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Vendor Name: ____________________________________

Scorer’s Name
:____________________________________
Date: _________
Time:  __________

Location D260

	Session 3 Student

	Scenario 3.1 Obtain information from new domestic and international prospects – Contact management 

	Setting:

	High School College Fair.

Sarah Student attends Piedmont Hills High School and attends the Independence High College Fair.  While there, she talks to a school representative at an information booth.  She completes a contact card with the following information:

Name:
Sarah Student

Address: 100 West Oak
San Jose, CA  95135

Phone: 408 945-0086

E-mail: sarah1986@hotmail.com

Gender: Female

Date of Birth:
11/01/1990

Current Education Level:
12th grade

High School: Piedmont Hills High School

City:
San Jose
State:  CA

Academic Interests:
English, Spanish, Theatre, Pre-law

Student Services Interests:  EOPS, Clubs, Soccer
School rep takes cards back to his assistant to enter into the system.  When finished entering the information, she will generate ‘nice to have met you’ follow-up emails.

After obtaining the following information, a prospect is created in the file.

	Criteria

	1. Demonstrate how a master events/outreach calendar is created.

2. Demonstrate how a prospect database is created or is already internally available in the system, and is populated.

3. Demonstrate how the system supports recording a “batch" of contact cards for students who were identified as the result of an outreach activity (scanning, electronic, etc)

4. Demonstrate how a new prospect is created (fields/screens to be completed, etc)

5. Demonstrate how a record of an existing prospect is found and updated.  

6. Discuss the range of person search featured in the system.

7. Demonstrate how the system allows cohort set up and tracking, and level of detail allowed for interaction with campus departments. (For example, student is contacted by Soccer coach, EOPS, and drama teacher.  How are they notified of the student’s interest, and how do they communicate their interaction with the student in the system?)

8. Demonstrate how a request to generate or send follow-up communications is recorded and generated (# of communications to that student)

9. Discuss the method for setting up types of messages based on prospect card responses, and ways to process batch requests based on cohort.

10. Explain how multiple departments performing similar activities could perform this function, and what happens with the data.  For example, the Outreach rep and Financial Aid outreach staff each have prospect cards for the same student.  What happens with duplicate information? 

11. Demonstrate how the set of academic interest values are defined in the system.  If there is any ability to associate/relate these interests to academic programs/departments/colleges, demonstrate that as well.

12. Demonstrate the reporting capability to follow prospects through the matriculation process (application, assessment, advisement, registration), and communications options along the way.

13. Demonstrate how prospect information can be sorted and reported for yield and other results.

	Outcomes:

	Master calendar is created and accessible to various staff with read/write capability.

A prospect database is created to collect, track and revise prospect data with sorting/reporting capability.

Sarah’s information is in the system

A follow-up email was generated

The student’s interests went into various cohorts.

Cohort areas were notified of student interest.

Cohort areas generated communications (email) with student.

Reports are available to track students through matriculation.

Follow up communications in variety of modes (email, text, phone, and paper) can be requested/generated.

Reports with yield and other rates by cohort, demographic info, etc can be generated.

	Questions:

	Scenario 3.2 Application for Admission

	Setting 3.2a:

	Jane Doe is a new student who is planning to transfer to the UC system as a computer science major.  She is using the online application for admission.

	Criteria:

	Demonstrate how the system determines residency including students with a variety of visas and maintains a historical record of status changes..

Demonstrate how the system records and the student is notified when required forms are needed, e.g. high school form, AB540, transcripts.

Demonstrate the allowing of registration when all documents are received.

Demonstrate how the system handles various registration restrictions, e.g. class level, major, special classifications.

Demonstrate the student notification system of required documents, prerequisites, etc.

	Outcomes:

	Student applies via the web and is notified that a document is missing.

Student is given registration date after all documents are been received and assessments completed.

	Questions:

	Setting 3.2b:

	Students need assessment or bring test scores or transcripts to meet perquisites or placement requirements

John Student has completed AP math and English courses in high school and wants to use the scores to meet placement requirements.  Joe Student has completed the SAT I and SATII tests in English and Calculus.  Jody Student took the college placement tests and wants to enroll in math and English.  Jane Student did not pass the prerequisite for the next level course.  

	Criteria:

	Demonstrate how AP scores are entered into the system and matches them college course

Demonstrate how SAT and other scores may be entered to meet prerequisite criteria.

Demonstrate the student notification process for assessment requirements.

Demonstrate how previous college courses are entered to meet prerequisites.

Demonstrate the hierarchy of criteria to meet requirements for example, placement score is weighted more heavily than course completed at another school.

Demonstrate the “override” capabilities.

Demonstrate how the system handles prerequisite sequences, for example, Jane did not complete Biol 1A; therefore, cannot enroll in Biol 1B.

	Outcomes:

	Test and course scores are used to meet course prerequisites

Students are notified of the requirement needs

	Questions:

	Scenario 3.3 International Student Applies For Admission

	Setting:

	Khaled Ibn Al Ahmad, an international student from Iraq, has decided to apply for admission to Foothill College. He arranges for his bank statement and school transcripts to be sent directly to Foothill (and separately from the application). Khaled then submits a completed application, plus a copy of his passport and a money order for $50 to pay the application fee. 

	Criteria:

	Please demonstrate how data on an international student is captured and managed at the admission phase, and at the phase when an immigration document (I-20) is issued.

1. Demonstrate the process for recording, tracking, and matching incoming supporting documents

a. before an application/contact is received from an individual

b. after an application is received and entered

2. Demonstrate entry of international application information including:

a. field lengths

b. address and telephone number formats/sizes

c. parent information: when family names are not shared, how will parent info be stored?

3. Demonstrate how the product notifies and reports “missing documents” 

4. Demonstrate how (or if) possible matches of names are recognized (Al Ahmad vs.. Al-Ahmad vs. Alahmad, or Khaled vs. Khalid) and how possible matches are communicated to the operator.

a. what is the process for resolving potential duplicate records? 

b. if resolved in one area (international admissions for example) how will the information be communicated to another area (registrar, cashiering services, etc)?

c. will modifications automatically be made in all other areas of the system where the same information is stored?

5. Demonstrate and describe how an online application will be captured from the web and downloaded to the database, and how it will alert the International Student Office and how to retrieve a print version.

6. Show how correspondence to applicants can be generated and recorded

a. is there flexibility for modifying, adding to, and updating standard text?

b. can standard correspondence be generated in batches as well as one-at-a time?

c. what is the process for automatically sending some notices from the system?

d. how can staff review all correspondence sent to the student?

i. For example: match empty fields against a set of required items and generate a reminder of missing items to the applicant, acknowledgement of application received and notification of I-20 sent.

e. How can “batch correspondence” be sent to all applicants, or a group of applicants?

i. A notice to all overseas applicants with orientation information and how to check-in for the event

ii. A notice to applicants transferring from other schools with registration and credit transfer information

7. Demonstrate how and where application fee deposits or other fees will be recorded

a. if recording application fees, mailing fees, etc, during the admission process/before enrollment, show how this information will be communicated to other areas (cashiering services)

b. if a refund of fees is requested before enrollment, show how the database could be used to communicate the authorization to the appropriate offices (cashiering services) 

8. Demonstrate how modifications made to records in one area will affect other areas of the system where the same information is stored?

a. address changes

b. name changes

c. birth date corrections

9. As with #4, demonstrate the process for identifying and resolving potential matches (in addition to individuals’ names) such as:  different variations of high school or university names:  “St. Mary’s” vs.. “Saint Mary’s High School” vs. “Escuela Santa Maria”

a. what steps are required to relate the various versions of a name to a single institution?

b. what steps are required to modify past duplications to relate to one institution?

c. will modifications automatically be made in all other areas of the system where the same information is stored?

10. Demonstrate how the system allows for “notes/comments” that are confidential to the International Office\

11. Demonstrate the potential for scanning application information into the database

	Outcomes:

	System allows documents submitted at separate times to be matched to an applicant’s record and provides tracking of documents.

System allows for variations in student name and school name

Follow-up notices are generated

Pre-enrollment fees are recorded and monitored

Confidential notes are stored securely

	Questions:

	Scenario 3.4 SEVIS Compliance Issues

	Setting:

	The Foothill-De Anza College District is required to monitor student course loads, concurrent enrollment, and other information to comply with SEVIS and campus regulations. 
Student Khalid Ibn Al Ahmed is enrolled at Foothill College for 13 units.  He drops a 4.0 unit course and adds a 3.0 unit course.  He has completed 13 units at De Anza College in a previous term.

	Criteria:

	1. Demonstrate how the product displays student enrollment history by term. 

a. information displayed  including units per term, Withdrawals, units for online courses , Failing Grade or No Pass, Incomplete, total De Anza units, total Foothill units , total units from other institutions.

2. Demonstrate how the product notifies and reports that a student has fallen below 12 units or has too many online course units. 

a. when and how is notification delivered, and report created, include all methods of notification including automatic, batch and manual.

b. information displayed on notification and report (dropped vs. W/NP, date dropped, reason: student, instructor, etc.)

3. SEVIS requires notification when a student changes their major, local address, email address, foreign address, or phone number.

a. demonstrate how the International Office will be notified when a change is made

b. demonstrate the ability to restrict such changes without notifying the International Office

4. Demonstrate how the product handles concurrent enrollment between campuses.

a. How the product indicates the student has enrolled in courses at both campuses, including the number of total units and number of online units at each campus

b.  how the product notifies the International Office if the majority of units  are not taken at the primary campus (the student is enrolled at De Anza, but is taking the majority of their units at Foothill)

c. how the product allows for recording units being taken at an “outside institution” (other than Foothill or De Anza)

5. Demonstrate the process for handling health insurance requirements for international students.

a. how the product handles students who have an insurance waiver, or do not qualify for insurance

b.  how the product notifies the student of their current insurance status

c. how the product will report student information in a format that can be submitted to the insurance company (such as Excel format), and the information that is reported (name, date of birth, current address, student id, etc.)



	Outcomes:

	SEVIS requirements are maintained and reported

International Office is notified of enrollment and personal information changes

Concurrent enrollment is monitored

Insurance requirement is met

	Questions:

	Scenario 3.5 Community Education

	Setting

	Each term Community Education Staff input all course information manually, assigns rooms, costs.  

Employee takes a registration for a new student over the phone and inputs student information into system.  The students are charged for their courses. Community Education offers fee-based, ‘not-for-credit’ classes and continuing education units (CEU’s) for several of their courses.

A student wants to give a short course to a family member as a gift. Can the system accommodate gift codes/cards in place of a credit card at time of transaction?

	Criteria:

	Demonstrate how this information can be carried over from term-to-term AND be modifiable on one screen?

Demonstrate the credit card charge from the computer interface.

Demonstrate how refunds are processed via an automated request from the student based on parameters i.e. 7 days before classes begin.

Demonstrate the confirmation of the transaction to the student via email.

Demonstrate the generation certificates and/or transcripts upon successful course completion?

Demonstrate an e-survey and have it delivered by e-mail at the end of class? Can the system track and analyze student responses?

Demonstration the notification capabilities when a one-day short course is canceled. 

Demonstrate the following types of reports:

· Employee wants to set search parameters to find a group of students who took the same class over the past three years in order to let them know of a new course. Is it possible to define search parameters to isolate specific groups of students in order to contact them?

· A short course instructor wants to find out how many students are enrolled in the class and obtain a copy of the class roster. Can they have their own unique log-in profile to check this information on their own?

	Outcomes:

	The system is able to process admission, registration, fee collection for the continuing education program.

The system provides a student notification system

	Questions:

	Scenario 3.6 Student Registration

	Setting:

	Sara Student is attempting to enroll in ENGL 001. (5 units), Math 101 (5 units), PSYC 001 (4 units), SOC 001 (4 units), and CHEM 001 (5 units)

Sara meets all the prerequisites except CHEM 001.

Students are limited to 20 units per term, without special permission.

	Criteria:

	1. Demonstrate the various registration modalities within the system?

2. Demonstrate how the system displays the student’s enrolled courses?

3. Demonstrate how the system will restrict Sara from enrolling in CHEM 001 because she has not met the course prerequisite

4. Sara gains permission to enroll in CHEM 001,

A. Demonstrate how the system will restrict enrollment due to unit limitations.

B. Demonstrate how the system may be modified to allow Sara’s unit limit to be increased to 23 units.

5. Demonstrate how system handles time conflicts, course repetitions, co-requisites

	Outcomes:

	System will allow enrollment via web, online, phone.

System displays enrollment, with course and units.

System will restrict enrollment in courses where student does not meet prerequisite 

System allows for increased unit limits if permission is granted.

System manages time conflicts, course repetitions and co-requisites.

	Questions:

	Scenario 3.7 Registration – Fee Adjustments

	Setting 3.7a:

	FHDA allows students 5 business days from the date of registration in the course to pay fees.

Sara Student registers for ENGL 001.01(5 unit) on the first day of registration, and enrolls for H P 009.01 (1 unit) on the 3rd day of registration

	Criteria:

	1. Demonstrate how the system will alert student of the 5-day non-pay drop policy at the time of registration.

2. Demonstrate how the system will alert students of impending drops.

3. Demonstrate how the system automatically drops Students from unpaid classes after the 5th day. 

4. Demonstrate how system will recalculate fees after drop.

5. Demonstrate the process of notifying students who were dropped for non-payment.

	Outcomes:

	System will alert students of the fee policy, impending drops and official drops.  

System will automatically drop for non-payment and recalculate fees.

	Questions:

	Setting 3.7b

	FHDA allows wait lists for many of the courses offered each Term.

Sara Student attempts to register for ENGL 001.01, which has four students on the waitlist.  ENGL 001.03, which is at the same time and days, has three available seats open.  During the next week seven students drop ENGL 001.01.

	Criteria:

	1. Demonstrate how the system alerts Sara that ENGL 001.03 has seats available?

2. Demonstrate the wait list process, including her position on the wait list

3. Demonstrate how and what the system records for those dropped students, including fee recalculation.

4. Demonstrate how the system will move waitlisted students to enrollment in the class, including how the system will renumber those remaining on the wait list.

5. Demonstrate the student notification when a student is moved from the wait list into the class, including fee recalculation.

	Outcomes:

	System will alert student of other sections of the class that are open.

System to notify student of waitlist number.

System will move students into open seats when available and notify student.

System will automatically recalculate fees when students drop classes or are moved into an open seat from the waitlist.

	Questions:



                                                                    Session 3







        12

[image: image1.wmf][image: image2.wmf]