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What is it?What is it?

The Michigan Transfer Network (MTN) is a The Michigan Transfer Network (MTN) is a 
collection of almost 500,000 (1/2 million!!) transfer collection of almost 500,000 (1/2 million!!) transfer 

course equivalencies from 50 participating course equivalencies from 50 participating 
Michigan institutions. Michigan institutions. 

The MTN allows The MTN allows anyoneanyone to see to see allall potential potential 
transfer opportunities in the state of Michigan.transfer opportunities in the state of Michigan.

……And itAnd it’’s free to MACRAO memberss free to MACRAO members……if your if your 
school isnschool isn’’t participatingt participating……youyou’’re missing out!re missing out!



How do I get started?How do I get started?
Contact the MTN Coordinators:  Mark Contact the MTN Coordinators:  Mark UlsethUlseth
((mulseth@hfcc.edumulseth@hfcc.edu ) and Paul Schmidt ) and Paul Schmidt 
((pschmidt@monroeccc.edupschmidt@monroeccc.edu ).).
Mark and Paul will assign you a user id and password. Mark and Paul will assign you a user id and password. 
Go to the MTN (Go to the MTN (www.MichiganTransferNetwork.orgwww.MichiganTransferNetwork.org), click ), click 
on on ““Other InformationOther Information””, and Login., and Login.



How do I get started?How do I get started?
Look at the main menu and become Look at the main menu and become 
familiar with the administrative options.familiar with the administrative options.
Click on some of the Click on some of the 
links links –– as long as you as long as you 
dondon’’t t ““submitsubmit””
anything, you wonanything, you won’’t t 
change anything.change anything.
Read the Help.Read the Help.
View User Group View User Group 
Admin Documents.Admin Documents.



Update Your InformationUpdate Your Information
Make sure your information is correct.Make sure your information is correct.
If you are listed on the If you are listed on the 
MACRAO site, the info MACRAO site, the info 
is the same/shared.is the same/shared.

Change your password!Change your password!



Update Your InstitutionUpdate Your Institution’’s s 
InformationInformation

Enter general comments Enter general comments –– will display on public will display on public 
institution page.  HTML code acceptable (links, institution page.  HTML code acceptable (links, 
etc).etc).
Enter/make sure Enter/make sure 
institution home page, institution home page, 
Admissions, and transfer Admissions, and transfer 
web site links are correct.web site links are correct.
If institution is listed on the If institution is listed on the 
MACRAO site, the info is MACRAO site, the info is 
the same/shared the same/shared –– only only 
one update corrects both one update corrects both 
sites!sites!



Update Your InstitutionUpdate Your Institution’’s s 
Information (contInformation (cont’’d)d)

Choose colors.Choose colors.
Upload logo image.Upload logo image.

(Tip: read the small print!)(Tip: read the small print!)

Make sure the colors and 

Make sure the colors and 

image you choose looks 

image you choose looks 

pleasing on the site! Don

pleasing on the site! Don’’t t 

overwhelm potential students!

overwhelm potential students!



View Your InstitutionView Your Institution’’s Pages Page

This is the MTN This is the MTN 
front door to your front door to your 
school school –– make it make it 
look good!look good!



Getting your Data into the MTNGetting your Data into the MTN
The MTN allows entry in several formats:The MTN allows entry in several formats:

If your school only has a few equivalencies, use the If your school only has a few equivalencies, use the 
manual entry and update pages.manual entry and update pages.

If your school has many equivalencies (thousands!), If your school has many equivalencies (thousands!), 
take the time to build for the upload option.  This will take the time to build for the upload option.  This will 
save you time in the future.save you time in the future.

Note: The manual Add/Update/Delete functions can Note: The manual Add/Update/Delete functions can 
be used on uploaded data, but the next upload will be used on uploaded data, but the next upload will 
replace any/all manual changes to the previous replace any/all manual changes to the previous 
load of data.load of data.



Manual: Add a New EquivalencyManual: Add a New Equivalency
Select the transferring institution Select the transferring institution –– the the 
““otherother”” guy.  Click guy.  Click ““NextNext””..
Enter an equivalency in Equivalency 1.  Enter an equivalency in Equivalency 1.  
You may enter up to 10 equivalencies at You may enter up to 10 equivalencies at 
one time  one time  -- Equivalency 1, Equivalency 2, Equivalency 1, Equivalency 2, …….10.  .10.  
Submit button at bottom of page.Submit button at bottom of page.



Manual: Add a New EquivalencyManual: Add a New Equivalency
Within Equivalency 1, you can add more than one course Within Equivalency 1, you can add more than one course 
on each on each ““sideside”” in case the equivalency involves more in case the equivalency involves more 
than one course, e.g. than one course, e.g. MSUMSU’’ss BS 111 and BS 111L are BS 111 and BS 111L are 
equivalent to Wayneequivalent to Wayne’’s BIO 1510.  Click s BIO 1510.  Click ““add rowadd row”” to add to add 
another entry row.another entry row.

Do not enter different equivalencies on Do not enter different equivalencies on oneone group.group.
Enter any specific equivalency comments.Enter any specific equivalency comments.
Click Click ““submitsubmit”” button at the bottom of the page.button at the bottom of the page.



Manual: Update/Delete an Existing Manual: Update/Delete an Existing 
EquivalencyEquivalency

Read the Read the 
instructions at instructions at 
the top of the the top of the 
screen.screen.
Search for the Search for the 
equivalency to equivalency to 
update/delete update/delete 
by by ““youryour”” course course 
or or ““theirtheir”” course.course.
To update, click To update, click 
““updateupdate”” next to next to 
the equivalency the equivalency 
you wish to edit.you wish to edit.



Manual: Update an Existing Manual: Update an Existing 
EquivalencyEquivalency

Make any updates to the transfer equivalency.Make any updates to the transfer equivalency.
Review/update the Equivalency Comments.Review/update the Equivalency Comments.
Click the Click the ““SubmitSubmit”” button at bottom of page to save your button at bottom of page to save your 
work.work.
Updates are Updates are 
immediately immediately 
reflected reflected 
in the public in the public 
view.view.



Manual: Delete an Existing Manual: Delete an Existing 
EquivalencyEquivalency

You can delete one or more equivalencies at one time by checkingYou can delete one or more equivalencies at one time by checking
the the ““Delete?Delete?”” box next to one or more equivalencies and clicking box next to one or more equivalencies and clicking 
““Delete Selected EquivalenciesDelete Selected Equivalencies”” above the equivalency listing.above the equivalency listing.
Note the Note the ““Check All for DeleteCheck All for Delete”” and and ““Uncheck All for DeleteUncheck All for Delete””
options.options.
Are you sure?  Deletions are immediate and Are you sure?  Deletions are immediate and cannotcannot be undone. be undone. 



Uploading Transfer EquivalenciesUploading Transfer Equivalencies

Caution:Caution: While the upload While the upload 
formats are as basic as possible, formats are as basic as possible, 

sometimes converting your sometimes converting your 
institutions data into one of the institutions data into one of the 
upload formats can be tricky.  upload formats can be tricky.  
Please involve someone from Please involve someone from 
your technical office if needed.your technical office if needed.



Uploading Transfer EquivalenciesUploading Transfer Equivalencies
Read the instructions (Help on the Admin Read the instructions (Help on the Admin 
Menu Menu –– 1/3 way down the page).1/3 way down the page).

View/Download the View/Download the 
institution codes (link to institution codes (link to 
list in Help). The IPEDS list in Help). The IPEDS 
unitIDunitID code is used for code is used for 
institution identification.institution identification.

Build a Build a ““crosswalkcrosswalk””
from your institution from your institution 
codes to the IPEDS codes to the IPEDS 
codes.codes.



Upload File FormatUpload File Format
Determine which file upload format will Determine which file upload format will 
work best for your institution.work best for your institution.

Simple :  only oneSimple :  only one--toto--one equivalencies.one equivalencies.

Simple Expanded: oneSimple Expanded: one--toto--one and/or manyone and/or many--toto--
many (up to four courses on each side) many (up to four courses on each side) 
equivalencies.equivalencies.

Multiple: oneMultiple: one--toto--one, as well as manyone, as well as many--toto--many many 
(no limit) equivalencies.(no limit) equivalencies.



The RulesThe Rules
Text files onlyText files only
CSV (commaCSV (comma--separated values, comma separated values, comma 
delimited) and Vertical Bar (|) delimiteddelimited) and Vertical Bar (|) delimited

Do NOT include field titles Do NOT include field titles -- only data.only data.
Field order must be exactly as indicated Field order must be exactly as indicated –– record record 
order is irrelevant.order is irrelevant.

xx,xx,xx,xx,xx

Wrong Order! Field order is exact!
Wrong! Don’t include 

field titles!

xx|xx|xx|xx|xx



The Rules (contThe Rules (cont’’d)d)
Double quotes (") around each field is optional.  Double quotes (") around each field is optional.  
Tip: DonTip: Don’’t put quotes around each field t put quotes around each field –– itit’’s just messier.s just messier.

If you have a comma in any field, e.g. in a Course If you have a comma in any field, e.g. in a Course 
Title, you must submit a Vertical Bar (|) delimited Title, you must submit a Vertical Bar (|) delimited 
filefile……other wise too many commas! other wise too many commas! Tip: Use Vertical Bar (|) Tip: Use Vertical Bar (|) 
delimiter delimiter –– wonwon’’t have problems with commas in course titles, etc. t have problems with commas in course titles, etc. 

Not all fields require a value, e.g. Comments, but Not all fields require a value, e.g. Comments, but 
the field must still exist in the record (Excel the field must still exist in the record (Excel 
Problem). Problem). Wrong!  Extra comma in Course 

Title! How can the program parse 
the file on commas if there’s extra 

commas?

Wrong!  Missing comma!  Excel 
dropped the last comma due to null in 
comments field – can only “see” this 

when file opened in Notepad.



The Rules (contThe Rules (cont’’d)d)
Each field has a max length Each field has a max length -- values longer values longer 
than this length will cause the entire load to fail.than this length will cause the entire load to fail.
Best Practices:Best Practices:

Use Vertical Bar (|) delimited Use Vertical Bar (|) delimited –– less messy if you have less messy if you have 
commas, etc. in Course Title, etc.commas, etc. in Course Title, etc.
DonDon’’t use Excel to build your file t use Excel to build your file –– empty fields often empty fields often 
result in missing commas/vertical bars.  If your file cannot result in missing commas/vertical bars.  If your file cannot 
be built directly from your source data, use Access.be built directly from your source data, use Access.
Look at your file in a simple text viewer like Notepad when Look at your file in a simple text viewer like Notepad when 
you have problems you have problems –– it shows you exactly what the it shows you exactly what the 
program is seeing and hasprogram is seeing and has
line numbers!line numbers!



Load OptionsLoad Options
Full Upload:  All of your institutions equivalencies Full Upload:  All of your institutions equivalencies 
loaded in one file.  This will delete/replace any loaded in one file.  This will delete/replace any 
and all prior existing equivalencies in the system and all prior existing equivalencies in the system 
upon successful load of new equivalencies.upon successful load of new equivalencies.

One or More Upload:  One or more transfer One or More Upload:  One or more transfer 
institutions equivalencies in one file.  This will institutions equivalencies in one file.  This will 
delete/replace only the equivalencies for the delete/replace only the equivalencies for the 
transfer institutions contained in the file upon transfer institutions contained in the file upon 
successful load of new equivalencies.successful load of new equivalencies.



First MSU StepsFirst MSU Steps
CrossCross--walk built first.walk built first.
Decision to load only current equivalencies Decision to load only current equivalencies –– no no 
history in the system.history in the system.
Program written by technical staff to extract data Program written by technical staff to extract data 
in in MultipleMultiple--FormatFormat..
All data loaded to one file All data loaded to one file –– Full UploadFull Upload..
No double quotesNo double quotes surrounding fields.surrounding fields.
Data saved straight Data saved straight 
to text file to text file -- Vertical Vertical 
Bar (|) delimited.Bar (|) delimited.



OopsOops……
Error message may look cryptic, but they are Error message may look cryptic, but they are 

actually quite accurateactually quite accurate……

If upload error, If upload error, 
no existing data no existing data 
is lost.is lost.



MSU UploadMSU Upload
Fields in correct order.Fields in correct order.
No No ““missingmissing”” vertical bars due to empty fields.vertical bars due to empty fields.
Commas in title, comments fine since not used Commas in title, comments fine since not used 
as delimiter.as delimiter.
Records not in correct order (Tran before Records not in correct order (Tran before 
Header??)Header??)……but thatbut that’’s OK.s OK.
121,066 records representing 39,726 121,066 records representing 39,726 
equivalencies equivalencies 
loaded in loaded in 
46 seconds.46 seconds.
BiBi--monthly load.monthly load.



WSUWSU’’ss StepsSteps
CrossCross--walk built from walk built from WSUWSU’’ss institution codes to institution codes to 
codes used by MTN.codes used by MTN.

Business decision made to load all Business decision made to load all 
equivalencies.  equivalencies.  

WSUWSU’’ss transfer population is large, including credits transfer population is large, including credits 
taken in the 80s and early 90s.taken in the 80s and early 90s.

All equivalencies are 1 to 1.  So, choice was All equivalencies are 1 to 1.  So, choice was 
made to use the simple formatmade to use the simple format



WSU UploadWSU Upload
Technical staff developed MS Access queries Technical staff developed MS Access queries 
against Banner data and the crosswalk fileagainst Banner data and the crosswalk file

SHRTATC SHRTATC -- Transfer Course Articulation tableTransfer Course Articulation table



WSU UploadWSU Upload
After queries run, data in the export file looks After queries run, data in the export file looks 
likelike……

Access tables are exported as a vertical bar Access tables are exported as a vertical bar 
delimited text filedelimited text file

Once uploaded, equivalency appears in MTN Once uploaded, equivalency appears in MTN 
asas……



WSU UploadWSU Upload

Update Schedule Update Schedule -- monthly, handled by transfer monthly, handled by transfer 
credit manager.credit manager.

Entire equivalency table is reEntire equivalency table is re--loaded, rather than just loaded, rather than just 
choosing newly created equivalencieschoosing newly created equivalencies
Takes about 5Takes about 5--10 minutes for the whole process10 minutes for the whole process



Bad Data?  DonBad Data?  Don’’t Panict Panic……YetYet
Report called Report called ““PPotential Subject Problemsotential Subject Problems””
for institution administratorsfor institution administrators



Subject ProblemsSubject Problems
Identifies courses that appear in your Identifies courses that appear in your 
equivalencies, but not in the transfer schoolequivalencies, but not in the transfer school’’ss
course listcourse list
Not necessarily bad data!!!!Not necessarily bad data!!!!

Maybe you are loading old courses that are no Maybe you are loading old courses that are no 
longer offered by the institution?longer offered by the institution?



SummarySummary
Get Access to the System!  Even if you only look Get Access to the System!  Even if you only look 
around and become familiar with things.around and become familiar with things.
Decide what data and how:  All Equivalencies?  Decide what data and how:  All Equivalencies?  
Current Only?  Upload or Manual?Current Only?  Upload or Manual?
If Upload:If Upload:

Crosswalk the institution codes.Crosswalk the institution codes.
Decide which upload format best fits your data (and Decide which upload format best fits your data (and 
future growth!)future growth!)
Contact a Contact a ““techietechie”” to help build the queries.to help build the queries.
If errors, use a simple text viewer, e.g. Notepad, to If errors, use a simple text viewer, e.g. Notepad, to 
view file view file –– not Excel!not Excel!
Try and try again!  Once the upload program is Try and try again!  Once the upload program is 
perfected, you are good to go! perfected, you are good to go! 

Ask other schools for help or advice.Ask other schools for help or advice.



Who can I ask?Who can I ask?
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Growth of the Michigan Transfer Network

Michigan Tech
Jackson CC
Mid Mich CC
Mott CC
Kirtland CC
North Central
Kellogg CC
Andrews
Southwestern
UM-Flint
SVSU
Northwestern
WMU
CCS
Ferris
Spring Arbor
Lawrence Tech
UM-Dearborn
Bay de Noc CC
NMU
Concordia
MCCC
Davenport
OU
CMU
GRCC
Siena Heights
Delta
WSCC
HFCC
WSU
MCC
MSU

1/2 Million!



Questions?Questions?
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ac5753@wayne.edu

Wayne State University

Scott Owczarek
owczare6@msu.edu

Michigan State University

Kristin Schuette
schuett1@msu.edu

Michigan State University


