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Admissions and Records Department 
(Mission Statement 
Our mission is to educate students on college policies, procedures, services, and online 
functions to help them achieve their educational goal.  
 
A commitment to student learning is a priority in all interactions that Admissions has with 
students.  
 
Student Learning Outcome(s): - “Adults have set habits and strong feelings about learning 
situations. They also can change if they so choose.” (Jenna McKinney)  
 
I.  After a brief explanation of the cost and options, A& R staff will teach students how to use the  

online transcript software. This will be accomplished by using a one-on-one instructional 
method on a computer workstation at the Admissions counter. A&R staff members believe 
that this SLO is worth promoting because it has significant importance for enhancing 
awareness of this online service. 

 
a. This student learning outcome used an active, participatory style of education. Staff 

gave one-on-one attention to each student as they completed the online transcript 
request. Staff members emphasized the most important features of the online software 
while using an inventory checklist of these features. By educating students at the 
counter on how easy the online request was to use, this process had a high probability 
for success and ensured that the learning needs of the students were met for this 
functionality. The intended outcome was that students would develop an attitude of 
appreciation and value for this online service, and continue to use it rather than come 
to the campus and order transcripts in person. This process is also useful in dispelling 
negative or vague expectations regarding the online transcript request.  

 
It is expected that every student can easily enter information into the online transcript 
request form with a minimal amount of questions. For students who grew up using a 
computer from a very young age, this process should be very easy for them. For older 
adults, there may be a need for more guidance and answers to questions. 
 
Upon completing the online request, staff members requested students to complete a 
short assessment form which provides feedback on their SLO experience. 
 

b. The major limitation to this SLO is that free transcripts cannot be obtained by using 
the online service. Every student is entitled to receive their first two transcripts 
processed for free. Students who participated in this SLO had never used the online 
request. This placed a large limitation on obtaining subjects for the study.  
 



Time is also a limitation. While June is the ideal month for transcript requests, there 
is a 2 week break between spring semester and the first summer session when 
students are not on campus. This will also limit the number of participants. The goal 
of this SLO is to obtain a sample of 50 students or more.  
 
Another limitation is that students may only need one transcript between now and the 
end of the year. This would prevent a follow up study on these students.  
 
Observable behavior cannot always be accurately assessed. However, written 
comments on the assessment form given by students at the end of the process 
provided a better description of their feelings towards this online service. 
 
The age of the student can be a limitation. Older students who are less familiar with 
using computers may be more hesitant and less trusting to use the online service. 
 
In order to request a transcript, the student has presumably completed at least one 
college credit course. This SLO requires that the student possess a minimal amount of 
computer skills, especially in using a mouse. 
 
Time and space were not limitations. Students are able to work at their own pace at an 
individual workstation at the Admissions counter.  

 
  II. Implementation of Assessment Process: Who? How? When? 
 

a. Identify who is responsible for doing each step in the evaluation process (list all of 
the individuals involved in the assessment process). – Everyone, including full and 
part-time staff, as well as the Registrar, was responsible for sharing in the 
responsibility for this SLO.  
 
In order to be effective, staff members were asked to listen carefully, be patient, 
support the students through each page of the online request and provide feedback 
when necessary- staff encouraged students to use this software from their homes. The 
student participants first needed to receive information on how to use this software, to 
develop the skill for how easy it was to use, and to develop a positive feeling towards 
this online service. 
 

b. Outline the timeline for implementation- The timeline chosen for this SLO was 
primarily summer: June, July, and August -- which is a peak time for transcript 
requests.  

 
c. Identify who will be evaluated – Any student who came to the counter and asked for a 

transcript. This scenario provided an opportunity for A&R staff to change student 
behavior from in-person requests to online requests for transcripts. 
 

d. Identify who is the intended user of the data that will be collected – The data is 
analyzed by the Director and Registrar. The data from the assessment form and 



student feedback was meaningful and will be translated into office objectives for the 
EMPC. 

 
III.  Results 
 

a. Summarize the results for each outcome – What will the student know or be able to 
do as a result of this SLO? Students will learn that requesting a transcript online is a 
quicker, more efficient way compared to doing this process in person, by filing out a 
paper form.  
 

b. Summarize the process to verify/validate the results – Evaluating is part of the 
learning process for the students, as well as the staff. The purpose of evaluation is to 
determine the effectiveness of this SLO by providing an answer to the question of 
“How did we do?” The success of this SLO depends upon the students choosing to 
use the online transcript request after this “mini-instruction.” Since the student ID is 
obtained on the evaluation form, each student can be tracked to see if future 
transcripts were ordered online.  

 
Assessment results, Part I and Part II.  Part I is the evaluation form (Appendix A), which asked 
four questions regarding future use of the online request: Was the instruction helpful, What 
features did you like; and general comments.  
 

1) Was the learning objective met? Yes. With a survey of n= 50 students, 78% of the 
students replied, “Yes, I am likely to use the online transcript request in the future. 
Students remarked that “Online makes it easy to do from home.” That was  our goal! 
 
There were 22% of the participants, however, who replied “no” with the reason being that  
a) I am transferring 
b) I do not have a printer  
c) I do not need to request future transcripts 
d) It takes too long.  
e)   I am old school  
f)   Perhaps. I might use it in the future.  

 
2) What is the participant’s assessment of the learning experience? Individuals were asked 

to complete a very short assessment after finishing the online request. Their comments 
can be reviewed in Appendix B. 

 
3) Do you feel that this instruction was helpful?  98% of the participants replied YES. One 

student (without a printer) left this question unanswered. 
 

4) What features do you like the most when using this online software?  There were many 
positive replies from 78% of the respondents. Comments, generally, were “Easy to use;” 
“Accessibility;” “Fast and convenient;” “I did not have to come to school to order the 
transcript,” “Quick and easy steps;” “Did not have to fill out a bunch of useless 
information;” “Reduction of waste;” “This information was private;” “Intuitive,” and 



“The university addresses are already in the database.”  My favorite statement was “Easy 
and simple – better than CSUF!” These comments support the use of the computer 
workstation for the online transcript! (See Appendix B for al student comments on the 
features of this software). 
 

5) General comments made by students thanked the staff for being so friendly and helpful. 
The general feeling when reading their feedback was that they liked the online request. 
 

Part II consists of the follow up to see if students who participated in this SLO used the online 
request form the very next time that they ordered a transcript. Success is measured by having 
50% or more of the student transition to the online process. The results of Part II will be 
collected during the months of June – September.   
 
Results: When doing a follow-up investigation on the students who initially completed this SLO, 
it was discovered that 18 out of the 50 students returned to order a transcript during June – 
September for an N=36% of the original 50 students. Of thee 18 students, 11 students, or 61% 
requested the transcript using the online software. Success! 
 
Recommendations:  Since there are still 32 students who can potentially order another transcript, 
it will be important to research these students at the end of the fall semester to inquire if they 
chose to use the online request for their next transcript order. 
 
IV.  Decisions and Recommendations 
 

a) Summarize the decisions/recommendations made for each outcome. 
 
Since so many of the students commented that using the online request was easy, 
Admissions now has a computer at the Admissions counter that is used solely for 
requesting transcripts. The paper requests are essentially obsolete, except for the occasion 
when someone is already using the computer. 
 
Removing paper transcript requests in favor of having students order their transcript 
using the online software at the counter. 
 
This SLO identified an opportunity to explore an additional option to the current online 
request. More than half of the students already know about ordering transcripts online. 
However, they often come to Admissions because they want the Immediate Pick-up 
option. A future consideration for this office is whether students can order their transcript 
online, then at a later time/date, come to the A&R office to pick up this transcript. The 
staff will vote on this option at the next staff meeting. 
 
As students demonstrate a higher percentage of usage for using this online transcript, r, 
the next progressive step for A&R is to begin the implementation process for using 
electronically delivered transcripts to other institutions. 

 



b) Identify the groups who participated in the discussion of the evidence that led to the 
recommendations and decisions.  
 
Staff members within A&R who participated in this SLO enjoyed helping the students. It 
was very time-intensive for them to go through the checklist, but they said that students 
were cooperative and happy to be shown how to use the online request. The staff 
members were very patient to help students change their behavior from paper to online. 
 

c) Summarize the suggestions for improving the assessment process (including 
improvement of outcome, evaluation methods, criteria, etc.) 
 
Having gone through this SLO the first time, the assessment could be improved by 
obtaining more demographic information, such as, the age of the student, and a self-rating 
on their computer skills (beginner, intermediate, advanced). These items would provide 
more insight into their responses.  

 
d) Identify when each outcome will be evaluated again (if the outcome is to be retained) 

Follow through on Part II will be reviewed again towards the end of the fall semester and 
prior to the beginning of spring semester. 
 

e) Identify those responsible for implementing recommended changes 
 
The Associate Dean of Admissions is responsible for implementing all recommended 
changes, with the support of the Registrar and Admissions staff. 

 
Appendix C is the follow up chart to track their next transcript request. 
 
 
 
 
 
 


