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Office of Admission, Registration & Records
2005-06 Annual Report
Goals – Successes – Challenges
The Office of Admission, Registration & Records (ARR) has been innovative and responsive to its management of enrollment objectives.  Targeted recruitment and retention efforts are continually assessed and improved.  The ARR management team has successfully collaborated to introduce new technologies while retaining responsive service to new and continuing students, their families, faculty and staff.
The annual results of the individual work teams are described below along with related challenges to performance improvement. 

Admission, Registration & Records’ Unit

Directed by Agnes Hoffman

Management accomplishments by the associate vice provost for enrollment management & student affairs include those below.

· Implemented a collaborative program directed at high achieving students through the Science & Technology lecture series.  This program engaged PSU faculty with middle and high school science and math faculty and students.  Hundreds of high achieving students met PSU faculty and engaged in dialog with visiting ISEPP dignitaries.  Program evaluations by both PSU faculty and PSU visitors consistently rated the program as valuable and highly effective.
· Developed a successful proposal to fund a minimum of $50,000 in international recruitment scholarships.  These are the first such University scholarships for high achieving incoming international students.
· Working with the Office of Development, I developed and presented a scholarship proposal targeting first-generation, low income, high achieving freshmen.  The renewable scholarship proposal was accepted and is currently funded at $224,000 for sixteen students over four years by the Levin/Fowler Renaissance Foundation.  That program scholarship, among many others, is administered by ARR.
· Currently am chair the University Integrated Marketing Task Force subcommittee on recruitment communication and methods.
· With the sudden influx of entering Saudi Arabian freshmen in fall 2005, the challenges presented by this population highlighted the institution’s lack of service coordination for foreign students.  To meet these challenges, I orchestrated a quarterly meeting of campus representatives from Housing, Student Life, OIA, Writing Center, ARR, ESL, OIT Help Desk and others to collaborate and coordinate efforts.  The goal was to quickly address the retention needs of all international students, not just Saudis.  These meetings spawned innovations such as: improved website information delivery, orientation developments, improved course registration and advising assistance, improved housing services including a first night stay in UPL for students arriving during non-business hours, new airport pick up and welcome services, cultural presentations for faculty and students, and more.  

· I worked with CLAS to draft a University proposal for Portland State inclusion among “approved” institutions by the Education Ministry of Qatar.
· I conducted new student receptions in Thailand and successfully recruited fully sponsored Royal Thai Scholars.

· Initiated continued conversation about the Oregon Transfer Module implantation.  I presented “Oregon Transfer Module:  Today & Tomorrow” to a packed audience at the 2006 Student Success Conference.

· Continue statewide policy leadership on the Joint Boards’ Articulation Commission (JBAC) as well as the Inter-institutional Committee of Admissions Representatives (ICAR).  I currently serve as ICAR chair.

· Actively participate on student services and technology subcommittees of the Metropolitan Community College Consortium.

· Obtained funding contributions from schools and colleges across campus in order to purchase ScholarX software.  This program will dramatically improve Portland State’s promotion of existing scholarships to develop richer candidate pools, improving recruitment yield for targeted populations as well as student retention.

· Successfully proposed changes to transfer student admission requirements. 
· I continue to work on the OHSU/PSU biomedical informatics program implementation.

New Student Programs

Directed by Jennifer Cárdenas, 

Managed by Chris Sweet, Perla Pinedo & Bill Ryder
Seventh Annual Viking Scholars Reception:  This event recognizes the academic accomplishments of Oregon high school juniors who have earned at least a 3.25 gpa.   Participants were given a certificate recognizing them as a Viking Scholar.  The 6th Annual Viking Scholars Reception hosted 200 students and 225 guests and parents.  Approximately 25 faculty participants were also in attendance.  This event continues to generate interest in Portland State among high achieving students.

High School Award Ceremonies:  For the 7th consecutive year, Portland State has been represented at the award ceremonies for our feeder high schools in the metropolitan area.  At these ceremonies, scholarship recipients were recognized and presented with certificates of merit.  New Student Programs staff attended 11 spring HS award ceremonies.
Scholarships: The 2006-2007 recruitment cycle will offer a new on-line scholarship program called ScholarX.  This program will provide the following on-line services:  a searchable scholarship database for students, a method for departments to update and add scholarships, application and reference submission, review of applications by committee members, and the ability to talk to banner so that students do not have to enter information that is already on file and there is no need to verify the information.  Jo Lucke, Jeff Sanders and Jess Goodwin are  working hard this fall to be sure the application is up and ready for students to meet the February 1 scholarship deadline.

Out-of-State Recruitment: Below is comparative data from Fall 2000 to Fall 2005 for our target states*.  This upward trend continues through Fall 2006, but final fall results are not yet available at this time.  

· Applications grew by 121% (compared to 39% in-state)

· Admits grew by 107% (compared to 30% in-state)

· Matriculants grew by 183% (compared to 32% in-state)

*Alaska, Arizona, California, Colorado, Hawaii, Idaho, Montana, New Mexico, and Washington

Western Undergraduate Exchange (WUE):  The WUE program continues to grow, assisting over 600 students for Fall of 2006.   This year we implemented a change in programs and requirements for eligibility, including a deadline in an effort to use this tuition remission more effectively to recruit and retain students in our target populations.

Campus Visit Program: Since 2000, our campus visit program has grown by 170% to almost 6,000 visitors in 2005-06.  This year, the student-supervised program welcomed and provided campus tours for 2,815 individual visitors and 3123 students through group visits, a 33% increase in visitors over 2004.  The campus visit continues to be the most important factor in the college selection process.  

Partners for Student Success:  This conference for community college advisors and high school counselors continues to be a success.  For the past 2 years we have partnered with Community College Relations to make this a premiere program for high school counselors and community college advisors.  This year’s event will be held December 8.

Publications:  Our printed recruitment materials continue to be our most effective way to reach prospective students, as more than 70% of respondents to a recent survey, “Where Have Oregon High School Graduates Gone?” stated that this is one of their preferred methods of learning about colleges.  The materials that were developed for the 2005 – 2007 recruitment cycle were recently given a merit award in the Self Promotion category by How Magazine and have contributed to our growth in applications and admits among freshmen.    

Transfer Preview: This event accommodated nearly 200 prospective transfers through programs in January and April. Prospective transfer students had access to a resource fair, breakout sessions on academic programs, admissions, financial aid/scholarships, academic advising, and a CAS demonstration. Students received dinner, free parking, and childcare. Marketing included the development of flyers, brochures, and posters that were distributed to all seventeen Oregon community colleges and via direct mail. 
Bridges:  December 2, 2005, we hosted 200 area students of color for Bridges.  These students are primarily brought by their high school counselors.  They experience mock college courses and college planning workshops. This year’s Bridges event will be on December 1, 2006.

I’m Going to College: This program, coordinated with Nelnet, was held on June 5th.  We hosted 3 elementary schools, which included 170 5th and 6th graders.  Students received backpacks, T-shirts and attended interactive sessions.  The program was a success and is a model we are investigating as a way to serve the many middle school groups who visit campus. 

Instant Viking Program:  This year we hosted 5 Instant Viking Programs.  This year instead of having two different Instant Viking Programs in Hillsboro we offered a district-wide Instant Viking that served students from all high schools in this district (Hillsboro High School, Liberty High School, Century High School and Glenco High School).   Over 150 students participated.

Admitted Student Pizza Parties:  These were hosted at 4 Instant Viking schools as a way to touch base with these students as they get closer to matriculation.  Admissions counselors, current PSU Students and financial aid staff attended to discuss next steps for these students.

Special Admission: This year we collaborated with IASC and will provide more comprehensive support for our students who are admitted through FSARC.  These students will either participate in the College Success Class or they will meet individually with an IASC advisor to develop an individual academic plan for their success.  

In addition, we worked with Bev Lipsitz and will begin tracking all special admission students in banner, replacing use of a separate database that was highly inefficient.  
Spanish Language Commercials:  Collaborated with CLAS, SBA, GSW, MCECS and OSA to create and air a series of 5 Spanish language commercials highlighting the PSU experience on Univision, a Spanish television station.  This effort resulted in inquiries about Portland State programs and attendance at visitation programs.

Grants: New Student Programs requested and was awarded 2 grants that were executed in Summer of 2005: The APIP Grant for $45, 800 and the Gear Up Grant for $6,750.  The Advanced Placement Incentive Program- Oregon APIP Student Summer Academy brought 39 high school students to the Portland State University campus for a week long program to promote their enrollment in the challenging coursework available at their high schools in preparation for college enrollment and successful lives.  The Oregon University System GEAR UP grant exposed 43 freshman and sophomore students from Woodburn, Marshall, Roosevelt and Jefferson High Schools to a college environment in a fun and engaging manner.  

New Student Programs was recently awarded a $5,000 OUS GEAR UP grant that will provide a mentor program for 8th and 9th graders from select Portland schools that will be executed over the coming year.

PSU Friday:  In 2006, 521 students/guests attended PSU Friday.

Preview Day: Preview Day served 650 students and guests and continues to be our largest recruitment event.  For the second year, we partnered with University Studies to offer mock Freshman Inquiry classes.  These were considered the best part of the day by many participants.
Chats:  Last spring, New Student Programs offered our first-ever chat for admitted students.  Admissions, orientation, housing and financial aid personnel participated.  Staff members chatted with over 200 students and parents from more than 20 states and 7 countries.  

National Student Exchange:

We successfully placed 27 students at their first or second choice of schools for the 2006-2007 academic year, a 17% increase from the 2005-2006 academic year.   The number of incoming students for 2006-07 has also increased by 22%.

Orientation:

The following are improvements that we have made to the New Student Orientation program this year to continue to meet the needs of incoming undergraduate students:

· New Breakout sessions added to Freshman Orientation sessions to address the needs of first-generation college students, commuter students, and a session about utilizing the PSU Library

· Increased participation in Hawaii Orientation from 18 to 26 participants.  

· Below is our Orientation Attendance comparison data for both the quarterly and July sessions:

	WINTER ORIENTATION

	Term/Pop
	Frosh
	%
	Trans
	%
	Total
	%

	200201
	50
	* No prior data
	208
	* No prior data
	258
	* No prior data

	200301
	72
	44.0%
	236
	13.5%
	308
	19.4%

	200401
	82
	13.9%
	343
	45.3%
	425
	38.0%

	200501
	56
	-31.7%
	255
	-25.7%
	311
	-26.8%

	200601
	81
	44.6%
	441
	73.0%
	522
	67.8%

	SPRING ORIENTATION

	Term/Pop
	Frosh
	%
	Trans
	%
	Total
	%

	200202
	41
	* No prior data
	147
	* No prior data
	188
	* No prior data

	200302
	45
	9.8%
	223
	51.7%
	268
	42.6%

	200402
	45
	0.00%
	242
	8.52%
	287
	7.09%

	200502
	30
	-33.0%
	214
	-11.5%
	244
	-15.0%

	200602
	54
	80.0%
	314
	46.7%
	368
	50.8%

	SUMMER ORIENTATION

	Term/Pop
	Frosh
	%
	Trans
	%
	Total
	%

	200203
	16
	* No prior data
	79
	* No prior data
	95
	* No prior data

	200303
	28
	75.0%
	98
	24.1%
	126
	32.6%

	200403
	16
	-42.86%
	84
	-14.29%
	100
	-20.63%

	200503
	15
	-6.3%
	104
	23.8%
	119
	19.0%

	200603
	15
	0.0%
	140
	34.6%
	155
	30.3%


	July Orientation Attendee Data (past 7 years)

	Type/Year
	2000
	 
	2001
	 
	2002
	 
	2003
	 
	2004
	 
	2005
	 
	2006

	 
	#
	%
	 
	#
	%
	 
	#
	%
	 
	#
	%
	 
	#
	%
	 
	#
	%
	 
	#
	%

	Freshmen
	683
	N/A
	 
	776
	13.6%
	 
	1017
	31.1%
	 
	1092
	7.4%
	 
	946
	-13.4%
	 
	765
	-19.1%
	 
	956
	25.0%

	Transfers
	894
	N/A
	 
	743
	-16.9%
	 
	818
	10.1%
	 
	1095
	33.9%
	 
	1198
	9.4%
	 
	913
	-23.8%
	 
	708
	-22.5%

	Total
	1577
	N/A
	 
	1519
	-3.7%
	 
	1835
	20.8%
	 
	2187
	19.2%
	 
	2144
	-2.0%
	 
	1678
	-21.7%
	 
	1664
	-0.8%


New Student Program goals for 2006-2007

· Administer a comprehensive Chat program of ongoing and frequent sessions to facilitate target recruitment populations’ inquiry, application, admission and matriculation.

· More fully utilize the admissions blog to communicate with prospective students and parents.

· Increase admitted freshmen by 5% and admitted transfers by 6%.

· Increase inquiries from Native American students and contact every Oregon tribe.

· Serve 1000 participants at PSU Friday and 800 participants at Preview Day.

· Successfully administer the metropolitan co-admission agreement.

· Use the National Student Clearinghouse data to support our efforts.

· Utilize Banner’s Web for Prospects to provide faster response and decrease manual data entry.

· Redesign recruitment materials to maintain fresh and effective messaging to reach our target audiences.

· Implement ScholarX.

· Develop additional Orientation/Visit resources for: OOS students, international students, parents of students, quick entry students, graduate students, post-bac students.

New Student Program Challenges
· The number of professional staff is inadequate to conduct necessary outreach to meet University’s enrollment goals and to supervise the growing and successful campus visits program.  The inability to replace a graduate assistant who held professional responsibility in this area poses an enormous challenge for the upcoming year.

· Recruitment and enrollment success has created stressful conditions in the admissions counseling area.  To prevent turning people away and accommodate the increasing walk-in traffic as well as increased telephone and email correspondence, student employees have been hired to represent the University and counsel prospective students.  This continues to be a major concern as it is contrary to the CAS standards in our profession.

· Technical delays persist in the implementation of online applications as well as our continuing inability to implement software identified on the aging APC list.  Attention to these priorities will improve the quality and speed of recruitment and enrollment activities.  

INTERNATIONAL ADMISSIONS

Managed by Paula Harris

The International Admissions Team (the Associate Director for International Admissions, an International Admissions Counselor, and 3.25 FTE of International Evaluator staff) is responsible for these functions:

· coordinating international university-wide undergraduate student recruitment efforts;

· responding to queries from prospective international students (all levels) and prospective domestic students (all levels) with international transcripts; 

· evaluating applications for prospective international students (all levels) and prospective domestic students (all levels) with international transcripts; 

· and preparing immigration documents and providing immigration assistance for applicants requiring student visas.  

Approximately half of all prospective students and applicants served by International Admissions hold non-immigrant visas, and the remaining half are refugees, asylees, U.S. permanent residents and U.S. citizens.  In other words, only half of the population served by International Admissions is reflected in statistics detailing admission and enrollment of international students (non-immigrant visa holders).  Because the International Admissions Team tracks data only for international students, this report will address those issues related specifically to international students (non-immigrant visa holders).  However, please note when reviewing international student enrollment totals that we serve an equal number of domestic students who have international transcripts although they are not included in this data.

The time required to process an international application (or review an international transcript for a domestic applicant) can be as much as (if not more than) 10 times more than that required for domestic transcript processing/evaluation; however, the high retention rate of international students makes the time investment a worthwhile one.  Also, international evaluations must be completed for graduate departments prior to their candidate selection (while files with U.S. transcripts are not evaluated until after the graduate department has recommended the applicant for admission).  Thus, much of the evaluation time in International Admissions is devoted to providing preliminary evaluations to graduate academic departments as a tool to guide their decision-making process.

ENROLLMENT INCREASE - FALL 1997 TO FALL 2005

Fall 1997:           751 students from 72 countries


Fall 2005:         1115 students from 97 countries
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               4TH WEEK INTERNATIONAL APPLICATIONS/ADMISSIONS 

FALL 1997 THROUGH 2005
	 
	Fall
	Fall
	Fall
	Fall
	Fall
	Fall
	Fall
	Fall
	Fall
	 
	As of 9/02/06

	 
	1997
	1998
	1999
	2000
	2001
	2002
	2003
	2004
	2005
	 
	Fall 06

	TOTAL INT'L APPLICATIONS
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Undergraduates
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	        Freshmen
	46
	51
	36
	47
	72
	65
	77
	74
	160
	 
	174

	        Transfer
	129
	127
	117
	154
	146
	123
	113
	130
	151
	 
	194

	        Post-baccalaureate
	   5
	10
	9
	19
	35
	32
	38
	29
	39
	 
	 34

	Total Undergraduates
	180
	188
	162
	220
	253
	220
	228
	233
	350
	 
	402

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Graduates
	335
	315
	223
	375
	634
	403
	779
	553
	622
	 
	846

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	TOTAL APPLICATIONS
	515
	503
	385
	595
	887
	623
	1007
	786
	972
	 
	1248

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	TOTAL INT'L ADMITTED
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Undergraduates
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	      Freshman
	18
	38
	27
	34
	62
	54
	59
	43
	133
	 
	126

	      Transfer
	68
	107
	105
	124
	121
	109
	101
	103
	121
	 
	155

	      Post-baccalaureate
	 4
	 6
	 9
	 16
	 29
	 28
	 34
	 27
	 35
	 
	   29

	Total Undergraduates
	90
	151
	141
	174
	212
	191
	194
	173
	289
	 
	293

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Graduates
	175
	206
	156
	270
	382
	403
	422
	297
	314
	 
	450

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	TOTAL ADMITTED
	265
	357
	297
	444
	594
	594
	616
	470
	603
	 
	760


MEASURES USED TO ACCOMPLISH INCREASING ENROLLMENT TREND

· Streamlined international application processing procedures to reduce application processing time from 6-9 months (prior to 1998) to 3-4 weeks (1999 and onward).

· Developed FedEx and DHL system for delivering I-20 immigration documents to students (at the student’s expense);

· Created new printed admission information materials and maintained revision of existing materials.

· Established international admissions webpages with specific information for international applicants including:

· international admission applications and corresponding information forms that applicants can download and print,

· explanations of admission requirements,

· information about converting foreign grades to Portland State’s grading scale, and over 100 frequently asked questions divided into topic categories,
· In 2005, International Admissions initiated the creation/facilitation of the Committee for International Recruitment and Retention (CIRR) made up of representatives from International Admissions, International Student Services, Orientation, and IASC.  CIRR was instrumental in accomplishing improvements to pre-arrival information and International Student Orientation programming beginning in Fall 2005.  Topics currently being examined relate to housing, airport pick-up, and short-term homestays.  
· For prospective students and applicants who supply email addresses, we have established the following email communication plan that we feel has positively impacted international student matriculation:

· Follow-up emails to students who previously requested information via web or email inquiries asking if they have questions about the application process;

· “What’s Happening at Portland State” emails to international students at our feeder community colleges via listserves maintained by their international advisors.

· Confirmation emails sent immediately upon the receipt of each application;

· “No-Fee” emails (vs. printed letters) so applicants will know immediately to dispatch the $50 application fee;

· Communication of “checklist” items via email (rather than letters) so that applicants will know immediately about application document deficiencies;

· “Congratulations” email immediately after a student has been admitted; if the student doesn’t have all required documents for the I-20, very detailed information is provided about document deficiencies;

· Notification email when the admission letter and I-20 is mailed.

· Bi-weekly emails to admitted/non-matriculated students to provide them with critical housing information and other important details regarding the visa application process (overseas applicants) or the transfer procedure (students transferring from U.S. schools).  
· Developed very strong professional relationships with Educational Advisors at the Saudi Arabian Embassy who are responsible for student placement.  

· Maintain quality professional relationships with Educational Advisors at the United Arab Emirates and Qatar Embassies who are responsible for placement of their sponsored students.

· Introduced measures to increase the total number of countries represented in our international student population:

· Focused email followup with prospective students in countries currently not represented at Portland State (hereafter referred to as “unrepresented countries”),

· Targeted mailings of international recruitment brochures to educational advising centers in unrepresented countries,

· Email communication plan with Educational Advising Centers in unrepresented countries.

· Priority application processing for applicants from unrepresented countries.

· Developed targeted freshman recruitment plan including components such as:

· Focused email followup with freshman prospective students and applicants.

· Email communication plan with college counselors at prominent high schools around the world.

· Priority application processing for freshman international applicants.

· Developed targeted high-achieving undergraduate recruitment plan including components such as:

· Focused email followup with prospective high-achieving undergraduate applicants and admitted students;.

· High priority application processing for high-achieving undergraduate international applicants.

· Annual participation (since 2003) in the Linden Educational Services Asian Recruitment Tour to Asia (Japan, PR China, Korea, Hong Kong, Thailand, Malaysia, Philippines, and Singapore) and followup email communication plan for maximizing ongoing student/counselor/advisor contacts.

· Continued to strengthen relationships with high school and junior college counselors and other educational advisors met during the Linden Asian Recruitment Tour (in Japan, PR China, Korea, Hong Kong, Thailand, Malaysia, Philippines, and Singapore) that should result in establishment of future “pipelines” of freshman and transfer applicants from these countries.

· Participated in a Royal Thai Scholar Recruitment Event and University Fair in Bangkok in October, 2005.

· Facilitated schedule for Linda Morrell from the Middle East Studies Center to visit prominent high schools in Qatar.

· Established a plan for regular visits at specific area high schools with a significant international student population.

· Participated in recruitment fairs and quarterly visits to several area community colleges with large international student populations.

· Made regular visits to area English Language Institutes to deliver information sessions to students wishing to pursue degree programs following conclusion of their English language study.

· Assisted in establishment of new exchange/special programs and continued to strengthen existing programs in PR China, France, Germany, Australia, Taiwan, Denmark, Russia, Japan, Korea, and India.

· Participated in recruitment efforts of Study Oregon (a consortium of Oregon schools facilitated by the Department of Commerce).

· Doubled the size of our credential evaluation resource library so admission decisions are not delayed while we search for information about a specific educational system, institution, or transcript details.

CURRENT PROJECTS, FUTURE PLANS, AND WISH LIST ITEMS

· Implementation of “chat” software that will enable the International Admissions Team to have virtual conversations with international applicants and admitted students.

· Establishment of a computer-to-computer phone service so international applicants and admitted students can have cost-free phone conversations with members of the International Admissions Team at no cost to the student or to PSU.
· Participation in the development of academic-related orientation programming for domestic and international postbaccalaureate/graduate students (currently, only domestic and international undergraduate applicants receive an academic orientation).
· Development of an online pre-departure International Student Orientation.
· Delivery of on-site orientation programs modeled after the Hawaii (domestic)New Student Orientation for delivery in (1) regions with large numbers of applicants such as Japan, India, PR China, or (2) areas where we wish to increase applications, admissions, and matriculation.
CHALLENGES

Most international students seeking education in the U.S. apply to multiple schools.  Unless there is a compelling reason to choose a particular school (local relatives, full assistantship offer, etc), the student will almost always attend the first school to deliver an I-20 (immigration document required to request a student visa).  Typically, the moment a student receives the first I-20, they immediately begin the challenging task of requesting a student visa.  Once the visa is issued bearing a particular school’s name, the student has no choice but to attend that school.  Thus, every additional day of processing time in an international admissions office increases the chance that another college will “beat us to the finish line” and deliver the first I-20, causing us to lose a potential student.  

Since 1997, PSU’s international student population has grown by more than 50%, and Fall 2006 applications have increased by 33% compared to Fall 2005.  Meanwhile, staffing for the international admissions area has not expanded in proportion to the increase in our international student population.  Thus, it is a constant struggle to deliver admission decisions and I-20s within the optimum turnaround period to ensure that our I-20 is the first one the student receives.

Unfortunately, another very important variable has caused a significant reduction in our turnaround time for admission decisions and I-20 issuance.  In 2003, the Bureau of Citizenship and Immigration Services (formerly known as the Immigration and Naturalization Services—INS) created new international student regulations.  One major change related to these regulations is a new electronic database called the Student and Exchange Visitor Information System (SEVIS).  We had anticipated that our turnaround time would be impacted negatively only during the SEVIS conversion phase.  Although the initial transition time has passed, we now realize that new procedures mandated by SEVIS will continue to slow down our business processes indefinitely.

Other challenges facing the International Admissions Team include:

· Continuing to deliver fast, quality service to an increasing applicant pool without a corresponding increase in staff FTE--- doing more with less.

· Motivating staff to work harder (and harder) to meet our increasing enrollment demands.

· Maintaining the delicate balance between recruitment efforts and the capability to process any resulting increase in applications.

· Increasing/maintaining our international student enrollment without an increased international recruitment budget.
· Coping with the increased workload demanded by SEVIS (the Student and Exchange Visitor Information System mandated by the Department of Homeland Security).

· Technology support required to implement web-based applications for international undergraduate, postbaccalaureate, and graduate applicants (currently, only domestic undergraduates can submit electronic applications).

· Static (and minimal) scholarship funds for international students have not increased in over a decade although our international student population has increased significantly.

· Lack of scholarship funds for targeted recruitment.

· Access to a comprehensive international alumni database for use in recruitment efforts as well as development-focused events/activities.

Admission Application Evaluation
Class Scheduling
Registration & Records

Degree Certification & Veterans’ Services
Operations, Mail Room & Recruit Data Management

Student Information System Technical Support

Directed by Cindy Baccar
Managed by Veda Kindle, Angela Garbarino & Niko Lande
Admission Evaluation   
· Admit UG and GR domestic applicants per university and OUS policy
· Last year, evaluated over 16,000 applications. (4% increase over prior year)
· Evaluate transfer credit (50% of all UG applicants present transfer credit)
· Review, assess and retain approximately 100,000 official admission documents 
· Attempt to meet 3-week turnaround standard from point of application to decision
· Communicate decision information to students in a timely manner

· Create the initial and permanent student record within the Banner SIS
· Accurately input all pertinent information and data codes into Banner required to create the student record. Must balance competing goals of speed and production against precise analysis and coding to support PSU and OUS reporting and tracking requirements. Accurate coding is important for SCARF reporting, university decision making and research.
The quality and timeliness of the admission application process is a vital component of the ARR enrollment management strategy to meet customer service expectations, to support continued enrollment growth, and increase matriculation yield.
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Accomplishments:
   DARS – Transfer Articulation – CAS/ATLAS – 2000 to present
· This system identifies course transferability and course equivalency and outlines how a student’s transfer courses will apply to PSU degree and major requirements. It takes the mystery and uncertainty out of credit transfer advising and assessment of degree progress even when students have attended multiple institutions.

· Using the DARS transfer articulation system, we created course-by-course transfer articulation rules for all of our Oregon transfer partners.  
· The system is used to prepare detailed transfer evaluations for newly admitted students and to support academic advising and planning for admitted and co-admitted students. 
· The web based system is used by prospective students and community college advisors to plan for successful transfer to PSU. 
· The web based system has been crucial in supporting PSU admission/recruiting efforts, the presidential advising initiative and the growing number of co-admission agreements. 
· PSU has won accolades for its leadership in creating this system which has on-demand availability for advisors and students. Our system is the basis of the new OUS ATLAS system. 
  Campus Wide ID Conversion 

To comply with legislative directives and best practices, PSU replaced the Social Security Number as the primary student identifier with a randomly generated 9-digit number. ARR worked with OIT in developing implementation and communication plans for the campus community and student population. This included mailings, open forums, and making significant changes to internal admission process and record keeping within ARR. 
 Electronic Data Interchange (EDI)

Electronic Data Interchange, commonly known as EDI, is used for the electronic exchange of documents such as transcripts.  EDI provides a quicker and easier way to send and receive official transcript data for admission purposes. PSU currently uses EDI to exchange official transcripts with four of our Oregon partners. (We currently print out hard copies of the electronic transcript).

Strategic Goals:

 EDI   Next Steps:

· Increase the number of “sending and receiving” partners over the next year. 
· Automate the uploading of transcript data (i.e. courses & grades) into DARS to replace the current manual data entry process. Automatic push capability will save staff time, shorten the time student’s must wait for official transfer evaluations, and improve accuracy.
· This technology is necessary to support the increasing service obligations to our co-admitted student population and the administrative demands of our co-admission partners.

Online Admission Applications

Need to develop at least seven additional online application types in order to provide better online customer service to students, increase efficiency in creating the student record in Banner, and in processing the application fee payment. 
Imaging and Workflow

· Need to implement an imaging and workflow solution to re-engineer the complex, hardcopy-file based admission process
· An imaging solution would allow ut to find efficiencies, decrease time to decision, allow greater and easier access to information/documents across units, and solve archive/physical storage problems
· Most other Oregon schools have begun campus wide imaging initiatives and many admissions offices are moving to a “paperless” office.
Academic Classroom Scheduling  
· create course schedule and prepare SIS for registration cycle by collecting course offerings from approximately 70 departments each term

· interpret and enter class data according to university curriculum policies

· manage complex processes with overlapping term deadlines in support of  on-time registration windows and on-time publication of printed and online Schedule of Classes

· monitor and enforce special programs so they will be in compliance with BAO-OAA protocols for HSS or Self-Support billing

· communicate with Facilities, Instructional Resource Services, the Bursar, Smith Memorial Student Union, Extended Studies and Office of Information Technologies to establish agreed upon process and policy and maintain consistency of message and data between the areas

· assign classrooms to over 50% of the classes with less than 50% of the total classrooms on campus following university approved scheduling protocols
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This small work team, which has lost staff support in recent years has been able to make significant improvements in using technology to more efficiently and fairly assign very limited classroom resources to meet an ever growing demand for classroom space.  The team has effected positive change for students, maintained fairness and efficiency and supported specialized needs from programs in departments.   

Recent Accomplishments:

Projected Classroom Needs - In support of Space Committee and A&A Deans work, we mined general pool classroom usage data and extrapolated based on OUS enrollment projections to predict general pool needs over the next 18 years.  

Developed Campus-Wide Classroom Reporting Capability - Created campus-wide BI-Query canned reports for departmental use to empower faculty and staff to access reporting information for class detail and rooming information. 
Ongoing Support for  HSS/Self-Support -  requires special course set-up and approval tracking for approximately 60 programs.

Meeting Pattern Time-Grid Review - collaborated with the A&A Deans group and Vice Provost Driscoll to examine the current scheduling grid and possible alternatives to find improvements that better utilize and meet the varied needs of departments.  As a result, a small modification was implemented which allows more flexibility for departments without reduced utilization in general pool rooms.  Results of this modification will be analyzed at the end of winter term 2007.  

Fall Term Enrollment Management Process – Each fall, the scheduling team works with departments to assess high demand classes and find incremental seats and additional sections to support orientation and new student enrollment. Over 1,759 new seats were created for fall 05 as a result of this process. 

Committee Participation - Represent Academic Classroom Scheduling at the Space Committee as well as the SBAC Committee for the renovation of Science Building 2.

Future Goals:

Classroom Scheduling Survey – in the process of developing a joint survey with Event Scheduling, Summer Session, Computer Classroom Scheduling staff and Facilities to survey departmental staff as well as faculty on their scheduling experiences.  

Specialized Training – improve and formalize training for departments on a variety of course scheduling topics 

Develop Scheduling Website – create internal website for departmental scheduling contacts to provide resources on policies, procedures and process.  

Distributed Class Scheduling Data Entry – re-engineer scheduling process so that departments are responsible for direct data entry of course schedule into Banner. Will reduce paperwork, increase accuracy, and reduce length of time ARR needs to process scheduling materials prior to publication. 

Campus-Wide Integrated Scheduling – Work with OIT to develop and integrate event scheduling and academic scheduling into one database. Will require assessment of academic scheduling needs and event scheduling needs, along with identification of appropriate scheduling software, interfaces and customized processes.
Registration & Records 
· Provide direct customer service by providing information and assistance to students, parents, faculty/staff and members of the community with admission, registration and records related matters
· Manage the registration system and procedures for standard term registration 
· Manage registration procedures to meet a variety of special program needs
· Issue student transcripts within standard 3-5 days

· Maintain security of permanent student records and non-permanent records in compliance with OUS archiving requirements.
· Assess OSU residency classification (for tuition purposes) for admitted students and communicate rules and regulations to students and parents
· Manage end-of-term  processes, including grades, academic standing and dean’s list/president’s list processes

· Process grade changes 

· Support Scholastic Standards Committee (SSC)

· Support Deadline Appeals Committee (DAC)

Selected Statistics Over the Past Year:
· Call Center -  average number phone calls per month =  8,725  calls 
· Call Center -  average answering speed/caller wait time = 22 seconds
· Call Center -  average percentage of calls answered per month = 96%
· Other Key Statistics Related to Manual Processing include:

· Enrollment Verifications:  

6,332
· Quick Entry Applications:

27,205
· By-Arrangements:


5,457
· Manual Registration Entries:
34,964 (51% still manual)
· Scholastic Standards

     Committee Petitions:

948
· Deadline Appeal

     Committee Petitions:

3,545
· Supplemental Grade Reports:
25,554


· Transcripts Issued:

48,035
· Residency Affidavits:

890


Accomplishments:

Improved Registration & Tuition Refunding for Summer Session
Beginning summer 06 newly implemented changes to the billing and term creation process in Banner will result in major improvements that allow online student registration and automatic calculation of tuition refunds. This results in very significant improvements to customer service and yields staff efficiencies.

Improved Search Capability for UNST Cluster Courses in Banweb

Enhancement to the registration search capability in Banweb allows students to search for courses for a given term based on their inclusion in specific UNST clusters. 

Registration Override Functionality 

New functionality allows faculty and staff in academic departments to directly enter registration overrides into Banner for such things as pre-requisites and class restrictions for major, student level etc. This allows faculty/staff to directly and quickly remove academic barriers to registration and reduces need for paperwork and manual processing.

Academic Standing Process Improvements 
In consultation with representatives from OIT, IASC, SSC and OGS we reviewed and made changes to current end-of-term Academic Standing processes in order to improve efficiency of the process and bring the process into compliance with faculty senate approved policy. Changes included numerous modifications to the automated Banner process, developing more proactive queries and error reports, and improved student notification via email. 

Records Management and Archiving Project 
· Completed a number of record purges and archiving processes to bring PSU into compliance with OUS records retention standards. 
· Completed the process of culling inactive student records from the ARR vault and prepared files and arranged for off-site archiving through the PSU Library.
·  Prepared project specification plans for imaging old, hardcopy PSU transcripts for which we currently have no backup records. 

Strategic Goals:
Records Management and Archiving – Next Steps
· Create permanent imaging solution to solve long term records archiving and storage problems. 

· We have prepared project specification for imaging old, pre-Banner PSU transcripts (hardcopy) and outdated index card system for which we currently have no backup records. 
· The PSU archivist and the recent accreditation report confirm the importance of this need. 

Online Grade Change System & Transcript Ordering
Work with OIT to develop an online, secure process for faculty submission of grade changes as well as an online ability for students to order and pay for official transcripts.
Support Pending SSC Policy Changes

Expected SSC policy changes requiring Incomplete grades to be automatically converted to an F within one year will have significant impact on ARR business practice. These changes include developing automated processes related to end-of-term grade roll, adding new process steps to both the degree clearance process and the SGR processes. 
Support Pending Non-Admit Fee Policy Changes
Expected university fee policy changes will require that OUS residency classification be determined for each non-admitted Quick Entry student. This will result in significant changes to processes, record keeping and work load in ARR.

Degree Certification & Veterans Certification  
· Certify all degrees for both UG and GR students

· Maintain and manage the DARS degree audit system in compliance with university approved curricular requirements

· Print diplomas in-house

· Provide official list of candidates for degree for the commencement program

· Certify enrollment for Veterans each term and certified VA benefits for federal financial aid reporting for more than 100 per month.
· Support the Academic Requirements Committee (ARC)

· In addition to processing degree certification tasks, the three staff members and student employees assisted more than 2,500 students per month, up 25% over last year.
· Last year the unit processed 5,612 graduation applications, certified degrees and produced and distributed diplomas for over 4,647 students. The unit has sustained substantial workload increases without increased staff.
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Major Accomplishment: 
DARS Degree Audit Implementation – 2000 to present
DARS revolutionized degree clearance and academic advising at PSU by:

· allowing us to shift the certification/clearance duties for the academic major from department chairs to ARR, saving department faculty and chairs countless hours of clerical work each term

· having a significant, positive impact on the ability of students and academic advisors to monitor student degree progress and make timely and sound academic choices, resulting in fewer advising errors

· allowing ARR to notify degree candidates of graduation deficiencies in advance of the pre-registration window for the final graduation term. We are able to notify and counsel students of problems, giving them and their advisors time to make scheduling adjustments.

Strategic Goals:

· Develop an online graduation application that pushes applicant data into Banner in order to improve service to students and reduce staff manual data entry work.
· Enhance use of the DARS system by working with OIT to develop DARS "batch" audit capability so that large numbers of audits can be run at one time. This will result in significant time savings in the degree clearance process and will allow accurate and useful course demand analysis for academic departments.

· Garner support from OIT to upgrade the DARS system to the next required release.

· Maintain all 2006-07 curriculum and course changes in the DARS system tables in a timely fashion.

Operations, Mail Room & Recruit Data Management   
Responsibilities:
· serve as a major university mail center,  distributing thousands of documents daily which must be routed to admission, registration, records, orientation, degree requirements etc.

· collect and enter recruit data from a variety of sources (on-line, phone, email, recruit card) into SIS

· prepare accurate data pulls in order to fulfill recruit requests for information according to the recruitment communication plan on a timely basis. Standard turnaround time is one week from submission of request

· support numerous recruit, orientation, admission, degree requirements, records and commencement mailings, as well as mailings for other PSU departments. 

· assess equipment needs and make recommendations for office 

· oversee all accounts payable and receivable for the office

Noted Recent Accomplishments:

Address Correction Software -  implemented QAS front-end address correction software purchase for internal ARR use. This ARR implementation allowed for:

· a significant reduction in returned mail

· an  increase in the percentage of mail that will reach students and prospective students with important messages.

· reduces money spent on wasted postage 

· saves money on lost materials

· saves staff time in multiple areas related to handling returned 
mail, researching to find a good address when a piece of 
returned mail comes back, and repeatedly cleaning up addresses with a 
back-end solution that does not load the cleaned data into Banner. 

· increases the number of prospective students reached which can 
increase tuition revenue.

   New Contracts for Office Equipment - 

· Negotiations with Pitney Bowes resulted in 2 for 1 deal on new, improved mail processing machinery

· New contract with IKON on copiers/printers resulted in faster and better machines at lower cost

   Improvements to Recruit Data Management

· Completed a total re-write of existing data queries that resulted in improved data pulls against recruit database, allowing us to reach  more prospective students, in a more timely manner.

· Developed a new “information center” team with clear expectations around delivery time, regular execution of job tasks.

Future Goals:

· Determine feasibility of providing fee for service to other PSU departments to complete departmental recruit and mailing jobs. Goal is to create a revenue stream for ARR by utilizing unused capacity of mail machines. 

· Enhance use of BANNER Web for Prospects module to implement a better web information request site so that we can streamline data collection minimize the duplication of manual entry of online requests.  

· Work with OIT to implement additional address correction software that will interface with all online address collection sites. Implementing such a solution campus wide will significantly improve accuracy of student address, resulting in greater efficiency and effectiveness for every campus unit that uses U.S. postal mail service to communicate with students.

· Utilize additional time with SCT consultants to fast-track implementation of Banner Communication Planning module to support more effective recruit mailings.
Student Information System Technical Support  
· Manage the Banner Student Information System, ensuring the functionality and integrity of the database
· Establish and maintain all system validation and rule tables

· Extract and load student data

· Establish, document and train staff on data entry protocols

· Maintain campus wide security access

· Review and test product modules and upgrades

· Investigate and introduce new and unused system features and functionality to support ongoing and changing university needs. 

· Analyze best methods and develop effective process enhancements with OIT
· Troubleshoot system problems and work closely with OIT to ensure that system is operational on a daily basis
Major Accomplishments:

· The accomplishments of this team are evidenced in many of the technological based accomplishments listed about under the various functional units.
· Manage test protocols for frequent Banner upgrades (3 major upgrades over the past 2 years).
· Participated in three SCT consultant reviews in which we learned about new features and process improvement ideas. 
· Cindy participated in the SCARF re-write project with OIT and OIRP, defining and explaining student data and business rules in order to comply with OUS reporting requirements.  This continues to represent a substantial workload issue.

· Cindy represented PSU in the Oregon Consortium Nursing Education program.  Working with OIT financial aid and OHSU, this group defined program support needs and exchange of enrollment data with OHSU through OFAX.

· Cindy presented the Oregon ATLAS project at PACRAO and at Oregon State University.

Goals:
· Increase rate at which new Banner and other software functionality is tested and implemented.
· Develop an online FERPA tutorial that can be used in conjunction with authorization for access to the student database.
Challenges

· Technology resources to support SIS projects continues to lag peer institutions in the state and region.  Developments in degree audit systems, admission & registration systems as well as document imaging are available but technology support at OIT as well as technology staff support in ARR are insufficient.  As a result, continued manual methods and paper documentation slow processing and contribute to an inefficient admission, registration and record-keeping system.  At a time when electronic solutions exist, some 40% of registrations continue to be processed manually using paper forms.  Contributions to campus sustainability are undermined by the inability to bring up existing electronic solutions.
· Workload increases in domestic admission processing and degree clearance have not been addressed despite repeated appeals for assistance.  As a result, the number of complaints from students is growing due to longer service wait time.
· The new part-time fee policy implementation was substantially planned and executed by ARR.  The increased workload to assess, manage, approve, retain files, communicate with students and encode students’ participation in the Washington Border Policy, has not been addressed,  nor has work associated with the sharply increased number of residency appeals.  
· Classroom scheduling is adversely impacted by proliferation of self-support courses that require special handling and record keeping..  The facilities limitations and reduction in general pool classrooms is creating increased stress on staff members who must manage the placement of courses that the electronic bulk scheduling tool cannot handle.
· Increasing reliance on student employees to do tasks formerly performed by professional staff puts student records at risk.  This potential audit problem is unavoidable unless staff and technology resources are addressed.
Student Affairs Technology Team
Managed by Jess Goodwin
During the last year, the tech team successfully discontinued legacy systems and processes and made significant improvements in the technology infrastructure.  Specifically these include:

· Successful implementation of WebMD soffware for Student Health & Counseling Center medical and dental services;

· Continued improvement to fsaAtlas mandated tracking system for international students;

· Development of a management system for tracking student petitions;

· Disability Resource Center management system implementation;

· Movement of student services servers to new location;

· Reassignment and installation of new computer replacements provided by OIT.

Goals
· Move toward a single trouble-ticketing system that can be used by both OIT as well as the Student Affairs technical team;
· Find time to refine OSA technology infrastructure relating to security.
Challenges

Management of student employees and two technical staff members leaves little time for broader systems development and implementation.  Three technical staff are stretched thinly across all Student Affairs departments.
Frequent collaboration with OIT is positive although recent resource cuts to OIT have impacted the ability to move forward on projects that require OIT support.
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Number of Graduates at PSU from 1995-2005 (60.2% increase)
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