Exhibit 13.2: Continuing Education and Workforce Services
Responses must be provided for each scenario in the domains that follow, detailing the functionality available in the proposed solution. Responses to ALL questions should include a status on availability for the functionality prior to the scenario response, as follows:
Yes, functionality is available now as part of the proposed solution
Partially, portions of the functionality can be met within the proposed solution (explain in detail)
Yes, functionality will be available as part of a future commercially available release (provide estimated release date)
Yes, functionality is available as part of a proposed third-party solution (provide third-party solution name)
No, functionality is not available but could be through a custom build only
No, functionality is not available in the proposed solution
13.2.1 	Continuing Education and Workforce Services
This section addresses the learning needs of students for all continuing education, personal enrichment, non-credit, custom and contract training, and professional development, and vendor responses should consider this diversity of these needs and objectives.  Workforce Services encourages partnerships through collaboration between industry and educators to attract and prepare students for success in high-demand careers. Owens State Community College and their partners work closely to prepare students to enter high skill, high wage, or high demand employment in Ohio, as well as support students through ongoing certification, earning and renewing CEU’s, reskilling and upskilling. 
Workforce Services delivers training and consultative solutions. The goal of Workforce Services is to provide just-in-time knowledge for businesses that increases employees’ skills and the business’ productivity through professional and customized training. Career credit, workforce, and non-credit training are major components of all the Owens State Community College’s offerings.
1. Describe how the proposed solution supports post-secondary adult vocational education, continuing education, workforce development, corporate training, and personal enrichment offerings.  Is this functionality available as part of the core ERP, or is it provided through an additional, integrated proposed solution?
2. Describe any other unique functionality within the proposed solution that is specific to career credit/workforce development/non-degree education.
3. Please detail how the proposed solution would work with students who wish to enroll in a non-credit, non-degree seeking type program. These students typically search for a course, create a record, register, set up an account, and pay for their courses, all in the same single transaction.  Describe how this full student experience is supported in the proposed solution.
4. Describe how corporate third-party training is served within the proposed solution. Please address the options for student registration, the minimal set of student information required at the time of registration, the ability to override registration holds, verification and confirmation to the third-party sponsor of student attendance, and inclusion of third-party training on student transcripts.
5. Describe the options for student registration for contract training, customized training, open enrollment, and events (conferences, camps, etc.).
6. Describe dashboard capabilities that appear on the Student Portal. Does the dashboard include information and icons to keep students updated on their current progress toward enrollment, program/certificate completion, and future related options for continued education, such as Adult Basic Skills to Workforce Licensure to Curriculum program to Occupational Extension?
7. The College desires a portal/self-service/workflow solution for use by external agencies/third parties (high schools, employers, student sponsors, prisons) to manage enrollment, upload required documentation, provide approvals in workflow processes, etc. Describe how the proposed solution meets these needs.
8. Continuing Education and Workforce Services would like to use previous course data (enrollment and cancellation) information to help predict schedule analysis for future offerings. Describe the predictive analytics available within the proposed solution and outline the steps to produce this type of analysis.
9. Creating communication tracks for continuing education and workforce students is crucial for success. Describe how the proposed solution can assist in automatically assigning and managing required items needed according to business rules, using robust CRM functionality.
10. Many programs require licenses/certifications for entry, or students will receive a license/certification at the end of the program. This information must be sent to the accrediting/licensing agency. Describe how the proposed solution can integrate with third-party agencies (Fire Marshall, MDOE, etc.) to confirm or issue licensure. 
11. Higher education is moving towards integrating processes for non-credit training and traditional students into a concept of “one student” to enhance the overall student experience. Additionally, traditional delivery models (semester/term, program, course, degree) may not be sufficient as education changes. Describe how the proposed solution will support a future with continuously delivered courses, fluid start/end boundaries on courses and programs, where “every day is a start day.” Include enhancements related to supporting non-traditional start and end dates in curriculum, awarding financial aid, continuous admissions, and other areas that could be affected.
12. Marketing Continuing Education and Workforce Services class offerings provide an opportunity to target specific populations with course or program information. Describe the ability in the proposed solution to capture and maintain client data, such as the number of employees served, years of partnership with the institution or system, the number of courses taught, and more that could be used in the marketing efforts. Outline the steps for gathering this information. 
13. Following a marketing campaign and communications, describe how the proposed solution would assist Continuing Education and Workforce Services staff to analyze program or course demographics and enrollment results for planning future offerings.
14. Provide examples of the type of recruiting, application, and marketing reports for both credit and non-credit areas that are available, including the type of data that can be pulled, the ability to export to Excel, and the ability to provide reporting online via dashboards?
15. Describe how test scores (such as ACT, SAT, AP, IB, Accuplacer, TOEFL, IELTS, GED, etc.) are imported. Would the solution also support the various test scores required for workforce/continuing education students? How does the proposed solution allow for modifications or changes in testing types, or changes in scoring within existing test types, etc., as changes occur in the higher education environment? 
16. Explain how the proposed solution would support pre-applicant information management and communications based on program interests in both Academic and Continuing Education and Workforce Services programs/offerings simultaneously.
17. Describe in detail how the proposed solution will manage “household accounts?”  Parents of minor children need to be able to log in and register/pay on behalf of their children for various courses (swimming, summer camp, etc.)  In some cases, the parents may be divorced, which requires multiple adults to have access to their minor children’s records and information.  How will the proposed solution manage this need?
18. Describe how the solution will provide the ability for non-credit students to access college resources with their personal email address and without requiring the student to activate or use their official college email address/network authentication.  How will the Learning Management System (LMS) interoperate to use the personal email address?  How does the solution support using personal email after the student separates from the College for access to digital credentials and follow-ups such as surveys?
13.2.2 	Student Information/Records
Managing student demographic information and related records, along with information such as holds and waitlisting, is crucial to ensure efficiency. Students will also have a need for transcripts and other records. This could include creating certificates for certification courses, professional development courses, or personal enrichment courses completed by a student.
1. Explain the process within the proposed solution to provide combined transcripts, which include both traditional credit and workforce/non-credit courses received at a single institution. Can they preview the transcript before asking for an official copy? Describe the steps that students would use to request these documents.
2. Can the proposed solution produce an institutional and/or an official combined transcript, combining course information from all Owens State Community College courses attended, including both traditional curriculum and non-credit/workforce courses? What steps are required to produce an unofficial transcript? Can a student decide whether to include just credit or non-credit? Describe the process.
3. Official transcripts requests and enrollment/degree verification are items that students can request during their association with the College. Describe the steps that students would use to request and pay for official transcripts. Is the process available through the student portal/web-based solution and/or mobile devices? Can unofficial transcripts be viewed, retrieved, or printed via the web-based portal or mobile device? 
4. Describe how the proposed solution handles the new AACRAO-approved transcript and digital credentials.  Is a third-party solution required to award and manage digital badges?
5. Does the proposed solution support a separate co-curricular transcript to capture all non-academic activity? Can this information be included on a transcript? Describe the process.
6. Describe how students can select what information (personal enrichment, lifelong learning, summer camps, etc.) to include on their official or unofficial transcript. How are course types/classifications set up to allow this to occur easily?
7. Students enrolled in corporate training, and other specialized workforce training can register for these courses with minimal information provided to the College (name, address, perhaps birthdate, etc. to identify them uniquely within the solution, not social security number). Can student registration records be established with this minimal data set?  It may be necessary for these students to provide additional information to ensure future communications and to keep in touch with the institution. Describe the steps that students would need to follow to make this happen. 
8. Owens State Community College requires the ability for client partners to register their employees for classes and view/acknowledge employee enrollment and completion of classes paid by the client. How will the proposed solution support this?
9. Describe how the proposed solution manages multiple certificate templates used to create certificates in the format required by a client or professional body.
10. Explain the process to ensure that certificates are branded by the institution. Can the certificates be recreated? What security controls are available for this action?
11. Workforce courses range from a few hours to cohorts for over a year. With the wide variety of courses available, Owens State Community College needs the ability to charge a full or partial cancellation fee if the student cancels; and to configure a refund/cancellation policy to automatically add the charge to the student’s bill at the class level. Detail how the proposed solution will support this need. Explain the steps required in setting up business rules and removing a charge if needed.
12. Does the proposed solution support a standard method of data entry for persons and non-persons (organizations or vendors)?
13.2.3 	Continuing Education and Workforce Enrollment
Owens State Community College is looking for a tool that will provide an enhanced experience for both traditional curriculum students and for continuing education and workforce students, and one that will seamlessly integrate all students into a single ERP solution. Many of the requirements that follow crossover with those in the Academic Records and Registration area. As answers to the following scenarios are prepared, be sure to address both credit and non-credit students.
1. Describe the registration system and how it would differ from the traditional curriculum for students. 
2. Describe how the proposed solution supports the entire registration cycle for students, whether they are taking courses at their home institution or visiting another institution. Explain how the solution would support both credit and non-credit registration and offerings. Address how a student taking credit and non-credit classes at one institution in a specific term would be met.
3. Describe how the solution could support students registering for external exams (licensure, certification, etc.) and the recording of the exam score/outcome to the student’s record.
4. Does the proposed solution allow students to register for credit and non-credit course sections? Would this process include compiling a master schedule of all course sections (credit and non-credit) and billing for all sections? Explain in detail how this would be possible.
5. Describe how the proposed solution would support collecting waivers and release forms for various activities, such as camps, conferences, special courses, immunization records, etc.)? Explain how the information could be uploaded by students/parents via a document imaging system or scanned documents to a repository. 
6. Workforce students often must pay for courses at the time of registration unless payment for the course is sponsored by a third-party entity and not paid by the student. Describe the process in the proposed solution. How will this need be properly executed if a student is also enrolled in Financial Aid-eligible courses when immediate payment is not required?
7. Describe how the solution supports a student creating an agreement with the College to develop a payment plan directly with the College and does this require using a third-party payment provider (such as Touchnet or Nelnet)?  How are the payments tracked and reported? How does this differ from how a credit student would create a payment plan with the College?  How will multiple plans appear to the student and permit them to manage each independently?
8. Describe how students view their invoices, providing examples of invoices that show course tuition costs, campus location/room, course delivery methods, fees, materials, and other supplies required, and discounts for both credit and non-credit courses.
9. Describe how the proposed solution will send reminder notices to students about upcoming registered classes. If a course requires a pre-requisite of any kind, including documentation of licensure, describe how students will be able to provide or upload requisites.
10. Describe the process in the proposed solution to monitor and record attendance of students enrolled in classes, as required, for certification or professional development courses. 
11. Does the proposed solution support simultaneous registration and payment for continuing education and other offerings for visiting students and others, where no admission approval is required? Explain the functionality. 
12. Describe the functionality in the proposed solution to support recommending other registrations based on what has been selected? For example, people who registered for these courses were also interested in these offerings (like an Amazon experience).
13. Describe functionality in the proposed solution to support multi-tiered registration for conferences.
14. Does the proposed solution support third-party payments (grants, organizational funding, personal finances, etc.) from multiple parties and for full or partial payments? Explain the functionality.
13.2.4 Continuing Education and Workforce Services Curriculum/Course Development and Scheduling/Contracts
Below is a summary of the needs for creating or updating academic and non-degree programs or courses for Continuing Education and Workforce Services (such as four courses required before sitting for an exam). The requirements here are specific towards the Continuing Education and Workforce process. Other crossover requirements will also appear in the Academic Curriculum and Scheduling requirements.
1. Describe how the proposed solution would meet the needs for a dynamic program-course portal, which will allow the College to manage and track program and course developments and changes for credit and non-credit offerings, and easily communicate through workflow and dashboards within and between all departments. All departments should be able to see what proposals are in progress and what is being approved and implemented, even if a program is not offered at a particular college. Describe how the proposed solution can support this functionality and meet the following requirements:
a. Ability to view current and proposed programs, certificates, and courses across all Owens State Community College departments/programs
b. Ability to enter defined needs for program(s)m, certificate(s), and course(s)
c. Ability to establish and electronically share information, proposals, and approval processing, through automated workflows
d. Support for document upload and written comments from reviewers. Describe any character limitations on notes and comments fields
e. Describe the process for bringing/rolling forward course and schedule build from past sessions
f. Support for course/program/certificate development within the workforce/non-credit area
g. Ability to have external parties view information for collaboration efforts
2. Describe the functionality included in the proposed solution to automate the continuous review of section enrollment levels, including notifications with recommended options when a review is needed. Reviews would be triggered by user-defined parameters, including a comparison to historical enrollment and financial/profitability levels within a registration cycle. What other options are available that would trigger reviews?
3. Owens State Community College desires to have a complete class schedule for students to view, with all registrations compiled together, including credit, continuing education, non-credit courses, etc. The schedule should visually differentiate the various types of courses. Describe how the proposed solution will support this. What functionality would be available to assist in identifying any conflicts?
4. Describe how the proposed solution can automatically create cohort groups of students for notifications, outreach, and historical tracking.
5. Cross-listing courses potentially involves two or more different courses with different pre-requisites in the same room, with the same instructor at the same time, involving both credit and non-credit courses. Alternatively, it could include the same course at the same time, with a shared instructor but in different college campus locations (via remote connections with the LMS, for example). Explain the steps involved to set up a cross-listed course section is managed. 
6. Describe how the solution supports offering a series of courses that can be bundled to give the student a discount when they enroll for the series or courses offered individually to other students at a higher tuition rate or fee.
7. Describe how the system will recognize cross-listed courses and provide faculty with a single class roster.  Describe how the system will avoid showing schedule conflicts or overload for the instructor’s workload as a result of the cross-listed course.
8. Due to the nature of workforce offerings, scheduling can be a complex process. The process also includes the need to evaluate and confirm location space for programs and courses within and external to Owens State Community College. These requirements also crossover with those in the Academic Curriculum, Finance, and Scheduling area.
a. Describe how the proposed solution would support the need for non-traditional scheduling needed for Continuing Education and Workforce Services operations. Does the process provide the opportunity to collaborate with academic scheduling? Explain.
b. Class and classroom scheduling are handled at the local college level, but there is a desire to standardize some of the processes in use. Scheduling of non-credit/workforce courses is even more difficult due to the variable start/end time for the course and the use of external facilities. Describe how the proposed solution schedules classes and classrooms, or online courses, focusing on the continuing education and workforce courses. 
c. When schedules change after registration has begun, the staff updates changes to the section information, where the proposed solution should monitor for section conflicts, faculty assignments (including potential overloads), and room assignments. How will the proposed solution notify the scheduler of the problems and assist in making changes? Describe how the proposed solution would support this process and how the parameters to check for conflicts would be created. How will the resolution of the unmet scheduling parameters be resolved?
d. When scheduling classes, staff identifies the instructor desired to teach the class and creates an agreement, purchase order, or contract needed to assign the instructor based on HR practices, CBA, and FLSA regulations. Describe how the proposed solution would support this process.
e. Some Workforce courses may require a single administrative process of course creation, faculty assigned, location and room confirmed, list of students registered, and invoice for payment created.  Describe how the proposed solution would support this process.
f. Describe how the proposed solution would support processes around hiring instructors, including background checks, driving record checks, security clearance approvals, drug screening, credential reviews, or health/immunization screening, among other requirements.
g. Explain how the proposed solution can accommodate scheduling across the traditional academic credit terms and with open and flexible scheduling to support the various offerings and durations for career credit and other non-traditional offerings.
h. Describe how the proposed solution will provide the ability for managers to track linked courses for both curriculum and career credit courses for faculty workload, class size, and compensation.
13.2.5 	Contract Training Delivery of Offering
1. Describe how the solution supports the lifecycle of the solicitation and cultivation of a new prospective client.  Describe the pre-proposal, proposal, contract, course development, and payment process.  Describe the reporting, and available dashboards of the prospects in the sales funnel to understand the next steps and viability of the leads. How can the salesperson view the communication history with the prospective client? 
2. Explain how a Workforce Sales Representative can use the proposed solution to recruit an employer when they receive notice of a new area business from the local Chamber of Commerce.  Describe how the system would:
a. Check for existing records to see if the new employer already has a relationship with any other Owens State Community College department
b. Add a new record to the proposed solution for the new business
c. Initiate communications with the new business
d. Schedule a meeting with the new business
e. Update the record for the new business in the proposed solution with the meeting outcome, including a training needs assessment	
3. A new employer asks for a proposal to train 20 people with four different trainings that have varying course lengths, instructor costs, and locations. Explain how the proposed solution can be used to create a cost analysis for determining the cost that should be charged for each course, using a template or module, where the final cost per training includes 15% overhead costs and 40% profit. Explain whether this information can be auto-populated into a proposal form and whether the form can be tailored and branded by an individual institution. 
4. Explain how a Workforce Sales Representative would create an income contract using the information in the proposal, and using the legally approved language/template, send the contract to a company contact, request electronic signatures from college and client signatories, record receipt of the signed contract and store a copy of the signed contract.
5. Explain how rules are created to govern the proposed solution’s initiated or manually triggered communications to the relevant Workforce and institution staff to take the next steps in the workflow to set up the course. Such as:
a. Communication to the Workforce Administrator for their approval to offer the training
b. Office and Administrative Specialist(s) to start creating contracts and/or building class
c. Routing for electronic signature
6. Explain how Workforce staff creates and schedules trainings using the proposed solution to limit enrollment to a single company, set course limits and registration deadlines, and establish payment method options such as single fee for all employees, single rate per employee, and $0 fee at the class level.
7. Explain how the courses set up for a specific company could also be cross-listed to an Open Enrollment section so any student can also enroll in the course through general registration. The course may have both students paid for by this company’s contract and students who have enrolled on their own through self-payment.  Explain how the proposed solution can support this.
8. Explain how a company or external organization could use a web-based portal to manage their information for billing and training contacts, responding to communications, registering employees, and viewing and paying their invoices.
9. Explain how a company can enroll its employees in a training course. Include how to replace employees enrolled in a class, move employees between classes, send registration confirmations to the company and each enrolled employee and send a reminder of the training prior to the start of the class.
10. Describe how the proposed solution supports other institutional functions needed to deliver courses, such as Purchasing and Facilities, through the following processes:
a. Ordering training materials or printing documentation
b. Arranging for equipment through the Facilities request process
c. Classroom scheduling, setup and reset/clean up
d. Coordinating with the instructor
e. Setting up the online evaluation
f. Preparing certificates
g. Awarding digital badges
11. Describe how information is communicated to the instructor for attendance tracking, materials distribution, using the LMS, administering an online evaluation, accommodating students that attend who are not registered, and distributing printed certificates.  How would the proposed solution allow the instructor to notify all participants and the company contacts that class will begin one hour later due to a storm?
13.2.6 	Human Resources Processes
1. Calculating workload for faculty members can be a very complicated process due to the complexity of the criteria. Describe how the proposed solution handles instructional load (credit or non-credit) and non-instructional assignments (release time).
2. Stakeholders need the ability to see details about instructor workload at any time and make updates and approve. Describe the steps required in the proposed solution to allow stakeholders to review instructional assignments to ensure that assignments were made correctly.
3. Describe the process for creating instructor contracts.  How does the solution ensure any additive assignments, so the instructor’s primary assignment does not violate any HR policies or collective bargaining agreements?  How can the solution support the creation of a supplemental contract for non-credit course instruction, in addition to a full-time, salaried credit faculty assignment?
13.2.7 	Finance Processes
1. Detail the student billing process from annual set up of tuition tables through tying courses/course sections to the appropriate charges, adding required fees, applying course material charges, waivers, and generating/distributing notifications of balances due and/or invoices for balances due. Is this a process that can be handled by the user, or will IT support be required? Detail this process for both credit and non-credit courses. 
2. Describe the process by which revenue can be allocated between departments. For example, if a student is enrolled at two or more Owens State Community College departments (for example, in credit and non-credit courses), how can the proposed solution automate the process of allocating the revenue appropriately?
3. Is the same corporate record used for continuing education and workforce development as is used for accounts payable in the proposed solution? Explain.
4. Explain how a college would bill a company for the completed training based on the number of employees that attend. How would the solution support invoicing for employees who attended but had not registered prior to the training?  
5. Explain how crediting accounts for company billing is completed once payment is received, and how the staff will confirm payment by attendee, and which payments are still outstanding, and aging reports? Ability to document the action and follow up to secure payment.
6. Describe how the institution pays the instructor, assuming the following:
a. The instructor is a salaried or temporary part-time employee receiving additional compensation for this course. How does this compensation automatically flow to their payroll processing, and how will the compensation show on their pay advice?  Explain.
b. How does the solution support these supplemental assignments?  Is HR intervention required?
c. The instructor is a contractor and should be treated as a 1099 recipient.  How will payment authorization be managed, and will it flow automatically to Accounts Payable?  Explain.
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