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EQUEST FOR INFORMATION

1. SUBMISSION OF INFORMATION

Sealed Packets (one (1) original, one (1) electronic copy on a CD in PDF format, and seven (7) copies will be received for providing information in regards to the Community College administrative Computing System system for the STATE OF WYOMING, Community College System, by the Wyoming Department of Administration and Information, Procurement Section, 700 West 21st Street, Cheyenne, Wyoming 82002 until  2:00pm on 3 March 2011
1.1 This RFI input will result in an RFP, so, in order to consider the information, we request that the enclosed special provisions form be signed by the proper official of the firm.

1.2 Information must be received in the office of the Procurement Section on or before the time and date specified. Information received after the time specified may not be considered.

1.3 Information received is restricted and not publicly available until after the Procurement Section distributes a Request for Proposal.

2. MODIFICATIONS OR WITHDRAWAL OF INFORMATION

2.1 Information that is in the possession of the Procurement Section may be altered by telegram or letter bearing the signature or name of the authorized person. FAX, telephone or verbal alterations will also be accepted.

2.2 Information that is in the possession of the Procurement Section may be withdrawn by the respondent up to the time of the opening.

3. PREPARATION OF INFORMATION

3.1 Information may or may not be considered which modifies, in any manner, any of the provisions or requirements outlined in this Request for Information (RFI).

3.2 At this point in time, respondents are requested to submit general price ranges or cost information to be used for reference only.

3.3 Respondents are requested to examine and respond to special provisions, specifications, schedules, and instructions included in this Request for Information. 

3.4 Failure to respond (submission of information, or notice in writing that you are unable to offer but wish to remain on the active mailing list) to the Request for Information will be understood by the State to indicate a lack of interest and may result in the removal of the Firm's name from the applicable Request for Proposal (RFP) mailing list.

3.5 This RFI is issued solely for information and planning purposes only and does not constitute a solicitation for services.

4. AWARD AND CONTRACT INFORMATION

4.1 The State of Wyoming hereby notifies all respondents that it will affirmatively ensure that minority business enterprises will be afforded full opportunity to submit information in response to this invitation and will not be discriminated against on the ground of age, race, color, sex, creed, national origin, religion or disability.

4.2 The respondent, also, agrees that his firm will not discriminate against any person who performs work there under enterprise because of age, race, color, sex, creed, national origin, religion or disability.

4.3 The State of Wyoming reserves the right to reject any or all information packets, to waive any informality or technical defect in the responses, if deemed to be in the best interest of the State to do so.

4.4 All respondents shall comply with the Americans with Disabilities Act and Wyoming Fair Employment Practices Act. (27-9-105 (a) (1987)).

DATED THIS 27th DAY OF JANUARY
STATE OF WYOMING

Lori Galles, Acting Program Manager

Procurement Section

Assigned Buyer, Dean Jeffries

SPECIAL PROVISIONS
1. OWNER

1.1 All supporting documentation and manuals submitted with this RFI will become property of the State unless requested otherwise by the respondent at the time of submission.

1.2 All Information provided will be made available to all members of the Working Group and others as needed. Use of proprietary information is discouraged.

2. STATE OF WYOMING CONTACTS

Wyoming Community College Commission (WCCC) Administrative Computing System Project

Joe Moreland
Wyoming Community College Commission
2020 Carey Avenue Floor 8
Cheyenne  WY 82002

(307) 777-7218 or (307) 777-7763
jmorelan@commission.wcc.edu
Written questions regarding RFI material shall be submitted by mail, or e-mail in any Word format only to the address listed above.  Questions will be received in writing until 2:00 PM MT, 10 February 2011. No telephone call questions will be accepted.

For Electronic Copies of the RFI, please contact:
RFI/Submittal Questions

Dean Jeffries

Department of Administration and Information

Procurement Section, Herschler Building

700 West 21st Street
Cheyenne, WY 82002

(307) 777-6718

djeffr@state.wy.us

3. PREPARATION COSTS

3.1 Costs of developing the information package, oral presentations, software and hardware demonstrations, site visits, or any other such costs are entirely the responsibility of the respondent and shall not be reimbursed in any manner by the State of Wyoming. The State of Wyoming is not liable for any cost incurred by the respondent.

4. REFERENCES

4.1 Respondents may provide reference material if it is needed to support the information package. References should reflect similar government projects.

5. COMPANY CONTACT

The company representative assigned to this Request for Information:

Name

_____________________________________________

Title

_____________________________________________

Mailing Address_____________________________________________



_____________________________________________

Phone Number
_____________________________________________

6. AUTHORIZATION

By submission of information, the respondent:

6.1 Certifies that no attempt has been made, nor will be made, by the respondent to induce any other person or firm to submit information for the purpose of restricting competition.

6.2 Certifies the person signing this response is authorized to represent the company and the information and supporting documentation provided in response to this RFI.

_____________________________
_____________________________

  (Company Name) 

             (Telephone Number)

_____________________________ 
_____________________________

        (Street Address/P.O. Box) 

           (City, State & Zip Code)

_____________________________ 
_____________________________

        (Name of Authorized Rep.) 

            (Authorized Signature)

_____________________________

          (Date)

RFI INTRODUCTION

This request for Information (RFI) is to obtain a Community College Enterprise Resource Planning (ERP) software system and related hardware/software for the Wyoming Community College System. Throughout this document the terms Wyoming Community College System and Wyoming Community College Commission (WCCC) are used interchangeably. Also the terms vendor, proposer, and contractor are intended to be synonymous. The Wyoming Community College System currently maintains distributed higher education software systems at seven community colleges with individual small staffs and a system office computing system with an IT staff of three. The WCCC is in the process of getting approval to replace or enhance its existing ERP. The WCCC is using this RFI to consider various outsourced software and support service solutions,.
The WCCC is seeking contractors who have a proven history of successful higher education administration system implementations; exhibiting the required expertise and experience needed to complete project objectives by providing a seamless replacement and modernization of the administration ERP application on time and within budget.

The RFI responses will be used by the WCCC to provide the basis for identifying the best approach, which will be demonstrated in a Request for Proposal (RFP), to provide its desired solution in an integrated, seamless, and cost effective manner.

PURPOSE OF RFI

This purpose of this RFI is to present requirements for WCCC ERP Project.

This RFI is being distributed to:

1. Solicit technical information for possible options and product price ranges (for informational purposes only) from respondents who may be able to satisfy these requirements.

2. Share with the contractor community a high-level overview of the WCCC’s’ current activities and strategic vision

3. Provide  an opportunity to ask questions which will help WCCC structure its RFP to achieve such a vision

4. Provide the contractor community an opportunity to react and comment on discrete business, technical and administrative requirements which may become part of an RFP.

STRATEGIC VISION

Provide a more efficient and enhanced service model for students/staff and faculty; having a professional look and feel with optimum workload capacity, increased automation of work/process flow and reporting through the integration of IT solutions that will provide robust security, on a proven and supported technology platform, with a relational database oriented back-end and web-enabled front-end for users.

The organizational objectives listed below serve as the strategic vision for business operations upon which the future application is to be conceptualized and designed. These items include:

1. Improved customer service model for students/staff and faculty.

2. Enhanced reporting 

3. Increased community college system operational capacity and efficiency

OBJECTIVES OF RFI

The results of this RFI will help determine the availability of contractor supplied solutions and help assess the level of contractor interest in providing these solutions. Should responses to this RFI show sufficient availability of quality applications, the responses may be used to further support the WCCC business case for a budget request, and if approved, a Request for Proposal (RFP) will be distributed.

The WCCC is interested in the respondents cost factors for the function/service/technology described within the RFI. The WCCC desires to acquire the most useful cost information possible to support its decision-making, concerning the replacement of its existing ERP. Respondents may provide comparative cost information or cost savings associated with their solution/application.

Further, the WCCC may also be interested in respondents providing input to the possibilities for other technologies that are not requested in the RFI. The WCCC is interested in ideas and innovative approaches to meet the technical challenges and functional requirements for its replacement solution. This may include suggestions regarding ways to improve efficiency, add value, reduce costs, and enhance services.

Wyoming’s Community Colleges have had a specific enterprise computing system deployed since 1992 and need to upgrade to resolve a number of issues related to integration and consolidation of functions, reporting, and to enhance the student experience. 
1. PURPOSE AND INTENT:

The purpose of this Request for Information (RFI) is to solicit informative proposals from contractors who can offer an enterprise computing system for the state’ community college system comprising of all necessary hardware, associated operating system software, database management software, application software (to include reporting), system implementation, training and maintenance support at Wyoming’s seven community colleges.  The Wyoming Community College Commission intends to use the information from this RFI to establish the following processes:

· Phase I will consist of a business process evaluation and a detailed conceptual design.
· Phase II will include development which will encompass the design, build, testing and installation for all hardware, software and ERP Application at all seven of Wyoming’s Community Colleges and the Community College Commission Office  

The software system should serve the specific needs of the Community College administrators, faculty, staff, and students. The ability to develop and maintain a viable distance education program must be an integral component of the software.  Access to tools including world-wide-web, client-server applications, and other productivity tools for appropriately designated individuals will be provided.  To serve the purposes of all users, the new system must be accessible on-campus and off-campus (remote) for all authorized users and able to: 

Support an efficient workflow for basic data processing functions, such as keeping student records up-to-date and generating financial reports, eliminating duplicated and unnecessary effort.

Give the appearance of a single computerized information source from which all information about prospective students, enrolled students, parents, faculty, staff and companies is both updated and accessed throughout the community college. A coordinated, integrated database must ensure that data are not duplicated anywhere, data need be entered or imported in the system only once to serve any or all purposes and needs; all data kept for an entity, whether a person or a college, can be accessed together and be presented in a consolidated form; all data, including historical data, are readily available; and each data element is consistently defined to all users of the system.

Be able to extend access for students to view their own records, such as billing records, course schedules, and grades. Off-campus access is provided to authorized individuals through the World Wide Web and other appropriate and secure means.

Provide flexible reporting and query tools for use by non-technical end-users; reports should be definable in terms of format, location of data elements, sort order, and totals and subtotals. Reports should be available on paper, on screen, in files, and should include mailing lists and labels and should be able to use SQL based non-proprietary report writers. Reports should be selectable by authorized individuals or by authorized entities falling into selected categories.

Provide for the need to support institutional and system level Institutional research with the ability to consolidate reports into a system-wide consolidated format. Such as IPEDS, enrollment report data and other reports required by Federal law, State statute and WCCC rules.

 Provide for required system-wide data elements to be developed by the college system and embedded into the system requiring mandatory input for consolidated data collection that supports mandated system reporting.   Provides the ability to identify, populate and transmit system-wide data elements for use in standard and adhoc reporting and in longitudinal database tracking.
Report generation capability for Federal mandated reports. 

Allow for efficient record access through a name search process that presents a screen of alphabetized match possibilities, including phonetic matches. Allow for searches on any name field, such as maiden name, preferred name, and company name. 

Functions as a truly integrated database system where information is efficiently and logically shared among modules.

Allow for easy system navigation; there should be logical relationships from one part of the system to another (for example, an easy way to go from a student's admission status to her/his financial aid status). The user should be able to search and/or select records on any data element contained in the records. 

Assure data integrity: edit checks, cross reference checks, and consistency checks. Make it as difficult as possible to put unwanted, unneeded, or incorrect data into the system; make it as easy as possible to maintain an up-to-date and accurate database. 

Provide for the easy addition and/or redefinition of data items, as needs change, such as changing from a five-digit to a nine-digit zip code. In addition, the system must provide for the addition of new kinds of data elements, such as pictures and sound.

Keep text-based (free form, non-coded) information on-line and searchable. 

Easily maintain and display all constituent relationships with each other; parent/child, husband/wife; parent company/subsidiary; employer/employee; etc, including multiple relationships. 

Accommodate alternate methods of entry and storage of information such as optical scanning of text and bar codes and imaging. 

Accomplish easy user-generated data downloading capability to microcomputers for local and remote analysis of data, desktop publishing, letter generation, and other processing needs. 

Maintain security and confidentiality by data element and by record. Track information changes (audit trail) for major data elements, and automate change notification (for instance, withdrawals) for designated routing lists. 

Guarantee prompt upgrading of systems to accommodate regulatory changes from the Federal government. 

Provides the capability for management-level information to facilitate the analysis and planning processes throughout the community college system in all areas, including what-if scenarios, modeling, statistics, and trend analysis.

Present an overall design and implementation processes that decrease or eliminate the need for in-house customized programming and development. 

User interface should reflect current computing technology. It should allow access to data through the World Wide Web and as necessary through client/server-based interfaces.

System should be designed to operate efficiently and effectively with little or no attention from an administrative staff.

System must be web enabled to support all aspects of distance education and electronic course delivery.

System should allow user-defined customization (non-coded), including the following features:

a.   Ability to add fields.



b.   Ability to define fields.


c.   Ability to create, edit.

d. Ability to produce reports and report data.



d.   Ability to add or modify algorithms



e.   Ability to add or modify selection sets


f.   Ability to customize the screens, views and graphics
System should allow for easy maintenance and migration of any customized items during future upgrades. 

System should provide data archiving capability for removal of data no longer required for use and meets the legal test for off-line archival.  

System should have robust, customizable, security levels that include the ability to define interrelated groups and access.  Security should allow appropriate access for external users (e.g. parents, institutional research) while protecting data and access restrictions according to the Family Educational Rights and Privacy Act (1974) and comply with PCI requirements.

Evaluation Criteria

Proposals will assist the WCCC in determining probable costs and other factors deemed to be in the Community College System’s best interest, based on multiple criteria including but not limited to: ability to meet specifications, responsiveness to RFI terms and conditions, functionality of proposed system, professional services support capability, training, conversion support plan, proposer's ability to execute, technical architecture, financial stability of proposer.

Award of Proposal
Follow-on conversation with those who respond to this RFI may result.  There will be no award or Selection by the Community College Commission as a result of this RFI. This RFI will inform the project committee of probable selection criteria for the future RFP. Presentations may be requested of the proposers so selected. After presentations have been conducted, the Community College Commission, in its opinion, has provided the information that is the most responsive and most responsible and presented a product that has the potential for enhancing or replacing the Wyoming Community College System.

The Community College Commission reserves the right to waive minor irregularities. The Community College Commission may cancel this RFI or reject any or all proposals. Should the Community College Commission determine in its sole discretion that only one proposer is fully qualified, or that one proposer is clearly more qualified than any other under consideration, ensuing discussions may result.  The findings from this RFI and additional discussions may provide the specific System Requirements for a detailed Business Case and an RFP. The selection of a Contractor will be the result of a competitive Request for Proposal. 

Confidentiality

The information contained in proposals submitted for the Community College Commission’s consideration will be held in confidence until all evaluations are concluded and a competitive RFP is released. After a successful RFP and contract negotiations and agreement, the winning proposal will be available for public inspection. The Community College Commission will honor requests for confidentiality for information of a proprietary nature. Clearly mark any information considered confidential. Pricing and other information that is an integral part of the offer of the proposer will not be considered confidential. 

Proposal Understanding

By submitting a proposal, the proposer agrees and assures that the specifications are adequate, and the proposer accepts the terms and conditions herein.

\Americans With Disabilities Act

State of Wyoming adheres to Section 504 of the Rehabilitation Act to provide requested services for disabled students as specified by the requirements contained in the Americans with Disabilities (ADA) Policy Guidelines. Proposer and all subcontractors will be consistent with the State of Wyoming policy. Proposer should identify product features that assist users with special needs.

A. Keyboard-related adaptive technology (“sticky key”, “delay-repeat,” cursor and     acceptance rate controls, hardware such as trackballs, mouth sticks, and hand wands, etc).


B. Other input-related technology (verbal-auditory features, non-visual indicators).


C. Output-related technology (Monitor adjustment/resolution/size support, speech synthesizers, Braille conversion)

D. Output-related information (documentation that is audio-taped, large print or Braille).

Warranty

The Administrative Software Package will need to acknowledge a minimum of a one-year comprehensive warranty after installation and acceptance. 

GENERAL SYSTEM REQUIREMENTS

This section is looking to assure that software modules are comprehensive enough to meet the complex needs of our institutions.  Lists are not meant to be all inclusive so please consider lists including but not limited to.

Please answer the relevant questions about your system using the following key:


Y
-
Meets the requirement.


N
-
Does not meet the requirement.



D
-
In development for future release.

Database, Access Tools and System Capabilities

	___
	1. 1
	Relational Database Management System (RDBMS) whose performance data is certified and available from the Transaction Processing Council or other vendor-independent testing agencies.

	___
	1. 41.
	RDBMS supports a variety of third-party support and access products.

	
	2. 
	    RDBMS supports ANSI Structured Query Language standards at 100%.

	
	3. 42.
	    RDBMS enables restructuring of the database, addition of new data fields and     expansion of existing fields without requiring the database to be shut down.

	
	4. 43.
	

	
	5. 
	RDBMS supports unlimited keys per record (one primary key, multiple Secondary keys).

	
	6. 44.
	RDBMS supports variable length records.

	
	7. 
	RDBMS supports unlimited fields per record.

	
	8. 
	RDBMS supports unlimited records per file.

	
	9. 
	RDBMS supports stored procedures and triggers.


	
	10. 
	RDBMS supports storage of audio, video and image data in standard formats.

	
	11. 45.
	RDBMS supports referential integrity.

	
	12. 
	RDBMS supports views.

	
	13. 46.
	RDBMS supports null values.

	
	14. 
	Adding new fields to records does not cause any programming changes except for those programs using the new elements.

	
	15. 
	

	
	16. 47.
	RDBMS supports dynamic/on-line backups while users are still on the system.

	
	17. 48.
	RDBMS provides for locking of records which will prohibit simultaneous updates by multiple users.

	
	18. 16.
	

	
	19. 49.
	RDBMS allows inquiries on locked records.

	
	20. 
	RDBMS has automatic roll forward recovery.

	
	21. 
	RDBMS incorporates a storage-method which is self balancing and typically

	
	22. 
	requires manual reorganization of the database no more often than twice a year.

	
	23. 
	RDBMS and administrative software runs on Microsoft Windows Operating Systems or other platforms.

	
	24. 
	RDBMS and administrative software runs on other operating systems:  Specify:  _____________

	
	25. 
	RDBMS license being proposed has no restrictions on community college system’s use of it on the authorized hardware. Community college system can develop additional applications and uses not related to the proposed applications software.

	
	26. 
	RDBMS license being proposed has no restrictions on community college system’s use of it on the authorized hardware. Community college system can develop additional applications and uses not related to the proposed applications software.

Data in the single RDBMS can be distributed over multiple computers.

	
	27. 
	

	
	28. 
	End-users have access to an easy-to-learn, user-friendly, real-time, on-line database query and report writer that offers a GUI with drag and drop capability.

	
	29. 
	Query language supports formatting with titles, page layout, column headings, totals and subtotals, mathematical calculations, sorting and selection criteria.

	
	30. 
	End user-designed reports are constructed so that users have a "WYSIWYG"("What You See Is What You Get") visualization of results.

	
	31. 
	System is able to perform sorts, in ascending or descending sequence, based on any field name and include or exclude records based on selection criteria. System is able to store, recall, and execute query statements for previously generated reports and queries.

	
	32. 
	The capability is provided to submit a query/report request for background or batch queue execution at future date and time specified by the user.

	
	33. 
	The ad hoc query language allows for multiple selection criteria supporting equal, not equal, less than, greater than, less than or equal, greater than or equal; and is capable of utilizing this selection criteria against multiple fields/files:

	
	34. 
	

	
	35. 
	Capabilities are available to enable an end-user to quickly edit and execute current, stored and previous query statements.

	
	36. 
	The ad hoc query language supports selections based on pattern matching and“wild card" characters.

	
	37. 
	Multiple background menu options selected by the user can be executing concurrently with interactive options at the same workstation.

	
	38. 
	Processing of options can be scheduled by the user for future dates and times. To speed up data entry through screens, the system enables automatic entry to data from pre-set values, tables and previous screen.

	
	39. 
	To speed up data entry, the system includes for all screens a table look-up display capability for valid values, including “wild card” look-up for selectivity.

	
	40. 
	Job accounting and resource utilization reporting features are available to assist in system tuning and capacity planning.

	
	41. 
	Data can be uploaded and downloaded to windows based PC for use by word-processing, spreadsheet and other software.

	
	42. 
	Data can be uploaded and downloaded to mobile devices

	
	43. 
	System includes capabilities to automatically track all changes made to current version of software (screens, menus, reports, application code, etc.) and integrates them with new enhancements, modifications and releases of application software proposer provides as vendor.

	
	44. 
	Data can be uploaded and downloaded to a Macintosh for use by word-processing, spreadsheet and other software.

	
	45. 
	E-mail is available to each user of the system.

	
	46. 
	Financial Aid, Student Services, Student Accounts, Alumni/Development, General Accounting) resides in the same database with the same file structure, And all data are accessible immediately for ad hoc query at any time to any Authorized user.

	
	47. 
	System uses E-mail to automatically send users applications status and exception information.

	
	48. 
	All of the proposed application software has been in operation together as a single installation for at least one year.

	
	49. 
	The version of the application software being proposed is currently in operation currently available hardware platforms from at least two different hardware vendors.

	
	50. 
	The implementation of SQL conforms to industry standards, including ANSI standards.

	
	51. 
	The ad hoc query language is SQL.

	
	52. 
	Other important elements (please specify)

	
	53. 
	


System Design, Operation and Support

Identify all situations with the proposed software in which a user, computer staff member or other individual must choose a menu option or perform other tasks to copy or transfer data stored in one location in the system to another location for use or access by the software or by a user.  Exclude instances of loading data from sources external to the institution (e.g., search services) and of copying data for parties external to the institution and for archiving.

Identify all data for which there is more than one copy in the database.

Identify all data that must be entered in the system more than once.

Identify all situations in the proposed software where data or transactions are batched for processing against the database.

Describe the operating system(s) under which your system runs.

In what language is your software written?

Is the source code freely available (without cost) to the client and kept in escrow as a safeguard against business failure, takeover, etc?

On what hardware platforms do your software run?

Describe the levels of security available.

Describe the backup/recovery procedures you recommend.

Describe the documentation and on-line help available.

Describe screen modifications, menu options, reports, database elements and program code.  

Describe how community college system protects the changes made from being overwritten when proposer supplies new software.  

Describe any tools available to assist individual colleges in integrating changes with updates of the software.

Describe the frequency of new releases or updates of the software.  Describe support provided for installing new releases or updates.

Describe proposer plans (if any) for migrating your product to client/server architecture.  How will an existing client migrate?  Will there be additional cost for software or service to an existing client?

Explain any special features of your system that may make it unique compared to systems offered by other vendors.  Also, explain any other features of your system that were omitted in this request.

Explain how system maintains computer hardware inventory with ability to coordinate purchasing.

Explain how system help-desk features include a “Trouble Ticket” system with progress viewable by authorized users. An audit trail of the “trouble Ticket” is maintained across multiple years.

Explain how system maintenance includes streamlined ability to create, configure, adjust and deactivate user-accounts. 

  Explain the capability of your software to operate in a virtualized computing environment and whether    server virtualization is supported.
Explain how system maintains user viewable history of system upgrades, patches, driver downloads and related licenses.

Explain how system automates computer services ability to estimate costs of services and software for individual departments via request form and e-mail response.

Explain the applications software release process and how long required software releases are supported and how often do the releases occur. (Example: Software revision 9 is supported for two years after release of software revision 10.)

Explain in detail the process for software certification to ensure compliance and operability between related products. (example: Operating System to RDBM to Application.)   

Explain in detail the process for hardware upgrade and equipment refreshes. Is there additional cost involved if the Operating System or relational database manager is impacted by hardware upgrade?  Is there a cost involved on a hardware upgrade implementing a different operating system that the administrative product is already ported to? (example: Operating System is UNIX and the decision is made to switch to Windows with the hardware upgrade.)

FUNCTIONAL REQUIREMENTS
Please answer, by using the following key, each of the questions about the system you are proposing:

A
-
Exists in base system as stated.

B
-
Exists in base system in some other way.

C
-
Can be accomplished by client with tools provided with base system.





D.

Planned for future release for no additional payment

E
-
Can be added to base system for no additional payment.

F
-
Can be added to base system for additional payment.

G
-
Cannot be accommodated.

System Wide Automation and Communications Management

	
	1. 
	The name and relevant identification of all individuals, corporations, foundations and other organizations in the administrative software system are maintained in a single ID file.

	
	2. 
	Any individual in the database ID file can have an unlimited number of previous names and nicknames.

	
	
	Any individual or organization in the database ID file can have an unlimited number of alternate and previous addresses, selection of which can be based on date, time of year, type of correspondence or other parameters.

	
	
	

	
	 3.
	Any individual in the ID file can have unlimited salutations.

	
	
	

	
	 4.
	Any individual in the ID file can have unlimited identified relationships in the system, such as parent, spouse, brother, daughter, employer, trust officer, etc.

	
	
	

	
	 5.
	Names are automatically joined and salutations automatically selected when appropriate.

	
	
	

	
	
	

	
	 6.
	Correspondence can be sent automatically to associates of an individual, e.g., parent, trust officer.

	
	
	

	
	 7.
	Throughout the system, city and state are automatically supplied upon entry of zip code into the system of zip code.

	
	
	

	
	 8.
	System maintains a schedule for automatic production of personalized form letters, memos, labels and other documents.  Any user can schedule communications by entering on the schedule for each requested communication a schedule record which identifies the letter or communication to be sent, the addresses to receive it, and the schedule date to be produced. Each day the system automatically prepares for all users all communications with today's schedule date, and updates the history file of contacts with each individual.

For individual communications, users on-line can manually add a schedule record to the communication production schedule.

	
	
	

	
	 9.
	N/A

	
	10.
	For group communications, system query capabilities can locate all individuals 

	
	
	meeting the group selection criteria and add to the communications production  schedule the appropriate schedule record for each.  (Examples: Dean's List, Employee Anniversaries, Athletic Events, Campus Activities, Delinquency Employee Anniversaries, Athletic Events, Campus Activities, Delinquency Notices)

	
	11.
	Tickler capabilities enable communication strategies to be established for any number of individuals or for any number of target groups of individuals indicating contacts that were or were not received from the individual.  (Examples: prospective student recruiting strategies, corporate strategies, college relations strategies, etc.)

	
	12.
	Users can override, alter, stop, or restart scheduled communications at any time. The contact history for each individual can be displayed in multiple formats or printed at any time.

	
	
	

	
	13.
	Information can be downloaded and utilized in starting software packages such as Word and Excel.

	
	14.
	Users can use the communications production schedule and related capabilities to remind themselves and others of meetings, phone calls, catering, events, etc.

	
	15.
	When producing large volumes of documents, the processing operations(extraction of name, address and other data from the database, merging with all demographic information is searchable and maybe queried in all modules.



	
	16.
	All extracted data can be downloaded for further processing on a windows based PC in the Microsoft Office Professional suite of software products.

	
	17.
	Form document to create the final individualized text, and formatting of the final text for printing) can all be performed automatically (and unattended) on the host computer during the night or during the non-peak system usage time.  Printing can then occur when convenient for the user.

	
	18.
	All extracted data can be downloaded for further processing in the following additional formats:  ________________________________________

	
	19.

	System can duplicate the administrative functions of the college to effectively process student records and data

	
	20.     
	System can maintain an institution-wide master calendar.

	
	21.
	

	
	22.
	For meeting times, system query capabilities can locate all individuals meeting the group selection criteria and add to the communications production schedule.

	
	
	

	
	23.
	All reports, data, screens, etc can be accessed through the World Wide Web.

	
	24.
	Remote (off campus) access to records is available to authorized individuals.

	
	
	


Admissions

	
	 1.
	System can automatically produce letters or other documents to targeted groups on any schedule based on recruiting strategies.

	
	
	

	
	 2.
	 System is capable of automating and tracking prospect contact and actions.

	
	
	prospect/applicant and provides access to on-line display of mailings and contacts to any authorized individual.

	
	
	

	
	 3.
	System can control timing between documents and other communications to each prospect/applicant.

	
	
	

	
	 4.
	User can determine explicit contents of letters.

	
	 5.
	Letters created with word-processing software (e.g., Microsoft Word) can be integrated into the system.

	
	
	

	
	 6.
	System allows for override, altering, stopping or restarting scheduled letters at any time.

	
	
	

	
	 7.
	System lists prospects/applicants not receiving specified documents.

	
	 8.
	Specific groups can be targeted with specific mailings.

	
	 9.
	System supports multiple target groups.

	
	10.
	System allows for target groups to be changed at any time to suit strategies of particular recruiting efforts.

	
	
	

	
	11.
	System can automatically inform users of scheduled visits, meetings, telephone calls.

	
	
	

	
	12.
	Data is accepted from College Board or ACT, ( PSAT, SAT, ACT), CLEP Exams, search data, and data from the Enrollment Planning Service.

	
	
	

	
	13.
	Data is accepted for high school and college/university name, address and related information.

	
	
	

	
	14.
	For each individual, the system can store biographic, academic and demographic data, exam scores, transfer information, interests, achievements, involvement (i.e. athletics), immunizations, relation to other individuals, history of contact, other user-defined data.

	
	
	

	
	
	

	
	15.
	Each prospect/applicant can be accessed by name, previous names, nickname,

	
	
	partial name, sound of name, ID, ID from previous computer system or social security number.

	
	16.
	System has ability to permit authorized admissions user to access alumni records in search of appropriate alumni interviewers/recruiters based on geographic location and other factors.

	
	
	

	
	
	

	
	17.
	All data are available for on-line, real-time viewing by other authorized users.

	
	18.
	System can track prospects/applicants for multiple programs.

	
	19.
	Multiple applications can be handled for individuals reapplying in subsequent years.

	
	
	

	
	20.
	System can identify missing admissions documents, test scores, transcripts, and so communicate automatically to prospects.

	
	
	

	
	21.
	System provides for automatic updating of recruiting or admission stage status.

	
	22.
	System allows viewing of financial aid awards by authorized users only for review of prospective student package status.

	
	
	

	
	23.
	System allows viewing of class schedules to locate possible campus class for student visitation purposes.

	
	
	

	
	24.
	System provides display of student schedules to locate a current student’s classes for match to prospective student.

	
	
	

	
	25.
	System provides e-mail to notify staff, faculty, coaches, and tour guides of pending student visitations.

	
	
	

	
	26.
	System has the ability to build and update counselor schedules.

	
	27
	Biographic, demographic, academic information is automatically transferred to student record.

	
	
	

	
	28.
	Unique identification number is automatically assigned to each student.

	
	29.
	For non-matriculating students, an on-line “quick admit” process is provided for capturing needed information.

	
	
	

	
	30.
	System provides a listing of admitted applicants who have not registered for session in progress.

	
	
	

	
	31.
	Recruiting statistics can be stored for any number of ERPs, present, and future sessions.

	
	
	

	
	32.
	Capabilities are included for statistical analysis of prospects by demographics, interest, reference source, recruiting stage, and other factors.

	
	
	

	
	33.
	Production report of scheduled forthcoming letters and documents to be created for recruits is available.

	
	
	

	
	34.
	Directories and labels for prospects, applicants, or institutions are available.

	
	35.
	Yield analysis by recruiting stage is available.

	
	36.
	Yield analysis by source is available.

	
	37.
	Application status summary is available.

	
	38.
	Applicant listings for target areas are available.

	
	39.
	Admissions profile is available including “hot lists” by counselor.

	
	40.
	Statistical analysis of incoming/outgoing communications is available.

	
	41.
	Statistical enrollment reports are available.

	
	42.
	Analyses by major, state, sex, test scores, special needs, and other characteristics are available.

	
	
	

	
	43.
	High school profile of prospects, enrolled students, graduates who came from the high school is available.

	
	
	

	
	44.
	New ad hoc letters and reports may easily be incorporated into the system.

	
	45.
	System can integrate Web-based admission applications with proposer Software.

	
	
	

	
	46.
	Admissions Counselor’s travel schedules are viewable to authorized users.

	
	47.
	System maintains a flag to track students with special needs.  This information delineates category of special need and is accessible only to authorized users.
System accommodates use of e-mail communication, social media and other current technology

Other (please specify)



	
	
	


Registrar

	
	1. 1.
	All data captured on-line during admissions process is available without re-entry, including biographic, demographic, academic, employment, spouse/parent, and other relationships, exam scores, transfer information, degree seeking information, interests, achievements, involvements, etc.

	
	
	

	
	 2.
	A student’s records on the system can be looked up by name, previous names, nickname, partial name, sound of name, ID, ID from previous computer system or social security number.

	
	
	

	
	 3.
	Unlimited personal text can be associated with each comment relating to a person.

	
	
	

	
	 4.
	For students not going through a formal admissions process, there is an efficient walk-in registration process or “quick admit” capability for capturing needed information.

	
	
	

	
	
	

	
	 5.
	The course catalog is maintained on-line with easy entry and maintenance of course descriptions, pre-requisites, co-requisites, concurrent requisites, recommended texts and entrance requirements.

	
	
	

	
	
	

	
	 6.
	Course catalogs for unlimited number of previous sessions or years can be maintained on-line.

	
	
	

	
	 7.
	Course offerings with complete section timetable and meeting location information are maintained on-line.

	
	
	

	
	 8.
	Each course can have an unlimited number of sections.

	
	 9.
	Each section can have an unlimited number of meeting times.

	
	10.
	Each section meeting can have an unlimited number of instructors.

	
	11.
	Easy-to-use on-line search capability is provided for locating available meeting rooms, meeting criteria such as size, day, and time.

	
	
	

	
	12.
	Multiple academic programs and campuses with different, user-defined calendars having terms of different starting dates and lengths can be handled.

	
	
	

	
	13.
	System has ability to handle classes that bridge multiple sessions, in all functions, including registration, student billing, grading, and transcription.

	
	
	

	
	14.
	Open entry-open exit programs can be accommodated.

	
	15.
	Institution can define sub-sessions within a session (e.g., summer first four weeks and summer last four weeks) and associate a section with a particular sub- session.

	
	
	

	
	16.
	On-line checking for classroom time and room conflicts can occur automatically.

	
	
	

	
	17.
	System handles courses offered under different catalog numbers and titles, yet the course meets at the same time/location and with the same instructor(cross-listed courses).

	
	
	

	
	
	

	
	18.
	Automated section cancellation processes are available including changing the section status, dropping the students, preparing notification letters, and adjusting faculty workload.

	
	
	

	
	
	

	
	19.
	During on-line registration, classes can be entered by either full course/section number or by shorter reference number.

	
	
	

	
	20.
	The system can be set up to give the registration operator override capability for course grading type, credit hour value, and/or grading method.

	
	
	

	
	21.
	Course requirements can be verified automatically at registration time, including prerequisites, co-requisites, concurrent requisites, test scores, minimum grades.

	
	
	

	
	22.
	Holds can be turned on for academic, financial or other causes, and displayed at registration for student (with optional override capabilities). 

	
	
	

	
	23.
	Schedule time conflicts are displayed at registration time.

	
	24.
	Closed sections are displayed at registration time.

	
	25.
	A list of alternative sections can be displayed for any closed section.

	
	26.
	Operator can use flexible search criteria for finding available sections during registration.

	
	
	

	
	27.
	Block registration capability is available to permit enrollment in a block of classes with few keystrokes, including conflict and requisite checking.

	
	
	

	
	29.
	N/A

	
	30.
	N/A
Students may register through a number of media including phone, in-person, online.

	
	
	System can immediately print a comprehensive sheet with registration, financial aid and billing information for student at registration station.

	
	31.
	

	
	
	Historical audit trail is maintained of all adds, drops, section changes and other changes.

	
	32.
	

	
	
	Adds, drops, and other on-line registration changes of a student immediately update registration, financial aid, and billing information.

	
	33.
	

	
	34.
	Accurate, up-to-the-minute enrollment counts are available on-line at any time.

	
	
	Wait-list can be established for each section, list of students waiting is maintained, and a message is provided as seats become available.

	
	
	

	
	35.
	

	
	36.
	Reasons for drops/withdrawals can be tracked.

	
	
	System can monitor and communicate with non-returning, non-graduating students.

	
	37.
	

	
	38.
	System accommodates multiple, user-selected grading plans.

	
	39.
	System accommodates numeric grading plans.

	
	40.
	N/A

	
	
	System provides capability to control inquiry and update access to grading according to permissions

	
	41.
	.

	
	
	System provides real-time entry and validation of grades for individual students or entire section.

	
	42.
	

	
	43.
	Multiple methods of grade entry are accommodated including online

	
	
	GPA is automatically calculated and re-evaluated with every grade entry or change.

	
	44.
	

	
	
	Automatic, immediate updating of on-line transcript occurs with every grade entry or grade change.  The capability exists for printing or transmitting electronically unofficial and official transcripts.

	
	45.
	

	
	
	Historical audit trail is automatically maintained of all grade entries or changes to a transcript.

	
	46.
	

	
	47.
	Course repeat logic is user-selected.

	
	48.
	Grade lists and grade reports can be prepared for mid-term and final grades.

	
	
	System includes an order form process which enables staff to request grade reports, transcripts, and other official records output for an individual student, which provides the document immediately and maintains a history of orders by staff or students.

	
	
	

	
	
	

	
	49.
	

	
	
	System allows student’s direct on-line access to the order form process using PIN logic for enhanced security checking and to meet FERPA signature requirements.

	
	50.
	

	
	51.
	System calculates student class level based on credit hours.

	
	52.
	System calculates class rank at end of session.

	
	53.
	System automatically calculates r academic standings and generates reports for each defined category.

	
	54.
	Camera-ready catalog and course schedules can be output.

	
	55.
	Any student group or subgroup of schedules or class lists may be printed.

	
	56.
	Instructor and room schedules are maintained on-line.

	
	57.
	Grade distribution and section analysis reports are available.

	
	
	Grades are available electronically or through print media with the capability to customize messaging

	
	
	The system has the capability to enter (both electronically and by hand) transfer credit.  Accommodates the handling of the credit according to institutional processes.  Allows for use of 3rd party products to facilitate the process.

	
	61.
	The system has automatic degree audit (graduation checking) capabilities usable for a single student or a user selected group, which easily identifies outstanding courses for graduation.

	
	
	

	
	62.
	

	
	
	Degree audit capabilities can address multiple majors, minors, and other audit components for each individual.

	
	63.
	

	
	64.
	Degree audit capabilities evaluate transfer credits, substitutions and waivers on the student’s transcript.

	
	
	

	
	65.
	Degree audit is conducted under student-specific course catalog.

	
	66.
	The degree audit capabilities are suitable for student academic advising, including investigation of “what if” scenarios and are available on-line in reader-friendly format

	
	
	

	
	67.
	Advisors can be assigned and the assignments tracked by the system.

	
	
	Academic performance of students can be tracked by class, instructor, advisor and/or individual student.

	
	68.
	

	
	
	The system can maintain on-line biographic, demographic and other contract, tenure, and status information for faculty.

	
	69.
	

	
	70.
	Assignment of faculty to classes can be made easily on-line, with dynamic edit capabilities and schedule conflict checks.

	
	70.


	

	
	70.


	System includes faculty workload calculations and reporting capabilities.

	
	70.


	System tracks transcript requests, type, date, and destination with the ability to edit for errors.

	
	70.


	System includes faculty workload calculations and reporting capabilities.

	
	71.

72.


	System tracks transcript requests, type, date, and destination with the ability to edit for errors.

Online or courses through other media” can be identified and tracked within the classroom allocation and scheduling component of the software.


	
	
	

	
	
	

	
	73.


	Enrollment projections can be made for multiple years according to user-defined parameters

	
	72.


	N/A

	
	73.


	Retention/Attrition projections can be made for multiple years according to user-defined parameters.


	
	
	

	
	74.


	Projected enrollment information is accessible to key offices for use in statistical modeling (i.e. Institutional Research, Financial Aid Office, Finance, and Weekend College).

	
	
	

	
	75.

76.


	Enrollment and Budget projection parameters allow user to define subsets (i.e.

Weekend College, Traditional College, Life-Long Learning, Special Students, Graduate Students, etc.)


	
	
	

	
	77.


	Enrollment and statistical data may be retrieved, manipulated, and exported for use in IPEDS and other reporting.

	
	
	

	
	78.

78.


	Enrollment and statistical data may be retrieved, manipulated, and exported for use in IPEDS and other reporting.

Enrollment and statistical data may be retrieved, manipulated, and exported for use in surveys and questionnaires (i.e. CIRP, CSS, and HERI reports).


	
	
	

	
	
	

	
	79.

80.


	Enrollment and statistical data may be retrieved, manipulated, and exported for use in surveys and questionnaires (i.e. CIRP, CSS, and HERI reports).

Enrollment and statistical data may be retrieved, manipulated, and exported for use in institutional reports.

	
	
	

	
	81.

82.


	Enrollment and statistical data may be retrieved, manipulated, and exported for use in institutional reports.

System allows for the posting of course syllabi and textbook information.

	
	
	

	
	83.
	Other (please specify)



	
	
	

	
	
	

	
	
	


 Financial Aid

	
	 1.
	All data captured on-line during admissions process is available without re-entry, including biographic, demographic, academic, employment, spouse/parent, and other relationships, exam scores, transfer information, degree-seeking information, interests, achievements, involvements, etc.

	
	
	

	
	 2.
	A student’s records on the system can be looked up by name, previous names,

	
	
	nickname, partial name, sound of name, ID, ID from previous computer system or social security number.

	
	 3.
	Accommodates all standard electronic exchange systems utilized by financial aid office.

	
	
	Department of Education services are processed by the system.

	
	 4.
	Electronic data exchange (EDE) with Department of Education is available for processing original applications and corrections as well as PELL payment reports..

	
	
	

	
	 5.
	Aid data can be maintained for any aid year, present or future sessions/years is available for processing original applications and corrections as well as PELL payment reports..

	
	
	and viewed on-line immediately at any time by users authorized by the Financial Aid Office.

	
	
	

	
	 6.
	Existing on-line student records and admissions data are useable without duplicate re-entry.

	
	
	

	
	 7.
	An unlimited number of budget types defined by the institution can be maintained and can be easily customized for individual applicants.

	
	
	

	
	 8.
	Needs and awards can be calculated by federal and user-defined institutional methodologies.

	
	
	

	
	 9.
	Upon entry of budget adjustments, expected family contribution and need are

	
	
	immediately, automatically recalculated for all periods through the 12 months.

	
	10.
	Number of awards for a student is unlimited.

	
	11.
	Awards may be manually packaged and adjusted/modified.

	
	12.
	In addition to packaging manually, capabilities are available for automated

	
	
	packaging, repackaging and simulations of packaging policies.

	
	13.
	“What if” simulations can be performed to determine the affects of awards

	
	
	for a student.

	
	14.
	Students may accept or decline individual portions of the award package both in printed format or electronically

	
	15.
	Awards can be distributed over multiple sessions for an award year, and the

	
	
	distribution may be adjusted manually.

	
	16.
	Award notification and denial letters are produced with automatic processes for

	
	
	user-defined letters and individual award messages.

	
	17.
	After approval, initial and revised awards are automatically posted to student

	
	
	accounts with automated posting processes.

	
	18.
	Aid can be entered, adjusted, or canceled throughout the awarding cycle.

	
	19.
	Student need, award levels, required documents, and restrictions are monitored

	
	
	throughout the cycle.

	
	20.
	Document tracking letters may be printed at any time for an individual or a

	
	
	Selected group of students.

	
	21.
	Documents may be added and deleted from the tracking system as tracking

	
	
	requirements change.

	
	22.
	Complete history is maintained of in-coming and out-going letters, forms and

	
	
	Contacts with applicant.

	
	23.
	Complete financial aid history of a student can be viewed on-line.

	
	24.
	Financial aid transcripts are easily created and maintained on-line and

	
	
	printed at any time. F.AT. data may be exported in acceptable U.S.D.E. SSCR format.

	
	25.
	Each contemplated and actual award of each type of aid for a student can be 

	
	
	Checked immediately for compliance with annual and lifetime limits, academic

	
	
	progress, and user-defined criteria for the specific fund.

	
	26.
	System accommodates unlimited number of compliance requirements for an aid 

	
	
	fund.

	
	27.
	Simulated packages can be stored for each student for analysis with query and

	
	
	other tools.

	
	28.
	Each fund balance is updated immediately for each offer, cancellation and

	
	
	disbursement.

	
	29.
	Fund balance and budget data can be immediately displayed at any time.

	
	30.
	Automated controls can prevent unintended over-awarding.

	
	31.
	Statistics supporting FISAP reporting are prepared.

	
	32.
	Reports identify over-awards, under-awards, awards to non-attendees and

	
	
	students out of compliance.

	
	33.
	System can process and report federal and institutional work-study programs.

	
	34.
	System can export and import data for loan certification and monitoring in a

	
	
	format acceptable to outside entities.

	
	35.
	System can display, process, monitor loan processing including calculations for

	
	
	eligibility, certification, export of data, guarantee, signature and return by borrower, disclosure data, disbursement, negotiation of funds, and refund/return of loan funds.

	
	36.
	System can produce reports for tracking outstanding and processed loan applications by loan fund type.

	
	
	

	
	37.
	System has multi-year capabilities for the retrieval and display of financial aid information at the individual student, financial aid fund, and statistical analysis levels.

	
	
	

	
	38.
	System can track payroll data including earnings-to-date, FWS versus Non- FWS by funds and by individual student earnings.

	
	
	

	
	39.
	System can track status of students selected by the U.S. Department of Education for Verification and track and export enrollment data in acceptable USDE format.

	
	
	

	
	40.
	System is capable of rolling-forward select data or data-parameters into future academic years.

	
	
	

	
	41.
	System can support data-entry of unique financial information from an institutional financial aid application.

	
	
	

	
	42.
	System can dynamically re-determine eligibility or flag a student record for review if any of the following data elements have changed: C-Codes on the federal student aid report (ISIR), change in housing status, change in enrollment status, change in cumulative GPA, change in number of credit hours earned during an enrollment period.

	
	
	

	
	43.
	System allows the export of data required for the processing, tracking, and reconciliation of state grant funds.

	
	
	

	
	44.
	System accommodates satisfactory academic progress parameters and reports deficiencies per student record.

	
	
	

	
	45.
	System provides secure student access to financial aid information and requires identification for retrieval of information by individual students such as social security number, date of birth, name, etc.

	
	
	

	
	46.
	System can group financial aid funds into categories for reporting and tracking purposes.  Categories include sorting funds by: grants, loans, work, restricted funds, unrestricted funds, private funds, external funds, etc.

	
	
	

	
	47.
	System provides information necessary for the loan entrance interview process.

	
	48.
	System provides information necessary for the loan exit interview process.

	
	49.
	System utilizes an audit trail to track which user added, deleted, or changed data.

	
	
	

	
	50.
	System utilizes an audit trail to track the frequency of user access.

	
	51.
	System provides levels of security, which are robust enough to accommodate the unique data entry, data viewing, budget, and data analysis requirements of financial aid.

	
	
	

	
	52.
	System tracks the occurrence and type of professional judgments conducted on a student record.

	
	
	

	
	53.
	System can group financial aid funds into categories for reporting and tracking purposes.  Categories include sorting funds by: grants, loans, work, restricted funds, unrestricted funds, private funds, external funds, etc.

	
	
	

	

	
	54.
	System provides summary reports of financial aid awards, declined, accepted, disbursed against institutional budget parameters.
Other (please specify)

	
	
	

	


Accounts Receivable
	
	 1.
	No data needed to perform student accounts or accounts receivable functions that must be re-entered.

	
	
	

	
	 2.
	A student’s record on the system can be looked up by name, previous names, nickname, partial name, sound of name, ID, ID from previous computer system or social security number.

	
	
	

	
	 3.
	Student charges and other student account functions occurring with changes in student registration data require no explicit action by the accounts office.

	
	
	

	
	 4.
	Separate subsidiary ledgers can be maintained for student accounts, deposits and other receivables.

	
	
	

	
	 5.
	In student accounts receivable and other subsidiary accounts, the system automatically keeps totals of session balances and user-defined charge and credit subtotals (e.g., tuition).

	
	
	

	
	
	

	
	 6.
	Tuition, course fees, board, other charges are automatically calculated and

	
	
	posted on the basis of user-defined rules.  Reconciliation reports can be run.

	
	 7.
	Student schedule modifications affecting tuition and/or financial aid adjustments are automatically calculated and posted.

	
	
	

	
	 8.
	An unlimited number of special fees associated with a course can be assessed for a student.

	
	
	

	
	 9.
	Late charges can be assessed.

	
	10.
	A deferred payment fee can be assessed.

	
	11.
	Miscellaneous charges and credits can be entered easily.

	
	12.
	Insurance, parking and other fees can be waived interactively.

	
	13.
	An unlimited number of deposits can be posted against an account.

	
	14.
	An account or specific charge on an account can be interactively written off.

	
	15.
	Approved financial aid awards are posted to student records automatically under full control of the business office.

	
	
	

	
	16.
	An audit trail is maintained of all student add/drop and payment transactions; changes to a student’s fee amounts can only be made through adjusting entries.

	
	
	

	
	17.
	All postings to student accounts automatically update all appropriate subsidiary and general ledger accounts simultaneously and immediately.

	
	
	

	
	18.
	Built-in system safeguards assure that general ledger accounts are always in balance, even during computer crashes.

	
	
	

	
	19.
	Built-in system safeguards assure that subsidiary accounts always total to general ledger control accounts, even during computer crashes.

	
	
	

	
	20.
	System has the capability to cancel all students and their billing charges who have registered but failed to make appropriate arrangements for payment.

	
	
	

	
	21.
	System has capability for automatic refunding and application of add/drop charges.

	
	
	

	
	22.
	System has capability for automation of refunds when aid exceeds charges.

	
	23.
	System has the capability to produce refund checks from A/R through A/P.

	
	24.
	Billing statements can be generated on-line.

	
	25.
	Separate or combined student schedules and bills can be generated on-line.

	
	26.
	System provides for invoice and statement generation, both through print and electronically.

	
	27.
	System has capability to print invoices or statements in any desired sort order, i.e., alphabetical, student ID, zip, student box.

	
	
	


	
	28.
	System has capability to print statements for all who have a balance regardless of what session or date the transactions are entered.

	
	
	

	
	29.
	System has capability to print statements all at once, by type or by balance.

	
	30.
	User can layout and design own statement form.

	
	31.
	System has capability to designate separate billing addresses.

	
	32.
	Multiple bills can be generated for statements and invoices, i.e., local and home, divorced families, etc.

	
	
	

	
	33.
	Statements may selectively show either all prior transactions or only those since a user-specified date. 

	
	
	

	
	34.
	Informational messages may be printed on statements.

	
	35.
	System has capability to create and maintain third-party entities and bill the Third-party separately.

	
	
	

	
	36.
	System has capability to associate an unlimited number of billing plans with each third party.

	
	
	

	
	37.
	System has capability to associate an unlimited number of recipient individuals to a specific third-party contract.

	
	
	

	
	38.
	System accommodates third-party billing for all billable items with a section (e.g., a local employer may have a class offered for their employees only).

	
	
	

	
	
	

	
	39.
	System accommodates partial third-party billing (e.g., a student may take three classes and their employer may pay for only one of the classes).

	
	
	

	
	40.
	System has capability to post student wages automatically to student accounts.

	
	41.
	System has capability to create a payment plan for a student and print appropriate documents.

	
	
	

	
	42.
	System has capability to automatically identify students who are delinquent and Send collection letters/ due notices.

	
	
	

	
	43.
	System has capability to age due accounts.

	
	44.
	Finance charge can be automatically calculated and posted for overdue amounts, using a choice of user-defined methods.

	
	
	

	
	45.
	System has capability to place holds on student credentials, grades and registration.

	
	
	

	
	46.
	Multiple cashier drawers can be operating at the same time.

	
	47.
	Cashier can enter easy user-defined account codes in place of full account number for faster data entry.

	
	
	

	
	48.
	Cashier can process miscellaneous cash not related to receivables.

	
	49.
	System calculates change to give back on a payment.

	
	50.
	Cashier can post entries to multiple subsidiary ledgers for a student.

	
	51.
	Cashier can post a student’s receipts (checks, cash, money order, credit card, Bank loans) against specific charges (e.g., tuition) when authorized to do so.

	
	
	


	
	52.
	Cashier can receive and post advanced deposits for a future session without impacting receivable balance prior to the applicable session of entry.

	
	
	

	
	53.
	Cash receipts can be printed immediately.

	
	54.
	System automatically tracks cash entries and cash on-hand and provides cash receipt register and deposit reports for cash draw reconciliation.

	
	
	

	
	55.
	Information required by the IRS can be produced electronically without additional intervention by personnel (1099T).

	
	
	

	
	56.
	Payments can be recorded electronically from outside agencies—AMS, Tuition Credit.

	
	
	

	
	57.
	Wire transfers/ACH notification can be electronically posted to student’s account.

	
	
	

	
	58.
	Various methods of aging need to be available.\ System has the ability to review and pay accounts online

Other (please specify)

	
	
	


Budgeting and Accounting Office

	
	 1.
	On-line query of all accounts, transactions, control groups and documents is immediately available.

	
	
	

	
	 2.
	No financial entry ever needs to be re-entered.

	
	 3.
	Unlimited prior years can be retained on-line.

	
	 4.
	Accounting capabilities follow established national (ie NACUBO) standards and recommendations.

	
	 5.
	The chart of account structure is robust and highly adaptable to the needs of the institution.

	
	
	

	
	 6.
	Hierarchical structures can be defined that allow for reporting of individual, aggregate revenues and expenditures.

	
	
	

	
	 7.
	New account numbers are automatically validated.

	
	 8.
	Purchase orders and requisitions may be processed, tracked, and encumbered.

	
	 9.
	A subsidiary ledger can be created and automatically maintained for any general ledger account

	
	
	.

	
	10.
	User-defined subtotals can be automatically maintained in subsidiary accounts.

	
	11.
	Built-in software safeguards insure general ledger accounts are always in balance and subsidiary ledgers total to control accounts, even during computer crashes.

	
	
	

	
	12.
	System verifies that each transaction being posted balances within each fund and qualifies as an acceptable entry for the particular source document.

	
	
	

	
	13.
	System verifies that each transaction being posted accesses accounts which are permissible for the journal type in which the transaction is being posted.

	
	
	

	
	14.
	System verifies that each transaction being posted has a posting date acceptable to the appropriate fiscal calendar controlling posting to the accounts affected.

	
	
	

	
	15.
	System verifies that the data entry user has authority to create the type of journal entry being attempted.

	
	
	

	
	16.
	All transactions, whether posted manually or automatically, update both general and subsidiary ledgers immediately.

	
	
	

	
	17.
	System can automatically create due-to/due-from entries for inter fund transfer transactions.

	
	
	

	
	18.
	System handles bank statement reconciliation ability to electronically download bank data to accounting.

	
	
	

	
	19.
	At least two fiscal periods permit normal posting in a new fiscal year while adjustments are being posted and balance forwards finalized in the prior year.

	
	
	

	
	20.
	A fiscal calendar indicates the opening and closing date for each general

	
	
	ledger account number between which the system will permit authorized entries to be posted.

	
	21.
	Year-end closing of accounts and generation of balance forwards is an automatic process.

	
	
	

	
	22.
	An audit trail is maintained automatically reflecting all activities on all accounts.

	
	
	

	
	23.
	Full backup and recovery capabilities exist for the case of any type of malfunction (hardware and/or software).

	
	
	

	
	24.
	User can design financial statements and supporting schedules to meet own needs. Financial statements follow the requirements of FASB.

	
	
	

	
	25.
	Profit and loss statements can be run for any associated account, e.g., bookstore.

	
	
	

	
	26.
	System has capability to produce comprehensive management reporting for all areas within the institution process including output capable of rolling up from individual transactions to larger departmental, divisional, institutional or state summaries.

	
	
	

	
	27.
	System has capability to produce both standard and ad hoc reports as well as allow for the use of standard statistical packages so that research and analysis can take place.

	
	
	

	
	28.
	System has capability to produce internal reports of a unit as well as Institution, State and Federal reporting.

	
	
	

	
	29.
	System has capability to provide standard reports at the lowest level of detail, with consolidation of the data according to the user-defined chart of accounts.

	
	
	

	
	30.
	System has capability to produce a trial balance report on demand.

	
	31.
	System has capability for account history reports.

	
	32.
	System has capability for extensive on-line query from status to source document.

	
	
	

	
	33.
	System has capability for on-line summary and detail queries. Must be able to aggregate and disaggregate data.

	
	
	

	
	34.
	On-line maintenance and control of tables for definition of the chart of accounts is provided.

	
	
	

	
	35.
	Budget data can be established and maintained on-line for any number of ERPt, present, and future years.

	
	
	

	
	36.
	Budget request data can be entered easily from remote locations.

	
	37.
	Actual revenue and expenditure data can be stored and retrieved on-line for any number of ERPt years.

	
	
	

	
	38.
	Budget projections can be made for multiple years according to user-defined parameters.

	
	
	

	
	39.
	Capabilities allow users to develop budget forecasts using base-year budgets.

	
	40.
	Capabilities allow forecasts to be expressed in terms of percentage increases or decreases.

	
	
	

	
	41.
	Capabilities provide a process to apply inflation factors to a budget model.

	
	42.
	There are comparison and summarization capabilities and reports for analyzing effects of requests and alternatives on all or part of a budget.

	
	
	

	
	43.
	Approved budget is automatically recorded for use by general ledger in new fiscal year.

	
	
	

	
	44.
	Subsequent proposals and changes to budgets can be analyzed without affecting current budgets.

	
	
	

	
	45.
	All posted budget updates are recorded to provide complete audit trail of approved budgets.

	
	
	

	
	46.
	Intermediate and final budget reports are available.

	
	47.
	System can track an unlimited number of capitalized and non-capitalized fixed assets.

	
	
	

	
	48.
	System has capability to record detail property records for all fixed assets

	
	
	including identification codes, commodity classification, acquisition data, supplier information, maintenance data, make, model, and serial number, disposition data, and asset useful life, maintenance schedule, and other user-defined information.

	
	49.
	System can store complete valuation data, including purchase, replacement, disposal, renewal, book, other user-defined attributes.

	
	
	

	
	50.
	Calculation and maintenance of depreciation can be carried out by both IRS and generally acceptable accounting principles methods.

	
	
	

	
	51.
	General ledger transactions are automatically generated for depreciation and usage allowances, and for asset disposal.

	
	
	

	
	52.
	Reports of capitalized and non-capitalized fixed assets are available by user-defined asset types.

	
	
	

	
	53.
	Fixed asset reports are available by acquisition date, by responsible person, and by categories for insurance purposes.

	
	
	

	
	54.
	Indirect and direct costs can be calculated for grants and/or grant proposals.

	
	55.
	Market values and book values can both be maintained for investment.

	
	56.
	Unrealized capital gains/loses and change in unrealized capital gains/loses can be maintained on system.

	
	
	

	
	57.
	Accrued income can be maintained.

	
	58.
	FAS 106—retiree’s health benefit liability can be computed and maintained on the system.

	
	
	

	
	59.
	Unitization for endowment/annuity/agency fund can be computed and used within.

	
	
	

	
	60.
	Unitization for endowment/annuity/agency fund can be computed and used within.

	
	61.
	 Position control and lapsing needs to be an on-system function.

	
	62.
	The chart of accounts must be flexible in order to record accounts in various ways—function, department, fund, ledger, specific objects, budget manager, responsible vice president, prior years, aggregate and disaggregate.

	
	
	

	
	63.
	Financial modeling—using data from other areas (student admissions, WEC, etc.) is needed.

	
	64.
	Reconciliation need to be able to be done on line for various departments.

	
	65.
	IRS 990 needs to be generated within the system electronically.

	
	66.
	All reports must be able to be sent electronically.

	
	67.
	A web-based application is needed with its own firewall in place.

	
	68.
	The new system must be able to electronically populate historical data from our current system.

	
	69.
	All data fields must be able to be sent and received electronically in real time.

	
	70.
	Encumbrances from purchase orders/other sources must be able to populate the budget. Lapsing of the encumbrances must also be a capability.

	
	71.
	Allocations to multiple departments are necessary.

	
	72.
	Recording of gifts from Development must be electronically processed in Accounting.

	
	73.
	Stock transfers from donors must be done in conjunction with Development Office for proper pricing.


Purchasing and Accounts Payable

	
	 1.
	Purchase requisitions can be entered on-line by any authorized user.

	
	 2.
	System allows any authorized user to terminate and complete purchase orders.

	
	 3.
	Each requisitioned item is automatically compared at time of entry to single or multiple budget accounts.

	
	 4.
	If requisitioned item will cause over expenditure, other budget options can be immediately displayed.

	
	 5.
	System can encumber a single item to multiple accounts.

	
	 6.
	System includes user customizable forms for purchase orders.

	
	 7.
	Purchase orders can be printed immediately automatically.

	
	 8.
	Change orders can be processed against an existing purchase order.

	
	 9.
	All open purchase orders can be queried on-line by vendor, buyer, fund, organization, account, and program

	
	10.
	User can define specific search criteria and limits while performing an on-line inquiry.

	
	11.
	Items received and the recording of goods returned to the vendor can be tracked.

	
	12.
	Items to be capitalized can be designated with an immediate update to Fixed Assets.

	
	13.
	Accounts payable is automatically updated with the receipt of goods.

	
	14.
	A tolerance for receipt of goods against a purchase order can be specified.

	
	15.
	System provides complete on-line and hard copy reporting of purchase orders issued and goods received.

	
	16.
	An on-line list of vendors is available.

	
	17.
	System can automatically calculate discounts and payment schedules based on user-defined rules.

	
	18.
	General Ledger transactions are automatically generated on a real-time basis.

	
	19.
	System accommodates unlimited multiple addresses for each vendor.

	
	20.
	System can accommodate a designation code for each vendor including 1099, minority, or other special status.

	
	21.
	Discount and payment terms for each vendor can be provided.

	
	22.
	Vendor name and address, goods ordered and received, and unit prices can be automatically retrieved based on purchase order number.

	
	23.
	System allows for the addition of freight and bulk charges.

	
	24.
	Encumbrances are automatically released upon posting of invoice.

	
	25.
	Encumbrances are automatically released upon completion of termination of purchase order.

	
	26.
	Invoice amount can be distributed to multiple expense accounts.

	
	27.
	Partial shipments can be handled.

	
	28.
	W-9 must be available on line—to receive from vendors and retain.

	
	29.
	1099 misc and 1099 R must be generated from system and sent electronically and manually to recipient and IRS.

	
	30.
	Unclaimed funds must be determined and notification to the State of Ohio occur electronically.

	
	31.
	Travel advances and returns must be handled with remote input from employee travelers.

	
	32.
	Various correspondence needs to attach to the vendor’s files.

	
	33.
	Multiple checking accounts must be a function of the new system.

	
	34.
	Partial payments can be processed.
	

	
	35.
	Vendor discounts can be handled.

	
	36.
	Credit memos can be processed on-line.
	

	
	37.
	Invoices without purchase orders can be handled.
	

	
	38.
	System can automatically calculate payment due date to take advantage of Available discounts.
	

	
	39.
	System has capability to automatically generate payable checks based on run time criteria such as due date, absence of payment hold, maximum available cash, and other criteria.
	

	
	40.
	System can define grouping rules by vendors to produce one check per invoice or vendor.
	

	
	41.
	An “on-demand” check process is available that automatically updates the General Ledger and liquidates associated encumbrances.
	

	
	42.
	System provides easy voiding and reversal of checks.
	

	
	43.
	System can record void checks on-line.
	

	
	44.
	System includes user customizable forms for checks.
	

	
	45.
	System can retrieve document history on-line, linking requisitions to purchase orders, invoices, and checks.
	

	
	46.
	System has capability to identify duplicate payments.
	

	
	47.
	An open encumbrance report by account number can be run at any time.
	

	
	48.
	System provides forecasting and aged accounts payable reports.
	

	
	49.
	A complete bank reconciliation process is available electronically.
	

	
	50.
	Separate administrative control of Purchasing and Accounts Payable is available.
	


Human Resources and Payroll
	
	 1.
	Complete human resources and payroll database is immediately accessible for on-line inquiry.

	
	 2.
	Separate administrative control of human resources and payroll is available.

	
	 3.
	Human resource records can handle job applicants, employees, and volunteers.

	
	 4.
	Position data can be maintained, such as department, salary guidelines and general ledger accounts.
An online application for employment is available

	
	 5.
	An employee can be queried by name, previous names, nickname, partial name, sound of name, ID, ID from previous computer system or social security number.

	
	 6.
	Multiple addresses can be maintained for employees.

	
	 7.
	Multiple phone numbers can be maintained for employees.

	
	 8.
	Education background including degrees, majors, minors, and areas of concentration can be maintained for employees.

	
	 9.
	Prior employment background including name of employer, dates of employment, and position held can be maintained for employees.

	
	10.
	Results from required tests and examinations can be maintained for employees.

	
	11.
	Skills inventory can be maintained for employees.

	
	12.
	Unlimited free-form text can be maintained for employees.

	
	13.
	An employee’s certifications and licenses including license number, expiration date, and any endorsements can be maintained.

	
	14.
	An employee’s publication history can be maintained including publication title, date of publications and publishers.

	
	15.
	Visa information can be tracked.

	
	16.
	Work permit information can be tracked.

	
	17.
	An employee’s emergency contact information can be tracked.

	
	18.
	An employee’s disclosed medical information can be tracked.

	
	19.
	System has capability to identify the supervisor scheduled to review an Employee’s performance including ERPt performance and supervisor.

	
	20.
	Any employee can be assigned concurrently to any number of positions, each with its own contract period and funding.

	
	21.
	System has capability to provide automatic notification of upcoming events such as expiring I-9’s, pending performance reviews, employees scheduled to return from leave, and expiring W-4’s.

	
	22.
	A faculty member’s tenure status can be tracked.

	
	23.
	A faculty member’s academic discipline can be tracked.

	
	24.
	A faculty member’s employee rank can be tracked.

	
	25.
	An employee’s previous, current, and pending sabbaticals can be tracked.

	
	26.
	Faculty qualifications can be tracked.

	
	27.
	System has capability to perform faculty-defined salary calculations when an employee works 9 or 10 months and wishes to be paid over 12 months.

	
	28.
	System can handle labor distributions tagged to take effect at a future date.

	
	29.
	System can handle salary information tagged to take effect at a future date.

	
	30.
	System has capability to perform “what if” salary budget calculations.

	
	31.
	An unlimited number of leave types can be defined.

	
	32.
	Multiple leave accrual rates can be defined.

	
	33.
	System has capability to track an employee’s salary history including effective dates and reasons for changes System has the ability to make this information available online.

	
	34.
	An employee’s assignment history can be tracked.

	
	35.
	Attendance history for absences such as sick leave, jury duty and bereavement can be tracked.  System has the ability to do timesheets electronically

	
	
	

	
	36.
	System has capability to administer I-9 information.

	
	37.
	System has capability to accrue leave on one schedule but have it available on another schedule.

	
	38.
	Worker’s compensation information can be tracked.

	
	39.
	An unlimited number of benefits can be defined.

	
	40.
	System provides for multiple benefit employer and employee premium calculation methods including flat amounts, percentages, and monthly, yearly and lifetime limits.

	
	41.
	System provides for multiple payroll deduction frequencies.

	
	42.
	System allows employees the option of using pre-tax or post-tax dollars for benefits.

	
	43.
	System permits entry of data with future effective dates.

	
	44.
	Imputed income for taxable fringe benefits can be designated and calculated.

	
	45.
	Biographic and demographic data for dependents and beneficiaries can be maintained.

	
	46.
	A benefits statement can be produced for each employee.

	
	47.
	System has capability to automatically notify Administration of upcoming events such as dependents losing eligibility for benefits.

	
	48.
	System provides for an unlimited number of positions.

	
	49.
	System provides for an unlimited number of job families or position Classifications.

	
	50.
	System allows the creation of positions for a single incumbent.

	
	51.
	System has capability to define a budget for premium earnings like overtime for each position.

	
	52.
	System has capability to provide for the creation of pooled positions with multiple incumbents.

	
	53.
	System has capability to allow job sharing where multiple part-time employees fill a position.

	
	54.
	An Equal Employment Opportunity (EEO) category for each position can be defined.

	
	55.
	Any number of payrolls can be processed, each with its own cycle.

	
	56.
	System supports self-employment, contributed services, and housing allowances.

	
	57.
	System handles time sheets or time cards or electronic data.

	
	58.
	Receivables accounts can be automatically credited from payroll deductions.

	
	59.
	System has capability for labor distribution of gross pay and employer-paid benefits to the general ledger.

	
	60.
	College Work Study Program expenses can be distributed.

	
	61.
	System supports payroll direct deposit slips, tapes, and EFT.

	
	62.
	Checks can be voided on-line and reversing entries automatically created and posted.

	
	63.
	A history report can be requested for an individual employee for fiscal year, calendar year, quarter, or whatever period, of salary to date or deduction to date.

	
	64.
	Expended labor dollars can be distributed on-line.

	
	65.
	All payroll adjustments update the totals maintained in payroll history.

	
	66.
	Pay history can be maintained on-line for an unlimited number of years.

	
	67.
	Monthly, quarterly, fiscal year and calendar year totals for employees, their assignments, benefits, deductions, and earnings can be maintained.

	
	68.
	System has capability to produce the W-2 report and magnetic tape.

	
	69.
	System has capability to produce the federal 941 report.

	
	70.
	System has capability to produce the 1099 report and magnetic media.

	
	71.
	Separate administrative control of check writing is available.

	
	72.
	Retirement information must be obtained and sent to TIAA/CREF and other retirement systems.

	
	73.
	Reporting of 1042/1042s/8233 non-resident aliens must be done electronically.

	
	74.
	The ability to include taxable auto miles and taxable meals is required.

	
	75.
	Direct deposits electronically must be a capability.

	
	76.
	Various deductions need to be sent electronically for credit of employee.

	
	77.
	Reconciliation must be available for payroll personnel and HR personnel.

	
	78.
	Recording and crediting of contributed services must be available.

	
	79.
	Deductions of gifting to the COLLEGE must be available.

	
	80.
	System monitors student Federal Work-Study earnings coordination with the award and toleration limits of the student’s financial aid package. 

	
	81.
	Benefits tracking includes the use of flex-spending accounts.

	
	82.
	Comprehensive retiree records and benefits monitoring and processing is possible.

	
	83.
	Employee reports can be generated using several selection sets (e.g. active employees, terminated employees, etc.)

	
	84.
	System monitors Worker’s Compensation history per employee and records necessary for required reports.

	
	85.
	System provides unemployment data required for external reporting.

	
	86.
	System provides Worker’s Compensation data required for external reporting.

	
	87.
	System tracks tuition benefits in coordination with Financial Aid Office.

	
	88.
	System tracks total earned semester hours for which an employee received tuition benefits.

	
	89.
	Changes to employee records dynamically updates other relevant records without eliminating employment history data.

	
	90.
	System supports CUPA, IPEDS and other statistical reporting / surveys.


           91.     Other (please specify)
Residence Life and Security

	
	 1.
	Field in admissions file to flag applicant's interest in housing. Automatic generation of housing request record and printed contract based on admission and campus-based rules. 

	
	
	

	
	 2.
	Room and meal plan application screen with space for several lifestyles. 

	
	 3.
	Ability for Admissions Office to cancel housing and meal plan assignments of new students who withdraw prior to the start of school.

	
	 4.
	On-line and batch update of housing and meal plan assignments fields. Automatic  billing to accounts receivable. Capability to do percent refunds for room and/or meal plan charges for withdrawals. Automatic rollover of housing and meal assignments from first to second semester.

	
	
	

	
	 5.
	On-line and batch ability to update housing related code tables. 

	
	 6.
	On-line and batch update of room information. Ability to assign room characteristics by semester. Ability to change the billing rate for a room throughout the semester. Ability to group rooms for different billing rates.

	
	
	

	
	 7.
	On-line display of rooms by building and semester.

	
	 8.
	On-line display of a requested room's occupants by semester or multiple semesters. 

	
	 9.
	On-line and batch ability to post miscellaneous charges to accounts receivable.

	
	10.
	Automated roommate matching and room assignment process based on campus-based rules. 

	
	11.
	Ability to prevent housing assignments if disciplinary hold is present. Include override capability.

	
	12.
	Ability to reconcile housing charges with what appears on the accounts receivable file. 

	
	13.
	Room occupancy reporting. 

	
	14.
	Ability to view campus-living billing transactions by themselves. 

	
	15.

16.

17.

18. 
	Ability to track hotel-type accommodations for visitors.

System maintains information on judicial decisions by student I.D.

System maintains activity report for security.

System can track and report residence data by floor.

	
	
	

	
	
	

	
	
	


           19       Other (please specify)
Physical Plant

	
	1.
	System can track, maintain data, and process necessary reports related to parking permits and tickets.

	
	2.
	System can track, maintain data, and process necessary reports related to trip tickets, service, and vehicle requests.

	
	3.
	System can track, maintain data, and process necessary reports related to damage reports, accident reports, and personal injury information.

	
	4.
	System can track, maintain data, and process necessary reports related to purchase orders and journal vouchers.

	
	5.
	System can track, maintain data, and process necessary reports related to work orders.

	
	6.
	System can track, maintain data, and process necessary reports related to utility expenditures and trends.

	
	7.
	System allows for the exchange of scheduling information on special event preparation.

	
	8.
	System maintains an inspection calendar and necessary data for routine maintenance for boilers, elevators, and other required equipment.

	
	9.
	System tracks cost estimates and quotes.

	
	10.
	System can track and maintain descriptive data on campus buildings/projects in the planning, construction, or use/maintenance phases.
Other (please specify)

	
	
	


Dining, Auxiliary and Ancillary Services

	
	1.
	System accepts, tracks, stores information pertaining to faculty book and materials orders.

	
	
	

	
	2.
	System accepts, tracks, stores information pertaining to bookstore wholesalers, outside vendors, publishers. 

	
	
	

	
	3.
	System processes point-of-sale data including scanning.

	
	4.
	System processes point-of-sale data including dynamic tracking of inventory.

	
	5.
	System processes point-of-sale data including dynamic posting of charges/credits to accounts.

	
	6.
	System informs bookstore of student book-voucher (dated) eligibility and dollar amount from Financial Aid Office or Business Office.

	
	7.
	System processes sale data including dynamic posting of charges/credits to accounts.

	
	9.
	System provides for the exchange of information pertaining to provision of food services with external software, including consistent student identification information, employee identification information, account/billing information, inventory control information, meal-plan information by student or meal plan, and account information on prepaid meal accounts.

	
	
	

	
	10.


	System processes information pertaining to provision of food services including consistent student identification information, employee identification information, account/billing information, inventory control information, meal-plan information by student or meal plan, and account information on prepaid meal accounts. 

	
	11.
	System allows students to select and adjust meal-plans electronically.

	
	12.
	System provides for the exchange of information with a campus swipe-card external software system.

	
	13.
	System processes information with a campus swipe-card.

	
	14.
	System assures that all students with campus housing are on one of the prescribed meal plans.

	
	15.
	System integrates catering and special event scheduling with campus-wide schedule and data.

	
	16.
	System dynamically distributes information to other departments on special event set-up needs. (i.e.: catering, physical plant, security, student activities all receive necessary information when a special event will occur so that needed resources are coordinated).

	
	
	

	
	17.
	System provides for the exchange of information with food vendor systems pertaining to inventory, new product information, product pricing, and invoicing.

	
	18.
	System can integrate with a web interface for the posting of meal information, scheduling of meals/special events, etc.

	
	
	

	
	19.
	System can maintain mailing lists for separate groups unique to campus systems (i.e. corporate contacts, special event participants and conference participants).

	
	20.
	System provides for the exchange of information pertaining to processing of bookstore transactions (sales, etc.) with external software, including consistent student identification information, employee identification information, account/billing information, inventory control information.  

	
	
	

	
	21.
	Other (please specify)

	


Library / Media Center

	
	1.
2.

3.

4.

5.

6.

7.

8.


	System provides data from Development and allows data entry as related to Library patrons.

System provides data from Development to Library.

System can process, track, and post fines and lost-item bills in coordination with Accounts Receivables in the Business Office.

System can track overdue materials for return to Library.

System processes and tracks the request, order, and payment of acquisitions for the Library collection. System provides access to catalog/collections information. System processes and tracks instructional equipment, video/movie, and other media or equipment requests, deliveries, and overdue returns.

Company data on system include copyright information and release numbers.

System provides user-friendly link to on-line catalogs.

System provides seamless integration of Library academic/collection functions and business-related functions with other areas/units on and off campus.


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	


Student Success
	
	1.

2.

3.

4.

5.

.
	System allows for tracking of student at-risk factors and provides historical data.

System provides a seamless re-admit notification process for administrative offices.

System synthesizes previously entered data for student directory.

System allows for identification and tracking of students by status or attendance at events.
System allows for automated transfer of funding, upon approval of budgets, for student activity and organization groups.

System associates and maintains information on advisors with all student organizations.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


 

Other (please specify)
 Students

The system must address the issue of student access.  Information pertaining to the student (academic records, financial records, etc.) should be provided through the software system in more than one format.

____ 1. System has the capability to be accessed through the World Wide Web at any time of the day.

____2. System allows for dynamic on-line input of information from students (e.g. on-line registration, on-line address updates, etc.)
____ 3. System allows authorized users (other than students) appropriate access to records with a system of security robust enough to ensure compliance with the Family Educational Rights and Privacy Act (1974).                   

____ 4. System has the capability to process secure financial transactions enabling credit card payment of 
tuition, fees books, meals, dormitories, parking tickets and miscellaneous payments. 
Distance Education Requirements

Web registration and course/fees payment.

Course delivery and curriculum development. 

On-line delivery of student resource information (text books, tests, support documentation and lab work.)
Ability to download demographic and course information in to LMS systems.
REPORTING

Ability to do adhoc query of the system in all modules utilizing query tools provided by the vendor and to download into software programs such as Excel and SAS.
Ability to do standard report creation. 

Ability to do dashboard and accountability reporting.
Capability to do data warehousing.
GENERAL INFORMATION FROM PROPOSER
Description of Company

Describe your company, including but not limited to, its years in business, general markets it services, number of clients using your software for Higher Education administration, and any distinctive characteristics of your company relating to the Higher Education administrative computing marketplace.  

References

If there are references that you would like to share about clients using a system that is similar to Wyoming College System, please provide some information about time-frame and accomplishments.

Proposed System Information

a. Describe the software system proposer is proposing for the Wyoming Community College System.
b.
Include indicative samples of the documentation you supply.

c.
Describe the needed hardware system that is needed to run your software.  Include workstations and printers per office you consider minimum.

d.
     Describe as much information as possible about the process for migrating your software                                                                                                                            to:  1) a larger system supplied by   the same hardware vendor if available; 2) a larger system supplied by a different hardware vendor.

e. Describe as much information as possible about how clients participate in the selection and design of features going into your products and services.

f. Describe the access to software features via the Internet.

g. Describe the levels of security and other security measures designed in the software.


h.            Describe the anticipated phases of the standard installation process starting from the 


time a  
contract   is signed to the time the software is installed, tested, and accepted. 

i. 
Describe the approximate roles and the staffing required to perform the installation. Include, where possible, descriptions of the roles and staffing required of each college office, college computer center, the proposer, and the consultants.

j. 
Outline typical times each installation phase takes place and the approximate costs to  the community college system that each installation phase typically entails.


k.  
Describe the approximate roles and staffing required of each college office, the

college computer center, and the students in normal operation of the software.

l. 
Describe what system maintenance tasks that standard operation of your software requires.

m.        Outline approximately what the standard backup and restore procedures for normal 
operation are.

n.        Describe the logical procedure for the testing and formal software acceptance.

Support Information.

a.
Provide a summary of the service and support your company provides from signing of contract through the completion of implementation of the system in all relevant offices.

1)
Guidance of the implementation process.

2)
Training (technical staff, office staff, where provided, etc.).

3)
Assistance with conversion of data.

4)
Assistance with installation of software on hardware.

5)
Hotline assistance (hours available, normal response time after initial call made, support communication capabilities [telephone, fax, Internet] remote diagnostic and patch capabilities, billing for assisting, etc.).

b.
Provide a summary of services and support available after completion of implementation.

c.
Provide a summary of probable product enhancement costs.

d. 
Provide a summary of the users group for your higher education administrative software 
clients.  If possible, please include a reference of at least one client officer of the group.

e. 
Provide a summary of any interactive web pages, list-servers, bulletin boards or other 
client related information mechanisms. 

f. 
Provide a summary of standard software upgrade procedures. Include a discussion on 
how college customizations are handled during the upgrade process.

g. 
Provide a summary of the typical number of major releases and point releases. If 
possible please include a discussion on release policy and amount of impact on college 
staff. Please be specific as possible.

Cost Information to Wyoming Community College System

Please provide approximate cost information for (1) acquiring and (2) implementing your system and, (3) required maintenance for the items listed below.  If components may be purchased separately, list the probable components and their approximate cost. Please provide information relevant to applying caps on biennial cost. Use a separate page (if needed).

	1.
	Software - database system
	

	2.
	Software – application
	

	3.
	Software modifications
	

	4.
	Software maintenance
	

	5.
	Preferred hardware
	

	6.
	Data conversion
	

	7.
	Training costs to system
	

	8.
	Estimated travel/per diem costs to each college and commission.
	

	9.
	Other costs to system.
	

	10.
	Payment plans for system.
	

	
	
	


Time Information

Please estimate, to the best of your ability, the following time information for acquiring, developing, installing, training, and fully implementing your system. Time information, as well as costs will hopefully reflect the (1) per site and (2) total time you estimate it will take for each item.  



ITEM




MONTHS


	

	· Software – Development
	

	
	· Software – Installation
	

	
	· Software – Testing
	

	            
	· Software - Modifications
	

	
	· Software – Maintenance Plan
	

	.
	· Data Conversion
	

	
	· Training
	

	
	· System Acceptance
	


REQUIREMENTS FOR COMMUNITY COLLEGE SYSTEMS ADMINISTRATIVE COMPUTING SYSTEM
This section is intended to provide the responder with a conceptual overview of the technology and functional requirements for the replacement Administrative Computing system. A respondent’s approximated solution should be able to address all or most of these requirements.

1. MANDATORY REQUIREMENTS

WCCC has determined that certain project requirements must be fulfilled. Following is a list of what we think the eventual mandatory requirements that a future system must provide or include.  If your eventual solution has the ability to meet these requirements – please indicate with an “X” below the # of each line:

	#
	Specification 
	Description 

	1
	Server Virtualization
	The solution must be capable of supporting virtualization

	2
	Browser-Based
	The solution must be a browser-based



	3
	Web Enabled
	Web enabled to allow for continual expansion of self-service functionality (both as a means to provide information and transact business).


	4
	Integrated Workflow System
	The solution must be an integrated electronic workflow system



	5
	N/A
	

	6
	CRM
	A means to capture all customer encounters (having Customer Relationship Management capabilities)



	7
	.Net
	Application framework developed using .NET; see Technology and Standards section of this document for more detail


	8
	Relational Database
	Employ a relational database- such as SQL; see Technology and Standards section of this document for more detail


	9
	COTS based Software
	The contracted contractor must agree that any source code developed in the course of a custom developed for the Community College System will be the property of the State of Wyoming.  WCCC will also have the right to access the source code, obtain a copy and/or conduct code reviews at any time, or hire third party testers.

If a proposed solution is not open source code, a software escrow account shall be established at the contractor's expense. In the event the contractor becomes insolvent or ceases to support the software. The Escrow account shall contain the most current software version source code. Proof of the software escrow account shall be provided to the State ninety (90) days after the final signature is affixed to the contract


2. COMMON REQUIREMENTS

	#
	Specification 
	Description 

	1
	Application Maintenance Plan and Estimation
	Strategy description and estimated costs for application maintenance spanning a four year period. With a maximum escalation percentage for maintenance based upon the total cost of the software.

	2
	Warranty
	The Responder should provide examples of warranty provisions and Service Level Agreements (SLA).

	3
	Availability of User Documentation 
	The Responder should be prepared, upon award of contract, to place in physical and electronic forms, documentation of existing functionality, application navigation, data dictionary, installation guide, system architecture documentation, test plan(s), training materials, project plan minimum hardware or additional requirements and associated documentation should be available before project is considered complete.

	4
	Third party testing
	The Responder should be prepared upon award of contract that a third party contractor may be contracted for testing by WCCC.

	5
	Record retention, archiving and e-discovery
	Contractor must comply with state statutes regarding archive, retrieval and e-discovery.

	6
	User acceptance testing
	The Responder should be prepared upon award of contract that user acceptance testing will need to be completed before formal sign off has been executed.

	7
	Contractor Resource Vetting
	Estimate and name the contractor resources that may be need for implementation and support. 

	8
	State resources needed
	Estimate of the number of state resources that may be needed for ongoing system maintenance.   

	9
	Compliance with State standards and policies
	Proposed systems must comply with the State’s IT standards, WCCC IT standards, and Statutory Mandates, identified below, for system hardware and development components. If a COTS or MOTS solution is proposed and elements of the proposed solution do not comply with any of these standards, the Contractor shall include details about each non-compliance item in their proposal. 
http://cio.state.wy.us/CIOPromulgatedRules.aspx

HYPERLINK "http://cio.state.wy.us/standards/srce/web/default.htm"http://cio.state.wy.us/standards/srce/web/default.htm

	10


	Clearly Identified Support Mechanism 
	Outline hours of operation, method of support (web, telephone, on-site, etc.) service level agreements must be defined.

	11
	Availability of Training 
	In depth training and consulting must be available for all functions of solution implementation and support.

	12
	Support a Wide Range of Hardware/Software
	If self hosted by WCCC, WCCC anticipates that some new hardware may need to be purchased to implement the ERP. WCCC intends to utilize the State’s current IT architectural environments to the fullest extent possible. Both software and hardware requirements for the solution must be included in the response.  
The Contractor may recommend new hardware; however, WCCC will utilize standard State purchasing practices to obtain the hardware through established contractors to fulfill the scope of this contract.

	13
	Strong Security 
	At the department/organization, person, and document security levels the solution should include create, capture, update, view, and/or purge capabilities. The State of Wyoming is interested in both a centralized and de-centralized security model.

	14
	Easy User Access 
	Navigation through and use of the system should be easy to learn for all.

	15
	Software Licensing
	The State of Wyoming requires an enterprise license agreement.

	16
	Single/Prime Contractor
	It is preferred that only single companies that can deliver a complete solution respond to this RFI. In the event a subcontractor or joint venture arrangement is proposed, a prime contractor shall be named.

	17
	Self Hosted
	Cost estimates for self hosted options( 8 sites) are required for the proposed solutions.

An estimation of resource requirements (equipment & staffing) needed to adequately administer the proposed solution 

What industry security standards/guidelines were used in developing your proposed solution?



	18
	Contractor Hosted
	Cost estimates for contractor hosted options are required for the proposed solutions.

Provide a high level description of these services, a summary level description of the hosting services and environment to include but limited too:

1. Physical location of primary and failover facility(ies),

2. Facility access and security/integrity of the facility and equipment allocation.

3. Staffing Security

4. Environmental Controls

5. Technical Support/Staffing

6. Architectural Design (hardware infrastructure description/network diagram, database structure, operating system (OS) etc.)

7. Monitoring, detection, and alert protocols

8. Network Security Controls

9. Data Security

10. Data Storage

11. Denial of Service (DOS) Attack

12. Internet Congestion

13. Hosting reports (examples)

14. Backup/Archive routine  

15. A copy of the hosting site’s Disaster Recovery Plan (DRP) and Continuity of Operations Plan (COOP)

Also, enumerate the prioritized order of restoration for your proposed solution hosted services.

What industry security standards/guidelines were used in developing your proposed solution?

Please provide a high level description of your policies, procedures and protocol on data security breach.

Please provide a high level discussion on certifications/audits, as applicable to this RFI requirements, your company may have achieved (i.e. SAS 70 Audit, HIPAA, SOX, GLB, etc.)

When was the last time these certification/audits were conducted?

A description of the contractor’s web site archiving practices and how their practices will meet the requirements of the Wyoming Public Records Act http://legisweb.state.wy.us/statutes/statutes.aspx?file=titles/Title16/T16CH4AR2.htm
* If your proposed solution were to be selected, please provide discussion on what state law would have jurisdiction in regards to data security breach notification.




3. TECHNOLOGY AND STANDARDS

WCCC anticipates that the following technical requirements should be considered in the selection and/or development of the new ERP.  If your solution has the ability to meet these requirements – please indicate with an “X” below the number on each line:

	1
	Strong Security 
	Security for user log in, audit tracking, and transmitting data to ensure compliance with any applicable regulations.  At the organization, person, and document level security levels should include create, capture, update, view, inactive, and/or purge.



	2
	Joint Technical Infrastructure Assessment
	WCCC believes it is important that the contractor and WCCC staff should perform a joint-conducted technical infrastructure assessment in order to review how the contractor’s proposed solution (including hardware and commodity software) would integrate into WCCC’ existing technical infrastructure. The results of that assessment would guide WCCC in the procurement of hardware and the commodity software in support of the proposed solution.

	3
	Requirements Development and Detail Design
	WCCC envisions that the contractor will provide, at a minimum, the following items in support of requirements development and detail design: GAP Analysis, Detailed System Design Specification, Design Walkthroughs, and Detailed Functional Requirements Definition.



	4
	GAP Analysis
	Collaborative efforts between the contractor and WCCC staff to identify the differences between the proposed solution and WCCC’ specific requirements.

	5
	Detailed System Design Specification
	The contractor should develop a Detailed System Design Specification which must include all components of the system.

	6
	Design Walkthroughs
	The contractor should conduct walkthroughs of the Detailed System Design with the appropriate members of WCCC project team and provide demonstrations to enhance WCCC understanding and to facilitate review and approval by WCCC.

	7
	Detailed Functional Requirements Definition
	A detailed requirements definition document should be submitted to WCCC for review and approval.

	8
	Data Cleansing/Data Conversion/Bridging
	WCCC envisions that the contractor will work with WCCC and college staff to cleanse legacy data before it is converted over to the Replacement Application and perform all conversion and bridging activities.

	9
	Data Security
	A detailed security plan should be provided and implemented.

	10
	Application Framework
	The application framework used must be one that has been previously employed by the contractor in a similar engagement- one that is running; completely operational in a production environment. Recognizing that there are risks inherent to any approach, WCCC seeks to maximize long term flexibility and viability, ensure ready access to skills and maintain scalability, while minimizing enterprise cost, architectural complexity and system implementation risks.

	11
	COTS
	A Commercial Off The Shelf (COTS) solution that is presently developed and functioning. If there are elements of the proposed solution that do not comply with any of the listed standards, the contractor shall include details about each non-compliant item in their proposal.

	12
	Minimum Processing Requirements
	WCCC envisions that the following minimum processing requirements should be met by the Replacement Application: Solution Sizing, Availability, Automatic Failover, Processing Concurrency, and Application Lifecycle Environment.

	13
	Solution Sizing
	The Replacement Application should be sufficiently sized and appropriately configured (in terms of memory, disk capacity, processor speed, and similar or related criteria) to meet the performance specified requirements for expected volumes of WCCC staff, and external users (employers, members, other stakeholders)

	14
	Availability
	WCCC anticipates that the Replacement Application uptime will be architected in such a way that the system is “up” at least 99% of the time, i.e. 24 x 7 x 365. Activities such as maintenance, backups, system change migration, unattended processes, etc. should generally take place while the system is “up” thereby minimizing the need for scheduled downtime. 

For the 1% downtime, WCCC is interested in what ratio of scheduled vs. unscheduled could be anticipated. From a typical user standpoint, the system should be reliable and robust to promote user acceptance. 

WCCC is interested in the contractor's view of this requirement in relationship to the potential overall cost and complexity of the system. Redundant architecture - To the extent that the Replacement System is distributed, all components should be designed redundantly, so that the system maintains availability through any single component failure.

	15
	Automatic Failover
	Should a server or database fail, it should automatically fail over to a redundant system immediately and require no administrative work. 

	16
	Processing Concurrency
	The Replacement Application should be architected, configured, and sized so that almost all functionality can be processed online in real time; both editing and updating.

	17
	Application Lifecycle Environment
	The environments used to support the application life cycle (both initial and on-going) must provide the ability to:

1. Unit Test

2. Integrate New Functionality

3. System Test

4. Regression Test

5. Load Test

6. Test Result Walkthrough

7. Stage Changes

8. Troubleshoot Production Issues

9. Efficiently Operate the Production Environment .

	18
	Business Continuity and Disaster Recovery Plans
	All Community Colleges have existing business continuity and disaster recovery plans in place. The ERP should be incorporated into these plans and should be in place prior to the first functional rollout.

	19
	User Authentication
	It is preferred that the proposed solution(s) should initially interface with single sign-on.

	20
	Web Based Service Orientated Application
	A service oriented browser based application with the ability to capture and analyze data on a desktop computer.

	21
	“Anywhere” Access 
	Capability must be provided to and allow authorized user to modify documents from any PC using a browser.

	22
	Database Criteria
	Database must be current version, or no more than one version off the current release version and regardless, the version used must be supported

	23
	Application Code Criteria
	Programmed using .NET; must be current version, or no more than one version off the current release version and regardless, the version used must be supported

	24
	Application Platform Criteria
	Web applications programmed using .NET; must be current version, or no more than one version off the current release version and regardless, the version used must be supported

	25
	ADA Compliant
	The browser based application(s) must be compliant with the Americans with Disabilities Act. http://www.hhs.gov/ocr/hipaa/

	26
	Web server criteria
	IIS; must be current version, or no more than one version off the current release version and regardless, the version used must be supported

	27
	Runtime Environment Options
	Identify if the software can be executed in a virtual environment

	28
	Operating System criteria
	Microsoft Operating System with internet access capabilities; must be current version, or no more than one version off the current release version and regardless, the version used must be supported

	29
	Integration Points
	Integration points must be defined in advance with associated costs.  If the contractor has integration points to orchestrate the data exchange

	30
	Workflow
	Workflow should be configurable by college  Information Technologists, with proper system permissions, to create multiple workflows

	31
	Support a Wide Range of Hardware 
	Software should not require the State of Wyoming to use only one specific hardware contractor, but should allow the use of the agency existing IT infrastructure, as well as new hardware, but must run on the following hardware types: 
· Desktops

· Laptops

· Tablet PCs

	32
	Simple Access and Retrieval 
	Multiple methods of searching and the ability to find all related or attached documents should be available

	33
	Reporting Ability 
	Configurable and customizable reports and metrics should be provided as part of the system

	34
	Statistical Analysis of Data
	The solution will provide access to statistical information about the data collected

	35
	Data Migration 
	Defined migration plan which will allow for the successful migration of data to new versions of the software as well as a straightforward option to migrate data to a new application as mandated by state statute or federal requirement

	36
	Legacy Data Conversion 
	The ability to migrate 100% of legacy data into the application without loss of information and maintain data integrity


The intention of this RFI is to ascertain what is available that meets the anticipated minimum requirements that we have collected from the community colleges and the commission.  
If the questions that we have asked are asking for too much detail, we would really appreciate that you still try to answer each one of them with the level of information that you feel comfortable with.
The information that you provide will allow us to craft a business case (where the money gets appropriated) and then, upon funding, the Request for Proposal (RFP).  We sincerely thank you – in advance, for your response.
Request for Information Template
Rev – May 2010
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