
PCE CREDIT VALIDATION 
APPLICATION GUIDE 



Students need to have transfer credit submitted, evaluated, and approved 
before the end of the first course offered in their first semester. Any 

requests for transfer credit after the first course will not be permitted.

IMPORTANT NOTE



Using the link your Program Coordinator gave you, create an account by 
selecting the "I am a New User" option and entering your email. Then select 
“Start Application.”

*Please note that your USD login does not work for this site.

STEP ONE



1. Once logged in, create a username.
*Please note that it must start with “usd-”

2. Fill out the appropriate application sections.

STEP TWO



1. At the end of the application, initial that you understand the application 
disclaimer.

2. Click “Continue Checkout.”

STEP THREE



After filling out the general application, you will be directed to your home page. 
1. Go to “My Applications.”
2. Click “Start” for the program application that you wish to receive credit for.

STEP FOUR



Fill out the application requirements for program that you wish to receive credit for.

STEP FIVE



1. Once you have filled out the entire application, click “Submit Application.”
2. After submitting, make sure you email pce-cv@sandiego.edu your program’s 

specific additional materials.

STEP SIX
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After submitting your program’s application, you will be directed to your home page. 
1. Go to “My Applications.”
2. Make sure your status is “Submitted” and your application is “Completed✅.”

STEP SEVEN



After submitting your program’s application, check your email to make sure it was 
received. This is your official confirmation that your application was submitted.
You will be able to check the status of your application with the link provided.

STEP EIGHT



You will also receive another email to create a password. When you first 
created an account, you only entered your email and created a username. 
You will need to set a password to get back into your account for next steps.

STEP NINE

*If you have trouble setting 
your password, contact 
continuinged@sandiego.edu
.
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Verify you have completed the following steps:
1. Completed the general credit validation application
2. Completed your specific program application
3. Set your account password
4. Emailed pce-cv@sandiego.edu your program’s specific additional materials

Then, your application and materials will be evaluated and given a letter grade. Once 
this happens, you will be emailed from pce-cv@sandiego.edu with the next steps to 
pay for your credit.

STEP TEN
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After paying, your Program Coordinator will send you a DocuSign. Once the 
DocuSign is signed by all relevant parties, you will receive the completed document, 
and the credits will be applied to your transcript.

Finally, your Program Coordinator will email you to let you know your credit validation 
has been approved and completed.

STEP ELEVEN



Email pce-cv@sandiego.edu or your Program Coordinator.

QUESTIONS?
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