
College Coursework Instructions for User

Instructions for a User

1. User will log into ECE-TRIS and click on College Coursework

2. If user has no previous College Coursework Records submitted through this online system, they will be sent

directly to the form to enter their course details.

3. If a user has previously submitted records, they will have the option to search for them to check status or they

can submit a new request.

4. SUBMIT COLLEGE COURSEWORK

a. Pre-Approved Course – If set to Yes,then a Search Programs link appears so that the user can search for 
Pre-Approved IECE Courses.

b. If Pre-approved Course is found and selected when searched;

i. All of the details stored in the system for that Course will pre-populate to save data entry time 
for the student/user.

ii. This will also save the DCC approver time as well because they will only need to verify they 

have met the required grade.

c. If not a pre-approved IECE Course the user will just enter the required data for the request
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d. Continue with entry of fields related to the course.

e. A Transcript and Course Syllabus is required for approval. Users must use the Attach/Upload
Document Options.

f. The record can be saved and completed at a later date or if ready to seek approval, Save and Submit to

DCC is used.

g. When Save and Submit to DCC is chosen, an email notification will be sent to the user, the appropriate

DCC approver and a copy to ECE-TRIS.

h. User can log in at any time after submitting to see the status of the request.

i. Users will also receive automatic notifications when DCC makes a decision on approval and when credit

has been added to ECE-TRIS.

For Technical Assistance on using the online College Coursework Approval System 

Website: https://ece.trc.ky.gov 
Email: ecetris@ky.gov 
Phone: (502)564-0104, Ext. 8
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