The University of Western Ontario

Gone Ficheing: Document Imaging in the
Admissions Office

Brandi Borman

Team Leader Admissions

Undergraduate Recruitment and Admissions
bborman@uwo.ca



Why Document Imaging?

Records Management/Archives
Inquiries at the Front Counter
Communication with Faculty
Lost Files and/or Documents



The Wailing Wall




And the winner is.....

[.aserf

http://www.laserfiche.com/company/index.htmi



Planning to Fiche — So many
guestions....

o Usersand Security

e Business Processes
— OUAC Apps
— Workflow
— Document Processing/Orphan Mail

e Document Types



L aserfiche 101 for the

Admissions Office
Rule #1 — Everything isdriven by the OUAC
Application and the student number
e 105 Applications come in over night

e Database matches OUAC number to
Student number

* Index Card Is populated



|ndex Cards

f@ 105 New Applica 20062031050 (2) - LF -1ol.x|
File Edit Wiew Tools Window Help
B L ¥ / , : !— = [Eom
He 7P - A /L8 === ===
[~ Template: |StudentRecnrd5_2 j I~
SkudentID
NON 032 032 2006- EC |
SECONDARY Date
INFO
SHEET  New Application  Feb 01, 2006 |o10272008]
21-900 Second St —
London ON N5V 5G9 —_—
M CANADA 5 ENG ENG !
YES 20060129 Firsk Mame
COMMON NAME: |
E-MAIL:
ADJUD.: 218 CAT: FANSHAWE COLLEGE Middle Mame
# OF YRS IN ENG LANG SCHOOL SYSTEM: 99 QUTSIDE CANADA: NOT REPORTED
# OF YRS IN CANADIAN SCHOOL SYSTEM: 15 |
APPLYING FOR OSAP? - YES
ABORIGINAL APPLICANT? - NO WRITE AP EXAM BY JUNE? - NIR —
** CHOICES = | 105 applications B |
EN SUBJECT YEAR  F PRIOR RES. —
PT UNIVERSITY/COLLEGE/PROGRAM COOP INTEREST DESD CHOICE P APPLN REQD —
CURRENT [ =
F EO Western-Social Science SOCIOLOGY 2 02 FNR YES —
OTHER CHOICES e
F EO Western-Social Science CRM 201 FNR YES [006205
F EQ Western-Social Science PSYCHOLOGY 2 03 FNR YES
F DAB UOIT-Criminiology and Justice Bridge 204 FNR YES Admit Term
*** PREVIOUS INSTITUTIONS **
FROM TO NAME OF INSTITUTION LEVEL PROGRAM  DIPLOMA | 1083
200409 200604 FANSHAWE COLLOF AA&T  NOTREPT POLICE FOU 2yr NR iRt o
LONDON ON CANADA  N5W5H1  Expect-200604 |
Skakus
ACO Counsellar
LI AC0 Status LI




Sample File

[#!'Search Results - Lasetfiche ||

P YRE s VS@EX

Hame | St | Last Name | First Hame | 0UaC | Type | Pages I Creation Date | Last Modified | Date | Documert Type | Admit Type | Admit Term | Status | Box# | Cateqory | Dateof... | S | Change! \
HngS Mew Applica 2., 250,..  Tanner 20062... Document 1 29/11/2005 11:10:14 AW 10j02(2006 2:09:55PM  Mov 16, 105 Applications ECS 1064 (-RFD Reqular 407f.. 54, 1
@ Tanner ref Ity 250, Tanner 20062.,, Document 2 10/02/2006 1:52:15PM 10/02/2006 15215 PM Jan 27 ... ADM Corr (Letters],., 1089 06248 Regular 1407, 52, 1
@ Tanner pre & bls/tre 250, Tanner 20062.., Document 2 10/02/2006 1:53:03 PN 10/02/2006 1:53:04PM Jan27...  Transcript 1069 06248 Regular 1407, 52, 1
@ Tanner Bingham tr  250...  Tanner 20062... Document 1 10/02/2006 15352 PM 10j02(2006 1:53:52PM Jan27 ... Transcript 1069 06248 Reqular o7, 521, 1
@ Tanner A3/ ks (2) 250, Tanner 20062, Document 3 10/02/2006 2:08:22 PM 10/02/2006 2:08:22PM Jan 7. Transcript 1069 06248 Reqular 1407}, 52, 1



Workflow Part |

E] {fj| 0-Mail

- C 1-Incoming

+-{C) 2-Processed

#-{C 3-To be reviewed

#-C=) Affiliates

#-{C) Grad Studies

E] {E] MNew Applications

. B CEGEP
#)-{C=) EDI Transcripts

----- {3 Part-Time Incoming
{f:“] Ready for Acknowledgement
#-{C=) z-old batch
{E] Orphan Files

&) Trash



Workflow Part ||

+-{=) Decision Mail

=) Status

{3 O-RFD

A 1-Admissions OFFicer 1
AT 2-Admissions Officer 2
A 3-Admissions Officer 3
{1 4-Admissions Officer 4
L) S-Admissions Officer S
1) 6-Admissions Committee
1) 7-Evaluated

i) 8-Professional

=) ADMT
) APPL
iC ) Complete
4C=) DDEF
{C=) DENY
= ssC

= ssP



Staff I nvolvement

e Original Staff Coordinators

e Documentation
— A Document in Progress
— Consistency Is#1



PreReq Orange

Dot s it i Ml | P

@ Ontario M ONTARIQ STUDENT TRANSCRIFT
Mnsibr te Mhdpbon RELEVE DE NOTES DE L'ONTARIO SO05/11/29 —
m == T ¥ Eﬁﬂwlmm Carcier  Disla of i [FTTE
SEGE  Vew|hedm  Mork lbiem Dy lJme
F Hhar
F.-dn.-ldschli L e Hiarstiz Plarmai o Sarhasil a8 Filaosile f [ 2
e - ,d_m Wigribay | Wy, Oihln:'"lﬂh Mdlf‘:lnglw
St Johne-Hilmamock Schocl ST. JOHMS-HILMARNCOH, SCHDOL BHNETE 1333 05 ng
Dwm :‘:“Il Compairory e
e Sosh | s Pl g gy L]
K e T aedage
D000E g CRAMNTIC ARTE e L2 X
DOANE @ [ B X
DO0ENE @ ENGLUSH B X
DOURANE L] FRERCH ol X
DOULTE & MATHERMATICS B M
DOLNE & HEALTHY ACTIVE LIWIRG ERUHATHON ] X
DOANE L] BLENCE H X
DOANE 10 COMPUTER AND MFORMATION THOHROUOGY ™ ®
2006 10 HETORY B X
200106 10 s " x
DO0ADE 10 ERGLEH | »
20008 i CORE FRENCH ™
2ing 10 CAAEER BTUDVER H M
e ] L] MATHEMATICS m b
200A0E 10 PHYSICAL EDLCATION oy ®
o= icle ] 10 TERRESTHLAL AMD FRESHWATER ECOLOGY \ T3
P iEle ] 10 BLIENCE ENCAT - 1.0 x
it 1 WORLID HISTORY T THE BITEENTH CENTUAY CHWIM | 1.3 X
s i e 11 GRADE 11 EXGLIEH | EMEI | 0 1.0 x
2008 11 FURCTIONES AND RELATIONE | RACRTE , ™ 104 X
ol i ] 11 HEALTHY ACTIVE LIVING EDUCATION $ PPLI] B3 1.03
P i) 11 BHOLCHEY T | M 1.3
208 11 CHEMIETAY | SR | . 1.0
200408 12 ARAL YEIRG CURRENT ECONOM G IRSUES CLASLY 1.0
Pl 12 CUTDEOOR EDUCATION PACHCY Ll 1.03
2EeE i1 w AR 1.03
i ] 12 EMLEAL 1.0 x
20056 12 CALCUILLES B ADVANTEDR FUNGTIONS MCE4L 100
2nEAd 12 PEiAl 1.03
it ] 12 S04 1.03
it 12 CHERI foel 1.0
SUMMARY OF CREDITS | TOTAL DES CREDITS =@ | anpo | g0,
[= i Sarvice Prisiagis Eaond L bruscy B = L] . e |
Crarplaind B 5H=l-‘\l': M @ | By
'H_ Temrmad 83 X Craistid in Crgeas | g )

[ Feme N E———]

S John's-Kilmamock School oy F




Staff Concerns

Where all the documents going to go?

Who' s responsibility isit to authenticate
documents?

How will we know how we' re doing?
Too much time at the computer!

Too much mousing!

Lost in Laserfiche




Modifications to Our Work

e Building a Scanning Station




Modifications to Our Work |1

e Double Monitors




Other Modifications to Our Work

e Our New Hiling System

e The Tracking Folder

e Orphan Mall

e Fall Clean Up/Archiving

o Sending Transcripts to the Faculties



The Benefits of Laserfiche -
Supervisors

Customer Service

Tracking Staff Productivity

The Art of Looking Busy or File Hoarding
Search Capability

Sticky Notes

Relationship with Faculties




The Benefits of Laserfiche —
Supervisors ||

e \Weblink Version

Laserfi Ch E’ WEb I_ | n k Resultz per pade I 20 vI Logout | ky WebLink =

| Browse Saarch HE_REFOSITORY -PRD = Registrar's Office = Admissions Office = Status
i
B [ HE_REFPOSITORY-PRD 0-RFD
O-Tracking

B [ Registrar's Office
B [ admissions Office
[*=s Status

1-&dmissions Officer 1
2-Admizzions Officer 2
S-Admizsions Officer 3
4-Admissions Officer 4
S-Admissions Officer 3
B-Admizzions Committes
7-Evaluated
g-Professional

ADMT

APPL

Complete
CDEF
DEMY
SEC

SEP LI

Done topaz.wisq.its.uwo.pri < 2

COOOOOOOOOOOODOOD0E




The Benefits of Lasarfiche - Staff

e Two staff can view doc at same time
 No more OUAC datasheets!

e Lessfiling!

e Enlarge small printing

e 99.9% of the time can find file in ainstant

* No more going through other peoples’
offices looking for files!



The Benefits of Laserfiche — Staff |1

 No more yucky yellow file folders!

e Don’'t have to worry about marking up Int’|
docs

 No more Orphan drawer!
o Easy Fall clean up
 Environmentally friendly.
e Fun. | get to colour!



What’ s coming next?

Recent Upgrade
Catching the Laserfiche Fever
EDI transcripts please!

Did someone say that you could get TOEFL
scores electronically?

Getting PeopleSoft and Laserfiche speaking
the same language



T'he University of Western Ontario

Brandi Borman
Team Leader Admissions

Questions?

Undergraduate Recruitment and Admissions

bborman@uwo.ca



