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Readmissions at MSU

e 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

e Processes were stand-alone: students had
to provide repetitive and duplicate
information to make form usable

ook weeks, sometimes months to process

‘racking the form location was next to
impossible
* |s that really the associate dean’s signature?
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Readmission
Application

circa 1975

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

& PRINT YOUR NAME IN SPACE ABOVE. &

THIS APPLICATION SHOULD BE
FILED WITH THE REGISTRAR OF
THE UNIVERSITY AT LEAST ONE
MONTH PRIOR TO THE DATE OF
THE STUDENT'S ANTICIPATED

RETURN.
APPLICATION FOR READMISSION

MICHIGAN STATE UNIVERSITY

Office of the Registrar
East Lansing, Michigan 48823

1. Print Name

Fist

2. Mailing Address.

Number

City

3. Your Legal

v

US Cligen  Yes O Mo O
(& Male. O Famale rried 0 Yes, O Na.

How long have you lived there? years.

nths
@um of spousa:

#. When do you expect to re-enter M.5.1.7  Term Year,

Last Term in
A atMSU_____

7. [8) At which level do you plan to work? O Bachelor's, O Master's, O Edue. Specialist,
O Diploms for Advanced Grad. Study, O Doctoral. O DVM. O MD. O DO.
ib) In which program do you wish to enroll? a degree. O non-degree, O special program.
[€] In which college do you wish 10 enrall? What major?
{d) Do you plan to earn a teacher's certificate? [0 Yes, O Noo

8. Have you taken courses at another college or university since you were lust enrolled at M.S.ULY O Yes. 0O No.
U yes, complete the following and request each inatitution attended to send an clficial transcript to the Registrar's Read-
mission Office, 50 Hannah Administration Building. Michigan State Universily, East Lansing. Michigan 48823,

College or University When Atlended Year Credits Earned
O Term
O Semester
O Term
O Semester

First Generation Paper Form

O No. If yes, plesse attach a copy

w0t been employed, write NONE.

Stale

de-point average st the time of leaving
University. I items 12 and 13 sre not

that are not reflected in your employ-

9. Have you st any time been under student or Faculty discipline while atlending another instiiution since you were last en-
rolled at MSU? O Yes. O Ne.

DO NOT WRITE BELOW THIS LINE — CONTINUE ON REVERSE SIDE AND SIGN YOUR NAME

w4 can now achieve your academic ob-

Please indicate APPROVED or NOT APPROVED n space Please indicate below reasons for not spproving. if denied—
to left of signature. conditions or remarks, if approved.

Readmission requires approval of i *Dean or Departmental Chairman, please indicate

ull applicable offices.  PLEASE
ROUTE TO OFFICES CHECKED

student’s current academic adviser code:

wadmitted, | agree to observe the rules
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Second Generation Paper Form

EB__ 6 | Rreadmission

R T meCiaTuAn _ APPLICATION FOR READMISSION

FE - Application

Farsonal Histoey

e |— i — circa 1989

Heorw long atthie

Herwy Ptwene | I— Busismm P |

H you have taken courscn st oiher Initiutionos winy It g MW, you [
Mwm-mmmmmwhmnhmdmum

Less information required

Collegdimrst Er R Student picked up form in
phiclito byt e pee e the Registrar’s Office and

ackRtiona) F¥omsation. o

I e T I Application routed manually
priov educatiorul Inetitution slfllirtions viclstes University polloy The Unhsarslly ressrvas tha between UnitS

right to canoal the rasdm les lon. .

1  What plans heve you mack

our acatemic cojecves - signan S Form eventually made its
E— ' way back to the Registrar’s
Office

Letter sent to student with
decision




Readmission Application

=] Readmission
US social Securit Appllcatlon

Business Phone c Email Address
1. Have you ever been

secondary school_ or ot Semester and Year you wish to re-enter MSU: El ectronic, but Student Cou l d

financial impropriety,

N Ha‘l‘_:'y;u :Egrheen In which college do you wish to enroll? &I enter anything _ no Checking

| Required data markedly
circumstances arise in ' e ol Specialist reduced

Office of the Registrar Human Medicine Osteopathic Medicine

Yeterinary Medicine Agricultural Technology Registrar,s Office “piCked Up,
Yeterinary Technology Lifelong Education . .
application on the web,

b

| appropriate b - printed the applicatiOn and

O First Degree at level above O Earning teaching certificate

DSecond Degree at level above DRequire University Housing manually routed to Up to 5
O Honors College | Will file for Yeteran Benefits Offlces

1. List any constructi

50 tration Building, 3
g e 3 From{mo/fyr) To{mo

2.What plans have you

If you had less than a 2.00 cumulative GPA at the time you left Michigan State, or you were
recessed or dismissed when you left, you must complete questions 1 and 2 under personal
history below. Your college may ask for ad onal information

By submitting this application for Readmission I certify that the items above have been filled
completely and correctly, and if readmitted, I agree to observe the rules and regulations of
Michigan State Univ ty.

I understand that failure to disclose all prior educational institution affiliations violates
University policy, and that the University reserves the right to cancel readmission.




Web “Smart” Form
Campus-wide launch March 2005

lidate and a i it nurnb and date of birth

Readmission Application - Identity Yalidation
Please complete the following.

- Last Name
First Name at M

PID
dent Number

MSU Home  Site i:Entact Us  Search

NOTE: In order to is application your

do not book

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




System Checks

Identity Check

verification Error

The system could not verify your data.

Either we may not be able to verify your information electronically or you may have
mis-typed a variable.

If you think you mis-typed a variable, you can go back and try again.

Or, you can contact the Registrar's Office for assistance at {517) 355-3300. Office
hours are 8 AM to 5 PM, Monday throught Friday.

Duplicate Application

Error
The system has detected a readmission application is already in process for you.
You can only submit one readmission application at a time.

If you have any questions, please contact the Registrar's Office for assistance at (517)
355-3300. Office hours are 8 AM to 5 PM, Monday throught Friday.

Holds

Hold on Student Record

According to MSU records, there are one or more holds for Sparty Student.

Due to the hold{s), you cannot apply for readmission at this time. Once all holds are
cleared, you may apply for readmission.

Please contact the office listed by each hold for assistance.
MNote: The Office of the Registrar cannot clear holds for other offices.

Hold
Description




Othe

If vou have taken courses at other institutions
requested below and have transcripts sent to
Administration Building,

Readmission Application

Please complete the following.
When finished, please press the button at the bottom of the page.

Application Date: 97262005

First Name Middle Initial Last Name

|Sparty |Student

College fUniversit From{mo/fyr)
‘Wayne State 01/05 [
\ | | [

Name of record at M5U
Student, Sparty

Discif

Michigan State University seeks to admit studen
character, and potential, which will perrit ther
offered by Michigan State. The University recog
environment, As part of the admissions process,
Information pravided in response to these ques

i

1. Have you ever been expelled, suspended

secondary school or college you have atten

financial impropriety, or {c) an offense that
No @ ves O

2. Have you ever been convicted of a crimir

minor traffic violations or are there crimina
no O ves @

If you answer "YES" to either of these ques

circumstances arise in the future (until the

answers to the above questions inaccurate,

Office of the Registrar with updated informa

Disciplii

PID Date of Birth 55N
(Student Number) (MMADDSTYYY) (Soecial Security Mumber)
A123245678 1/1/1958 K

Telephone Number

where you can be reached Email address

8:00 a.m. to 5:00 p.m. ET

|spart\;@msu.edu

5173551855 |

COne NSF check in 1982,

Address Line 1 [111 Pine Ave

Address Line 2 |

Address Line 3 |

Country | United States

City |East Lansing

State or Province | Michigan

zip 48822

Home Phone: 5173551855

[no spaces or dashes)

Per:s
If yvou had less than a 2.00 cumulative GPA whe

At which level do you plan to enroll?

Semester and Year you wish to re-enter MSU
Spring 06 %

were naot allowed to eantinue in your major, yo
below. all students may in

1. List any constructive activities in which
that are not reflect

College

Major

| Social Science

| Psychology

Habitat for Humanity

2.What plans have you made since you last| |

achieve your

Check all appropriate boxes

DRequire University Housing
O will file for Yeteran Benefits

DSecond or more degree at level above
O Honors College
O Earning teaching certificate

During the past several years, I 1
second Bachelors degres in Psycho!

By submitting this application for Readmis
completely and correctly, and if readmitt
Michigan

I understand that failure to disclose alllz

Other Institutions
If yvou hawve talen courses at other institutions since last attending M3U, vou must provide information
requested below and have transcripts sent to: Office of the Registrar, Michigan State University, 150
Adrinistration Building, East Lansing, Michigan 48824-0210
From{mofyr) To({mo/jyr) Credits Earned Degree Awarded?

s | [oeos | [0 ] No Degree v |

] - ]

College fUniversity
|Wayne State

University policy, and that the University reserves the right to cancel readmission.

Subrnit Application for Readmission

“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
e Student Level Choices

* College List

* Major List

“Bottom Half”

Informational items since

student last attended
e Other Institutions
* Disciplinary History
* Personal History




Super Smart??

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

Semester and Y ish to re-enter MSU At which lev ou plan to enroll?

Engineering Computer Science

Drop-downs loaded with only valid information....

Level Check
At which level do you plan to enroll? College List

Major List

puter Science
Electrical Engineering

al Engin
and Engineering
| Engineering




Super Smart??

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

Semester and Year you wish to re-enter M5U At which level do you plan to enroll?
Bachelors

Business Finance

...at each valid student level

Level Check

Bachelors

Major List

Major

Engineering - _
Human o Accounting

General Business Admin-Prelaw
General Manag nt
Hospitalit
man Resourc
eting
ly Chain Management




Application Submitted

Upon successful submission...

An e-mail message will be sent to sparty@msu.edu when your application has been reviewed.

| Thank you - yvour Readmission Application has been submitted to the Registrar's Office.

...the routing begins...




“Smart” Readmission Routing

Readmission Application System - Routing Rules

Routing Rules

MOTE: An exception indicates that all applications within the category {level and department) will be
reviewed.

Rule DeptfColl

Based on student desired level

and major, the system
‘calculates’ if and where to
route.

Student

aT - Caoll Review

GR - Dept and College Review

Routing rules based on : PR T—

is & junior, senior, 2nd degree
znd is in Good standing

* Disciplinary History answer o Review nendos

and has been gone for a maximum of 5 years then...

Student Level T Coll Revisw

StUdent Class Exception for College Review: 634-Packaging
Last academic standing
Last Term GPA GR S Dept and College Review

Cum GPA un If the student...

is a junior, senior, Znd degres

and is in Good standing

Application to Same major znd is reapplying for the same major

znd has a maximum of 10 repeat credits then... Mo Rewview needed

Time since last enrollment

Exception for Department Review: 782-Social Wark

Re peat Cred its Exception for Departrnent Review: 592-Landscape Architecture




“Smart” Readmission Routing

Sparty’s first stop?

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

-
B Readmission Application Review - Associate Registrar action needed - Message (Plain Text) Q@@

i Fle Edit View Insert Format  Tools  Actions  He




Administrator Menu

Log Out
Switch Colleges

Readmission Application System

Dugald Mciillan, RO mMonday, 9/26/2005

Your authorization college is: RD
¥You have access to the following department(s): all

Readmission Routing Rules

ation 1D acking Mumber]
sed on Student PID (F dentification Humber)
Administrative Functions:

Report Generation

Instructor Menu
Online Forrms 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

.. . . Application ID
Readmission Application +379

Application Date: 37262005

Student Name Name of record at MSU

Sparty Student Student, Sparty

PID Date of Birth S5MN

ook sk ok okok ok o ok

A1Z345678 1/1/1955

Day Phone Email

5173551855 spatty@msu.edu

Address

1151 Marigold Ave
East Lansing, MI 48523
US-United States
5173551855

Semester and Year you wish to re-enter MSU At which level do you plan to enroll?

5506 UM-Bachelars

College Major

Social Science Psychology

Other

Other Institutions

College fUniversity From{mofyr) To{mojyr) Credits Earned Degree Awarded?

Wayne State 01705 06405 10 MoDegree

Disciplinary History

Michigan State University seeks to admit students who provide evidence of intellectual performance, good
character, and potential, which will permit thern to profit from progrars of the academic rigor of those offered
by Michigan State. The University recognizes that learning opportunities are enhanced by a secure
enviranrent. A5 part of the adrissions process, we require applicants to respond ta the following questions.
Information provided in response to these questions needs to be reviewed, but rarely results in denial of
adrnission.

1. Have you ever been expelled, suspended, disciplined, or placed on probation by any secondary school or
college you have attended because of {a) academic dishonesty, (b} financial impropriety, ar {c) an offense
that harmed or had the potential ta harm others?

il
2. Have wou ever been convicted of a criminal offense (including in juvenile court) other than minar traffic
violations ar are there criminal charges pending against you at this tirme?

YES

If you answer *YES* to either of these questions, provide an explanation in the space below, If circumstances
arise in the future (until the time you begin attending classes) that make your answers to the above questions
inaccurate, misleading, or incomplete, you must provide the Office of the Registrar with updated information.

Disciplinary Explanation:
One MSF check in 1982,

Waiting for review by an Associate Registrar

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

Personal History

If you had less than a 2.00 curnulative GPA at the time you left Michigan State, or vou were recessed or
dismnissed when yvou left, vou must complete questions 1 and 2 under personal history below, vour college
may ask for additional information

1. List any constructive activities in which you have been participating in during the last vear that are not
reflected in your academic record:
Habitat for Humanity

z.What plans have you made since you last enrolled that cause you to believe that vou can now achieve your
academic objectives?
During the past several years, I have realized the desire to obtain a second Bachelors degree in Psychology,

518 Information From Last Term at Level to Enroll
Credits Repeat

thn B Earned Credits

Term Term GEA Standing CAAP Major

<} 75 3.7281 125 Jeleiegn] 0 1267-Finance

Department Chairperson Student's Department

698-Psychalogy
Department action not needed.

Associate Dean Student's College

38-Social Science
Wiaiting for college action,
Email sent to: kalin@msu.edu;

Registrar's Office Review

Return Acadmic Status Standing

Readmission Application Comments

Associate Registrar

As the Associate Registrar, I Onpprove ODeny this readmission application.

Indicate Academic Reasons for Denial or Conditions of Approval
NOTE: These comments WILL be shared with the student.




Administrator Decision

Dugald McMillan, RO | Monday, 9/26,/2005

Readmission Application

Thank you - your approval has been submitted to the system.

The application is still being routed. If the application receives all needed approvals, it
will be sent to the Registrar's Office for processing.

Feturn to Readmission Application System Menu

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
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Application Status

8 Desired Major
Wh e re S S pa rtY? Semester and Year you wish to re-enter MSU At which level do you plan to enroll?

5506 UN-Bachelors
College Major

\X/aiting for CO”ege Social Science w
review... Previous Major

SIS Information From Last Term at Level to Enroll

According to the ‘rules’, Term GPA  Cum GPa U gianging  Repeat CAAP  Major

Earned Credits

only if Sparty is l"eapplying 3.875 37281 125 GOOD N @a?.ﬁn
79 (D CEE major in Social Social Science ‘Rules’
SCience iS there no r’eview 38-Social Science

[ElJ} If the student...

needed...otherwise, wr 1o G g

and isFeapplying for the same major

CO”ege reVieW gnd has 3 mamimmef-trepes Mo Review needed

Coll Review

Exception for Department Review; 732-Social Work

Exception for Departrient Review: §92-Landscape Architecture

Readmission Application System - Current Status and Archive List

To view the details for a specific application, click on the Application ID.

Yiew most recent applications

LEGEMND:
v - action approved ¥ - waiting for action X. - action not needed

Application
1D

Application |Application |Associate

Ao Lisrel oy Date Status Registrar

Department |College |Processed

Sparty Student [N
812345678 Psychology

Jane Coe GR
A1Z2345678 Computer Science

Chris Smith ]
az3456789 Computer Science

Joe Schmoe Un Approved-
823423454 Earth Science Sl Processing

9/26/2005 |Routing v X

9/26/2005 |Routing

X
g/16/2005 |Routing X
X




L@l  College/Department Review

Review instigated by system generated email

B Readmission Application Review - College action needed - Message (Plain Text) |L | [2|
i File Edit View Insert Format  Tools  Actions  Help

o . . i -|I] AR L U= = 1= i :
Menu reflects pending application T TN I—Y

o S Log Out . . .
Readmission Application System Fems  CEmNEE St (im e D

Switch Colleges To: Jane College

LaH
Subject:  Readmission Application Review - College action needed

Y

Your authorization college is: Social Science There is a Readmission Application [Application ID #279) waiting for your action.
You have access to the following department{s}): all

Readmission Routing Rules Sparty student - UM - Peychology

Pending Applications: Pleaze go to the Readmission Application System
App# 279 - Sparty Student - UM - Psychology

(Bt £ test regumsuedu Forms FReadmission/Menu.asp] to approvefdery the
Application Search: application.

spplication Status and Archive List

Search applications based on application ID (Ferm Tracking Mumber)

Search applications based on Student PID (Personal Identification Hurmber)

Instructor Menu
online Forms Menu

Associate Dean Student’s College

A5 the Associate Dean Student's College, [ lrE:}'.¢'.|:||:|r|:m-'e G‘Deny this readmission application.
Return Acadmic Status Standing

Academic unit indicates Gu:u:u:l DPrDbatiDn DFinaI Probation DExtended Final Probation

o 0o Indicate Academic Reasons for Denial or Conditions of Approval
* Decision

MOTE: These comments WILL be shared with the student.

. Return Academic Standing Itudent mwust meet with Academic Adwvisor prior to enrolling for
* Reason for Denial or Spring 2006.

Conditions of Approval

Submit Decision




Finalize Application

Department Chairperson Student's Department PY
R Office of the
Cepartrment a not needed.

Associate Dean Student’'s College

— | Registrar

Registrar's Office Rev

Return ncadmic-status Standing AppOintment Date and
ol Time for Enrollment
Student must meet with HI_;EI ! - System
Registrar's Office .
Appointment Date and Tirne:l:l SIS ma)or COde (and
The student wi Enr i following major: .
updates student record in
_ - — SI1S)
45 the Reqgistrar's L) Approve eny this readmission application, . .
e e e Final student comments, if
any

Submit C




Welcome Back!

B Readmission to MSL: Welcome Back! - Message (Plain Text)

I Flle Edt Wew Insett  Format  Tools  Actions  Help

H I CJAIB LD E =S == is

£ ey | CgRey oAl | pForwerd | o | B ¥ | X e~ -a 0

Fram: rea@msu. edu Sent:  Mon 9/26/2005 2:20 PM

Ta: sparty@msu.edu

Email notification to
student includes: O ——a

. o . . taonday, September 28, 2008
* Verification of major and
te rm Welcome back to Michigan state University!
[ ] C O m ments/co nd i.l.io n S fro m Your application for readmission has been approved at the Bachelors level in Psychology beginning 5306 Semestar.
. . Comments/Conditions:
academic units

* Link to enrollment
You will need to vse your MSU NetlD [email) and password to enroll in classes and pay your tuition. If you have not yet

instru Ctions set up your MSU NetiD account, go to httpfinetid.msu.edu and vse your PID and PAMN to initiate your account, fyou do
not know your PID and PAN, call 1-800-496-4675 for instructions.

Cear Sparty Student

Student must meet with Academic Advisor prior to enrolling for Spring 2008,

® Any and a ” hOldS You may begin to enroll for S508 semester: Monday, Cctober 10, 20085 at 4:00PM. Go to httpiffwebenroll.msu.edu to

enroll. If you are unable to enroll in a desired course because the systern says that adds are no longer allowed, you will

° Contact person nead to contact the department offering the course for approval.

Enroliment /Registration instructions appear in the GQuick Guide to Enrollment /Registration on the web at:
hitp:f fncacwr test.reg.msu.edu/ROINfo /EnRe g/Guick Guide.asp .

Please feel free to contact me should you have any questions. | will be happy to assist you in making vour returmn to
mMichigan state University an easy pracess.

Sincerely,

Colly Mennare

Office of the Regisrar
[517) 353-4490
reg@msu.edu




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”

e Student convenience and satisfaction has
been optimized.




MICHIGAN STATE
UNIVERSITY

Questions?

Dugald McMillan, Associate Registrar for Enrollment & Registration Services
dugaldmc@msu.edu

Kristin Schuette, Associate Registrar for Technology
schuettl @msu.edu




