Student Workflow Meeting:
Tuesday, May 31, 2005
3:30 PM - 4:30 PM

Attendance: Tim S, Mike, Libby, Cheryl, Colleen, Brigitte, Barbara, Patrick, Patty

Agend

a:

- Workflow participants- Add Stuart
- Meeting times — Tuesday 1:30 or 2 pm. NEXT MEETING — JUNE 14 at 2:00 P
- Status of current workflows —

KD

o

*

drop below fulltime - Workflow
4 items needing to be completed (from Patty’s notes)

common email component; add a new email component — (what is our next step? This was sent up through
statewide via Patrick’s email) We need to continue discussing at our campus IT staff etc.
fix html tags —click here (hides the address) - Patrick
add reference at the bottom of the email in case the student replies to the email.
each campus needs to create list-servs for the emails (athletics, international programs...)
Change in registration status -Workflow
Common email components — each campus to come up with this
Fix programs on prod; Programmers AL, CC, FR, FD, FW —shorten the titles — Patty has the list and will
send to Patrick
Fix html tags (same as above)
Remove the email list in the body of the email - Patty
To/From emails — Colleen will work on this — she needs the emails for the listservs.
add reference at the bottom of the email in case the student replies to the email.

-Colleen has the information HR needs on their email, She will create a list-serv.

- Review Priorities — See attached list (in order of priority as determined in April.
We do need to have approval for all workflows via paperwork.

- Plan for next work flows — Non-payment workflow — % of the way complete; needs more work; Tim, Stuart, Brigitte and
Cheryl were taking the lead
Other items

It

was determined that our workflow process would follow these procedures:

1. General guidelines for what need to be done
2. WF group determined next set of Workflows to complete
3. Review priorities with BST
4. Begin work on Workflow
5. Go to SW for programming needs to determine timing
6. Implement
PRIORITY PROCESS STATUS
1 Change in registration status Done
1 Drop below full-time status Done
1 Non-payment notification In progress
1 Notice of last day of payment — campus specific
1 Tuition Waiver Eligibility
1 Total Withdrawal
1 Change in status from degree/non-degree
1 Change in section/course information
2 Grade change (including change grade of )
3 Admitted student notification
3 Notification of missing documents based on date
4 Change of student major
5 Notification of major/program code added to sys.
7 Adjunct tuition credit banking (HR/AR)
8 Applied for FA, but not applied for admission
10 Standard reply (form letter)
10 Missing grade
10 Underage student over credit limit
10 Notify student of change in housing or residency




