3/3/04 – Betsy Livak (Cal Admissions) 

Questions:

1. Can a student make changes after “signing” or “submitting” a form?  Can anyone from Cal?

2. Under what circumstances will a parent have to electronically sign a form?

3. Is there a checklist that guides students on how to fill out forms?  What is in the checklist?

4. Which forms require e-signatures?

5. Under what circumstances would a hardcopy of a form with an e-signature be generated?

6. How do the online forms differ from paper forms in terms of layout and content?

7. Aside from student, who else can complete a form online?

Response Summary:

Legal Considerations

· Highly suggest to get a Cal lawyer to review the “I certify” part of e-signatures because there are various federal and state laws that can apply depending on what information is being collected.

· Each year, the lawyer reviews the legalese in case laws have changed

E-signature

· Never has a need to generate hardcopies of e-signed docs.

· Never has a need to get parents to sign.

· When the user clicks “submit”, she is asked if she is sure she wants to submit.  When she clicks yes, the legal jargon comes up with an unchecked check box and 2 buttons, one that says “sign” and another that says “cancel.”  User has to click the checkbox and hit “sign”.

· Every form has a “Save” option at the top and the bottom.  There is only 1 “Submit” button which is located on main page where the summary table is.  One click on submit validates all forms that have been saved.  We probably should have one submit button per form. 
Aesthetics

· Required fields are marked with a red asterisk.

· Don’t use slang, acronyms for international students and keep text instructions short

· Forms different from hardcopy versions.  Break forms up into more manageable chunks.  Feedback is that users don’t like to keep scrolling and they want one screen to be limited to specific topic.  For example, “Form B” is divided into B1, B2, B3 that the students can fill out.  But there is only 1 save button on “Form B” and it submits all subparts.
Presentation of Data

· The main page for a student has a table that has links to all forms she has to complete.

· The main page also has a big “STATUS: Incomplete” to inform the student immediately that there are forms that still need to be filled out.  One submitted, this status is updated

· Some dropdowns are populated with values based on a specific item selected in a prior dropdown.  For example, if student selects “SIMS” degree, area of concentration will be different from if student selects “MBA” degree.

· They use school codes: they have schools for Budapest and other international schools.  This is so that the school code can be recorded.  Otherwise, the student can type in the school directly.

· They use postal service to validate addresses to ensure correspondence is mailed to the correct place.

· They don’t pre-populate any fields.

· They ask for begin and end dates to indicate validity of an e-mail or an address.

Processing

· Once a form is submitted and signed, can be viewed but not updated.  This makes it simpler for downstream applications that they currently need to feed into.

· Any changes must be done by the student calling admissions or sending an e-mail.

· Upon SUBMIT, any error takes the user directly to the form.  The incorrectly filled out fields are highlighted in Red and there is some indication of what the problem is.

Other Considerations:

· Continue to provide paper forms for students that don’t have Internet access.

· SSL versions are not the latest and greatest because foreign countries may not support those.  Need to use lowest common denominator.

· Ability to fill out forms is taken out of service if not the beginning of academic year.  Stays in service for about a 3-month period.

