




3



It is important that students have access to all unofficial transcripts for all schools attended.  
This will ensure accuracy in reporting courses and final grades.  Keep in mind, official records are 
not required when submitting the UC application.



Students will be able to select the applicable grading system for each school attended. If needed, 
more than one grading system & term type can be selected for each school. They should provide 
clarification in the additional comments section if they select other.

More than one grading system & term type can be selected for each school

Grade system:
If student’s option is not available, they must select “other” then provide clarification in the 
additional comments section clarifying system.



If a student is unsure of their term type, they should go by the number of official grades they 
receive for the year.

If there are multiple term types, the system will recognize this.



In the case of a student reporting multiple term types, they will be able to select via the drop-
down menu, as circled on the slide in orange, which term type applies to each course. Scenarios 
when this would be relevant could be when the school has a block schedule or changes term 
types (e.g. semester to quarter). 

Once a student has selected multiple term types, the system will allow them to select a term type 
via a drop down for each individual course. 



When students can't find their course in the approved drop-down list of A-G courses from their 
school, we recommend they manually enter the course in the correct section. This may be the 
case for high schools that do not have an A-G course list or if a course was mistakenly not 
submitted to the A-G course list. 

If a student does manually enter courses, they should also then include a comment in the 
Additional Comments section, this could be generated by a counselor to copy & paste, that notes 
the course is pending A-G (retroactive) approval if applicable. 



Students should enter every high school attended even if they only took one summer course at 
the school. It is necessary to list each school even if the graduating high school reflects the 
coursework on their transcript.

What about summer courses completed before 9th grade? Since there is no check box for this, 
students can instead add this into their 9th grade coursework and clarify in additional comments.

What they should NOT do is add it into summer 9th grade as it then gets factored in their UC GPA. 
*This is an exception to our policy about courses only being accepted from 9-12th grade.



This a reminder that students are required to list all A-G courses taken, original and repeated, on 
their admissions application. The new grade will replace the original grade in the GPA calculation 
if the repeat is completed by the summer following 11th grade. UC does not average the grades.



This is the process where a student’s current high school can review coursework completed from 
an institution, organization or program without an A-G course list. It is becoming more common, 
specifically for online publisher coursework that students are independently enrolling in. When 
this is the case, students will need to manually enter the course under their home high school 
and should clarify in additional comments that they are receiving principal certification for the 
course. We expect that it will be reported on the final transcript with credits granted and 
letter grade(s) earned.



Applicants who are graduating from a (California College Guidance Initiative) partner school also 
known as CCGI, have the option to import their course and grades directly into the UC 
application. In order to do so, applicants must either: Start their UC application from the CCGI 
website OR Create their UC application and indicate they are graduating from a CCGI partner 
school. If they do so, they will see the messaging as shown on the slide, prompting them to 
update their information in Personal Information (About you), if needed..

In the “About you” section, applicants must:

• Indicate that they attended a CA public school

• Provide their SSID number

• Authorize the release of their information to CCGI

• If they do so, it may take up to 12 hours for the courses to import. Students are able to select 
“Skip” to manually enter their coursework. 

Once the student’s data is verified by CCGI, they will be able to import their courses and grades. 

Even if applicants import their CCGI course data, they will need to review all of the courses and 
grades and make any edits as needed. They can manually make corrections to any 
courses/grades using the “Edit” button.

Note: The import function is only available for CCGI partner schools. If students also attended a 
non-partner high school, they will need to add that additional high school and coursework 
themselves as shown previously, and in the following slides.
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Many of our applicants have studied in other countries and have both international and domestic 
transcripts. 

In order for us to get a complete academic history for a student, we need the complete 9th 
through 12th grade academic history…even if 9th grade is considered middle school in that 
country. 
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If a school’s assessments are based on external exams, then we need those exams. Most 
commonly, we see this in UK schools (IGCSE) and Indian schools (Standard 10 and 12). These 
exams should be entered in the international exams section.

We want to see all classes and grades. Student should translate these into English, but they do 
not need a certified translation.

Finally, while we want the class titles translated, we need to see the original grades in the original 
system: do not “translate” international grades to domestic grades. There are built in dropdowns 
for most systems in our application. If the system is not in our app, then mark these as Other and 
use the additional comments to explain the grading system. 







This is the first screen students will see when they begin to add college coursework. Students 
must report all college coursework completed no matter how long they have attended or if they 
believe it will affect their chances of admission. Please note that dual enrollment coursework 
should not be reported under high school coursework – it should be reported under each college 
attended.

A common mistake students make is entering the course in the college section AND in their high 
school coursework as a CL or HL class. Lastly, we STRONGLY recommend students use the 
unofficial transcripts provided by their community college to complete this section. Using a 
transcript can also ensure students match classes to the right school if taken through a district, 
especially as online courses become the norm. 



A common complex scenario for students is how to correctly report college coursework when 
taken across multiple terms. This is why we stress using a transcript. You can see that we've 
entered in dates that for a student graduating in 2024, with college courses taken in 11th and 
12th grade.

The term type is also an important detail. We selected "Semester with Winter session" because in 
this example, the student attended in winter. If the student did not attend a winter session, even 
if the school offers one, then the student should select "semester system". The other option is for 
the Quarter system.  

Another note for this example, the student should leave terms where no courses were taken 
blank. Instead, we selected "Add another grade" to accurately report the grades being taken in 
Fall of 12th grade rather than entering them in the Fall term attended under 11th grade. 

Lastly, students will select the appropriate grading system, which most of the time is A - F. If 
"Other" is selected, the grades may not be calculated into the student's GPA.

Note: +/- grades ARE factored into the GPA calculation for college courses, only those CCCs that 
use +/- grades will display the option to select +/- grades.



For California Community College students:

Transferable courses for California community colleges are pulled directly from the ASSIST database -
https://assist.org/.

Each department can be expanded to display the transferable courses by clicking on the plus (+).

Applicants should use unofficial transcripts to ensure they report the correct term, course number, title, 
units and grade received for each course.  

Grade codes are also available in the dropdown. 

For all students: 

Students should be advised to enter all courses taken even if they believe they are not transferable;  they 
don’t want credit for them; they believe the “old grades” are not reflective of their current academic abilities; 
an Academic Renewal (AR) or Incomplete (I) grade was earned; they withdrew from the course; or they later 
repeated the course.  

Note: Non-transferable UC coursework can only be used towards the math and English requirements. 

Missing/inaccurate information may be viewed as falsification and result in cancellation of the 
application at all UC campuses.

More information about how to determine if a CCC course can be used for A-G can be found at 
https://admission.universityofcalifornia.edu/counselors/preparing-freshman-students/dual-
enrollment.html. 



When students need to report coursework from out-of-state, 4-year, or other non-CCC 
institutions they will need to manually input each course. 

Here we have a screenshot example of what it looks like when adding a course from a non-CCC 
school. The student has to fill out all details, including the department, course number, title, and 
number of units. It is important for them to change the honors status to "CL" and to select the 
appropriate subject area. 

Students will frequently report these courses incorrectly – this is another reason we stress using 
an unofficial transcript during the application process. Working from a transcript can also help a 
student determine if a course is transferable and should be listed in the college coursework 
section OR if belongs in the Activities & Awards 

More information about how to determine if a CCC course can be used for A-G can be found at 
https://admission.universityofcalifornia.edu/counselors/preparing-freshman-students/dual-
enrollment.html. 



22



These are courses that may not be UC transferable or are UC transferable, but do not fulfill an A-
G requirement. These courses can be from a CCC, 4yr, or OOS school. Common examples 
include real-estate or EMT class which is typically non-transferable as well as PE and Intro to 
College classes which may be transferable but are outside A-G requirements.  Under the 
Activities and Awards section, there is an option to select "Other coursework". The student will 
then be able to include the name of the course, describe what they did in the course, what grade 
they received, and how many hours they committed to the course.





There is a character limit of 550, but the section is optional and should be used intentionally. 



The purpose is to provide academic clarification, such as explaining grading system changes, 
edits to A-G or pending A-G course approvals, limits to AP or honors courses or attending an 
academy or magnet program. Personal circumstances that might have impacted academics can 
also be shared here.

Other examples of what can be included are:

1. Curriculum Options – Students choice of class schedule (share reason for decision not 
to take advanced level courses)

2. Counselor Context - Counselor’s can provide blurb providing context, and students can 
use copy & paste for any valuable information (e.g., AP courses are limited to seniors 
only, unique curriculum, etc.)

3. More on the next slide…
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School Grading System explanation
• Explain a change in grading system during time in HS
• Explanation of grading scale

• Declining Grades Explanation
• Personal circumstances that impacted academics

• Lack of Access to Courses and Programs
• Course Selection Issues
• Limited Access to Prep and Access Programs for certain students

• Provide example  (MESA, EAOP)

• Gaps In Education
• Break In Attendance
• Comments are required if a student has no courses to report
• Often students will graduate early or there is an unaccounted for break in education. Students 

should utilize this section for clarification
• Ensure that students are providing any explanations for gaps in education. This is to ensure that 

all institutions students may have enrolled in are accounted for.
• A gap in education is any regular school term, excluding summers, when a student was not 

enrolled in school.

• Counselor Notes
• Blurb provided by counselors for all students to share, ie, change in number of HL/AP courses 

available.
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• Principal Certification
• As briefly covered earlier, Principal certification is a process by which a California 

high school can review coursework that is completed through another institution, 
organization, or program that does not have an A-G list. Principals must certify online 
publisher courses are comparable to A-G courses offered at the high school. 
Principal certification can be applied for the LOTE completion requirement. In the UC 
application, students must explain in the additional comments section that they have 
met the LOTE requirement through principal certification.

• Non-Traditional School Environment
• Specialized Curriculum, Homeschooling, Online Programs, Explanation of Magnet 

and Academies

• Repeated Courses:
• Explanation of why students felt they needed to repeat any of their courses.

• Limits on AP/IB/Honors Courses
• Please note that for CA schools we typically have access to what is offered at the high 

school and if there are limitations to those offerings this should be shared.
• Breaks in Education: Allows students to provide explanations for any gap year after high 

school graduation and upon applying for admission.
• Also, provides students an opportunity for explanation of any circumstances for breaks 

in education due to personal circumstances or involvement in activities outside of 
education.

This section is NOT used to answer additional PIQ, includes links, resumes, etc. 
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Final tips for counselors and students: 
- use an unofficial transcript for accuracy 
- list all courses no matter the grade or it the course was taken domestically or 

internationally
- Non A-G courses should be listed in the Activities & Awards section
- Additional comments should be used for critical information, not as extra space for 

PIQs or resume items

https://admission.universityofcalifornia.edu/counselors/_files/documents/presenting-
yourself-on-the-uc-application-first-year.pdf




