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Enquiries

Web enquiries are generated when someone requests a prospectus from the University web-site. The resulting records are reviewed by Marketing, creating Enquirer records. Enquiries are also received by post, telephone etc, which Marketing enter into the system manually.

Applications
(a)
UCAS/GTTR applications

Most applications for undergraduate courses come to the University via an electronic link from UCAS, and for PGCE courses from GTTR. A batch process downloads and processes the files containing the application details every morning. Applications received this way automatically create "Student (STU)"  records, "Course Application (CAP)" records and "Application Form (APF)" records.
UCAS and GTTR also send hard-copy application details, which Admissions segregate by course; in some cases Admissions decide whether to accept or reject, and others are sent to Heads of Programme for a decision. Whoever makes the decisions, Admissions record them on the system, and, where required, arrange interviews. Where there is an interview, Faculties or Admissions (depending on the course) send invitation letters and letters of offer or rejection subsequently.

Decisions which Admissions enter on the SITS system are automatically transmitted overnight to UCAS/GTTR. Where we are making an offer we send a notification letter to the applicant, and they also get an offer letter from UCAS/GTTR detailing the conditions. Rejection letters are sent by UCAS/GTTR only, not from us. Where we are inviting to interview we send an invitation letter, and letters of offer or rejection after the interview, but again the conditions of any offer are sent by UCAS/GTTR only.

Applicants tell UCAS/GTTR if they are accepting or declining our offer, and their responses are updated on the SITS system via the download from UCAS/GTTR.

(b)
Direct applications (ie non-UCAS/GTTR)

Paper-based application forms are also received by the University, particularly for post-graduate (non-UCAS/GTTR) and part-time courses. They may be processed by Admissions or by various Faculty administrators, depending on the course.

All offer decisions for direct applications are made by the Faculties and entered by Admissions, and accept/reject letters are sent by Admissions. Offer letters for direct applicants specify any conditions. 

Applicant transfer

When a UCAS/GTTR applicant has firmly accepted an unconditional offer, Admissions use the "Applicant Transfer (ATR)" process to create "Student Course Join (SCJ)" records, "Student Course Enrolment (SCE)" records, "Student Programme Route (SPR)" records, and module selection records, among others. The ATR process is also used for student records created for non-UCAS/GTTR applicants using the "Quick Applicant Setup (QAS)" screen. 

Faculty administrators generally enter direct application details using the "Quick Student Setup (QSS)" screen, which creates the STU student record as well as the SCJ, SCE and SPR records (but does not create a course application record). Where QSS is used, module selections are entered manually (or generated via the "Generate Student Module Diet (GSD)" screen if a module diet is set up).

Both the ATR and QSS processes set the status on the new SCE enrolment record to P1, Pending Stage 1. The IT systems check every night for enrolment records with the P1 status, and where they find them, create an IT account and re-set their SCE status to P2, Pending Stage 2. 
Admissions do regular sweeps of the enrolment records for P2 statuses, and send them enrolment letters with an information pack. There are different versions of the letter, depending on the course. 

The fact that the student now has an IT account enables them to access the student homepage, e:Vision, WebCT etc, and the fact they have a status of P2 enables them to access the online enrolment facility on e:Vision.

Enrolment (new starters)

Students enrolling for the first time academically enrol online using e:Vision. If their SCE status is P2 their e:Vision homepage displays an enrolment button which takes them through a series of questions. Their answers are automatically updated onto SITS, and the last stage of the process alters their SCE status to P3, Pending Stage 3, which indicates that academic enrolment has been successfully completed.

Re-enrolment

Prior to re-enrolment, and as part of the year-end progression processing, the system creates an SCE record for the new academic year for those students entitled to progress. Instructions for re-enrolment are included with results letters, but there is also a re-enrolment letter for students such as foundation degree theology students and others for whom online re-enrolment presents problems, which is run using the new SCE record. Depending on the course, most are produced by Registry, but some are produced by Faculty administrators. 

Online re-enrolment is a similar process to online enrolment, the status changing from PN (Pending Stage 1 for returners) to PC (Pending Stage 2 for returners) on completion.

Financial enrolment

All students enrolling or re-enrolling need to complete a financial enrolment form, and this is required even if their tuition fees are being paid for them. Financial enrolment forms are printed as part of the enrolment letter, though not as part of re-enrolment letters, and the Finance section send out financial enrolment forms to re-enrollers around the beginning of August.

Once students have completed both academic and financial enrolment their SCE status is set to current, their details are sent via a file download to the Student Loan Company as confirmation of their attendance, and the Student Loan Company transfer the loan directly into the students’ bank accounts.

Module registration

The modules each student studies depend on the course being taken, and the year of the course. Some years on some courses permit no choice, while others are a mix of compulsory and elective modules. For first year students, the modules taken are generally compulsory, and they are attached to their record as part of the applicant transfer process. For returning students, modules are generated by Registry around Easter, and students are required to select their elective modules, where applicable, online.

The modules students are registered for are described as “module takings”, and they can be viewed using various reports on the staff e:Vision pages.

Module assessment

In preparation for mark entry, "Student Module Result (SMR)" records are generated from module takings records. The overall module mark may be the result of different components, such as project work, essays, and written examinations. The mark for each component is entered separately, and the system works out the overall module mark depending on the weighting allotted to each component. Faculty staff generally enter marks via e:Vision.

Exam scheduling

There is a facility for generating exam timetables, based on the assessment records, which are viewable by students from e:Vision.

Progression

The system holds a complex series of rules based on credits, marks or grades, number of attempts etc which determine whether the student is entitled to progress to the next level, or what type of award they get.

Award ceremonies

We have four award ceremonies each November at York Minster, one for each Faculty (plus an additional ceremony in December in Leeds, for those unable to attend the York one). Based on the end-date or expected end-date on the SCJ course join records, students are invited to the appropriate ceremony. Students are able to respond to their invitation on e:Vision, specifying the number of tickets they would like, notifying us of any special guest needs, confirming the address for their tickets, etc. The system also deals with the allocation of students to seats.

e:Vision
e:Vision is the web-based facility which allows students to see the modules they are registered for, view their assessment results, update their personal or address details, make module selections, see details of their award, respond to their award ceremony invitation, join the Alumni Society, etc.
All staff have access to e:Vision, and for academic staff it is intended to be the primary means of access to the student record system. Staff who are shown on the system as the module tutor can enter marks for that module. Additionally there are various look-up facilities for student details, and a multitude of reports giving lists of students on given routes, students not yet enrolled, module registrations in various permutations, etc.

Alumni

When students come to the end of their course, we create an alumnus record for them. They can then see various pages on e:Vision which enable them to join the Alumni Society, join various special interest groups, and maintain contact with York St John and their fellow alumni.
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