WebNow Workflow Information for Advisors:
-When advisors look up a student in WebNow, any documents currently in the Registrar’s Office workflow will appear separately from other documents previously scanned for the student. The documents in the workflow will have an “in workflow” icon to the left of the Registrar drawer. Non-workflow documents will appear in the regular Registrar drawer.
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-When advisors open the workflow file, they will be able to view the transcript as they have in the past. They will also be able to see any annotations that the RO staff members have placed on the document, such as highlighting courses and sticky notes.
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-Below are examples of comments that the RO staff will include on the sticky note:

· When a request is initiated from an advisor:
a) Advisor – name
b) Request Gen Ed or EQ, Semester, Course
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· When an evaluation is returned:
a) Semester, Course, = Equivalent, Attributes
b) Initials of staff completing update
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· When Academic Records updates the student’s record:
a) Done ( mfc

b) (if needed) FYI:

·  When Degree Evaluation updates Degree Works:
a) Done CH
b) (if needed) FYI:
Note: RO staff will update the sticky note as information is returned from evaluators. When multiple course evaluations are requested by the advisor, the transcript will remain in the workflow and the sticky note will continue to be updated as new gen ed/equivalencies are returned from evaluators.
-After the workflow process has been completed for the transcript, it will be appended to the end of the other documents in the usual Registrar drawer, and the second line with the workflow icon shown above will disappear. The annotations from the workflow process, however, will remain on the transcript.
-The sticky note contains notes and comments from the RO staff. Advisors may view these comments by double clicking on the sticky note to open the comment box. The comments from the RO staff will indicate where in the evaluation process the transcript is at that time. See page two for examples of sticky note contents.


-The orange highlighter designates those courses being sent out to departments to be evaluated for equivalencies.


-The purple highlighter designates courses being sent out to departments to be evaluated for general education attributes.


-For transcripts which have multiple courses waiting for evaluation, a red check mark will be placed by those courses for which the evaluation and workflow process is complete.








