 Date The date the grade was effective or the date the 
grade was entered in the system.  

In cases where the grade is changed for a course, 
This will help us identify this as the same course, 
but with a new grade, and avoid duplicate entries 
of the same course.  

This is an optional field. Only send this in the file 
if your organization captures this date. 
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Field Name 
Required 

Field 
Len
gth Data Type Comments/Validation Rules 

Must be in YYYYMMDD format 

Must be after the Course Begin date 

Cannot be in the future  

Number of 
Credits  

Yes 10 Numeric Number of credits the student earned for the 
course 

Cannot be all spaces 

Credit 
Description  

Optional but a 
critical need 

for 2 year 
institutions 

(DGI) 

20 Char Type of credit earned, such as Adult Credits, 
Continuing Education Units, Carnegie Units, No 
Credit, Quarter Hour Credit, Semester hour 
Credit, Units, Vocational Credits, Other Type of 
Credit. 

For Response File in EDI format: Preferred length 
is <= 1. Credit description code from the EDI list 
is preferred instead sending a full description. If 
a full description is sent, we will use the EDI 
look-up table to find the appropriate one-letter 
code. However, if a code is not found, we will 
replace this with the value of “Z” (which equals 
Other in the look-up table) 

See the Example Credit Descriptions for EDI 
Codes and Other Type of Credits. 

SPEEDE institutions:  The preferred value for EDI 
conversions is “R” for regular enrollment. 

Core Course 
(please see 
Acronyms and 
Definitions page 
for further 
explanation) 

No 1 Char Core Course Flag, this flag indicates if a course is 
part of the core competency/general education 
courses, as per the host institution. Expected 
values: 

Y = Yes, the course is a Core course  
N = No, the course is not a Core Course 
Null = core equivalency not evaluated or 
applicable 

Any value other than Y, N or null is treated as 
null. 

Core Course 
Type (please see 
Acronyms and 
Definitions page 
for further 
explanation) 

No 20 Char This is related to the field “Core Course.” If a 
course was flagged “y,” this field will be used to 
specify the type of core competency it maps to.  
For example, the core competency for 
Introduction to Art 101 maps to a Humanities 
requirement.                                                               
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Field Name 
Required 

Field 
Len
gth Data Type Comments/Validation Rules 

Grade Scale  Yes 3 Numeric The grade scale is used by DGI institutions to 
understand what the value of the Grade is at 
sending Institution.  Grade Scale ranges from 001 
through 999. Please see the Grade Scale table for 
examples. A value from the table must be 
provided, “0” is not a valid value.  

If your grade scale not represented in the Grade 
Scale Table, please contact 
RTSupport@StudentClearinghouse.org to get 
your grade scale added.  

Non-Credit Courses- Please use the value 
provided for Non-Credit courses.  

Semester/Sessio
n GPA 

Optional but a 
critical need 

for 2 year 
institutions 

(DGI) 

5 Numeric Student’s Grade Point Average for the Semester 
or Session.  
Length must be <=5  

Allows decimal value up to 2 digits for example 
12.20  

Overall GPA Optional but a 
critical need 

for 2 year 
institutions 

(DGI) 

5 Numeric Students overall Grade Point Average 

Length must be <=5  

Allows decimal value up to 2 digits for example 
12.20 

DGI OPEID  Yes 6 Numeric OPEID code (must be 6 digits) 

OPEID of the DGI(s) with which the data can be 
shared.  

The entire line record must be sent separately for 
each DGI with which the data will be shared. 

DGI Student ID No 20 Alphanumeric Student ID of DGI 

Cannot be the same number as SSN or ITIN 

Accepted special characters: period, hyphen, and 
underscore only 

Industry 
Provided 
Curriculum  

NO 200 Char  This field only applies if the course is part of an 
industry provided curriculum.   

List the industry and/or the credentialing agency 
the course is provided by.  

For example Introduction to photography is part 
of the PPA (professional photographers 

mailto:RTSupport@StudentClearinghouse.org
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Field Name 
Required 

Field 
Len
gth Data Type Comments/Validation Rules 

Association) curriculum or OSHA is the 
credentialing agency for Forklift One. 

Filler Field 1 N/A N/
A 

N/A Filler field for future expansion 

Filler Field 2 N/A N/
A 

N/A Filler field for future expansion 

Filler Field 3 N/A N/
A 

N/A Filler field for future expansion 

Filler Field 4 N/A N/
A 

N/A Filler field for future expansion 

 

Noteworthy Information:  

¶ If there are extra pipes within a field it must be surrounded by double quotes. For example “Math 

101| study of numbers.” For response file in EDI format, the EDI conversions will not pass an extra pipe 

and an error will be produced for the record with the extra pipe. Although the file will still process, the 

record with the error will not be passed in the response file.  

¶ Filler fields are for future enhancements and are expected to be left empty. Content included in filler 

fields will not be saved or included in the response files.  

 
Example of a Body Record: 

RTD1|7100003|123456789||John|S|Smith|Sr|19850814|12345 Somewhere 
Dr.||Someplace|VA|77396|US|703 999 9999|Someone@hometown.edu|Y| 60||||CHEM|1405|Intro 
Chemistry|Fall 2014|20140825|20141214|B|20141214|3|Regular 
Enrollment| y| Math| 025| 3.5| 3.7|888888|12131415|| | ||  
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Host Reverse Transfer Course Detail File: Trailer Record Layout  

 

Field Name  Required 
Field 

Length Start Stop Type Comments 

Record Type  Yes 4 01 04 Alphanumeric Must Be RTT1 

RT=Application Type 

T=Trailer Record 

1=1 header 

Total Record 
Count  

Yes No limit  04 11 Numeric Total count equals the number of 
detail records plus two (the 
header and trailer records are 
included in the total). 

Example of a Trailer Record: RTT1|99 

Example of Reverse Transfer Course Detail File:  

RTCD1|003658|00|20150316|AllgoodclientFileID  

RTD1|5116542|123123321|987654335|studentone|A|Babuone|Jr.|19850919|STAR1 Ln|Apt# 
1|Washington|DC|20001|US|1234567890|student1@nsc.org|Y|60||||BIO|102a|BIOLOGY102|Fall|20130901
|20170901|A|20130901|3|test|y|abcef gh|100|3.5| 3.7|011145|7100003|||||  

RTD1|5116543|123123322|987654336|studenttwo|A|Babutwo|Jr.|19850919|STAR2 Ln|Apt# 
2|Washington|DC|20001|US|1234567890|student2@nsc.org|y|50||||BIO|101b|BIOLOGY 
102|Fall|20130901|20170901|A|20130901|3|test|Y|xyz|200|3.1| 3.7|011145|7100004|||||  

RTD1|5116544|123123323|987654337|studentthree|A|Babuthree|Jr.|19850919|STAR3 Ln|Apt# 
3|Washington|DC|20001|US|1234567890|student3@nsc.org|N|54||||bio|101|BIOLOGY 
102|Fall|20130901|20170901|A|20130901|3|test|N|pqr|100| 3.0| 3.9|011145|7100005|||||  

RTD1|5116545|123123324|987654338|studentfour|A|Babufour|Jr.|19850919|STAR4 Ln|Apt# 
4|Washington|DC|20001|US|1234567890|student4@nsc.org|y|56||||BIO|101|BIO     
102|Fall|20131001|20170901|b|20131002|3|test|Y|abc|123|2.5| 3.0|011145|7100006|||||  

RTD1|5116546|123123325|987654339|studentfive|A|Babufive|Jr.|19850919|STAR5 Ln|Apt# 
5|Washington|DC|20001|US|1234567890|student5@nsc.org|n|40||||BIO|101|BIOLOGY 
102|Fall|20130901|20170901|a+|20130901|3|test|N|123|123|1.5| 2.0|011145|7100007|||||  

RTD1|5116547|123123326|987654340|studentsix|A|Babusix|Jr.|19850919|STAR6 Ln|Apt# 
6|Washington|DC|20001|US|1234567890|student6@nsc.org|Y|66||||math adv|101|BIOLOGY 
102|Fall|20130901|20170910|a|20130901|3|test|y|course type 1|100|3.9| 3.5|011145|7100008|||||  

RTD1|5116548|123123327|987654341|studentseven|A|Babuseven|Jr.|19850919|STAR7 Ln|Apt# 
7|Washington|DC|20001|US|1234567890|student7@nsc.org|N|60||||BIO|101|BIOLOGY 
102|Fall|20130901|20170901|A|20130910|3|test|n|course type 2|300|4.0| 4.0|011145|7100009|||||  

RTT1|9 
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Other noteworthy information on the trailer record: 

¶ Trailer record should be the last row in the file, no blank spaces, etc.  

¶ Alpha = Alphabetic characters only  

¶ Numeric = Numbers only 

¶ Alphanumeric = Alphabetic characters and numbers  

¶ Char = Alphabetic characters, numbers, and special characters, such as the hyphen, underscore, 

ampersand, exclamation point etc.  
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DGI Reverse Transfer Response File 
In order to get course information from Host Institutions you will need to have a  service agreement with the 

Clearinghouse. Once you get your Clearinghouse credentials, you will have access to “DGI Response Summary” 

screen. We recommend that you log on to see if you have any previously received files waiting from any host 

Institutions. In order to receive the existing files the “Generate” button will need to be activated.  After the 

initial set up anytime a host submits course information for your institution, the Clearinghouse will generate a 

response file, the Reverse Transfer Application will send an email to the users associated with the service 

account that you have received data from a host institutuion.  The file will be placed in your corresponding 

Reverse Transfer FTP account. The “DGI Response Summary” screen will also display new and any previously 

received files.  

Response files are generated in pipe delimited, EDI or both formats depending on what the DGI chose when 

signing up for Reverse Transfer. EDI is automatically sent upon receipt.  You can send a request at any time to 

change your file format preferences.  

Threshold for Minimum Credits 
DGI Institutions can set up a minimum threshold of credits required to receive the student data for review in order to 

award credentials/degrees.  The threshold will be matched against the “Total Combined Earned and Transferred 

Credits” number sent by the host institution.  Only students who meet the threshold will be included in the response 

file.  This will save DGI institutions from receiving students who have not earned enough credits for a Reverse Transfer 

credential/degree.  As soon as the student meets the threshold the cumulative data for that student will be sent to 

the DGI 

Cumulative Data 
Any time a student is included in the Response files, the Clearinghouse will always send cumulative data for the 

student from across submissions.  If a student’s data is being held for not meeting the minimum threshold when the 

student meets the threshold cumulative data will be included in the response file.  
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DGI RT Response File Detail Record Layout 
The response file layout consists of the detail course records and a trailer record, which follow the layout below. 

 

Field Name  
Comments  EDI 

Segment 
and Field 

File Name 
(header) 

RTCoursedata_DGIOPEID_yyyymmdd_hhmmss.txt  

¶ RT Course Data = Should be the same for all Reverse Transfer response files 

¶ DGI OPEID = OPEID of the DGI Institution  

¶ YYYYMMDD = date 

HHMMSS = time  

GS, Field 2 

Host Name Name of the host institution that sent the course details N1, Field 2 

Certified Date 
The date Host certified the data as of  Not 

Included in 
EDI file  

Last 4 of SSN 
Last four digits of SSN number, if SSN was sent by the Host.  

Note: EDI Users XXX XX will be placed in places of the first 5 digits of SSN. 

REF, Field 2 

Last 4 of ITIN 
Last four digits of the ITIN number, if ITIN was sent by the Host.  

Note: EDI Users XXX XX will be placed in places of the first 5 digits of ITIN. 

REF, Field 2 

Host Student 
ID  

Student ID at the Host institution REF, Field 2 

DGI Student 
ID 

Student ID at the DGI institution REF, Field 2 

First Name Student’s first name  IN2, Field 2 

Middle Name Student’s middle name, if applicable IN2, Field 2 

Last Name Student’s last name  IN2, Field 2 

Suffix  
Suffix, if applicable  IN2, Field 2 

DOB 
Student’s birth date formatted as YYYYMMDD DMG, Field 

2 

Street 
Address Line 1 

Street address #1, if applicable 
N3, Field 1 
and 2 

Street 
Address Line 2 

Street address #2, if applicable 
N3, Field 1, 
and 2 

City City, if applicable N4, Field 1 

State Two-digit U.S. or FO for foreign, if applicable N4, Field 2 

Zip Zip code, if applicable N4, Field 3 
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Field Name  
Comments  EDI 

Segment 
and Field 

Country 
Country name or country code. EDI format only allows country codes, in case where no 
code is found the value will default to “US.” 

N4, Field 4 

Student 
Phone 
Number  

Can be U.S. or international phone number, if applicable PER, Field 4 

Student email Clearinghouse will not check the validity of the email or its format, if applicable PER, Field 6 

Host Core 
Competency 
Completed 
(please see 
Acronyms and 
Definitions 
page for 
further 
explanation) 

Host Core Competency Completed Flag (which means core/general education course was 
completed as per host institutions standards/requirements)                                                              
'Y' = core requirements evaluated and satisfied 
'N' = core requirements evaluated (at least once) but not (yet) satisfied 
'   ' = core requirements not (yet) evaluated                                                           

RAP 

Course 
Name/Subject 

Course name  
CRS, Field 
14 

Course No Course number  
CRS, Field 
15 

Course 
description 

Course description (cannot be all spaces) 
CRS, Field 
16 

Semester-
Course 
Session  

Session during which the student took the course SES, Field 1 

Course Begin 
Date 

Course begin date in YYYYMMDD format CSU, Field 4  

Course End 
Date 

Course end date in YYYYMMDD format CSU, Field 6 

Grade Grade the student earned (e.g., A, A+, A-, etc.) CRS, Field 6 

Grade 
Effective Date 

Date the grade was effective, if applicable 
Not used in 
EDI 

Number of 
Credits 

Number of course credits 
CRS, Field 
3/4 

Credit 
Description 

 

Type of credit earned by the student (e.g., semester credit, training credit, occupational 
credit), if applicable CRS, Field 

3/4 
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Field Name  
Comments  EDI 

Segment 
and Field 

Core Course 
(please see 
Acronyms and 
Definitions 
page for 
further 
explanation)   

Core Course Flag, this flag will indicate if course is part of the core competency courses as 
per the host institution, expected values 

Y = Yes the course is a Core course  

N = No the course is not a Core Course 
Null = core equivalency not  evaluated or applicable,  

RAP 

Core Course 
Type (please 
see Acronyms 
and 
Definitions 
page for 
further 
explanation) 

This field captures the type of core competency the course maps to RAP 

Grade Scale The grade scale used for grading. It ranges from 001 through 999. Please see the Grade 
Scale table for examples. 

CRS, Field 5 

Total 
Combined 
Earned and 
Transferred 
Credits 

Total number of Credits the student transferred to the Host Institution with and the credits 
students earned at the Host Institution.  

 

Sum, Field 
4, 5 and 6 

Host OPEID  In some states the Reverse Transfer data is managed at the state or system level instead of 
the individual institution, the system collects data from all its institutions and sends it to 
NSC in one File. If a file contains courses from more than one Host, a Host OPEID must be 
provided for each course. 

GS, Field 2 

Semester/Ses
sion GPA 

Student’s Grade Point Average for the Semester or Session.  
 

 

Sum, Field 
9 

Overall GPA Students overall Grade Point Average 

 

Sum, Field 
9 

Filler Field 1 Filler field for future expansion N/A 

Filler Field 2 Filler field for future expansion N/A 

Filler Field 3 Filler field for future expansion N/A 

Filler Field 4 Filler field for future expansion N/A 

Filler Field 15 Filler field for future expansion N/A 

Filler Field 6 Filler field for future expansion N/A 
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DGI RT Response File: Trailer Record Layout   

 

Field Name Comments 

Total 
Records 

Equal to the total records in the file  

Example of a Response File 

Host Name|Certified date|Last 4 of SSN|Last 4 of ITIN|Host Student ID|DGI Student ID|First Name|Middle 
Name|Last Name|suffix |Date of Birth|Street line 1|Street line 2|City|State|ZIP|Country|Student Phone 
number|Student email|Host Core Competency Completed|Course Name|Course No. |Course 
Description|Semester - Course Session |Course  Begin Date|Course End Date|Grade|Course Grade Effective 
Date|Number of Credits|Credit Description|Core Course|Core Course Type|Grade Scale|Filler 1|Filler 2|Filler 
3|Filler 4|Filler 5|Filler 6|Filler 7|Filler 8|Filler 9|Filler 10|Filler 11 

UNIVERSITY OF NSC AT|20150316|3456|4335|5116542|7100003|SARAH|A|TESTONE|Jr.|19850919|STAR1 
Ln|Apt#1|Washington|DC|20001|US|1234567890|student1@nsc.org|Y|BIO|102A|BIOLOGY102|Fall|2013090
1|20170901|A|20130901|1|test|Y|abcefgh|100|60| 123456| 4.0| 3.5||||||  

UNIVERSITY OF NSC|20150316|3458|4337|5116542|7100003|LARA|A|TESTTHREE|Jr.|19850919|STAR1 
Ln|Apt#3|Washington|DC|20001|US|1234567890|student3@nsc.org|Y|BIO|102A|BIOLOGY102|Fall|2013090
1|20170901|A|20130901|3|test|Y|abcefgh|100|60| 123456| 3.5| 4.0|||||||  

UNIVERSITY OF NSC AT|20150316|3457|4336|5116542|7100003|CLARA|A|TESTTWO|Jr.|19850919|STAR1 
Ln|Apt#2|Washington|DC|20001|US|1234567890|student2@nsc.org|Y|BIO|102A|BIOLOGY102|Fall|2013090
1|20170901|A|20130901|0|test|Y|abcefgh|100|55| 123456| 2.0| 3.0|||||||  

Disclaimer: Encode in UTF-8 without BOM or Encode in ANSI 

Notepad++ is the preferred tool for copying/pasting data for files. In our testing, we found other tools can cause 
errors.  
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Reverse Transfer User Interface 

DGI Response Summary  

 

DGI institutions will have access to “DGI Response Summary” screen. This screen contains a summary of your 

files sent to you by Host/s in your network. You can search for previously sent files using the Search Criteria and 

generate a previously sent file. The search tool and results table layouts are below. 

 

Search Criteria Layout:  

Field Name Comments  

Host Name Search with host name 

Date Sent Search by the date the file was sent 

 

Course Files Summary Screen Layout: 

Field Name Comments  

File Received Date Date in YYYYMMDD format 

Host Name of the host that sent the original file 

File Name  Name of the file 

Number of Records  Number of records in the file  

Generate Button 

This button will allow the user’s ability to generate any of the files listed on the DGI 

Response Summary.  

 

Sample “DGI Response Summary” Screen:  
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Student Course Summary 

DGI institutuions will have the ability to search for a single student and view/download their course data. DGI 
users will be provided some basic data for the student.Users can search by providing: First Name, Last Name, 
DOB and SSN/ITIN (optional). The Clearinghouse will match the information provided to the student in our 
database, one match, no match or multiple matches will be displayed. The user can select the desired student 
and view detailed course data.  

 
Examples of Student Match 

One Match 

Search Criteria SSN: 123456789 First Name: John Last Name: Smith DOB: 08011978 

Result SSN: 123456789 First Name: John Last Name: Smith DOB: 08011978 

No Match:  

Search Criteria SSN: 123456785 First Name: Jill Last Name: Smith DOB: 08011978 

Result No match No match No match No Match 

Multiple Matches: 

Search Criteria SSN: 123456785 First Name: Jill Last Name: 

Smith 

DOB: 08011978 Comments 

Result None Jill Smith 07011978 School can pick 

one student at a 

time to view 

course detail 

Result 123456785 J Smith 07011978 School can pick 

one student at a 

time to view 

course detail 

Result 123456785 Jill Johnson 07011978 School can pick 

one student at a 

time to view 

course detail 
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Student Course Summary Screen: 

 

Host Reverse Transfer File Submission Screens and Reports 

As a host institution, once course files have been submitted to the Clearinghouse, you can access information 

about your files via the Reverse Transfer page on our secure site (see screenshots and descriptions below). From 

the tab, you can access a detailed summary of your historical submission(s) and search prior file submissions. 

Detailed validation errors for specific submissions are also provided, if any exist.  

Host Reverse Transfer File Submission Summary Screen: Search Criteria Screen  

 

At the top of the page, you (as host) can search for a file using the following search criteria.  

Field Name Comments  

Submission Number  You can search for your file by entering the submission number  

Validation Status   Passed, failed or pending  

File Received Date  You can also search for your file by the date the Clearinghouse 
received it. (The Clearinghouse sends an email that your file has been 
submitted)  

Client File ID Name of file coming from host. The maximum allowed length is <= 50 
characters 

 
 

 



  

 

VERIFICATION SERVICES: Title of Document  
May 2, 2017  

25 
2300 Dulles Station Blvd., Suite 300, Herndon, VA, 20171 … 703.742.4200 … www.studentclearinghouse.org 

©2016 National Student Clearinghouse. All rights reserved. 

Course Exchange Implementation Guide 
March, 2017 

 

Search function on the File Submission Summary page: 

 

Host Reverse Transfer File Submission Summary Screen: Search Result Detail Table  

The File Submission Summary page displays details of the file’s submission status. The host can search for a specific 

file to check the status of the file. The page default is sorted by most recent submission first and then submission 

number. The host institution can select a record with a failed status and view details on why the file submission 

failed in order to make the appropriate changes and resubmit the file.  

Field Name Comments  

Client File ID Client ID that the host gave to file (e.g., RTAustinFall2014)  

Submission Number Clearinghouse generated number for tracking submitted files 

Validation Status  Status of the submitted file:  passed, failed or pending  

Organization Name  Name of the host institution 

File Name Name of the submitted file  

No of Records Total number of records in the submitted file 

File Received Date  The date the file was received by the Clearinghouse 
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The File Submission Summary page: 

 

Host Reverse Transfer File Submission Summary Screen: Validation Error Details 

The host institution can select a record from the file submission page with a failed status and view details on why it 

failed. The Validation Error Details page provides information on the errors encountered and offers proposed 

solutions on how to correct the errors. 

Field Name Comments  

Section  Name of the section where the error was found (i.e., header, body, 
trailer) 

Field Name  Name of the field where the error was found  

Error Description  Error details 

Proposed Solutions   Proposed changes to make before resubmitting the file 

Affected Line Numbers  The Line number where the error was found (Notepad++ can be used to 
see the line numbers in a data file. 

Error Count  Number of time the error occurred   
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The Validation Error Details pages  

Structural Validation Details Screen: 

 

Field Validation Details Screen:  

 

User Interface Navigation for Users with both Host and DGI role 

If your institution has a service agreement to be both Host and DGI you can log on with one “Web ID” and access both 

Host and DGI screens.   If users within your institution only has role for Data Provider only (host) they will only see the 

file submission screens. If users only has a role as Data Requester (DGI) they will only see response file summary 

screens.   

If users in your institution have both DGI and Host role you will be able to navigate between host and DGI screens 

effortlessly.  



  

 

VERIFICATION SERVICES: Title of Document  
May 2, 2017  

28 
2300 Dulles Station Blvd., Suite 300, Herndon, VA, 20171 … 703.742.4200 … www.studentclearinghouse.org 

©2016 National Student Clearinghouse. All rights reserved. 

Course Exchange Implementation Guide 
March, 2017 

File Submission Summary (Logging in with Host and DGI role) 
By default the user will always land on the File Submission Summary Screen.  The user can navigate to DGI Response 

Summary Screen by choosing it form the toolbox to the right, please see the screens shot below: 

 

 

Toolbox (Logging in with Host and DGI role) 

If user has Host and DGI role when logging into Reverse Transfer application the user can navigate between File 
Submission and DGI Response Summary screens.  If on File Submission Summary screen the user will see the DGI 
Response summary link in the toolbox.  User will also see links for Student Course Summary, Host Reports and 
DGI Reports.  
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Reports  

Host Reports 

As a host institution, you will be provided with two types of reports.  

1. Student Report: Number of students whose data was sent to the Clearinghouse 

2. Degree Report: Number of Reverse Transfer degrees granted by the DGIs in your network  

Reports Criteria Layout: 

Field Notes 

Date Range From Date range start date  

Date Range To Date range end date 

Report Name Select from report drop down: 

1. Student Report: Number of students whose 

data was sent to the Clearinghouse 

2. Degree Report: Number of Reverse Transfer 

degrees granted by the DGI institutions 

 

Student Reports Detail Table Layout:  

Field Notes 

Name of DGI Name of DGI in your network 

Number of Students  Number of students whose data was sent to the 

named DGI 

Status Status of DGI’s participation in Reverse Transfer 

and the date it became active or inactive 
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Host Student Report Screen: 

 

 

Degree Reports Detail Table Layout:  

Field Notes 

Name of DGI Name of DGI in your network 

Number of Degrees Granted Number of degrees granted by the named DGI 

 

 

Degree Reports Screen: 
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DGI Reports 
As a DGI institution, you will be provided with two types of reports.  

Student Report: Number of students whose data was sent to your institution 

Degree Report: Number of Reverse Transfer degrees granted by your institution 

 

Reports Criteria Layout: 

Field Notes 

Date Range From Date range start date  

Date Range To Date range end date 

Report Name Select from report drop down: 

1. Student Report: Number of students whose data 

was sent to your institution 

2. Degree Report: Number of degrees granted by 

your institution 

 

Student Reports Detail Table Layout:  

Field Notes 

Host Name of the Host (Data provider) 

Number of Students Number of students who’s data was provided 
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Student Report Screen:  

 

 

Degree Report Detail Table Layout: 

Field Notes 

Total Reverse Transfer Degrees sent to the 

Clearinghouse 

Total number of degrees sent to the Clearinghouse 

by your institution 

 

Degree Report Screen: 
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Reporting Reverse Transfer Degrees and Flag   
In order for all the processes of Reverse Transfer to work all institutions must report the degrees awarded 

through the Degree Verify  process.   

You will continue to report Degrees via Degree Verify. The degree file intake process is unchanged except for the 

addition of a Reverse Transfer flag (RT Flag), which identifies the degree as a Reverse Transfer degree. The 

Clearinghouse will use the flag to compile reports for institutions, such as the number of Reverse Transfer 

degrees in total and degrees from a specific DGI.  

Noteworthy points: 

¶ DGI institutions will need to add Reverse Transfer Flag at position (3286) to the degree file layout 

¶ Only accepted values are Y/N/null 

¶ Everything else will be treated as null 

For more details on the Degree File Layout, see the Degree programing and Test guide available at:  

http://studentclearinghouse.info/onestop/wp-content/uploads/DV_ProgrammingandTestingGuide.pdf 

 

 

 

  

http://studentclearinghouse.info/onestop/wp-content/uploads/DV_ProgrammingandTestingGuide.pdf
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Acronyms and Definitions 

Name Definition 

Host The institution where the student is enrolled after attending a two-year institution. 

The host will send the students course information for a potential Reverse Transfer 

degree to a designated DGI, after determining student eligibility and receiving the 

student’s consent to participate in Reverse Transfer. 

DGI The Degree Granting Institution designated by the host to receive the course detail 

files. The DGI will download the course information for potential Reverse Transfer 

students and upload the data into its system. The DGI will run its degree audit 

process to determine if a degree is grantable. Once a student is eligible to receive a 

degree, the DGI will also start sending the degree information, marked with a 

Reverse Transfer flag, to the Clearinghouse. 

Core 

Competency 

Complete 

If the Host institutions has a core/general education competency requirement it can 

be noted in this field as complete per the field instructions.  The Clearinghouse will 

not track or maintain what complete means it is incumbent on the institutions to be 

aware of their partners and/or state mandated established competencies. 

Core Course If the Host institutions has a core/  general education competency requirement it can 

be noted in this field as complete per the field instructions.  The Clearinghouse will 

not track or maintain what complete means it is incumbent on the institutions to be 

aware of their partners and/or state mandated established competencies. 

Structural 

Validations 

Checks run against a file to ensure it is structurally valid, such as to confirm that the 

file has a valid header, valid trailer, and application type, valid OPEID, branch code, 

client file ID, etc.  

Field Validations Checks to make sure the field-level information is valid, such as required fields, valid 

data type, valid length, valid formats, etc.  
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Example Credit Descriptions 
This is not an all-inclusive list. If you see credit descriptions used by your institution that are not in the table 
below, please send the values to Rtsupport@nslc.org and we will add them to the guide.  
EDI Table:  

Abbreviation Credit Descriptions  

A The College Board's Advance Placement (AP) Program 

B Credit by Exam 

C College Level Examination Program (CLEP) 

D Credit Awarded for US Department of Defense DANTES Program 

E Departmental or Institutional Credit based on experience (Life Experience) 

F Study Abroad 

G The College Board's (CEEB) Credit 

H Completion or Removal of an Incomplete Grade 

I International Baccalaureate 

M Military Credit 

N Correspondence 

P American Council on Education Program on Non-collegiate Sponsored Instruction (ACE/PONSI) 
Credit Recommendation 

R Regular Enrollment 

T Academic Credits Transferred in From Another Institution 

V Audit or Visitor Status (No Credit Awarded) 

W Work Experience 

X Not Applicable (for Pre-K - Grade 12 use) 

Z Other Types Not Included in Above List 

 
Additional Credit Description Values:  

Adult Credits 

Continuing Education Unit 

Carnegie Units 

No Credit 

Quarter Hour Credit 

Semester Hour Credit 

Units 

Vocational Credits 

Other Type of Credit 
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Example Grade Scale  
This is not an all-inclusive list. If you see a scale used by your institution is not in the table, please send the 
values to Rtsupport@nslc.org. 
 

 

 

Scale Grade Point  

  4.00 3.70 3.30 3.00 2.70 2.30 2.00 1.70 1.30 1.00 0.70 0.00 Not included in GPA 

001 A A B+ B B C+ C C D+ D D F  

002 A+,A A B+ B B C+ C C D+ D D F  

003 A B+ B C+ C D+ D F          

004 A+, A B+ B C+ C D+ D F        

005 A+, A A B+ B B C+ C C D+ D F  

006 A A B+ B B C+ C C F        

007 A B+ B C+ C D F            

008 A A B+ B B C+ C C D+ D F    

009 A A B+ B B C+ C C D F      

010 A A B+ B B C+ C C D+ D D E/NC  

011 A+, A A B+ B B C+ C C        

012 A+, A A B+ B B C+ C C D+ D D  

013 A A B+ B B C+ C C D+ D D    

901 A+,A A- B+ B B- C+ C C- D+ D D- F S ,U, NR, I, W, H, IP 

098 A A- B+ B B- C+ C C- D+ D E E  

 4.0 3.67 3.33 3.0 2.67 2.33 2.00 1.67 1.33 1.00 .67 0.00  

099 A A- B+ B B- C+ C C- D+ D D- F CR, I, NC, NR, P, RC, U, X, W, WF, 
WP 

014 Non-standard system using 5 or more alpha grades, no "F"  

015 Non-standard system using 5 or more alpha grades, and "F"  

  4.00 3.50 3.00 2.50 2.00 1.50 1.00 0.50 0.00        

016 A AB B BC C CD D DF F        

017 A AB B BC C D F            

018 A B C+ C D F              

019 A B+ B C+ C D+ D F          

020 A B+ B C+ C D F            

021 A B+ B C+ C C D F          

022 A+,A B+ B C+ C D+ D F          

023 Other ABCDF system with half step grades, no "F" grade        

024 Other ABCDF system with half step grades, and "F" grade        

  4.00 3.00 2.00 1.00 0.00                

025 A B C D F                

026 A B C D NC/N                

027 A B C D E                

028 H S+ S S U                

029 E S M I F                

030 DN HP P HCO NC                

031 D E G Q U/F                

032 H E G P U                

033 S H P LP F                

034 E VG G P F                

035 HO HP PA CR NC                

036 A B C D                  

037 A B C D U/R                

038 Other ABCD/F type system, no "F" 
grade 

               

039 Other ABCD/F type system, with "F" 
grade 

               

089 Non Credit Courses with Pass/Fail 
System 

        

088 Non Credit Courses with no or other 
grade values 

        

mailto:Rtsupport@nslc.org
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Considerations for Exchanging Data with Texas Reverse 
Transfer Partners 
 

Many institutions in Texas are already participating in Reverse Transfer using the SPEEDE platform to exchange 

transcript files between institutions. The Texas Reverse Transfer Initiative and the Clearinghouse developed a decision 

tree for 4-year and 2-year institutions to determine the appropriate solution implementation path. The decision tree 

for 4-year institutions is below: 
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The decision tree for 2-year institutions is below: 

 


