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Readmissions at MSU
• Student initiates readmission to MSU after 

three terms of absence
• Received by the Registrar’s Office and, 

under certain ‘rules’, routed to department 
and college of student major

• 5,300 applications received each year
• 4,700 accepted; 600 denied in the last 

year



Old Paper Forms
• Processes were stand-alone:  students had 

to provide repetitive and duplicate 
information to make form usable

• Took weeks, sometimes months to process
• Tracking the form location was next to 

impossible
• Is that really the associate dean’s signature?



First Generation Paper Form

• Student picked up form 
in the Registrar’s Office 
and completed manually

• Form included much 
repetitive data and/or 
unnecessary data –
Gender, Marital Status,  
Spouse name

• Application routed 
manually between units

• Form eventually made its 
way back to the 
Registrar’s Office

• Letter sent to student 
with decision

Readmission 
Application

circa 1975



Second Generation Paper Form

• Less information required
• Student picked up form in 

the Registrar’s Office and 
completed manually

• Application routed manually 
between units

• Form eventually made its 
way back to the Registrar’s 
Office

• Letter sent to student with 
decision

Readmission 
Application

circa 1989



First Generation Web Form
Readmission 

Application
1999 -2005

• Electronic, but student could 
enter anything – no checking

• Required data markedly 
reduced

• Registrar’s Office “picked up”
application on the web, 
printed the application and 
manually routed to up to 5 
offices



Web “Smart” Form

Student Electronic Signature
• Identity verified through MSU 

NetID & Password or through a 
combination of Name, Student 
Number, DOB, SSN

• Recent students, as well as any 
student in SIS – back to 1954

Campus-wide launch March 2005



System Checks
Identity Check

Duplicate Application

Holds



“Smart” Readmission Application
“Top Half”
All “known” information is 

preloaded
• Full Name
• Address & Phone
• Student Level(s)
• College(s)
• Major(s)

Updated address sent to 
Address Change program

Only valid choices are given
• Semester and Year to re-enter
• Student Level Choices
• College List
• Major List

“Bottom Half”
Informational items since 

student last attended
• Other Institutions
• Disciplinary History
• Personal History



Super Smart??

Level Check

Major List

College List

Form pre-loads to last known level, college, major

Drop-downs loaded with only valid information….



Super Smart??
Switching to other student level, again pre-loads to last known level, college, major

…at each valid student level

Level Check

Major List

College List



Application Submitted

Upon successful submission…

…the routing begins…



“Smart” Readmission Routing

Routing Rules
Based on student desired level 
and major, the system 
‘calculates’ if and where to 
route.

Routing rules based on :
• Disciplinary History answer
• Student Level
• Student Class
• Last academic standing
• Last Term GPA
• Cum GPA
• Application to same major
• Time since last enrollment
• Repeat credits



“Smart” Readmission Routing

Sparty’s first stop?  

Associate Registrar, since “yes” to a 
Disciplinary History question



Administrator Menu

Security
• MSU NetID & password

• Authorization (college & department) 
derived from online security system.  

• College security administrators set 
security in the online security 
application;  changes take immediate 
effect.

Dynamic Menu
• Lists pending applications within user’s 

authorization

• Search facilities based on Application ID 
and Student Number



Application Review
Each administrator can view the form 
in its entirety, including comments 
from others and SIS ‘last term’
information



Administrator Decision

Next step dynamically determined
If denied:

• Any and all prior approvers notified
• Student receives email, indicating reason for denial

If approved:
• Sent to “next” signer
• If all approvals received, sent to RO for processing



Application Status
Where’s Sparty?
Waiting for college 
review…

According to the ‘rules’, 
only if Sparty is reapplying 
to the same major in Social 
Science is there no review 
needed…otherwise, 
college review

Desired Major

Previous Major

Social Science ‘Rules’



College/Department Review
Review instigated by system generated email

Menu reflects pending application

Academic unit indicates
• Decision
• Return Academic Standing
• Reason for Denial or 

Conditions of Approval



Finalize Application

Office of the 
Registrar

• Appointment Date and 
Time for Enrollment 
System

• SIS major code (and 
updates student record in 
SIS)

• Final student comments, if 
any



Welcome Back!

Email notification to 
student includes:

•Verification of major and 
term

•Comments/conditions from 
academic units

•Link to enrollment 
instructions

•Any and all holds
•Contact person



The Goal…

…the least amount of effort 
in the shortest length of 
time…

• 1,480 applications since launch

• 1,096 applications did NOT need to be reviewed 
at the department level

• 345 applications did NOT need to be reviewed 
at the college level



Time…

Time is the essence

Time costs money

Time affects satisfaction
• On average, 7 days to process application from time of student 

submission to welcome back message, including weekends and 
holidays

• 213 applications processed in LESS THAN 1 DAY; 218 processed in 
1 business day

• 39 processed in LESS THAN 1 HOUR; 61 in one hour; 40 in two



Summary
“Smart” Readmission Process

• Data input error reduction techniques

• Highly automated and rapid web/email 
environment

• Labor has been cut drastically, allowing us 
to work “smarter”

• Student convenience and satisfaction has 
been optimized.
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