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Electronic Signature
› MSU NetID & password

 i th t  St d t b  d/  › Name, Birth Date, Student Number and/or 
SSN

Check for holds – direct to office with Check for holds direct to office with 
hold and stop order
Additional benefit: sends updated 

dd  i f ti  t  Ch  f address information to Change of 
Address System
Online Orders vs In Person/MailOnline Orders vs In Person/Mail
› 2002 : 39%    
› 2004: 54%   
› 2008(to date): 66%  



http://reg.msu.edu/Transcripts/

The Process
St d t id  i i t  il dd› Student provides recipients email address

› Student notifies recipient transcript will be delivered 
electronically – expect email from rotran@msu.edu

› Registrar’s Office processes order
› Recipient emailed Secure Access Code and a link to 

the website
› If valid code is entered, transcript presented in PDF 

format
AdvantagesAdvantages
› Quick response time: transcript delivered < 1 day
› Delivery and viewing email notices to student
S itSecurity
Questions





RO Staff run a “macro” program to load the order to 
the Student Information System (SIS)
Data should be good, due to up-front checks Data should be good, due to up front checks 
(identity, holds, etc.), very few load errors
Orders loaded quickly – about 5 minutes to load 
100+ orders
As each order is loaded, the program pauses if a 
potential match to a registered user is found and 
prompts RO Staff to override paper delivery

What may have been a paper transcript is 
 l t il t inow electronicelectronic…



Registered User:  an institution, educational or 
not, has expressed an interest in receiving all 
transcripts from MSU electronically, via fax or on 
our website (email)
24 registered users24 registered users

13 Fax
11 Email11 Email



A former student orders transcript to be delivered to Lansing 
Community College (LCC):

Enrollment Services-1121 
i iLansing Community College

P.O. Box 40010
Lansing, MI-Michigan 48901

The program detects a potential match due to keyword 
imatches in address:

“Lansing Community College” or “LCC”’
- and  -

“Enrollment”  or “Admissions” or “Registrar” or “40010”g
- and  -
City  = “Lansing”

Prompt for RO Staff:
› Fax/Email Institution possibly detected   Should this transcript be › Fax/Email Institution possibly detected.  Should this transcript be 

Faxed/Emailed to the Institution?  'Yes' to fax/email, 'No' to mail.
If No, paper delivery as usual
If Yes, transcript delivered via fax/email – no paper!

LCC is a registered “email” user  therefore an email notification LCC is a registered “email” user, therefore an email notification 
will be sent to LCC indicating a transcript is ready for pick-up



SIS writes transcripts to a text file
Text file FTP’d to RO server
RO Program:
› Opens the text file and reads each line, detecting 

information, such as student name and number 
and recipient name, fax or email, and address

› Creates a pdf file for each student/transcript
› Registers each creation in a log table, records the Registers each creation in a log table, records the 

information from the transcript, and generates and 
logs the secure access code

Fax delivery – transcript immediately sent to fax y p y
server and delivered to recipient secure fax machine
Email delivery – email notice immediately sent to 
recipient for transcript pickup

“FYI” il t t  t d t if li  d  d › “FYI” email sent to student if online order and 
electronic delivery requested



If student ordered electronic delivery, we 
notify student of fax transmissiony
› Once fax is sent, order is complete – no 

further action takes place



Whether registered user or not, email 
sent with Secure Access Code
› Registered User can access system with 

secure access code or user account.



Student gets email FYI when ordered 
online and electronic deliveryy



All users directed to one location

Registered 
User Link



Registered email address and password



Registered users can…
› Change password (recommended at first login)
› View MSU’s Key to Transcript
› Click on student’s name to view transcript
› Review last viewed date
› Access transcripts for up to 30 days



Secure Access Code from email notification



No match on Secure Access CodeNo match on Secure Access Code
Transcript has “expired”
Maximum view limit exceededMaximum view limit exceeded
Numerous incorrect Secure Access Codes 
entered IP is blocked from systementered….IP is blocked from system







Notice sent to student each time transcript is 
viewedviewed



Search etranscript activity log (Log everything!!)
View pdf transcript
C t f  b / il dd  d dCorrect fax number/email address and resend
› Resending email will reset Secure Access Code

Unblock an IP addressUnblock an IP address
Delete a transcript
Manage registered users



Cost
› Paper transcript:  72 cents to produce, including 

tpostage
› Electronic transcript:  zero
eTranscript launched November 2007 eTranscript launched November 2007 
Online Orders (since launch)
› 24% request electronic delivery% q y

Started at 16% last November with no advertising
25% in May and Jun

2008 T i t T t l   f 7/2/082008 Transcript Totals as of 7/2/08
› 46,000 Transcripts produced

8,300 (18%) electronically delivered8,300 (18%) electronically delivered
7,000 via email, 1,300 faxes



http://www.reg.msu.edu/CertifiedDocuments/ECEUInfo.asp

The Process
› Department enters participant email address
› Participant emailed Secure Access Code and p

a link to the website
› If valid code is entered, record presented in 

PDF f tPDF format
Advantages
Security
Questions



Similar process to eTranscripts, but a few 
differences:
› CEUs are issued one-time to participants
› Participant can share CEU record (secure access code) 

with anyone  e g  supervisor  for CEU verificationwith anyone, e.g. supervisor, for CEU verification
› PDF not stored, but generated on-the-fly
› MSU Sponsoring department enters participant email into 

existing CEU administration systemexisting CEU administration system

New Email Field



RO Staff generates Secure Access Codes and 
emails

One time only, 
initial email 

tigeneration

Click to preview 
eCEU Record



CEU Participants with an email address on file 
will now receive an email with a Secure 
Access Code



All checks same as eTranscript: secure access 
code, max views, etc.





Search eCEU activity log (Log everything!!)
View pdf record
Correct email address and resend
› Resending email will reset Secure Access Code

Unblock an IP address
Add additional views



CEU Records issued per year: 8,000+
Annual CostsAnnual Costs
› Postage:  $4,500
› Supplies:  $500› Supplies:  $500
Save 0.5 FTE
The eCEU (Electronic Continuing The eCEU (Electronic Continuing 
Education Unit Participant Record) will 
be launched mid-summer 2008 and be launched mid-summer 2008 and 
eventually be the only delivery option
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