Exhibit 9.2: Recruitment and Admissions
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
9.2.1 	Recruitment and Admissions
Students are recruited through a variety of college activities and timelines. Start of term and length of course dates vary by program and course, including mid-term courses that start and stop, one week and multiple week courses, in addition to the traditional term starts/stops. There is a need for multiple types of admissions applications providing the ability to delineate the types of students being admitted - degree-seeking, non-degree seeking, high school dual-enrollment, etc. Owens State Community College also needs multiple applications and workflows to support a detailed, robust recruiting strategy and permit a streamlined and effective admissions process. These applications must be processed in an efficient manner that also supports proactive follow-up by the College. 
Additionally, Owens State Community College desires a tool that will provide an admissions process for continuing education and workforce students and one that will seamlessly integrate all students into an ERP solution. As answers to the following scenarios are prepared, be sure to address both the credit-based and non-credit students.
1. Describe the administrative staff experience within the proposed solution for the entire recruitment and admissions lifecycle of a student. This could include the following items and others:
a. Ability for administrative staff to see the same information as students and prospective students
b. Manual tasks for items that are not online (last-minute applications, paper applications, in-person cash/check payments, etc.)
c. Ease of tracking applicants and prospective students through the admissions process
2. Explain how the solution addresses students with multiple roles, such as a student who is also a staff member as well as dual credit/dual enrollment students applying to enter as their first collegiate year.
3. Describe the capability of the proposed solution to easily configure and maintain the recruiting and admissions tool with limited required involvement from IT staff for configuration changes. 
4. Describe how the proposed solution would support recruiting through admissions, including selective program admission. Describe how the proposed solution would support the customer relationship and communication flow, both internally and externally. Detail how the proposed solution supports each of the following requirements:
a. Ability to send and receive text messages between prospective students, applicants, staff, faculty
b. Ability to automatically import/export data and information to/from the ERP if a separate solution
c. Ability to promote additional course offerings for both credit and non-credit 
d. Ability to communicate with constituents via electronic means, such as push notifications, text, e-mail, social media, and generated printed communications (letters, mailings, newsletters) 
e. Ability to communicate with prospective and current students for multiple years (high school to alumni)
f. Ability to track the effectiveness of electronic marketing media 
g. Ability to manage record deactivation/purge/archive process
5. Community colleges generally have an open admissions process that allows the student to be accepted to the institution with little or no manual review. There are selective or limited space-available admission programs (often nursing or other health programs) that require additional admission criteria for enrollment and can be competitive. Describe how the proposed solution supports the multi-tiered admission process of selective admissions at an open-enrollment institution. How are documents shared with academic and student services areas for review and decisions?
6. The ability to communicate with students across a variety of platforms and allow students to create a personal hierarchy of communication methods (email, voice mail, text, app notification, etc.) is crucial to ensure notifications are being received by the student. 
7. Describe the ability to manage and send communications to students who hold different roles within an institution, such as a current student receiving registration and financial aid information, while also receiving information as a prospective student for a second program, or an employee receiving information from Human Resources while also receiving registration information because the employee is also enrolled in classes.
8. What functionality is available to design communication tracks and checklists to assist with assigning and managing required missing items. Describe the use of business rules and functionality with respect to full document formatting, uploading, and attaching capabilities?
9. Describe how the proposed solution allows students to manage their communication preferences, recognizing which communications should be stopped and which communications should continue (i.e., stop recruitment communications, but continue financial aid communications), depending on the status of the individual at the institution (prospective student, applicant, incoming new student, and current students). 
10. Explain how the proposed solution would manage opt-out of admissions and marketing processes, including for individuals who had opted-out of messages previously but wants/needs to be included in future messaging based on a change of their applicant/enrollment status, type of communications preferences, or educational intent.
11. Future state data management must include capacity for strategic enrollment management (SEM) planning and analysis. Data management/analytics is essential to SEM efforts as the establishment of key enrollment indicators (student and institutional attributes), analyzing student enrollment behavior, evaluating enrollment initiatives (recruitment and retention), and developing enrollment forecasting models is critical for the development, implementation, and success of not only SEM plans but other strategic and operational plans. Explain how the proposed solution would assist with this process?
12. Explain the functionality available in the proposed solution that would allow an institution to create its own integrated admissions application.
13. Are communications with students logged in the proposed solution? Explain how staff can view communications sent to the (prospective) student/applicant and what action the student took on that message (received, open/not opened).
9.2.2 	Recruitment/Admissions Setup
The admissions process must allow all applicants to Owens State Community College to be evaluated equally, with no preferential treatment. Below is a summary of tasks performed to prepare staff and solutions for a new admissions cycle.
1. Describe how the College can utilize the proposed solution to set up business rules for different types of pre-applicants, such as “Prospect” if the first contact is initiated by the institution and “Inquiry” if the individual initiates contact with the institution or responds to “Prospect” outreach by the institution.
2. Describe the tasks that are typically available and performed in the proposed solution to prepare for a new recruitment cycle.
3. Explain how the proposed solution supports multiple terms of entry to provide the ability for pre-applicants to express interest in any term in the future. Describe how information is stored/managed if pre-applicants indicate interest in multiple start terms (past and future).
4. Describe any calendar tools available that could be used to display recruitment events (open houses, tour dates, external outreach), college events (speakers, concerts, athletic events), and deadlines. How could this integrate with student class, work, and personal schedules (in this or other third-party solutions)?
5. Recruiting solutions have historically targeted individuals who will be moving from high school to college. However, the need exists to recruit and communicate with individuals at multiple academic levels and from non-traditional backgrounds, such as current dual enrollment students being recruited to undergraduate programs or returning adult learners with experience previously enrolled. Describe the ways in which the proposed solution will support these efforts. Does the solution capture date of transactions to track the length of recruiting conversions? Describe other types of transactions that are tracked. 
6. 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? What tactics do you use to ensure the solution is current with changes in testing practices?
7. Students need multiple pathways for admissions, including additional information for selective enrollment programs. Describe the functionality in the proposed solution to set up a dynamic application that collects the required information. 
8. Will the proposed solution provide storage and archiving of electronic communications to a document management system? Describe how this works and if it requires customization?
9. Explain how the proposed solution manages both required and optional fields of information captured by inquiry forms or in the application.
10. Describe the proposed solution’s methods and criteria to aid in identifying duplicate records to prevent them. What process is used to merge and purge duplicate records? 
11. Describe how (or if the) unconverted prospective student or applicant records are purged or deactivated from the proposed solution. 
12. Describe the application form creating/editing process and how the proposed solution would meet each of the following requirements:
a. Ability to restrict the editing of certain questions that may be required for Owens State Community College reporting
b. Ability to maintain year and term of entry, with associated application period start, stop, and deadline dates by program or entry type (domestic, international, etc.)
13. Describe how application fee amounts and the associated business rules are created, applied, and managed for various applications (undergraduate, non-credit, visiting, etc.). Provide information on each of the following requirements:
a. Ability for application fees to be effectively managed to reflect changes based on governing board actions
b. Ability to manage the administration of application fees (waivers, refunds) through automated workflows and approvals
c. Ability to seamlessly apply application fee waivers
d. Ability to turn off application fees for designated periods, such as a ‘free application’ period, configurable by each institution
14. Describe how the proposed solution would be able to record deceased date for an individual, with verification source and the ability to end transmission of further communications from all, and end date all applicable student records?
15. Describe how the proposed solution will support managing residency status in order to automate the application of holds and tuition assessment.
9.2.3 	Prospective Students/Inquiry Management
Below are the steps required to create and manage prospect and inquiry records and assist with recruiting and communicating with prospective students and a summary of tasks needed to arrange and manage prospective student information received through the services of a third party.
1. Describe the overall ability of this solution to support the prospective student inquiry management process available in the proposed solution. Explain how prospective student information is created and managed in a recruiting database.
2. Describe how prospective students can be ranked/prioritized based on GPA, high school location, etc.
3. Describe the steps required to update a pre-applicant record to an applicant record for a given recruitment action.
4. Explain how the proposed solution would support pre-applicant information management and communications based on program interests in both Academic and Workforce Solutions programs/offerings simultaneously.
5. Describe the communications functionality that would be available in the proposed solution to support recruitment activities. What are the steps to set up various communication tracks to ensure continual communication with prospective students?
6. Describe the steps needed to assign an academic admissions staff or customized training representatives to a prospective student or organization and manage assigned caseloads in recruiting. How are business rules established that would make this an automated process? 
7. Describe how Admissions staff or customized training representatives can communicate with prospective students and organizations through the enrollment cycle and if any specific skills/abilities (HTML, web design, etc.) are needed for day to day communication utilizing the proposed solution via e-mail, text, push notifications, phone, mailings (letters, direct mail), and social media. Is IT support required to make this happen?
8. Describe how the proposed solution informs students of missing information, next steps, the status of their admissions application, any updates, and where they are in the admissions/enrollment process, including the need for outstanding documentation and/or proof of required licensure. Is the information available in real-time?
9. Describe the platforms that prospective students can use to submit inquiry information. Is support available via a mobile device?
10. Explain how the proposed solution automatically imports external recruitment data and performs robust duplicate checking across the institution to prevent multiple records for the same individual. Does this include checking for duplicate records based on the abbreviations used in addresses or other differences?
9.2.4 	Marketing, Recruitment, and Recruiting Events
Institutional recruiting staff are interested in conducting numerous types of in-person visits (including high school fairs, guidance counselor events, and community or school visits) throughout the recruiting cycle. There is also a need to host events virtually – through webinars or other online activities. During these engagements, the recruiting staff may speak to students, family/friends, and guidance counselors and will need a reliable, easily accessible, mobile solution. Admissions staff must be able to record contact information, make notes about the student interactions, and record the results of the visit and costs associated with it in the proposed solution.
1. Detail how the proposed solution will support these activities. Be specific and describe how the interconnectivity of the proposed solution will assist staff in the planning, execution, and follow-up of these events in an efficient manner that requires minimal data entry.
2. Describe how the proposed solution provides the option for prospective students to schedule college visits or tours through an online website/portal. 
3. It is also imperative for the administrators to be able to review the effectiveness of the various marketing channels that are employed by the College (e.g., Google marketing campaign for a specific program or a Facebook campaign), while also reviewing the costs of these campaigns (i.e., ROI per admitted student). Detail the various reporting capabilities of the proposed solution that will assist the Recruiting and Enrollment Services staff.
4. Detail the proposed solution’s ability to help illustrate the effectiveness of different types of communications that have been sent to the students (Email campaigns, direct mail, phone calls, texts, etc.)? How can the proposed solution support administrators in analyzing the effectiveness of these different communications? 
5. 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?
6. Explain how the proposed solution can build communication management tracks triggered by timelines and prospective student interaction with communications sent (such as a message is sent to a student who does not respond, so a follow-up message is sent three days following the first message).
7. Describe how the proposed solution supports adjusting campaigns based on new information provided by the student, such as moving from general information to interest in a specific program.
8. Describe how the solution allows marketing and recruiting staff to segment prospective student populations to target messages.
9. Describe the support for event management contained within the proposed solution for items such as admissions’ event scheduling, sending event information to facilities to facilitate setup needs, billing for event space and/or services, and ensuring student services activities are included in the centralized calendar system.
10. Describe in detail the ability of students and their family members to schedule appointments and respond to event invitations in the solution. Does functionality exist for the ability to schedule/register, change/modify, and cancel attendance in events or enrollment steps (testing, orientation/registration session, etc.)? 
11. As prospective students attend events or complete requirements, describe how Admissions staff could send follow-up messaging to students using solutions through ad-hoc communications or triggered communications based on defined rules and timing. 
12. If a student was scheduled to participate in an event and did not attend, indicate how Admissions staff are notified and how they would be able to follow up. 
13. Describe the reporting/analytics functionality that could compile data on each event and report across multiple measures (attendance yield, programs of interest, application yield, year in school, budget/return on investment, etc.). 
14. Detail functionality within the proposed solution that would allow travel and outreach planning for high school visits, college fairs, career nights, and for information to feed into a workflow for travel authorizations, travel reimbursement, etc.
9.2.5 	Application Management
Below is a summary of steps to create and manage applicant and application records and to upload electronic application files.
1. Describe how your solution uses known data about an applicant or admitted student to correctly calculate their admission status, i.e., First Time Freshman, High School Dual Credit/Dual Enrollment, Transfer, etc. 
2. The College often has many students that return to take multiple programs over their educational careers may have a previous application on file or may have been a former student. Describe how the proposed solution supports multiple admissions applications for the same person who may be both a current student and a current applicant.
3. Explain the process in the proposed solution for students to complete their applications. Is access to the portal required? How are login credentials communicated to the student, and how are password changes and resets handled? What system access does the student have once they receive their credentials? Is the College able to determine the conversion point for the prospective student record?
4. Describe the capabilities within the admissions solution to support the following, so the institution can review and process applications in an efficient manner:
a. Managing required admission materials through rules-based processing
b. Upload scanned transcripts into the solution
c. Manage enrollment of new or returning applicants through business rules
d. Require and record receipt of enrollment deposits
e. Managing new student enrollment without the addition and removal of holds or restrictions
f. Capture tax identification/social security number for use in required reporting
g. Link to Campus Safety and Security crime and sexual violence reporting, with an acknowledgment of having received this information (Clery Act)
h. Apply registration holds, based on business rules
i. Upload of institutions attended from NSLDS if needed.
j. Return application fees for applications not admitted from the waitlist or deferred to the next intake cycle
5. Describe the process used to flag incoming transcripts, test scores (ACT, SAT, TOEFL, ISIR, etc.), or other documents such as application fee waiver requests without an application. Is a notification sent to the Admissions office and/or student with this information?
6. Describe the capabilities within the admissions process to manage the content of the application acknowledgment communication.
7. Describe how the proposed solution would support admissions and track for dual enrollment students (from high school to college) and adult education students (to track progress and discuss potential curriculum programs). 
8. Detail the capabilities of the application process to update information with appropriate effective start dates for changes to student type (HS Concurrent, First-Time in College, Returning), residency, etc. 
9. Describe the capability of the proposed solution to meet the following requirements for non-degree entry to the College:
a. Use of an abbreviated application form 
b. Ability to provide evidence of completion for course assessment or pre-requisite completion prior to enrollment
c. Enroll without being admitted
10. Describe how the proposed solution can import transfer transcripts from external institutions to confirm degree progress/course completion early in the admissions process. Is this an automated procedure? 
11. Detail how outdated applicant or application records are managed through an archive and/or purge process.
12. Describe functionality in the proposed solution to schedule appointments for placement testing, orientation/registration sessions, or other required events/meetings.
13. Does the proposed solution alert advisors when students have completed phases? Explain the functionality. 
14. In addition to traditional semester start dates, detail options for a student to apply for admission to late-start or short-term sessions for both credit and non-credit offerings.
9.2.6 	Program Admission
Below is a summary of tasks needed to reach an admission decision for an applicant.
1. Applicants may fill out an initial application and later decide to pursue a different program that may require a supplemental application. Describe how the proposed solution would accommodate application changes. How are students notified of the need to complete a supplemental application?
2. Describe functionality that would allow high school guidance counselors to provide authorization and upload required admission documents for dual credit/dual enrollment applicants.
3. Students may apply for admissions into a program at any time during their engagement with the institution (initial admissions, as a current student, or after graduation). Program admission processes will vary depending on the college. Describe steps in the proposed solution to manage program admissions for these types of situations.
4. Students need the ability to accept or decline their admissions offer for a restricted program. If declining, the student must acknowledge that they are completely removing themselves from the application process. Alternatively, they could also accept the offer to be placed on the waiting list, which may be ranked according to score. Describe how the proposed solution would handle this requirement.
5. Describe delivered reporting functionality to provide data of program applicants to program chair/selection committee? If the reports are not delivered, explain the steps required to create the report.
6. Describe how applicants would view and track events, admission progress, outstanding items, or any rubric scores (dynamic update as new information is received) used in program evaluation of selective or restricted entry programs. Can applicants be provided with program options if deemed that rubric score will not result in admission?
9.2.7 	Course Placement and Post Admission Activities
The requirements below deal with the process to record assessment results received through various means and place students into appropriate general education courses.
1. Describe how the proposed solution can be set up to evaluate multiple data points such as ACT and SAT test scores, high school GPA, and prior completion of college courses to help determine a student’s ability to enroll in a course? Does the proposed solution allow for modifications as additional measures are needed?
2. Describe how the proposed solution would support both applicants and staff throughout the initial enrollment process by tracking steps such as testing, financial aid, advising, orientation, registration, and payments. How can these be automated and configured?
3. Describe how the proposed solution will note student uploaded scores as self-reported to ensure they are verified prior to admission or action.
4. Describe the functionality available in the proposed solution to alert advisors when assessments and course placements indicate significant challenges in completing the chosen degree program to provide intervention with the student.
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