Exhibit 11.2: Records and Registration
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
11.2.1 	Academic Records, Registrations, and Degree Audit
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 Continuing Education and Workforce area. As answers to the following scenarios are prepared, be sure to address both credit and non-credit students.
1. Describe how the proposed solution supports the entire registration cycle for students. Explain how the solution would support both credit and non-credit registration and offerings. Address how the following scenarios would be met for a student taking credit and non-credit classes in a specific term.
2. Describe how the proposed solution handles communications and notifications to students and faculty during their life cycle with the College. Address the following items:
a. Notifications indicating the specific course(s) that were dropped due to failed or missing requisites (faculty/student)
b. Notifications to advising/retention, financial aid, students, and others when a student stops attending all classes, stops logging in to classes, and/or withdraws from all classes
c. Automatic notification to the student of probation/suspension/dismissal with information on appeal process and deadlines
d. Provide automatic notification to a student of the dean’s list achievement
e. Notify students of their position on the waitlist, and notify them that a seat is available
3. Describe the use of electronic work queues for review and resolution of student issues related to registration, such as those with unconfirmed payment sources, as-of financial commitment date, missing prerequisites, grade appeals, credit evaluation, etc.
4. Describe how the proposed solution would allow students to authorize another individual(s) to view their private data, as defined under FERPA. Respond to each item below:
a. Choice of the type of information authorized by the student (academic, financial aid, billing, other), who is authorized, and for what length of time the person is authorized to access the information
b. The solution monitors and notifies students when a proxy timeline is near expiration
5. 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.
6. Explain the notifications for the entire registration process. Are the notifications available in multiple delivery methods: text, email, app notifications, automated phone calls work queue?
11.2.2 	Academic Records Setup
Ensuring that all elements are set up properly is crucial to having an ERP that will work as desired.
1. The Registrar’s or Workforce & Community Services office may receive a form requesting a change of demographic information either in an online format or a paper form, along with any accompanying documentation. Describe how the information is collected within the proposed solution, including the availability of uploading required documents. Can a web-based solution or mobile app be used to initiate the change? How is the student notified the change has been made?
2. Student name changes require changes in various other systems. Explain how the following steps are accomplished within the proposed solution:
a. Initiate IT ticket/process to update student network account 
b. Notify faculty/LMS for students who are currently enrolled 
3. Does the proposed solution provide security to mask fields that should not be openly displayed but still allow checks for items like duplicate information? Explain the functionality.
4. Identify which areas of the solution display the preferred name. Can the College choose which areas to display the preferred name?
5. Detail the steps in the proposed solution to set up program requirements by semester course sequence and provide students with options to select full/part-time.
11.2.3 	Academic Transcripts
Below are the requirements to ensure students can request official transcripts, enrollment verification, and/or degree verification forms. Also included are other types of transcripts, including non-official, co-curricular, and what type of data can be included on transcripts.
1. Describe how the proposed solution transcript process works? Address how each of the following is completed within the proposed solution:
a. Including designations such as dean’s list/probation/suspension/dismissal on a student transcript following the term of the completed academic work. Can the solution remove the designation from the transcript entirely once the student status has changed (is no longer on probation)? Can the solution designate courses that received academic renewal?
b. Automatic upload and evaluation of military transcripts (DD-214, others), national credit exam score reports (CLEP, AP, IB, DANTES, etc.) received electronically or in pdf format (OCR capability)
c. Process for students to print unofficial transcripts, and what type of labels/designations will be included (“unofficial,” “Issued to”)
d. Process for students to complete an online request for any combination of transcripts (Academic, Basic Skills, Career Credit, Continuing Education, Workforce, dual credit/dual enrollment, Co-curricular)
e. Ability to display transfer course work with designation as transfer credit
f. Ability to charge for transcripts
2. 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? How does the process differ for non-credit students? Describe how the proposed solution handles the new AACRAO-approved transcript and digital credentials.
3. How does the solution manage access to transcripts for alumni or students that are no longer attending the College or whose accounts have been deactivated? How would the College manage the release of legacy academic records to ensure the student gets their entire record?
4. What options are available for students to select what they would like to include (credit/non-credit)? Can they preview the unofficial transcript before asking for an official copy? Describe the process.
5. Describe how the proposed solution would support the electronic import of transcripts and courses on the transcripts received from institutions outside of Owens State Community College. Will the proposed solution provide an automatic evaluation of the transcripts and courses? Will the solution provide an XML export of transcripts through Ohio ATC?
11.2.4 	Student Records Maintenance
Maintenance of the academic records of all students, planning, and implementation of the registration process for classes, and awarding certificates and diplomas are the primary functions of the Academic Records area. Other responsibilities include maintaining records of all college classes and curriculum prerequisites, determining students’ graduation eligibility, planning commencement activities, and preparing information such as grades, honors lists, and class rankings.
1. Describe functionality in the proposed solution for students to submit a request for an academic program/major/minor change online or via the mobile app? Does the change include information for the student on available programs/majors/minors with appropriate catalog years attached? If an advisor change is also needed, how would that occur, and how is the student notified of the change? Detail how the requested change is approved if needed and how an automated process might work.
2. Describe how the proposed solution would determine if a student needs additional actions, such as advisor approval or program admittance before the change can be made.
3. Describe the overall experience and steps required for users to retrieve, insert and update student records both individually and in batch mode.
4. Describe the process in the proposed solution to configure degree requirements (program GPA vs. cumulative GPA, minimum number of credits) to determine completion for students earning their first degree or multiple degrees. How would the proposed solution accommodate including or excluding forgiven courses from attempted and/or completed credits?
5. Describe how the proposed solution would identify certificate or diploma programs for students in a ‘stackable program’ to monitor certificate completion without having multiple programs on a student’s record. Can the programs be auto-assigned if desired? Detail how reporting on this information would work and steps needed to change the student’s primary program.
6. Describe the steps to report international student enrollment through SEVIS. Does the proposed solution include the required fields needed for monitoring and reporting through SEVIS? Are there available fields that can be user-defined to collect unique international student information? Does the process include an automated upload of SEVIS data? Explain.
7. Describe the processes included in the proposed solution to monitor changes in international student enrollment. What notifications are included in these processes?
8. The Financial Aid office determines a timeline/dates for required enrollment reporting to the NSLDS, and the Registrar’s office adds other dates to the timeline, as needed. Once the information has been compiled, the Registrar authorizes electronic transmittal to the NSLDS. Describes the steps involved in the proposed solution to create the NSLDS reporting. How are errors identified and corrected?
9. Detail the functionality available in the proposed solution for various types of holds that can be put onto a student’s record, for example, a registration hold for non-payment or a prerequisite hold for specific course registration. Can the proposed solution batch holds to be put onto students’ records and batch (or live) remove them? If yes, detail this process.
10. A hold for non-payment or registration holds, such as a bad or missing address, should be driven by a rule, without intervention or monitoring required. Once paid, the hold should immediately be removed without any administrative intervention. Describe how the proposed functionality would automate the holds and removal process. 
11. Describe how the College can configure the message for students on various holds to explicitly detail what a particular hold means and how to resolve it? Are there any limitations to this process?
12. Describe how the proposed solution provides options to identify and track student cohorts/special student populations for groups such as learning communities, foster youth, TRIO participants, etc. What communication options are available to reach out to these cohorts, and how is that communication tracked and reported? 
13. Describe how the proposed solution would handle notifying and dropping a student if they have not satisfactorily completed their pre-req coursework from courses once final grades from the previous terms are in?
14. Describe how the proposed solution could automatically identify students who meet the eligibility to appeal for academic forgiveness. What type of notifications would be sent? How are repeated or forgiven courses identified in the proposed solution?
15. Explain how the proposed solution would allow students to request a review for academic forgiveness through a web-based portal or mobile app.
16. Does the proposed solution include a photo ID of the student? Describe the functionality.
17. Students may have a student ID card that provides identification. Detail how the proposed solution interacts with several different card vendors. Can ID cards be created for anyone, including volunteers, workforce/non-credit students, etc.?
18. Public Safety staff find an unresponsive person on campus; how does the proposed solution support their effort to identify this person as a college student, employee, vendor, or outsider?
11.2.5 	Non-Standard Terms and Courses of Varying Length
Below are the requirements to meet the need to create courses and terms of varying length.
1. Detail how the proposed solution accommodates terms of varying length that fall outside of the academic term (e.g., 6-week or 8-week courses that run at the same time or within the traditional 15-week term)? These shorter duration courses could also start at different times, such as courses between Fall and Spring, or between Spring and Summer, or could include courses that start in one term and finish in a second term (nursing clinicals). 
2. Describe how the proposed solution supports the delivery of these courses in course creation, registration, payment, and financial aid awarding and disbursement? 
3. Please detail how the College will be able to report on “mini-terms” specifically and in combination with a longer, traditional term. 
4. Describe how the proposed solution supports the ability for some courses to require a student application, course creation, room scheduling, payment, and registration to occur simultaneously?
11.2.6 	Credit Evaluation and Appeal, Grading, and Academic Standing
Below are the requirements to evaluate transfer credit, equivalency, and credit for prior learning. Below are the requirements for mid-term and final grading, grade changes, as well as calculations regarding academic standing. The institution awards grades for each curriculum-based course and for some non-credit courses, which are entered by faculty into the ERP and LMS. As answers to the following scenarios are prepared, be sure to address both credit and non-credit/workforce students.
1. Will the proposed solution maintain equivalencies evaluated and accepted from external institutions to Owens State Community College within the transfer course library? Explain the steps to make this happen. 
2. Can documents be uploaded by college staff and students into a document imaging system or some other component of the proposed solution to be used in evaluating transfer credit or credit for prior learning? Is this available from a web-based portal or mobile device? How do students monitor the progress of the evaluation? Describe the process.
3. Describe how the proposed solution accommodates a student submission of an appeal for the transfer credit or credit for prior learning decision. 
4. Describe how the proposed solution supports the use and submission of mid-term grades. How are courses designated as requiring mid-term grades? Are options available to include grades?
5. Instructors attempting to enter an invalid grade that is not maintained within the solution’s grade scheme(s) should prompt a warning, and the solution should prevent the invalid grade from being entered. Describe how the proposed solution maintains this integrity?
6. Describe the functionality for integrated grading functionality between the LMS and the proposed solution to seamlessly transfer grades to the student record in a pending approval status.
7. Explain how the proposed solution could use information from the LMS to identify and monitor benchmarks of student risk and success throughout the term, notifying students and advisors of potential risk situations needing intervention.
8. Detail the grade roster management in the proposed solution. What business rules are available to manage required completion timeframes for items like “Incomplete” or “In Progress”? Does the proposed solution prevent assigning grades to students who have withdrawn or were previously marked as ‘No Show/Never Attended’? 
9. Describe the workflow capabilities of the proposed solution to route requested grade changes to proper approval authorities and to automatically update the student record when final approval is obtained. Is an automatic notification of grade change sent to student and college stakeholders? Can external stakeholders also be notified, such as high school grade report recipients or employers? 
10. Describe how the proposed solution would evaluate satisfactory academic progress (SAP) after final grades are posted. How would the solution re-determine academic SAP and FA SAP (if applicable) upon receipt of any grade change? Will the solution update student records with results, history, and comments regarding how SAP status was determined? Describe any character limitations on notes and comments fields.
11. Describe the electronic grade change form and workflow is built into the proposed solution.
12. Does the proposed solution have the capability to alert the Registrar’s Office as well as individual faculty of missing grades? Explain the functionality and the process for setup.
11.2.7 	Class Attendance
The College may choose to track attendance (for varying lengths of time). Class attendance is used for both federal regulatory compliance and institutional requirements.
1. Describe how the proposed solution would support and manage class attendance throughout an academic term and/or course. 
2. Detail how the flexibility of course grades (character, numeric, and shading (+/-)) and attendance rules could be supported within the solution. 
3. Describe how the proposed solution tracks and maintains the last date of attendance for students.
4. Describe how faculty could enter grades and do attendance tracking in one system (LMS or ERP) and have the other application’s data automatically updated.
5. Describe how the proposed solution supports faculty validating and approving the total hours of students’ attendance, which is then validated against the section contact hours with approvals for any variances? Explain the process.
11.2.8 	Degree Audit
1. Degree audit allows students and advisors to create and track a student’s progress toward completion of their educational plan. Explain how the proposed solution will store equivalencies (including direct equivalencies, alternate courses, and flags) and automatically apply them to future students transferring in the same course, honoring course equivalencies for student equity and transparency? The proposed solution should allow transfer courses to be made equivalent to one course, or multiple courses group together, also, the ability to group multiple transfer courses to be equivalent to one equivalent course, or a group of equivalent courses? Explain how this would be set up in the proposed solution.
2. Describe how the proposed solution will manage requirements when a student has to take three courses from a choice of five different courses, with one of the courses a required course and the other two up to the student.
3. A requirement calls for three courses with three different disciplines. Can this be encoded so that the proposed solution recognizes different course disciplines? Can courses be put into groups, and then the proposed solution recognizes these groups so students can only take one course from a group?
4. Exceptions can be applied manually or automatically to credits, courses, requirements, or any other value that makes up a requirement or degree. Describe how the following is supported in the proposed solution:
a. Only courses with a grade of “C” are accepted into a certain program; however, an appeal has been approved for a student to allow a course with a grade of “D”
b. Course exchanges. A student is allowed to have a different course count towards their program versus the course that is required
c. Swap one requirement for a different requirement for a student
5. Explain how control of courses is set up to work automatically.
a. Students can repeat specific courses, but limits can be set on the number of times taken or up to a maximum number of credits 
b. Limit the number of Pass/Fail courses used across General Education requirements
c. Allowing course reuse
d. Restricting course reuse in requirements 
e. A student could register for courses needed directly from the audit
11.2.9 	Award Certification and Graduation
Students completing a degree, certificate, transfer, or occupational skills program will need to apply for the award as they are not automatically awarded. Students are encouraged to plan ahead and apply for the award at the start of their last term. While it is the student’s responsibility, the goal is to use the automation available in the proposed solution to provide automatic reminders to students.
1. Describe the workflow that would be used to communicate potential completion with the student, ensure a graduation application was completed, collect any required fees, and collect information for participation in commencement.
2. How does the proposed solution assist administrators in identifying the students who are eligible for graduation based on their completion of program requirements? 
3. A student’s progress toward award completion must be available via a web-based portal or mobile app. Other information available should include the student’s program, major(s), and minor(s). Explain a student’s access to information and how the proposed solution would automatically determine when a student meets degree completion requirements.
4. Explain how the proposed solution could prompt students to request an evaluation when they appear to be nearing degree completion. Can this request be completed using information on the web-based portal or a mobile device?
5. Describe how the proposed solution would request confirming information about the student’s intentions, such as anticipated graduation date, participation in commencement, intended degrees/majors/minors/certificate/diploma, diploma name, method to receive diploma (mail or pickup), and other questions and options.
6. Describe how the proposed solution would notify students about any financial or academic holds on their record that must be released before the award will be posted and/or before receiving a diploma/certificate.
7. Describe how students are informed of their eligibility to request a reverse transfer evaluation. Can this request be completed through a web-based portal or mobile app?
8. Describe how the proposed solution would identify students who are ready to graduate but have not applied to graduate, especially for stackable credentials.
9. Describe how the proposed solution can support the creation of a Commencement Checklist/Project Plan with a calendar for tracking ceremony arrangements, such as cap and gown reservations, tickets, release for hometown newspapers, required participants, costs, reservations, etc. Detail any integrations available with the institution’s work order system to arrange facilities setup. 
10. Explain how the proposed solution would allow local graduation/degree completion fees to be configured at each institution.
11. Does the proposed solution use digital badges? Explain
11.2.10 Registration
Registration processes should allow students to register for both credit and non-credit courses.
1. Does the proposed solution allow students to register for credit and non-credit course sections in a single registration session? Would this process include compiling a master student schedule of all their course sections and billing for their course registration sections? Explain in detail how this would be possible.
2. Requiring students to periodically update demographic information could be completed during registration for courses, credit and non-credit, as the first step in the process. Information to be updated will be identified by the College and could include confirming program/major/minor, anticipated graduation date for each award being pursued, address, phone number, email, and others. Describe how the proposed solution would meet this need. 
3. Students who are also employees require additional verification to update their demographic information due to other system restrictions. Explain how this would be handled within the proposed solution and any notifications that might be sent. 
4. If a student is nearing graduation, describe how the proposed solution will display graduation and commencement information in the web-based portal or mobile app. 
5. Explain how the proposed solution would identify course time/day conflicts and then prevent registration unless the section is designated as allowable with conflicts. 
6. If the student does not have a record of completing appropriate prerequisites for the selected course, they should be prevented from registering for that course. Detail how the proposed solution will identify this scenario and provide a warning message to the student informing them of what prerequisites are not met and that a registration override is needed. 
7. To reduce the number of dropped courses for non-payment, at a specific date during the registration schedule, students will be required to confirm a payment source prior to registration. Describe how the proposed solution will recognize a confirmed payment source date by term, credit/non-credit, or by course. Could registration be stopped if a confirmed payment source is not available?
8. Does the proposed solution identify transfer courses that are equivalent to a course selected during registration to ensure a student does not duplicate courses? Explain how this works and what notifications are sent to the student. Can the student continue to register for the course after acknowledging the message? How are financial aid implications calculated, and how is the student notified?
9. Describe the functionality available to project the implication of both drop and/or withdrawals for both academic and financial perspectives, so students may be informed and understand the effect of their pending decisions. Factors to consider include the student’s academic progress by GPA, program completion progress, institutional tuition refund policies, and impact on financial aid awards based on a change in enrollment status and/or estimated R2T4 returns.
10. Explain the process in the proposed solution that would identify and display conflicting sections to the student when a seat in a waitlisted section becomes available, allowing the student to decide whether to change their schedule to accommodate open sections.
11. Describe the steps required and the process for closing a waitlist. How can waitlist data be used to aid in planning for creating or opening more sections?
12. Registration overrides begin when a student or advisor initiates a registration override request. Describe the steps required to request a course override or exception. Is this process available via a web-based portal and/or the mobile app?
13. Describe the process available in the proposed solution to approve an override or exception. Does this process include an electronic workflow?
14. Describes the steps undertaken when registration cancellation is authorized for students who have not made payment and do not have a payment funding source on record for the term. Explain the automation involved and the user-defined rules that help make this happen.
15. Does the proposed solution support real-time batch and block registration? If so, detail these processes.
16. Can students create various versions of their schedules prior to registration that check their selections against prerequisites and other active restrictions that exist on their student record? Explain the functionality of the proposed solution.
17. Describe how the proposed solution could notify students on the roster (by email, push notification, or text) if the class is canceled for the day, and/or if the course is canceled for the entire semester, or if the course time/room has changed. Is the notice automated based on a trigger, or does it require manual initiation? Provide steps to begin the notification process.
18. Does the proposed solution integrate with document imaging to capture information critical to student success and to promote uploading documentation through the portal as needed? Detail the functionality and provide the names of document imaging programs that would be able to integrate with the proposed solution.
19. Explain how the proposed solution would automatically assign an academic advisor to a student based on user-defined rules.
20. Describe how the student will be able to identify the instructional delivery mode (in-person, online, synchronous/asynchronous).
21. Describe the functionality available and the steps required to add or drop a class when a student decides to adjust his/her schedule of course sections before the refund deadline or prior to the withdrawal deadline date.
22. Does the proposed solution support allowing students to swap courses of the same credit value? Does it support students swapping courses of different credit value, with appropriate charge or refund of tuition assessed? Explain the steps from both a student viewpoint and the staff.
23. Describe the steps for students to complete a late add/drop/swap transaction, including a display of the pending transaction to be completed the student will need to authorize (or decline). How does this transaction fit into a workflow queue for approval?
24. Describe the functionality of the proposed solution to calculate unique add/drop periods, based on course type and/or student type, such as the unique drop periods for workforce/non-credit students, credit courses with a schedule that deviates from the traditional term dates, dual credit/dual enrollment classes based on the high school calendar, etc.
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