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Description & Objectives

"

Description:

This workshop will include a discussion on creating a paperless
admissions environment. Becoming paperless is environmenta
responsible and saves time and money. Topics will include
benefits and concerns of becoming paperless, scanning and
saving procedures, and more. Ask questions and share
suggestions to help move to this process.

Objectives:

A Save money and become more efficient and by reducing pag
mailings and manual data entry

A Encourage other schools to become paperless in order to
become environmentally friendly and reduce waste

A Provide concrete ways for offices to initiate the paperless
process
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A What is paperless admissions processing
A Benefits of being paperless

A Best practices

A Issues & concerns

A Next steps

A Questions

A Schoolspecific processing procedures




Panelists

Christine Stumm, Assistant Director of Admissions, University at Buffalo School of Pharmacy & Pharmaceutic
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- Obtained her MS degree in Higher Education Administration at UB and began working in the Pharmacy &
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LauraFox, Assistant Dean for Professional and Student Affairs, Presbyterian College School of Pharmacy

-Received her B.S. in Biological Sciences from Clemson University and her Ph.D. in Pharmaceutics from th
University of Georgia. She served on the faculty of Midwestern University in Glendale, AZ and at the Univel
South Carolina in Columbia, SC before joining the leadership team at Presbyterian College School of Pharn
20009.

Imfox@presby.edu

Richard O'Brocta, Assistant Dean of Student Affairs, St. John Fisher College Wegmans School of Pharmacy

- Received his PharmD from Ohio Northern University. Started atthe Wegmans School of Pharmacy in 200t
assumed the position of Assistant dean of Student Affairs in 2008.robrocta@sijfc.edu
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TessaKeys, Academic Advisor, Southern lllinois University Edwardsville School of Pharmacy

- Received her MA degree in Student Affairs Administration in Higher Education at Ball State and began wo
the SIUE School of Pharmacy Office of Student Affairsin 2007. She is a member of the PharmCAS Adviso

tlockha@siue.edu

Richard Kasmer, Associate Dean and Associate Professor of Pharmacy Practice, Northeast Ohio Medical Un

- Earned his Doctor of Pharmacy degree (Pharm.D.) from Creighton University in Omaha, NE in 1981, comg
post-doctorate residency training program in Ambulatory Care at the VA Medical Center in Kansas City, MO |
and earned his Juris Doctor degree (J.D.) from Cleveland State University Marshall College of Law in Clevel
in 1992.

rkasmer@neomed.edu

Lucas Whittaker, Director of Admissions, Palm Beach Atlantic University

-Received his B.S. in Finance from the University of Wisconsin in 2005 and his M.B.A from South Universit
He has worked in admissions since 2006 at South University and in January 2010 joined Palm Beach Atlant
University as the Director of Pharmacy Admissions.

Lucas_Whittaker@pba.edu



What Is paperless admissions processing?
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AC
A
A

opt some/all of these practices:
Requiring a welbased application (PharmCAS)
Recelving PharmCAS mailings electronically

A

Requiring electronic submission of supplemente

materials

A Sending only emails or phone calls (verify with
legal counsel )

A Processing, saving, and reviewing materials

electronically



Benefits of being paperless
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A Less printing and postage A Clean office space without

A Easier file finding and sharing Paper or filing cabinets
A Documents are secure and A Increased job satisfaction and

electronically available less stress

A Less work compiling and A Easy to add/delete/save over
entering data student files when needed

A Increased accuracy A Easy to communicate with

A More streamlined process students




Benefits of being paperless

Some Statistics:

A 30 pages on average per applica
X 1000 applicants per year x life
the college (100 plus years) =
3,000,000 sheets of paper.

A 1 tree makes 16.67 reams of cop
paper or 8,333.3 sheets

A Save 415 trees through paperless
application alone! Not to mention ,
the hours of shredding! —

A Fed Ex shipping = $2700 per year




Best Practices ¢ PharmAdmit

A Use PharmAdmit for as much as posstil@erviews, supplemental
processing, correspondences, scoring, etc.

A Use the List Manager to Query

A Use Supplemental tab as a checklist: Supplemental App, Fee, PCAT, TC
WES, LORs. Move forward once checklist done is YES.

A Set up correspondences in Letter Setup

A Link status changes to correspondences

A Set up email correspondences in the personal tab
A Use merged fields

A For each new download, manually enter necessary information: Level c
Education, Applicant Type, Current Status, Highest Level of Education
Al 84S aDSYSN}Yt wSLER2NIaé¢ | yR aDNJ LK

Committee

Examples: Status Changes, Correspondence Setup
Examples: List Manager, Supplemental
Examples: Manual enter




Best Practices ¢ PharmCAS
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A Download PharmCAS applications only when applicants
selected for review or only those who send a supplemer

A Export supplemental information back to PharmCAS
(Output A Supplemental ltem Export)

A52gyf2FR a5St AGSNBR | LILIX A
have not yet been mailed/verified

A See who has been offered/accepted other admissions
offers

A+ASg SYR 2F &SI N awSL}X NI a
Al KSO1l awSOSyiafte / KIy3aSRE

Examples on next page




Delivered Applicants
Mailed Applicants

44

Date Range: 4/6/M1 - 3/30/11
Account Information

.
- Change Password
201 [ ] revision 03/30/2011 o
= search 201 - ] revision 03/30/2011 =
201 ] revision 03/30/2011 ®
- iew Latest
- History 201 I revision 03/30/2011 &
— Recently Changed €
201N [ ] revision 0332011 2
_ 201N [ ] revision 04/01/2011 6
= View All
-+ Offers Made 201 - ] revision 0410172011 &
- Offers Accepted €
201 S ] revision 04/01/2011 &
7 LEGEND 201 [ ] revision 04/01/2011 &
Delivered Applicants 201 - ] revision 04/01/2011 &
N _ 201 G- ] reference 04/05/2011 &
o Verified Applicants
201 S ] reference 04/01/2011 &
& Mailed Applicants
zo1 ] reference 040142011 =
.
®  OnHold Applicants 61411 - 6IBM1 41211 - 4611 329011 - 2311
04012011 10:10:38  Applicant PCAT scores
03292011 155415 Applicant Account Information
03/02/2011 10:48:32  Staff Al Verified
R




Best Practices ¢ File Saving
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A Create an electronic folder for each applicaftie
A Save files as Last_First PharmCAS#

A Download PharmCAS applications and other
materials into folders

Ada/ £ SINAYyIK2dzaSé F2f RS
without a corresponding applicationcross check
when mailing received

A Create several folders to track statuses

A Scan/save documents into each folder then shre

} Create a single PDF portfolio for each reviewed




Best Practices ¢ File Sharing
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A Blackboard.am:.

A SharePoint

A Create a shared drive

A LCD Projector

A Provide access to PharmCRBArmADMIT

A Work with IT to create a password secure
website




Best Practices ¢ Supplemental Apps
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A Make due date after PharmCAS due date

A Collecting Applications:
I VoViICl Example

I Fillable Word (applicants have problems completing and
submitting certain attachments such as PDF)

I Work with IT department to create a website/electronic form
I CollegeNET

A Collecting Payments:
I CollegeNET
I Skipjack
)\ i Work with Bursar office
/ Paypal is an option, but not recommended




Best Practices ¢ Supplemental Apps
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Vovici:

A ~$2000- $5000 per year
CollegeNET:

A ~$6000 per year

Skipjack:

A 1 time setup fee: $79.95159.95

A Monthly processing fee: $19.94579.95




Best Practices ¢ Interviewing

A PDF file of applicant information sent to
Interviewers 3 days before interview day
ACompleted for interviewer convenience

A.S OSNIFAY (02 GLINAYOG R
A Interview form should be online
A Laptops provided for interviewers

A May complete evaluation form during
Interview or within 24hours postevent

. \ A If paper is necessary, use as little as possibl
Q VAl 2yaARSNI a6t AyRéE Ay




Best Practices ¢ Other

A Be consistent. Streamline. Insist that studen

send all documents to PharmCAS.

A Provide as much information as possible on
0KS 6S0aAiS YR AYyAl
emailc reduces inguiries

A Remind students to check the status of their
supplemental materials on the portal

A Use the helpful support provided by
PharmCAS andharmADMI Btaff

A Continue to review and revise processing as
needed




Issues & Concerns ¢ Staff Buy-In
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A.S LINBLINBR T2NJ agKFd AT @
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A Contemplate how you can alleviate concerns most effectige
use creative thinking

A Know your allies and who the most powerful decision make
are

A Be patient with people as they process the ideas for chang

A Bring the idea up again with the Admissions Committee; fir
the balance being too pushy with just giving up because Yyc
\  may meet resistance

A Solicit support

LR
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3 ;;2’/




Issues & Concerns ¢ Technology
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Backup files on a regular basis
A Discuss limited file space with IT
A Discuss security with IT
A Files are just as safe, maybe more, on a computer than in
filing cabinet
A Scan, save, shred documents
A Reminders not to print documents (if print, shred & recycle
A Reminders not to save files to personal computer
A Must purchase a scanner (twgided is best) and shredder
A The server is down (rarely)
DNATAY LAY t KENY/ ! {ktKFENY!5al
J Information system




Issues & Concerns ¢ Paper Required
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A Administration may require paper copies of
certain items. Admissions Committee may
require(prefer) paper copies

A Minimize what is required

I Are denial letters for everyone necessary?

I Canyou print doubksided?

I Can you reduce the amount of text and font size
| Canyou print less copies?

A Use PharmADMIT to make notes

§ A Use Adobe Acrobat Professional to make
: notes on PDF

A
- X
W ‘/
- =
.~
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A Convince others through meeting and/or €
mails by providing the rationale and having
answers for their concerns.

A Write up a plan for processing and reviewing
applications. Include timelines and goals.

A Test. When setting up process, test on
multiple computers.

A Provide training to staff and welcome
constructive feedback.

A Ask other paperless school(s) and
PharmCA3'harmADMI Btaff.
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Presbyterian College
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Workload and Stalff:

A Number of Complete/Mailed PharmCAS Applicants
i (200910): 555
i (201011):435

A Processing: 3 staff members

A Reviewing: 3 staff members + 5 admissions committee
members

How paperless?
A We are paperless except for:
I Checklist for each applicant (1 sheet of paper)
\ I Acceptance letters are printed on letterhead and mailed




Presbyterian College

Processing and Reviewing Procedures:
A Create an electronic folder for each applicant
A Receive or scan documents into each folder then shred

A Download PharmCAS applications into folders when applicants
are selected for interview

A GeneratePharmAdMITreports after interview; add to folder
A Create gdf portfolio for each interviewed applicant

A Make applicant portfolios available for Admissions Committee
review using Blackboard

Other Issues:
A File sharing required the creation of a shared drive

A Tracking submissions by students to verify file completion
helped via paper checklist




Presbyterian College

& Supplemental Applications

File Edit WView Favorites Tools Help

eBack - \_/l lﬁ pSEarch (8 Folders v

A=

X
'11

: Address ([ %:\Supplemental Applications

File and Folder Tasks
J Make a new folder | = e
€} Publish this folder to the & Fxample, Student

Web

Other Places

=# opsas on ‘adbronze’ (X:)

File Edit V\iew Favorites Tools

é - ! ._.H] EEnm -
eﬂack =) lﬁ 7 Search i Folders | 555

V|G|:|

Help

E} My Documents
[y Shared Documents

. Address || C:'\Documents and Settings'\Laura M. Fox'My Documents\Research\Paperle

:J My Computer
&g My Network Places

File and Folder Tasks

Details £

Iim Rename this file
ﬁ Maove this file
D Copy this file

Publish this file to the
Web

supplemental Applications
File Folder

Y

W

Mame

IC)PAID

E 1SCORES _example_student

E 1x_pharmcas_app_example_student
E 2zupplemental_app_example_student
2 7interview_example_student |

| BNOTES_example_student
£




Presbyterian College

Adobe Acrobat Pro
File Edit Wiew

ﬁ Create = E@ Comhbine - @ Collabora

: | [ POF from Ele... Crl +N

Document Comments Forms T,

e example_student.pdf - Adobe Acrobat Pro
File Edit View

RNE B ﬁvﬁgv Madify

Document Comments Forms Tools Advanced Window Help

| 2 POF from Scanner »
& POF from Web Fage... Shift+Ctrl+0
PDF from Clipboard

Aszemble POF Portfolio...
@ Merge Files into a Single POF...

3

1x_pharmcas_app_exa
mple_student.pdf

1SCORES_example_stu
dent.pdf

2supplemental_app_ex
ample_student.pdf

7interview_example_st
udent.pdf

B8NOTES_example_stud
ent.pdf




Presbyterian College

Bb Central Courses

o 0 &

Home Help Logout

Organizations PC Sites

Welcome, Laura

Tools

& Announcements
[ Calendar

@ Tasks

(A View Grades

Efl Personal Information

A

My Courses

Courses in which you are enrolled:
Hd Introduction to Pharmacy

Download Blackboard Backpack (i — N ]

o0

My Organizations

Organizations in which you are participating:
Hd School of Pharmacy Accreditation

Organizations you are leading:
Hd Pharmacy Admissions
K Pharmacy Transition Team

@ &

My Announcemenis



Presbyterian College

BRNTERIAN COLLEGE _ a
TIONAL ' o 0 ®

Home Help Logout

Bbh Central Organizations
PHARMACY ADMISSIONS (PHARMACYADMISSIONS) > APPLICANT FILES > 28 MEETING |
FHARMACY ADMISSIONS (FHARMACYADMISSIONE) > AFFLICANT FI
Applicant Files . ] .
" | [EJ Applicant Files [ 2/8 Meeting
Documents
Instructions Applicant Overview
o T ALL SCORES pdfizs.008 ke
Each applicant file folder contains his/her All applicants to be reviewed at this meeting ranked by
admissions score.
1. Scoring summary
2. PharmCAS application
3. Supplemental application
Tools 4. Interview scores and comments
. 5. Student contact with PCSP {e.g. a¥tendance at open house, etc. ) and notes from OPSA staff
Communication
% ST DO NOT PRINT any of this materiafexcept overniew (ALL_SCORES pdf
Ed Crganization
Map After reviewing the applicant/nformation, please complete the Applicant Assessment Survey. A separate survey

will be required for each_#pplicant.
@ Control Panel

@ Refrech

@ Detail View

316 Meeting

&

3/9 Meeting

&

X7

3/4 Meeting



Southern lllinois University Edwardsville
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Workload and Staff:

A Number of Complete/Mailed PharmCAS Applicants1(1p 501

A Processing: 2 staff members

A Reviewing: 2 staff members + 9 admissions committee members
How paperless?

A Paperless except:

i Supplemental Application & copy of StatecIB pages

Staff reviewer document & committee review documen® pages

Interview evaluation and prerequisite she& pages

- Writing assessment during interviews$ pages

- Acceptance letters, enrollment deposit, experiential educatigh
pages




Southern lllinois University Edwardsville
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Processing and Reviewing Procedures:

A Sort students into listg use Correspondence Setup to create an
email to attach to each status changencomplete, complete,
application received, etc.

A File mailed supplemental apps (will email next year to reduce
paper)¢ enter supplemental information iFharmAdMIT

A Supplemental fees are mailed check or money ogieorking with
Bursar Office to allow for online payment on SIUE website

A Manually enter Highest Degree in College Summary, SIUE Stud
# of repeats, reviewer, App Type for residency, current tedhall
Information is INAAMIT can export all data into one spreadsheet




Southern lllinois University Edwardsville

- ]

Official Status: | Offer Accepted As of | 04/18/2011 Transcripts Verified []
Application Fee Paid (]

SIUE Student

List | Fersonal || Grades || Tests || Interview || Letters || Supplemental || Status || Fees || Contact || Notes

Applicant Type: | In State - Southemn

Early Decision: Mo M Imported: Mo Curr. Stat:| Accepted Admission Offer M 04/18/2011

General | Ethnicity
| Previous Pharmacy Program Picture of Johnny
FriorfAlt Last Nm: ] Previously Enrolled in Pharm Deg Prog
Prior/Alt First Nm- Sch.: v
Eligible to Return to Pharm Deg Prog
Sal - =T Previously Applied through PharmCAS
Advisor Release Cert & Verif Stmt
Gender: | Male M
] Child of Alum:
Repeats 3 v
_ : Orig Mail #: | 21 Recent Mail #: | 27
Reviewer | Chris Lynch [VI

Waitlist Mumber Date Rec'd: | 12/01/2010

] Current tech Revised | 02/07/2011




Southern lllinois University Edwardsville

/\_/

A Student Affairs reviews files once checklist done is YES

A Create electronic folders for each committee reviewer which includes eac
FLILX AOFY (i Qa AYF2NXYIGA2Y FTNRY t KIF N
Tech, Degree, Military, # of repeats) and electronic copy of PharmCAS aj

I Output saved to password protected jump drive
I Many committee members are not SIUE SOP faculty/staff = jump driv

A Committee reviews files, returns jump drive & one page document of note
on each student for committee meeting discussion

A Email students with Interview status and information needed for interview
dayc¢ email interviewers as well

A Email students with Admissions Status/Waitlist Statusail acceptance
letter, enroliment deposit form, and experiential notification (3 pages total
-email all information to SIUE Admissions to admit students

Experiential Education Office also went paperledsl page document now
emailed to all 82 admitted students




Northeast Ohio Medical University

Workload and Staff:

A Number of Complete/Mailed PharmCAS Applicantsq9B 551
A Processing: 1 futime dedicated staff; Reviewing: 1 (Director)

How paperless?

A 100% paperless for applicant

A Send information electronically for interviewer, but they still want us to
print out for interview day

Processing and Reviewing Procedures:

PharmCAS application is loaded into our Banner system as a pdf.
Supplemental is completed in pdf and emailed to University.
Supplemental and PharmCAS app are forwarded on for review.

Extra materials like a green card are not submitted electronically (yet)
and are stored in an applicant's file.




Northeast Ohio Medical University

Processing and Reviewing Procedures

1. Download electronic
PhamCAS mailing

3. Application information added to tracking
database

6. Interviewer evaluation submitted via
online survey tool (using laptops)

7. Results are fed into spreadsheet for
Admissions Committee




Northeast Ohio Medical University

A Application Data; Spreadsheet /
Databases

I Academic and Demographic Data is fed into .
master spreadsheet that tracks all applicants
using PharmADMIT

i Additional Information applicable to NEOMEL
may be manually entered into spreadsheet

Gen Stat Dive Part- Degree | PCA PCAT
d-er "9¢ o z fse  ner Year T Sched M

App Supp Fee
Rec'd Rec'd Rec'd

Status Int Date

¥: Y- Y Offer Accepted M N

¥ Y Y Offer Accepted 1005 Reg| M | 24 | OH N | KSU BS Biology 6112010
Y Y Y Offer Accepted 1013 Reg| F 21 | OH V] V] BA Zoology Siz20m
¥ Y Y Offer Accepted 116 Reg| F 40 | OH N | KSU BS Education 5111333
¥ Y Y Offer Accepted 1130 Reg| F 19 | OH N | YSU

¥ Y Y Offer Accepted 1130 Reg| F 13 | OH N | KSU

¥ Y Y Offer Accepted 21 Reg| F 22 | MN Y \] BS Biology 6112011
¥ Y a1 Offer Accepted 315 Reg| M | 30 | MN | PR | Y V] BS Chemistry Sihi2007
¥ . Y Offer Accepted 315 Reg| M 23 | OH N N BS Pharm Sci 5112009
Y Y Y Offer Accepted 1013 Reg| F 20 | OH N | UDA

Y Y Y Offer Accepted 92z ESY| F 21 | OH \] il BS Biochem Shrz2om




Northeast Ohio Medical University

At 5CQa 27F I LILX AOI A
I PDF of each PharmCAS application

downloaded
A Letters of Recommendation included

I Merged with PDF of submitted supplemental
application (online application created at
NEOMED)

I Passworeprotected & printdisabled for
security reasons

| If application updated (new PCAT scores, e.cC
new PDF is made




Northeast Ohio Medical University
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A Online Survey Tools

I File reviewers are given electronic PDF of

application and link to an online survey tool.

A All results fed into an Excel spreadsheet to be merged with
application data spreadsheet

I Interviewers use electronic PDF of applicatiol
and are given a laptop with a pteaded

online survey tool.

A All comments and scores are fed into Excel as well for
merging into tracking spreadsheet (distributed to Admissior
Committee)




Palm Beach Atlantic University
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Workload and Staff:

A Number of Complete/Mailed PharmCAS Applicants
i (201011):812

A Processing: 3 staff members (Director, Counselor, and
Clerk)

A Reviewing: 2 staff members + 4 admissions committee
members

How paperless?
A We are paperless except for:

I Acceptance letters are printed on letterhead and
mailed




Palm Beach Atlantic University

S )\

A Processing and Reviewing Process
PharmCAS

Supplemental
Applications

Interviews

Offers

Class of 2015




Palm Beach Atlantic University

Clerk begins construction

_~'Class of 2015 Candidates

iew  Favorites  Tools  Help

@ /':_‘J Search e Folders v @FnlderSync

Files complete for Review

(3] Mat Yerified Have PCAT's
X PBA Supplemental Cnly
ISRA Review

[ Templates for Candidate Folders
] PEA Pre-pharms 2010-2011

& = mewy Folder

&N Publish this Fo
'eb

=

K_JSearch i Folders v @Fnlder Sync

Sam p I e FII e 1PHI_MEW _FOLDERS_\AdmissionsiClass of 2015 Candidates! Templates for Candidate FoldersiLast, First Candidate - % | G0

File Motes '~ PLACEHOLDER PharmCas
Microsaft Office Word Document Adobe Acrobat Document

KE At 260 KB

2 PLACEHOLDER Supplemental
=| #mp

Text Documenk

Prereq Requirements
Microsoft Office Excel Worksh. ..
12 KB

Team Evaluation
Microsoft Qffice Word Document
&7 KB

'~ SRA Applicant Eval Form
Adobe Acrobat Document
b 295 KB




Palm Beach Atlantic University

Potential Status Outcomes

File: Help

Edit  Wiew avorites  Tools
.f‘_

@Back hd \_‘J /._jSEarch ll..- Folders v @FnlderSync

address |[3) FriDeptiscadiscyd A\

EVW _FOLDERS \Admissions\Class of 2015 Candidatesi3Ra Review

File and Folder Tasks

(=9 Make a new Folder

@ Publish this Folder ko the
Web

[)Last, First Candidate - 2
[)Last, First Candidate - 3
)Last, First Candidate - 4
)Last, First Candidate - 5
)Last, First Candidate - 6

File Edit Wiew Fawvorites Tools  Help

eBack - \_/l Lﬁ ;j Search ”..- Folders v @Folder Sync

bl

Other Places

|y Class of 2015 Candidates
My Documents

:i Iy Computer

W 1y Hetwark Places

File and Folder Tasks

j Make a new Folder

@ Publish this Foldegd
Wieh

Details

SRA Review
File Folder

() SRA Review
My Docurmenks

:i Iy Compuker

'lﬂ Iy Mebwark Places

Change Status




Palm Beach Atlantic University

Report Summary

Total 2 of applications counted: 313

Fast and Efficient!!!
*’"M:M“sm:}‘”‘ A Manage Funnel and Files

15

D eposited- Withdrew ($500 Received) : 27 S i m u Itan e O u S Iy

Interviewed Altemate DHO @ 1
Interviewed Alternate List @ 10

Interviewed Hold for Information : 3 A F u n n e I

Offered - Comvditional Offer Decline : 5
Offered - Offer Decline (Alt) : 9 .
Offered- (Mfer Declined : 39 I SEIf SWOT
Offeredt Offer Made (Alt) @ 1
PharmCAS Application Received @ 375 A - I
PharmCAS Application Withelrew : 5 F I eS
SRA Int. Accepted- Cancelled Interview : 30

 SRAw. Accatol hoShow ;2 I Numbers can tell a story!!

SRA- Do Hot Interview : 188

SRA- Hold Int Pre-reqgs @ 3 II. U pd ates (ra.n ki n g repo rtS) y
Supplemertal- Hold Incomplete Application : 10 S u O X

I Fewer blind spots



Palm Beach Atlantic University
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A Pros

I Time, Time, Time!ll

I Committee convenience

i ¢NF O1Ay3 o002YYSyildax
I Instant Access by all parties involved

I Customer Service/Speed of Service

A Cons/Concerns
I Computer Literacy
I Tangible Files Are Comforting
i Deletion of Files (know the recovery plan)

Questions ?77??




St. John Fisher College

Wegmans School of Pharmacy
ARl

Workload and Staff:
A Number of Complete/Mailed PharmCAS Applicants:11)) 862

A Processing: 1 futime staff member; Reviewing: Several within
admissions and the School

How paperless?

A Partial, we just print the PharmCAS applications and files of
I OOSLII SR audzZRSyua ¥F2NJ uKS wS

Processing and Reviewing Procedures:

A Receive new and revised application mailings electronically fro
PharmCAS.

A Once all application data is processed, the Admissions
Committee conducts review.




St. John Fisher College

Wegmans School of Pharmacy
ARl

Other Best Practices:

A Communication is key between staff members who have
access to viewing applications in the PharmCAS portal.

A Have processes, guidelines, goals in place that will keep st:
members organized.

Other Issues:

A No major obstacles during the transition because PharmCA
IS very easy to work with.

A It would be helpful if foreign credit evaluations were
calculated into the PharmCAS GPA and included with the
verified coursework as part of the complete application.

v




University at Buffalo

Workload and Staff:

A Number of Complete/Mailed PharmCAS Applicantsi(1)0 815

A Processing: 2 futime staff members; Reviewing: Many in the Schoo
and Alumni

How paperless?

A Everything except interviews (interviewer rubric and instructio@s
pages; writing sample 1 page); acceptance letterl page

Processing and Reviewing Procedures:

A For each new download, manually enteffharmADMITLevel of
Education, Application Code, Applicant Type, Current Status.

A Create folders for each downloaded applicant in a shared, secure
RANBOUZ2NE YR ONBIFIGS I aOf SI NA
arrive without a corresponding application.

, f Scan, save, shred documents.




terview

Letters | Supplemental | Status  Fees

Contact

Note

|

College Summary

Academic Requirements

XTra GPA Cal

B

Highest Level of Education:

— | evel of Education

le: 17 1-2 <€ H
1 Matriculated

Jegree  Deg Date  Status Major Major2 Degree 2 Deg Date 2 Status?

)DEGRE/ / Mo DegrB NO MAJOR NO MAJOR NO DEGRE!/ / MNo Degr

)DEGRE/ / Mo DegrB NO MAJOR NO MAJOR NO DEGR]

/

Applicant Type

Applicant Type: Out of State

Official Status: Received/Under Review As of: 09/

B 05/°

B

arly Decision: |No B Imported: No Curr. Stat: Received/Under Review

CurrentStatus -

ApplicationCode

\‘ SUNY Code and Person
Number (if accepted)

List | General | Personal es | Tests | Interview | Letters | Supplemental | !
General
T Previous Pharmacy
Prior/Alt Last Nm: )
[ Previously Enrolled
Prior/Alt First Nm:
Sch.: B
Sal: M. [+] suffix
Eligible to Return:
Gender; Male B Applied in the past 2 years?: No
Adv. Rel.: |No Cert./Verif. Stmt.. No
[ Child of Alum:
Appl Code | Transfer Student B
Orig Mail #: | 21 Recent Mail #: |30
SUNY Codes Non-NYS Pub 4-Yr B

Date Rec'd: 11/25/2009

T UB Tereodw 37620418

[ Intl Applicant Revised 03/01/2010



University at Buffalo

Create folders, scan documents, save to networ

. Class_of 2015
) 'E] Chen 1715 50020537 _Austin_CCTranscript
. Clearinghouse T Chen 1715_50020537_HCCC_Transcript
- Declined — X Chen 1715_50020537_HS
. 'E] Chen 1715_50020537_University of Houston_...

. Denied .
'@ Chen 1715 _50020537_WhartonCountylunior...

. Early Assurance Applicants T Chen 1715 A
L Chen 1715 1A

. EQOP
L Chenll 1715 WS

. PharmCAS Applicants

. Withdrew

Save asast_First PharmCAS# documeame/code
Acceptance letters, interview assessment, writing sample, any other supplemental materi

PharmCAS packet at end of cycle (if complete and competitive).



University at Buffalo

Other Best Practices:

= A Set up correspondences and use merged fields in PharmADMIT —
A Link status changes to correspondences
A Set up email correspondences in the personal tab in PharmADMIT

r e e L i CfTE
e [ To: | johnnya@student fdu edu .
3 ion H Applicant Status Levels @
A eeesse——————— Siiari Johh Aboueid
Format i List [ Intl
CC. 4 Select the appropriste Applicant Type
i WSWord Layout Subject: | Additional ion Step - App \ i : BeC E : | Dot List (4l Ao, Typos gt these £ |
- e, Choosing the MSWord option offers | Commeon Seftings: neral Altach A E
all the layout flexibility contained Select a Current Status Level:
within Word. Use the Insert Merge Select Template:
Field" dropdown to add a variety of CIReny dress Revi Ready for Denisl -~
information. E #oiDays — Subject: _— Under Review by Comittes o
. all 2010 Reviewed by Committes
] Overdue
Start Word to Edit Letter © Farmal Letter Date i Check Ready for Staff Offer for Interview =
] © Infarmal Letter St EA Application Update - Fall Grades Special Interview
o retu OEmail Letier Ele: Early Assurance Applicant Interview Reminder v || Pass
G MS Word Merge Uty ] Pasz with Qualification
(@ MS Word Email Fail
Ars.
Scho - Accept - Fal
@ Use system date ame: | ] 3
O Selecta date Sl ] Current Status level links to this Official Status level
i e E’E'ﬁzﬁ'ﬁi‘:zs Rani @ msord O Test _—Eun in MS Ward -sm -_cmse |01fer Made . . i |
= e
—— .
List | General | Personal Grades @ Tests Interview | Letters | Supplemental | Status | Fees | Contact | N
r—
Supplemental tems  Date Recvd Comment/ Requirement Status for MName Entered Notes - Internal Notes
Supplemental Applicatio) 08/05/2010 | http//www pharmacy. buffalo. ﬂ‘ Yes | Cynthia
.
Supplemental Applicatioi 08/05/2010 |http/Awww.pharmacy.buffalo. E‘ Yes Add Letter _ [

Letter of Reference 1 08/02/2010 |3 professional and/or acadena‘ Yes
Letter of Reference 2 08/02/2010 |3 professional and/or acadena‘ Yes
Letter of Reference 3 | 08/02/2010 |3 professional and/or acadena‘ Yes

Kl (KN KN KN KN KN KN KN

Letter of Reference 4 (o} 08/24/2010 |All applicants E‘ Yes | Yes || Mo |
PCAT 08/09/2010 |Jun/Aug/Oct or earlier PCAT E‘ Yes TGy T
Special Challenge 08/058/2010 |All applicants ﬂ| Yes Cynthia



University at Buffalo
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Help

Yiew Tools

- Burn Mew folder

| Early Assurance Correspondences
, EQP Correspondences
8] Accepting Applications for Pharmaceutical Sciences - ETemplate
IE_]Additiu:unal Application Step - International UB App E
W] Additional Wait List Offer E
IE_]Admissiu:un Acceptance Confirmation E
W] Admissions Decision E
IEI_]AppIicatiu:un Update ETernplate
Iﬂ_][unfirming Listserv Subscription ETemplate
IEI_]DDmestic-IntI Courses E
W] Facebook Postings
IE_]Fel:Jruar_n,r Update ETernplate
IEI_]Greetingsfrnm...tu:u applicants in portal ETemnplate
IEI_]Greetings Mew PharmD Students ETemplate
] Hold List Offer E
IEI_]Inc::umplete Application - &P Scores ETemplate
IEI_]Inc::umplete Application - PCAT Scores ETemplate
IEI_]Inc::umplete Application - Reference ETemplate
IE_]IncclmpIete Application - Supplemental Application ETemplate
IEI_]Inc::umplete Application - TOEFL Scores ETernplate

] Information for UB SoPPS Reapplicants ETemplate
IE_]Internatiu:unaI Applicants - Merge in PharmCAS Received E
] Interview Confirmation Received - Merged International E
IE_]Intenriew Confirmation Received E

W Interview Reminder ETemplate

IE_]Intenriew Thank You

W Missing Prerequisite ETemplate

IEI_]CIf'Fer for Interview E

IEI_]Offer of Admission - Please Respond ETemplate
IEI_]CIf'Fer of Admittance E

W] Offer of Admittance L

Iﬂ_]CInIine Supplemental Application Fee Error

¥ Orientation ETemplate

IEI_]GrientatiDn Reminder ETemplate

IEI_]CIverdue Course Registration ETemplate

Iﬂ_]ﬂverdue Tuition Deposit

BPCAT Motice ETemplate

IEI_]PharmCAS Application Received E

IE_]PHC - Apply to UB ETemplate

IEI_]F'HC Application Received E

v 0 @

B PHC Incomplete Application - Apply to UB E
IE_]Preu:urientatiDn - Mew Student MERGE L

¥ Preorientation E - ATTACH PACKET
IE_]Recruitment Scholarship Offer - Walgreens E
¥ Re-entering Students ETemplate

IE_]F‘.escind Offer - Overdue Response E

W Scholar Offer E

IEI_]SchcuIar Offer L

W Scholarship Offer E

IEI_]SchcuIarship Offer L

@_]SDPPS Communication Plan 2011
Iﬂ_]Supplemental Already Submitted WEB
Iﬂ_]Supplemental Confirmation WEB

IEI_]UE Housing ETemplate

IEI_]URM Encouragement Email MAYBE
®]Wait List Confirmation E

W] wait List Offer E

IEI_]Wait List Response ETemplate
IE_]Withdrawal E



University at Buffalo

ther Best Practices:
A CTRL+F to search for documents and folders
A Use the List Manager to Query

A Use Supplemental tab as a checklist: Supplemental Application, Fee, PCAT, TOEF
2 9{ % WSOQYYS)/RI GA2yaszs {LISOALFf [ KIffSy

Check List Doneg; TYes
l NS * Full Applicant List B f
v Official Status; | Offer Accepted As of |0

FharmCASH:

Pending - WES or ECE

Name |5qnding LORS

Pending PCAT

Pending PCAT=>300

Pending Supplemental Application Only
PharmCAS Applicants

PharmCAS Transfers Not International

| =~ | | !

curr. Stat | Accept - Fall v| |0

Grades || Tests | Interview || Lefters §8upplementa|§

Supplemental tems | Date Recvd Comment! Fequirerment Status for | Mame  Entered M
Supplemental Applicatio) A 22000 | All goplicants v [ ¥es v Cynthia
Supplermental Fee QI 200 | Al applicants | Yes w Cynthia
LOR T QEAT2000 | Al applicants | ves w Cynthia
LOR 2 Q1712010 | Al applicants v [ Yes v Cynthia
LOR 3 QIAT2000 | Al applicants | ves w Cynihia
PCAT QEAT2000 | Al applicants | ves w Cynthia
WES or ECE or Internati / f Send WES/ECE to PharmCe s | NA. v
Special Challenge ff Default (LA, w
LR 4 (opfional) Q1A 122000 | Default ¥ | ves w Cyvnthia
Legacy i Default (LA w




%Schm}l of Pharmacy and Pharmaceutical Sciences

University at Buffalo The State University of New York

Supplemental Application Form/Survey 2011

VOV|C| . Contact Information:

First Mame:

Middle Name:

Last Name:

UB Person# (if Early Assurance) or PharmCAS ID#:

E-mail Address {UB students - use UB account):

Hawve you previoushy applied to our PharmD program?

Dives
) No

If yes, when?

Have you ever been dismissed or prohibited from the programs or properties of college or university?

Diyes
) No

If yes, explain:

Previous Page l [ Mext Page l (4 of 10)

Online Survey Software powered by Vovici.




/\_—’

PriNgs O SPade Auye Trorh NRBQSRIAZNE ¢




alitornia Nortnstate College o

Pharmacy

’ﬂﬂ————“‘h“““‘ﬁn__________-—'

Workload and Staff:

A Number of Complete/Mailed PharmCAS Applicants:

A Processing:

A Reviewing:

How paperless?

A Started paperless last admissions cycle

A Supplemental and PharmCAS are paperless

A All applicant communication

Al ff dabSég {GdzZRSYylG 2SfO2YS tl|
Incoming students by Student Affairs

2011



University of Louisiana-Monroe

Workload and Staff:

A Number of Complete/Mailed PharmCAS ApplicantsQ@g 281
A Processing: 2 futime staff members; Reviewing: 15

How paperless?
About 60%
All correspondences are done viarall
Each app has an electronic fg@&dmissions Committee views online
Applicants mail a paper supplemental application
Interviews are on paper
We do still keep a paper file on each student
Processing and Reviewing Procedures:
A All materials are scanned and placed in applicant file
\ Other Issues:

) A Time consuming scanning and saving in the electronic files
N 2010

To To To To Do Do




Northeastern Ohio

Workload and Staff:

A Number of Complete/Mailed PharmCAS Applicantsq9B 551

A Processing: 1 futime staff; Reviewing: 1 (Director)

How paperless?

A 100% paperless for applicant

A Send information electronically for interviewer, but they still want us to
print out for interview day

Processing and Reviewing Procedures:

A Data from the PharmCAS application is loaded into our Banner system
and is then stored as a pdf.

A Supplemental is completed in pdf and emailed electronically in xml,

which is then imported into the pdf and stored electronically by staff.

Supplemental and PharmCAS app are forwarded on for review.

Extra materials like a green card are not submitted electronically (yet)

and are stored in an applicant's file 2010




Drake University

Workload and Staff:

A Number of Complete/Mailed PharmCAS Applicantsq@p 324

A Processing: 3 futime staff members; Reviewing: various staff
faculty

How paperless?

A We still keep files on students because we require a Supplern
Form.

Processing and Reviewing Procedures:

A Due to competitiveness, we do not see the need to have pap
applications for all

A Save files only for those who complete a supplemental form
Other Best Practices:
) A You must have the process in place.

;’ A A planning meeting was the best way to come up with variou:
- situations. so we could plan ahead for them. 2010




University of Washington

Workload and Staff:

A Number of Complete/Mailed PharmCAS Applicantsq9p 816

A Processing: 1.5 staff members, 1.5 staff members evaluate (calcul
prepharmacy gpas); Reviewing: 14uhe staff member

How paperless?

A Electronic mailings from PharmCAS

A Applicants send us a supplemental application

A Print applications for only those who submit Supplemental
Processing and Reviewing Procedures:

A Download PharmCAS applications from only those who send a
supplemental application.

Check application and all paperwork such as LOR, AP scores, etc

Make folders, contact applicants if incomplete, print PharmCAS
application, use folders to evaluate

Academic Advisor evaluates application using PharmAdmi2010




University of Washington

Processing and Reviewing Procedures (Continued):

A Forward file onto the Chair of Admissions who determines if eligible
Interview

A PharmCAS application and supplemental application materials are
scanned and added to a secure website for interviewers

A Decision letters are sent as mailed letters not email

Other Issues:

A We had to go back on the website and print off the PharmCAS
applications when there were updates. Didn't always keep up with
updates.

A Seeking secure way for applicants to submit paperless supplement
Other Advice
\‘ A A paperless admissions process has some getting used to.

;’»’7 A Outline processing details and have someone knowledgeable abot
admissions process set up PharmAdmit. 2010

- 4




Thomas Jefferson

Workload and Staff:
A Number of Complete/Mailed PharmCAS Applican B 1088
A Processing: 1 futime; Reviewing: 1 fulime staff member
How paperless?

A 100%

Processing and Reviewing Procedures:

A IT developed a script that launches an email to each downloaded
PharmCAS applicant with a link to the supplemental application

A Once all documents have been received and an application is com
we generate a list to faculty for evaluation

Other Best Practices:
A Establish a timeline for downloading and reviewing.
A Spot check that all documents have come over in download.
\ .
y Other Issues: 2010

p ¥ A The only problems stem from not receiving all updated information
from PharmCAS. This sometimes results in manual entrv of info




University of lowa

Workload and Stalff:

A Number of Complete/Mailed PharmCAS Applicantsd9p 793

A Processing: 1 futime staff member; Reviewing: 2 fdime staff
members

How paperless?

A All materials that are available to us through
PharmCA%/harmAdmitare dealt with electronically

A Admissions Committee access the information through a
SharePoint website

A Supplemental application and fee are not submitted
electronically- they are maintained in a general file and include
In folders for those who matriculate. This application is scanne
and given to the Admissions committee on the SharePoint sit

2010




University of lowa

Processing and Reviewing Proc .

A Receive information from PharmAdmit and manipulate the data
using Excel in any way that is necessary

A Communicate with applicants bymaail through PharmAdmit
A Verify transfer equivalencies

A Director reviews applicants to determine who will receive a
personal interview using a holistic process

A Before we used SharePoint, info would be loaded on a local,
passwordprotected server or on laptops for committee.

Other Best Practices:

A SharePoint has worked very well to distribute the information to
Admissions Committee in a secure confidential manner.

)| Other Advice:

A There are always issues when new computer programs 4610
Introduced, but this one did not pose a great burden.




University of Kentucky

Workload and Stalff:

A Number of Complete/Mailed PharmCAS Applicants@98 725
A Processing: 2 futime; Reviewing: 1 (Director) then Committee
How paperless?

A 100%. Students are required to mail back 3 pages with signat
A No checks are processed.

Processing and Reviewing Procedures:

A Save all applicant files using Microsoft OneNote. Keep one
V200S0221 FT2NI SIFOK 8SINX gA0K
folders.

A Collect supplemental online, which comes directly tmail. Save
S OneNote file using print function.

)
? /
4

2010



University of Kentucky

Processing and Reviewing Procedures:

AColorO2 RS & 0dzRSy 0 aQ FTAfSazx T2

A Committee meetings involve projecting these files onto a lar
screen.

APrint and pass around afage report including GPA, PCAT, e

A SharePoint for those who want to review prior to/outside of
meeting.

A Email accepted students a handbook (policies) in PDF form:
Other Issues:

A Experienced issues using Word for correspondences in
) PharmADMIT. We attach PDFs to lock information and to av
{ problems.

s

2010



Roosevelt University

/\__——

Workload and Staff:

A Number of Complete/MailedPharmCABpplicantg10-11): 571

A Processing & Reviewing (Asst. Dean & As®ir) then Committee
How paperless?

A 90%. Decision letters. Studemt® required to mail back pages
with signature Some printing done vidharmCAS

A 15% of deposits are by check all others done online.
Processing and Reviewing Procedures:

A All applicantfiles are managed vidharmADMI&nd Microsoft
Access.

A Collect supplementainline, managed through Banner. Any student
documents are scanned into Banner Document Manager and then
destroyed.




Roosevelt University

/\__——

Other Best Practices:

A Email communication enabled througtharmADMI&nd
communication through regular email and phone contac
to prospects and admits

A Involving admission committee in contacting
Interviewed students.

A Twitter andFaceBookipdates to admitted students.

Otherlssues:

A Trouble initially with University switching to Banner
Document Management System

\

¥ A Had to get IT to disable certain firewalls so email could
come fromPharmADMIT




