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Benefits of Benefits of ““going paperlessgoing paperless””

Multiple people can access files at the same 
time

No more missing files

Less dependent on a printer

Decreased paper file storage space

A central communication hub



Benefits of Benefits of ““going paperlessgoing paperless””

Translation of notes/handwriting

Managed work flow, no more scraps of 
information everywhere

Traceable deadlines

Bottlenecks are more obvious



Tools and TechnologyTools and Technology

Banner
fsaATLAS
Scanners
Html web forms
International Ambassadors (IAs)



New Student RegistrationNew Student Registration



New Student RegistrationNew Student Registration

Almost 300 new students (August)
Student checks in with IA
IA gives documents to scanning station
Student completes web registration form
DSO checks documents
IA scans and labels documents
Documents are returned to student









New Student RegistrationNew Student Registration

During down time, staff manages registration
Hold release (to allow for enrollment)
SEVIS registration
Uploading documents into fsaATLAS

SEVIS registration completed by the end of 
orientation week
All documents uploaded within two weeks



Managing Work FlowManaging Work Flow



Using the Task ManagerUsing the Task Manager



Using the Task BarUsing the Task Bar



Using the Interactions TabUsing the Interactions Tab



Managing Work FlowManaging Work Flow



Managing Work FlowManaging Work Flow



Managing Work FlowManaging Work Flow

Creating stock letters and e-mails
Advisor Confirmation
Dean�’s Confirmation
Incomplete Request
USCIS Mail Pick-up
OPT Appointment/OPT Packet ready

Email and Blast Emails from within fsaAtlas

Pick-up Tasks
Managing documents ready for pick up
Ensure all staff are aware of pending items
Consequences for failure to pickup documents

Naming Conventions



Processing Benefits and RequestsProcessing Benefits and Requests

Typical procedure for a
TRAVEL SIGNATURE



Processing Benefits and RequestsProcessing Benefits and Requests
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Processing Benefits and RequestsProcessing Benefits and Requests

When student is present:
1. Check Interactions tab FIRST
2. Scan I-94 card
3. Check I-20
4. Enrollment verification
5. Check the submitted Request form

If all checks out, issue signature and scan 
signed document for student file
Combine scan and form; upload
Mark task as complete



Processing Benefits and RequestsProcessing Benefits and Requests

When student is not present:
Create a task
List pieces still needed
As pieces come in, modify task appropriately
Mark task complete when signature has been 
issued



Processing Benefits and RequestsProcessing Benefits and Requests

Typical procedure for an
F-1 PROGRAM EXTENSION



Processing Benefits and RequestsProcessing Benefits and Requests

Student submits request

Office Coordinator
Saves request as PDF in upload folder
Creates task which lists all pieces still needed with 
due date one month out

Academic Advisor fills out recommendation 
form

Student must request this
OC sends Academic Advisor copy of form once 
received



Academic Advisor FormAcademic Advisor Form



Dean FormDean Form



Processing Benefits and RequestsProcessing Benefits and Requests

Office Coordinator
Sends copy of Academic Advisor form to Dean 
for their recommendation
Once received, confirmation sent back to Dean 
with copy

Student submits documents
As these come in, Office Coordinator modifies 
the task to reflect the pieces still needed.



Processing Benefits and RequestsProcessing Benefits and Requests

WHEN ALL PIECES HAVE BEEN RECEIVED:

Office Coordinator 
Assigns the task to Immigration Advisor, changes date to 
three days out
Combines and uploads all forms and documentation

Immigration Advisor
Reviews forms
Issues the benefit to student
Uploads any new or changed forms
E-mails student to pick up new documents
Marks TASK as complete
Creates a �“PICK-UP�” task



Loose EndsLoose Ends

Institutional Support
Emphasize pending government change to 
paperless (SEVIS II)
Sustainability
Improved record management

Migrating current active paper records



Tips, Tricks, and ChallengesTips, Tricks, and Challenges

Be prepared to modify forms, processes, and 
procedures repeatedly.

Be prepared for faculty resistance to change.

Have a thorough process for �“partial�” requests.

Communicate consequences for those who don�’t 
pick up documents.

Every staff member needs to be sold and solid on 
the process.



In ConclusionIn Conclusion



Making It WorkMaking It Work

Store documents electronically
Identify and access documents easily
Intake requests without paper
Manage office work flow
Maintain staff notes in records
Track issued documents pending pick up
Avoid alienating faculty and staff



Questions?Questions?
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