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Dean of Students 

1) License and implement Datatel’s ActiveAdmission. 

Presentation and cost information presented to Executive Council on March 7, 2006.  This product: 

· will replace ASC online application

· will eliminate need to develop import for prospect e-mail requests         

· will eliminate visit/event RSVP form editing

· can provide new website and content management 
· will eliminate #3 below (Lyris software)

Needs decision and funding, followed by implementation timeline and identification of project leader and ITS/Admission/Communication staff responsibilities. 
2) Develop summer communication tracks for newly enrolled students using the Colleague Communication Management module.   

These summer communication tracks will used to schedule and automate production of all communication from all offices for newly enrolled students planning to attend in the fall.   This project has been funded and is currently in process. John Lucy is the project leader and Emily Brinkley has been contracted to do the setup, implementation and training. In  process Has been funded  Date sensitive 
3) Establish guidelines and assign responsibilities for use of Lyris software. 
The Lyris software, purchased in 2004, is used by both Admission and Communications to generate broadcast email using email addresses and demographic data downloaded nightly from Colleague and Benefactor.  Documented procedures of the data transfer from Colleague & Benefactor to the Lyris server and responsibilities and process guidelines for the list generation-capabilities and use of this software need to be established.  With the departure of Emily Brinkley and Wendy Cromwell, the key users of the software for their respective areas, ownership and institutional policy with regard to the use of this software needs to be addressed and documented.  This item will not be needed for Admission if we implement Datatel’s ActiveAdmission which contains its own email program.  Procedure review May need funding for training.  Date sensitive
4) Purchase and implement Datatel’s Campus Organizations module. 
This Datatel module tracks student involvement in campus organizations, including timeframe in the organization, positions held, and other pertinent information. It is also integrated with the Faculty Information module to track faculty involvement in campus organizations and activities.  Following graduation, the student nformation in this module benefits alumnae relations and development for alumna/student partnerships, career planning support opportunities and development activities geared to student’s interests while at ASC.  Needs decision and funding ($8250 license/$1400 annual maintenance) followed by implementation timeline and identification of project leader and ITS/DOS responsibilities. 
5) Purchase and implement Datatel’s Residence Life module  
This Datatel module processes  room and board assignments to ensure that students are charged appropriately for room, board, and other miscellaneous fees related to residence life. Use of this module will: 
· Improve accounting process and ability to create occupancy reports for B&F

· Improve roommate matching process

· Improve roster maintenance procedures and emergency tracking
Needs decision and funding ($8250 license /$1400 annual maintenance) followed by implementation timeline and identification of project leader and ITS/DOS responsibilities.
6) Provide IT support for Admission and Financial Aid annual processes for new Director of Enrollment Services and Director of Financial Aid with particular focus on:  
· updating auto packager

· new year set-up

· application import updates

· updating paragraphs for new start terms
These items will be added to the annual process calendar so that if needed, support from ITS will be available.  
7) Enrollment reporting.   Provide support for Director of Enrollment Services and/or contract with outside consultant to create custom reports for: 
· retention tracking

· automated application report with prior year comparison data

· automated campus visit report

· updated/automated geographic distribution report with application and enrollment goals

· automated SAT/ACT distribution and analysis reports

· automated projected net revenue reports by cohort
Needs Admission research, analysis and prioritization and possible funding (Reach) 
8) Evaluate enrollment services/financial aid processes for improved efficiencies.  

Utilize Datatel’s usage audit services for Financial Aid. $2000/day 2-3 days + travel  Utilize Datatel’s usage audit services for Enrollment Services. $2000/day 2-3 days + travel This audit service from Datatel involves an onsite visit to review current processes and procedures, followed by recommendation for enhanced use of the software and processing efficiencies. 
Needs decision and funding 

9) Develop a process to upload student information from Colleague to the Titanium software in health & counseling.  This is a procedural/process issue that can be resolved with a Registrar/HealthServices/ITS meeting and the development of a documented process.  Procedure review
10) Provide view of missing Financial Aid forms and online award letters in AscAgnes using Communication Management, and the My Documents feature of AscAgnes.  Needs leadership/testing from Financial Aid.  Review, analysis and customization may be necessary. Process implementation
Business & Finance  (Accounting/HR&Payroll) 
1) Implement TIAA-CREF electronic submission. 
This product is called the Open Plan Solutions Platform.  Open Plan Solutions enables TIAA-CREF to deliver streamlined administrative services, expanded choice of investment funds and objective participant advice and planning services. It puts leading edge investment and technological resources to work for the college.  Electronic submissions will be mandatory this year.  Electronic submission requirements are being reviewed by ITS.  ITS expects to be able to complete this in house, however, consulting may be necessary. Process implementation May need funding
2) Implement the AscAgnes Account Summary feature so that students can view bills online.  Review, analysis and customization may be necessary.   Needs leadership/testing from Accounting.  Process implementation
3) Explore and implement FRx reporting.  
The Datatel FRx Financial Reporting tool helps to design easy to read financial and budget reports and paperless distribution of financial statements. It enables the user to get answers with the powerful drill-down viewer and easily recognizes organizational changes in reporting without manually recreating the entire report. (ITS note -  Prior to the decision to license and implement the FRx software, ITS suggests a review of the current financial reporting needs.   One of Datatel’s key financial Business Analysts has recently joined Rose & Tuck and is very knowledgeable about FRx.  Rose & Tuck has also developed a reporting product which we will schedule to review.  In addition to financial statement reporting, ITS suggests that the My Budget component of AscAgnes be implemented for Budget Managers.) Needs research, decision and funding
4) Implement AscAgnes staff options, especially Web Time Entry, Total Compensation and Leave Plan Summary.      This would automate and/or consolidate several of our current manual processes.  Web Time Entry would allow all time records to be submitted electronically, eliminating paperwork and manual entry of time as well as create an electronic file for auditing and historical purposes.  Total Compensation would replace the additional work necessary to produce the benefits statements that the college has provided to employees detailing the value of benefits added to salary.  Leave Plan Summary would allow employees real time access to vacation, sick and personal leave information.  AscAgnes would put ASC in line with many other organizations where employees have electronic access to personnel-related information. Needs leadership/testing from Human Resources.  Process implementation
5) Review and update or replace Kronos/Datatel integration process  
The Kronos software, which is currently used to capture and maintain time clock data for Bi-Weekly employees is outdated and has not been supported by the company since at least fall 2004.  The data from the Kronos software is regularly imported into our Colleague payroll system.   A move to another product is inevitable and we would like to make the choice rather than have it made for us with a system crash.  Needs research into Kronos alternatives.  While AscAgnes has electronic time sheet functionality, it does not have time stamp functionality.   If time-clock functionality is required, the purchase of new software or upgraded Kronos software will need to be funded. (estimate $10K – $40K)
6) Implement P-card   
The concept of the Purchasing card is similar to the corporate credit card. This allows you to pay one big bill to the P-card vendor, drastically reducing the amount of time spent on creating requisitions and gathering proper signatures.  Needs research on P-Card vendors, implementation requirements and Datatel integration requirements.     
7) Create electronic employment requisition process. 
This would allow managers to create, approve and track requisitions electronically which would eliminate paperwork and phone calls to see if a requisition has been approved.  It would also be a more accurate way of tracking when a requisition was generated and allow for more analysis of data regarding frozen or “on hold’ positions, etc.  Needs research  on possible options for this process within and outside of Colleague.  
8) Generate a report/download of budgeted, frozen, vacant positions, etc. 
This could possibly be one component of a bigger process to include employment requisitions – see above.  Currently, this information is generated in several different ways and involves a large amount of manual manipulation.  (ITS note – an optional Position Budgeting module available from Datatel has been considered from time to time to address this issue, but never licensed.)  Needs research/project specifications.
9) Implement AR/FR/FA reconciliation to improve business processes.    
Merge FA. Transmittals for GL 11-00000-01341 with disbursement roster from ELM-NDN to create an individualized student statement activities for all the loans.  Produce reports to summarize daily cash and credit card transactions entered by Development to facilitate reconciliation process.  Create reports in a format that can facilitate reconciliation process for tuition, room and board to reduce manual labor.  Needs process review/project specifications.  May involve Datatel and/or Rose & Tuck training/consulting.
10) Improve 1098T and 1099M reporting by reviewing current procedures and exploring 3rd party solutions. The processes used to generate these Federal forms have been time-consuming and have required some manual adjustments.  Current processes need to be reviewed and/or training arranged to determine correct setup and processes to easily generate these forms. Some Datatel schools transmit data to 3rd party vendors who generate and distribute the forms.  Needs process review and research.  May involve Datatel and/or Rose & Tuck training/consulting.

Dean of the College
1) Implement online registration using AscAgnes  Complete Date sensitive
2) Summer communications  (See DOS #2) In process Date sensitive
3) Improve PBPM/MAT application processing.
Develop standardized application processing for grad/post-grad programs. The problems have been two-fold:  the programs are not using standard reports to be used by the rest of the college; and that the student data is incomplete or not in proper formats.  The best solution would be for all application data entry to be performed by the Office of Admission.  Because this solution is currently not tenable due to staffing issues, we request that Admission staff provide detailed training and documentation to the program staff, and that uniform reports be designed for all to use.  Needs decision on Centralized enrollment processing  Procedure review and identification of project leader and departmental staff responsibilities also needed. 
4) Increase use of Faculty Information module.  
Maintain one comprehensive database of all faculty information.  Organize all users of faculty information and develop a plan to use Datatel’s Faculty Information module to enter, maintain, and report on all faculty-related information.  This module, which is part of our base Colleague license and is integrated with the Human Resources module, will eliminate the use of manually-maintained desktop spreadsheets and files.  This project affects and will benefit many areas including Institutional Research, Dean of the College, Business & Finance.  It will require leadership outside of ITS and partnership with ITS and several other areas to coordinate and stage the implementation.  Can be implemented in stages.  Procedure Review/Process Implementation 
5) Standardize & enhance use of Student Remarks screen across divisions, develop reports

The Student Remarks (STRK) screen in Colleague is designed to allow codes and free text to describe interactions between staff and students, which can then be viewed by other staff members.  It is currently used by the Academic Advising Office.  We request that other staff members with significant student contact be trained to use STRK, and that additional codes, as well as reports, be developed to help us track our interactions with students. Procedure Review/Process Implementation 
6) Create customized AscAgnes screen to display holds  
Students with holds are prevented from registering.  However, there are no AscAgnes screens to display hold information. An AscAgnes screen with hold information and the specific nature of the hold(s) will allow student to view barriers to registration.  May been done by ITS in house. 
7) Investigate use of My Documents in AscAgnes
Allow students to see missing forms.  Procedure Review
8) Develop coding and reporting procedures for at-risk students

To assist with retention and graduation rate.  We need to develop routine reports to identify at-risk students, both at enrollment and in later semesters; find an appropriate place in Colleague to code such students, and then develop reports to track their success.  This will require DOC staff developing parameters, and ITS assisting with the coding and reporting. Procedure Review/Process Implementation
 

9) Develop coding and reporting procedures for withdrawals

Currently students reasons for withdrawing from the college, if known, are maintained in various formats in various offices.  It would be better to develop a comprehensive set of codes, and enter that information into Colleague at the time of withdrawal.  This would greatly improve our ability to look at trends (by being able to include students' academic and demographic information in any reports), and maintain historical data on a centralized location.  This will involve discussion of policy and procedures by DOC, DOS and Institutional Research staff, and then assistance from ITS. Procedure Review/Process Implementation
10) Develop and increase use of communications management   
Track incoming and outgoing student communication. Procedure Review/Process Implementation
Institutional Advancement

1) Assess reporting needs of all Benefactor users and design easier methods for staff to pull their own reports. In process
Progress to date:
Staff members have identified key reports that are essential for reporting to ASC, alumnae, donors, and trustees. ITS has begun implementation of QueryBuilder, a feature in the latest version of Benefactor, which allows staff to select and run reports from a list of report files on their desktop. Reports created thus far with this tool:

· Dir. Of Dev.: Alumnae House total raised; Chapel total raised

· Reunion Giving: Class of ‘57 Advance fund; Class of ’57 fund 

· Director of Capital Gifts: Shuronda Smith fund

· Gift Processing: Mail labels (in process)

2) Create year-to-date progress reports, as well as comparative annual reports, on fundraising totals by purpose (endowment, annual fund, unrestricted, capital projects, scholarships, etc.) and by source. In process Date sensitive
Progress (reports created) to date:

· Annual Fund YTD

· Annual Fund by Source

· Total Support by Source

· % Class Giving

· Monthly Report for Fund Chairs

· Trustee download
3) Partner with Accounting to review policies and procedures related to fund information, including setting up funds, notifying budget managers, assessing market value, determining award amounts, etc. In process
Progress to date:

In addition to several Development/Accounting meetings to understand and resolve fund information issues, ITS has provided Development a list of funds in Benefactor that includes fund no., name of fund, budget officer, budget manager, purpose of fund and is working on a training session to demonstrate Benefactor/Colleague fund information linkages.  
4) Review of scholarship funds: document the scholarship tracking process, evaluate Access stewardship database, review reporting processes, clarify cross-departmental roles and responsibilities, and design necessary reports for donors and for budget managers*. Date sensitive
5) Improve overall data integrity of the database by reviewing current procedures, creating error reports, investigating the use of screening services, standardizing downloads for mailings, and improving the link between Benefactor and AlumNet  or (Active Alumni – $112,000/$9,600) * 
6) Improve workflow for gift acknowledgements by investigating the use of new UI features, how recognition levels are set up, and how gift processing works with this feature in Benefactor.  * 
7) In order to track current and potential donors, review coding and rating of prospective donors, and develop/enhance profile reports to assist with the cultivation and solicitation of these prospects* 
8) Resolve longstanding issues with recording of participation of alumnae, donors, and potential donors to events by streamlining data entry process, exploring enhanced use of the Event Tracking module, and developing better reporting methods *
9) Improve the complicated and fragile process for generating student call program cards. (data issue/small project)
10) Partner with Alumnae Relations, Career Planning, and Admissions to develop means for tracking alumnae volunteer opportunities, e.g. career mentor, fund chair, etc. (ActiveAlumni has features to assist with these functions )

(*ITS Note - Many Development issues included in these items will be addressed as a part of the weekly training with Rose & Tuck beginning 4/20/06 and regular meetings with ITS. )
Office of the President

1) Establish field in student records for cohort tracking 

We would like to have a field in the students file to indicate the cohort to which a student belongs – first-year, sophomore, etc. As it is now, there is a class field, but it is based on the number of credits a student has earned – not the length of time she has been at ASC. This is crucial for computing graduation rates and retention rates. The process we use now works, but this field would be more reliable and easier to use. (data issue/small project)
 

2) Identify location and assign responsibility for entry of major awards  

We are constantly asked to report on Fulbright winners, Gates scholars and a host of other prestigious award winners. Currently, there is no assigned place for storing this information and no one is “responsible” for maintaining a list. We have a list in IR, but it is spotty at best and just stored on an office computer. (data issue/small project)
3) Enhance use of Faculty Information module for reporting (see DOS #4) Procedure Review/Process Implementation 
4) Provide for staff attendance at National and/or Regional Datatel Conferences Training/Staff Development
5) Complete development of screen for managing graduate school application information 

Again, this is something we are asked time and time again for many surveys, including US news, Princeton Review and others. This information is tracked in part by Career Services, in part by IR and of course, some faculty track this as well. With one point of entry into Colleague and a systematic way of obtaining and tracking this information, we would be better able to reliably and accurately report it. Our hope is that we would find that there are more students applying, being accepted to, and enrolling in graduate programs than current systems are able to capture.  Project leadership needed.  Will require custom program ($15,000 – $20,000)  
6) Determine method/query for identifying student classification at time of entry 

This is particularly salient for Woodruff scholars and transfer students who enter with transfer credits – often enough to give them sophomore status. It would be helpful to know – by credits – a student’s standing at the 
point of entering ASC. Then, we could paint a clearer picture of the time that it took our Woodruffs and transfers to graduate. data issue/small project)
 

7) Explore options for safeguarding, managing saved lists 

With transition in our office and others, it is difficult to maintain a reliable catalog of saved lists – especially when they are saved under individuals’ initials. We would like to try to create a catalog of saved lists and rename them using a different set of initials – such as “IR” for our office – to ensure consistent naming of lists and easier, more reliable retrieval of this information.  data issue/small project)
8) Provide for separate sources for faculty, staff, retired faculty and retired staff 

Currently, retired faculty and staff are listed as “retirees” in benefactor. This makes pulling lists of only retired faculty – who are invited to more events, etc. than staff – very difficult. (ITS Note -  This is a simple coding  issue that can probably be resolved with a conversation with Development) data issue/small project)
 

9) Develop screen for tracking trustee information 

Again, this is an issue of access. Trustee background information – such as religion, age, occupation, etc. – is not currently stored in Benefactor. Instead, Lea Ann Hudson tracks and updates this information. We believe the community would be better served if this had its place in Benefactor.  (ITS Note - Fields are available in Benefactor for religion, age and occupation.   This issue may be resolved with a conversation with Development)  data issue/small project)
10) Reevaluate archiving of data and explore other options for data warehousing 

We have noticed some inconsistencies with the archived files. We are only asking that this be explored further. Procedure Review/Process Implementation 
 
Information Technology Services
1) Upgrade to WebAdvisor 3.0 (AscAgnes) (See DOC) Complete 
With the assistance of Datatel technical support, WebAdvisor has been upgraded to the latest version. The new version has a new look , is more user friendly, and includes performance gains.   The administration of WebAdvisor is easier with many customizations available through Colleague screens without web design experience. Support for previous version ends September 2006. Date sensitive
2) Implement Release 18 (estimate $270,000) 
· This release includes an overhauled strategic architecture and new release system which will make future upgrades and enhancements easier to administer.  The application will not change and process and procedures currently in use will not change for end users. 
· Support for Release 17 ends August 2007 Date sensitive
· We have joined a Release 18 cohort – a group of Datatel clients implementing this release within the same time frame and participating in workshops, training sessions and webinars together.  Cohort activities begin this July. 
· The cost of this upgrade needs additional research.

3) Convert custom programs from Unibasic to Datatel’s Envision programming language. Date sensitive
All programs in Release 18 must be written in Datatel’s Envision programming language.  While some of our programs are in Envision, other older, but still used programs must be converted or re-written. This may require additional programming training. 

4) Conduct system security audit  
In order to assure that our administrative computing environment is secure at the software, hardware and procedural levels, a system security evaluation conducted by an external reviewer is recommended. This process will include the documentation of internal security procedures and evaluation of external security protections.   The cost of such an audit has yet to be determined. 
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