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How-To Guide 

Requesting External Transfer of Credit (Exemptions) 
 
 
Apply for transfer of credits and request to be exempted from courses using the Algonquin College Student 
Information System, otherwise known as ACSIS. 
 
 
Note: External exemptions are based upon courses you have previously taken outside of Algonquin College. If 
you are basing your exemption on a course taken at Algonquin, please view our ACSIS How-To Guides for 
help applying for Internal Transfer of Credit. 
 
 
 
STEP 1 
 
Log in to ACSIS, using your student number.  
 

 
 
 
 
STEP 2 
 
Select Transfer of Credit/Exemption under Courses. 

 

https://acsis.algonquincollege.com/students/
https://acsis.algonquincollege.com/students/
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STEP 3 

 

Use the following page to determine which type of exemption you are applying for (Internal or External).  

 

Once you are ready, select Click Here To Continue. 
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The next page will provide IMPORTANT INFORMATION AND PROCEDURES and TIMELINES. After reading 

the information and timelines, click Agree to continue. If you click Disagree, you will be returned to the ACSIS 

home page. 

 

 

 

STEP 4 

 

Under External Exemption, click Apply for an Exemption. 
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Note: You can also select from the following options to check on or complete previous applications:  

 

 View Pending Applications – Complete/submit an exemption application you had previously started  

 

 View Submitted Applications. – View the processing status of applications you have already submitted 

 

 

If you selected to apply for an Internal Exemption, view our ACSIS How-To Guides for help applying for 

Internal Transfer of Credit. 

 

 

 

STEP 5  
 
If you selected  to apply for an External Exemption, you will need your transcript and course outline from 

the other institution in PDF format. 

 

Select the Term, Program, and Campus. (Some of these items may populate automatically). When done, click 

Next Step.  
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Note:  

 

 If you are unable to select your current term, select the next available term instead. If you are 

reapplying for a previously-refused exemption, you will need to select a different term than the one 

used in your original application. 

 

 If you are a part-time course registrant, you will need to declare into a program before you can apply for 

an exemption; use the Academic Planner on ACSIS. (See our ACSIS How-To Guides for help.) 

 

 

 

STEP 6 

 

Select your Course Type (view the image below for explanations of the different course types). 

 

The Course Number to be Exempted will then be populated with a drop-down list of courses in your program 

that belong to that course type. Select the course you would like to be exempted from. 

 

https://acsis.algonquincollege.com/students/
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In the bottom half of the form, you will enter the information for the course you are basing your exemption on 

(your Basis Course). 

 

If you want to be withdrawn from the course that you are requesting an exemption from, select Yes beside 

Withdraw me from the Course If Granted; if you are granted the exemption you will be withdrawn from the 

course.  

 

When you have entered all of the required information, select Upload Document. 

 

 
 

 

 

STEP 7 
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Upload a PDF of your transcript from the institution where you completed your basis course or, if we already 

have a transcript from this institution on your Algonquin file, click the box beside Transcript already on file. 

 

Upload a PDF course outline for your basis course, then click Review & Pay to proceed to the next step. 

 

 
 

 

 

STEP 8 

 

You will be provided with a summary of the application(s) you have saved and have not yet submitted. Use the 

 button to delete unwanted applications. To add another application, click Add another Course. When you 

are ready, click Pay & Submit All Records. 
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You will be shown the total amount to be paid. Click Proceed With Payment.  

 

 
 

 

Note: Your External Exemption request will not be sent for processing until the application fee is paid. 

 

 

 

STEP 9 
 

Enter your payment information and click Pay With Your Credit Card. 
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If the payment processes through successfully, you will be shown a confirmation screen on ACSIS. You will 

also be sent a confirmation email. 

 

 

Your application for External Transfer Credit (Exemption) has now been submitted. 


