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OFFICE OF THE REGISTRAR VISION

The Registrar’s Office will
• Provide timely information on student progression 

throughout their experience at MACU to increase student 
satisfaction and retention.
• Provide completed degree audits for students expected to 

complete a year out each month.
• Reduce confusion, and create strong relationships in 

different departments by understanding each other’s 
processes and people. 
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PROGRAM AND SERVICES
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STUDENT LEARNING, 
DEVELOPMENT, AND SUCCESS

This Photo by Unknown Author is licensed under CC BY-NC 4 of 19

https://freepngimg.com/png/34071-students-learning
https://creativecommons.org/licenses/by-nc/3.0/


THE REGISTRAR'S OFFICE ROLE IN 
EVALUATION AND TRANSFER 

CREDIT

• Review and determine whether courses taken at other 
institutions meet the criteria for transfer credit at MACU.

• Work with academic departments to determine how 
transfer credit will be applied toward degree 
requirements.

• Guide students on transfer credit policies and 
procedures.

• Facilitating the transfer of credits and ensuring the 
academic integrity and quality of the institution's 
programs.

5 of 19



ASSESSMENT
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RECEIVE TRANSCRIPT 7 of 19



EVALUATION OF CREDIT
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HOW COURSE EQUIVALENCIES ARE 
EVALUATED

Accreditation; Semester/Quarter; Level; Description 
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EXPLANATIONS
If needed, specific notes are 
placed in the Notepad and on 
the pre-evaluation explaining any 
policy issues and who approved 
any decisions made in evaluating 
credit.
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POSTING AND NOTIFICATION

Official Evaluation
• All official transcripts 

received
• 12 hours  earned at 

MACU
• Takes up to 20 days 

to complete

Student Notified
• Every time courses 

are transcribed
• Email is sent with 

updates.
• Expected 

graduation date
• Schedule changes

Degree Audit
• Accessible through 

OneLogin
• In the MACU Portal
• Under Registration 

and Degree Audit
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ACCESS, DIVERSITY, AND INCLUSION
Credit evaluation and transcription are solely based on accreditation, course equivalency, and 
program requirements.

This Photo by Unknown Author is licensed under CC BY-NC-ND
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https://www.actuaries.digital/2018/10/09/diversity-and-inclusion-how-can-we-make-a-difference/
https://creativecommons.org/licenses/by-nc-nd/3.0/


LEADERSHIP, MANAGEMENT, AND 
SUPERVISION

Management using 4DX
Communication and 
Monitoring
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THE PEOPLE THAT GET IT DONE
Registrar’s and Administrative Assistant
• Stephanie Davidson – 19 years
• Clint Boardman – 15 years
• Matthew Corrigan – 7 years
• Maddi Willman – 2 years

Our Evaluation Specialists
• Elaine Sutton – 18 years
• Jessica Bone –  11 years

Our Registrar Academic Advisors
• Ashley Girard – 4 years
• Victoria Tucker – 1 1/2 years

Student Veteran Advisor
• LaHonda Toussaint – 9 years

This Photo by Unknown Author is licensed under CC BY-ND
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https://insertgeekhere.blogspot.com/2011/09/my-first-thoughts-on-justice-league-1.html
https://creativecommons.org/licenses/by-nd/3.0/


COLLABORATION AND 
COMMUNICATION

• In-person meetings
• Email
• Phone and video conferencing
• Collaboration tools
• Training and development

This Photo by Unknown 
Author is licensed under 
CC BY-SA
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https://justdavis.com/karl/blog/2019/personal-devops
https://creativecommons.org/licenses/by-sa/3.0/


ETHICS, LAW, AND POLICY
The Registrar's Office will use a combination of these methods to effectively communicate ethical and legal 
obligations to its constituents and ensure that everyone is aware of their responsibilities and obligations.

This Photo by Unknown Author is licensed under CC BY-ND
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https://journeyforfairtrade.blogspot.com/2011_06_01_archive.html
https://creativecommons.org/licenses/by-nd/3.0/


FINANCIAL RESOURCES
The Registrar's office manages important academic and 
administrative functions within the University, such as student 
registration, academic record-keeping, graduation processing, and 
student services. To carry out these tasks efficiently, the Registrar's 
office requires various financial resources, including:
• Staffing
• Technology

• Training and Professional Development
• Office Space and Equipment
• Budget

This Photo by Unknown Author is licensed under CC BY-NC-ND
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https://www.flickr.com/photos/purplemattfish/3360590086/
https://creativecommons.org/licenses/by-nc-nd/3.0/


TECHNOLOGY
The integration of software between 
university departments is important for 
several reasons:

Collaboration
Efficiency
Cost-effective
Data consistency

This Photo by Unknown Author is licensed under CC BY-SA
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https://geobrava.wordpress.com/2015/09/11/digital-marketing-services-will-reach-120-billion-by-2020/
https://creativecommons.org/licenses/by-sa/3.0/


FACILITIES AND INFRASTRUCTURE

Access Controls
• Access to sensitive 

information is restricted
• Implementing strong 

password-protected 
accounts

• Role-based permissions

Privacy and Security 
Training Securing Records

Uses appropriate physical and 
technical safeguards to protect 
sensitive information.

• This includes secure storage of 
physical documents in a fire-
safe cabinet

• Laserfiche for digital storage 
and backup

• IT provides firewalls and 
KnowBe4 training to protect 
against data breaches.

This Photo by Unknown Author is licensed under CC BY-
NC-ND
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https://www.fairviewhs.org/counseling/college-applications/recommendation-letters/ferpa-waiver
https://creativecommons.org/licenses/by-nc-nd/3.0/
https://creativecommons.org/licenses/by-nc-nd/3.0/
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Standard 1: Mission 
 
Our Strategic Planning workbooks and Registrar’s Office manual state the following goals and missions. 
The Registrar’s office will provide more timely information on student progression throughout their 
experience at MACU to increase student satisfaction and retention. Provide completed degree audits for 
students expected to complete a year out each month. To reduce confusion, create strong relationships in 
different departments by understanding each other’s processes and people. The mission statement was last 
reviewed on February 9, 2023, by the Registrar’s Office’s staff to ensure its needs and relevancy. 
 
The following goals were developed in response to the Student Satisfaction Surveys and to meet the above 
mission statement. 
 

● The RO will create processes and collaborative efforts between MACU departments to remove 
gaps in software communication between platforms. 

● The RO will provide timely and accurate degree reviews for all students to ensure students and 
advisors have up-to-date information for student program completion. 

● The RO will ensure all military students are certified, and payments for VA benefits are posted. 
● The RO will upload all archive transcript student records in the student management system. 
● The RO will utilize Sports Tracking to ensure proper and timely reporting for athletic eligibility 

and retention reports. 
In this program review for the Credit Transfer and Evaluation, we will focus on the “The RO will provide 
timely and accurate degree reviews for all students to ensure students and advisors have up-to-date 
information for student program completion” goal. 
 
The following lists each point in the RO’s mission statement with the corresponding MACU mission 
statement: 
Registrar’s Office Mission Statement 
“...provide more timely information on student 
progression throughout their experience at MACU to 
increase student satisfaction and retention.” 
 
“Provide completed degree audits for students expected 
to complete a year out each month.” 
 
 
“Create strong relationships in different departments to 
reduce confusion by understanding each other’s 
processes and people.” 
 

MACU Strategic Objectives 
Objective #1:  CUSTOMER EXPERIENCE – We will 
create a “Remarkable” customer experience for our 
students and employees. 
 
Objective #4:  CUSTOMER RETENTION – We will 
use data analytics to increase retention, persistence, and 
graduation rates.     
    
Objective #5: RESOURCES – We create learning and 
work environments that are sustainable and dynamic.
       

This program meets the two Higher Learning Commission standards “4.A.2. The institution evaluates all the 
credit that it transcripts, including what it awards for experiential learning or other forms of prior learning, or 
relies on the evaluation of responsible third parties” and “4.A.3. The institution has policies that ensure the 
quality of the credit it accepts in transfer.” See the argument in Standard 2 below. 
 
The Registrar's Office role in evaluation and transfer credit is to review and determine whether courses taken 
at other institutions meet the criteria for transfer credit at MACU. This includes assessing the comparability of 
the course content, level, and credit value, as well as ensuring that the institution and program accreditation 
meet the necessary standards. The Registrar’s Office may also work with academic departments to determine 
how transfer credit will be applied towards degree requirements and provide guidance to students on transfer 
credit policies and procedures. Overall, the Registrar’s Office plays a crucial role in facilitating the transfer of 
credits and ensuring the academic integrity and quality of the institution's programs. 
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RO_Manual 
4DX Notebook 
2022-23 Long-Range Planning Workbook - Office of the Registrar 
 

Standard 2: Program and Services. 
 
The Registrar’s office will provide more timely information on student progression throughout their 
experience at MACU to increase student satisfaction and retention. Provide completed degree audits for 
students expected to complete a year out each month. Create strong relationships in different departments by 
understanding each other’s processes and people to reduce confusion. Our goal is to be flexible while 
maintaining the integrity of our degree programs. In some circumstances, major courses may require further 
review. 
 
From 2019 to 2023, the Registrar’s Office has set goals to have all pre-enrollment evaluations completed 
within 48 business hours, all transfer work completed within the student’s first 12 hours completed, and to 
complete and send degree audits for 100% of the students one year prior to their expected completion date. 
 
We review both colleges’ Student Satisfaction Inventory (SSI) each year. The SSI questions that most align 
with this co-curricular program are, “Rank your academic experience. My academic advisor is knowledgeable 
about requirements for my degree program,“ and “This service meets my needs as a student. Degree 
Audit/Academic Progress Report” 
 

 
 

https://docs.google.com/document/d/1bVEdc8tezIVP1bP3z30WfKWa71UuXqDK/edit?usp=sharing&ouid=115012408359390872015&rtpof=true&sd=true
https://docs.google.com/spreadsheets/u/0/d/1PjDaSQuJsx0jeq1rVKg1jDCX8UY1kxjmlGCAJUIyqpQ/edit
https://docs.google.com/spreadsheets/u/0/d/1IqwZma_ON2kekYA1yInU-g_nCtCxj9CzEwFH6FJ7_lY/edit
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We review these surveys yearly and decide whether to change or maintain our WIGs. The results have 
increased steadily since 2019 we have maintained our WIGs. We continue to meet weekly to maintain our 
cadence and identify any possible issues that would keep us from meeting our WIGs. 
 
The Registrar’s Office posts and updates a “Credit Transfer and Evaluation” manual that its staff uses. It is 
also posted on Evangelnet for the University, especially Academic Advisors, to reference. This manual 
provides the standards, practices, and policies for evaluating and transferring all credit. 
 
This program meets the Higher Learning Commission “4.A.2. The institution evaluates all the credit that it 
transcripts, including what it awards for experiential learning or other forms of prior learning, or relies on the 
evaluation of responsible third parties.” The following was submitted for the 2014 HLC review. 
 

The Registrar’s Office evaluates possible transfer credits for prospective and enrolled students. Preliminary 
credit evaluations are completed by Transfer Evaluation Specialists within the Registrar ’s Office when a 
student applies or upon request. Once the student is enrolled and all official transcripts are received, the 
Registrar’s Office completes a formal evaluation and transcription of credit. 
MACU’s Academic Catalog addresses the University’s Transfer Regulations. Credit shown as earned on an 
official transcript(s) from a university accredited by a regional or national accrediting body, such as the 
Association for Biblical Higher Education (ABHE), is transferred and accepted. The Registrar ’s Office may 
grant credit for coursework taken from universities not accredited regionally or by ABHE on an individual 
basis after reviewing the course syllabi and course description or after a review and approval by a committee 
consisting of the Vice President of Academic Affairs, School Dean, and the University Registrar. 
 
The University encourages students to seek college credit for knowledge acquired in various ways through 
Non-Collegiate Learning Credit. Therefore, the University awards credit based on the following measures of 
non-collegiate learning: proficiency exams, Advanced Placement (AP), College Level Examination Program 
(CLEP), and DANTES Subject Standardized Test (DSST), departmental exams, military educational 
experiences recommended for credit by American Council on Education(ACE), and Credit by Demonstrated 
Competency-Prior Learning. In addition, the University follows their commendations of certified credential 
evaluation services for international transcripts and from ACE regarding awarding credit for AP, CLEP, and 
DSST proficiency exams. 
Credit Demonstrated Competency-Prior Learning Credit has a structured process based on standards 
provided by the Council for Adult and Experiential Learning (CAEL). This process is published in the Credit by 

https://assurance.hlcommission.org/macu/evidence/viewfile?fileId=1447172


  Credit Transfer and Evaluation Program Review 

Office of the Registrar - 5 - 5/4/2023 

Demonstrated Competency (CDC) Handbook. Students complete a course on CDC to understand elements 
related to prior learning credit. These include college-level learning, Kolb’s Learning Model, documentation, 
and the proper articulation of learning to request credit. In addition, the Registrar’s Office and Prior Learning 
Assessment Faculty maintain a CAEL certification to ensure the quality of the prior learning credit process is 
met by CAEL standards for evaluating and transcribing prior learning credit. 
 
Advanced Placement (AP), College Level Examination Program (CLEP), and DANTES Subject Standardized 
Test (DSST), departmental exams, and military educational experiences recommended for credit by American 
Council on Education(ACE) must be validated by the Registrar’s Office before being applied to a student’s 
program. The Registrar’s Office will only award this credit as it applies to the degree programs. This credit is 
recorded on the official transcript without grade equivalent or inclusion in the cumulative grade point 
average. 
 

This program also meets the Higher Learning Commission “4.A.3. The institution has policies that ensure the 
quality of the credit it accepts in transfer.” The following was submitted for the 2014 HLC review. 
 

To ensure program quality in transfer credit, the MACU Registrar’s Office follows the established best 
practices of the American Association of Collegiate Registrars and Admissions Officers as outlined in The 
Registrar’s Guide: Evolving Best Practices in Records and Registration (Lauren, 2006). Though MACU, as a 
private institution, is not governed by the State, the Registrar frequently refers to the policies and 
procedures set forth by the Oklahoma State Regents for guidance when determining institutional decisions 
and guidelines. Using the Non-Collegiate Learning Credits and Equivalency charts, comparisons between 
course names, numbers, descriptions, and syllabi are used to evaluate incoming transfer credit. Additionally, 
the Registrar’s Office requests the expertise of faculty as needed to make decisions concerning suitable 
applications for a particular program’s required courses. 
The University’s policy for transfer credit is stated in the University Catalog (Transfer Regulations). In 
addition, MACU maintains a Credit Transfer and Evaluation Guide, which provides policies to assure the 
quality of credit it accepts as transfer credit. Each staff member in the Registrar’s Office staff member must 
review and adhere to these policies. 
 
MACU participates in the Oklahoma State Regents for Higher Education Course Equivalency Program (CEP). 
Participants in this program submit courses for peer evaluation to determine transferability between 
institutions in Oklahoma. Once deemed equivalent, courses are transferable for credit to any participating 
Oklahoma institution of higher learning. 
 

Standard 3: Student Learning, Development, and Success 
 

By providing credit evaluation and transfer from other institutions of higher learning or through 
prior learning from sponsored professional training, college-level examinations, military 
experiences, and other experiential learning development, this program allows students to reduce 
their education costs and time needed to complete their degree. 
 
Standard 4: Assessment 
 
The main assessment used is our WIG board for the “The RO will provide timely and accurate degree 
reviews for all students to ensure students and advisors have up-to-date information for student program 
completion” goal. 
 
The Credit Transfer and Evaluation program is key in determining a roadmap to degree completion. It is 
an ever-evolving review of credits that shows faculty, administration, and students what requirements 
have been fulfilled or remain to complete degrees. Therefore, this process must be friendly, efficient, 
accurate, and timely. 

https://assurance.hlcommission.org/macu/evidence/viewfile?fileId=1447172
https://assurance.hlcommission.org/macu/evidence/viewfile?fileId=1446238
https://assurance.hlcommission.org/macu/evidence/viewfile?fileid=1697090
https://assurance.hlcommission.org/macu/evidence/viewfile?fileId=1697091
https://assurance.hlcommission.org/macu/evidence/viewfile?fileid=1447172
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Every transcript the Registrar’s Office receives starts a long journey to confirm credits before it posts to a 
student’s record or is shared with Admissions/Enrollment, Student Life, Student Success, Financial Aid, 
Academic Administration, faculty, or the student. 
 
Here is a step-by-step look at what goes into this process. 
 
Receive a transcript. 

The Registrar’s Office’s and Enrollment’s Operational records management department matches 
all unofficial and official transcripts received to the student record. 
We review these transcripts for all applicants or students for credit toward a chosen degree 
program. These will come from any regionally accredited institutions, ACE or Non-Collegiate 

Learning Credits and Equivalency charts, nationally accredited institutions, or any licenses and 
certifications that can be reviewed for college credit. 
 

Evaluation for credit.  
During the enrollment process, all unofficial transcripts and credit documentation are pre-
evaluated for credit. After the student attends and earns 12 credit hours at MACU and has 
submitted all official documentation, all documentation is reviewed again, and transfer credit is 
added to the student’s academic records. The Registrar’s Office’s evaluation staff will ensure that 
any transfer equivalencies match the courses previously taken or earned and add the correct credit 
to their chosen degree, ensuring that academic policy is followed. 

 
How course equivalencies are evaluated.  

Evaluators confirm that all incoming transcripts come from a regionally accredited institution and 
determine if the credit is a semester- or quarter-hour-based and if it is graduate or undergraduate 
(or remedial) level. They then use a tool called CollegeSource to review the transfer institutions’ 
course descriptions to determine which University course equivalent can best be used toward the 
evaluation if accepted. They will also contact the Program Chair or Director in the specific school 
to confirm information regarding course equivalencies as needed. 

 
Notes and explanations are added to the evaluation or Notepad. 

If needed, specific notes are placed in the Notepad and on the pre-evaluation explaining any 
policy issues and who approved any decisions made in evaluating credit. 

 
The official posting of credit is completed.  

Upon receipt of all official transcripts and the student completing 12 hours at MACU, they are 
put in an ‘update queue.’ Once in the queue, credit evaluation and transcription take up to 20 
business days. Suppose we receive new transcripts after this initial evaluation and transcription. 
In that case, evaluating and posting credit from the new documents can take additional 20 
business days. 
 

The student is notified that their evaluation has been completed.  
Each time an evaluation or update is completed, an email is sent to the student with instructions 
on reviewing their degree audit online and notifying them of any changes to their schedule and 
expected graduation date. 

 
Students can access their degree audit. 

All students can access their Degree Audit through the MACU Portal using their OneLogin 
account. Once logged in, they will find the link under the header ‘Registration’ and then ‘Degree 
Audit.’ 

https://assurance.hlcommission.org/macu/evidence/viewfile?fileid=1697090
https://assurance.hlcommission.org/macu/evidence/viewfile?fileid=1697090
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Standard 5: Access, Diversity, and Inclusion 
Credit evaluation and transcription are solely based on accreditation, course equivalency, and program 
requirements. In addition, the Registrar’s Office maintains educational and work environments that are 
welcoming, accessible, inclusive, and free from bias or harassment. The Credit Transfer and Evaluation 
program does not discriminate based on race, color, national origin, sex, disability, age, veteran status, or 
any other basis included in codes, laws, and institutional policies. 
All current Registrar staff have received Title IX training and have not been accused of any bias or 
harassment activities. 
 
Standard 6: Leadership, Management, and Supervision 
Each of our Registrars has completed their master’s and has had five or more years of experience in 
higher education, specifically in credit transfer and evaluation. The University and Associate Registrars 
are the Council for Adult and Experiential Learning (CAEL) members. CAEL is a national, nonprofit 
membership organization providing expertise, resources, and training for evaluating non-collegiate 
learning credit. The Associate Registrar has completed certification from CAEL. 
The Registrar’s Office also maintains a membership with “the American Association of Collegiate 
Registrars and Admissions Officers (AACRAO). This organization provides professional development, 
guidelines, and voluntary standards to be used by higher education officials regarding the best practices in 
records management, admissions, enrollment management, administrative information technology, and 
student services. AACRAO represents institutions in every part of the higher education community, from 
large public institutions to small, private liberal arts colleges 
(AACRAO, 2023).” 
 
Leadership meets weekly with all Registrar staff to review WIGs and 
any tasks (whirlwinds) that must be done that week. Each task outside 
the WIGs is assigned priority and expected completion dates. Suppose 
these whirlwinds are not completed by the expected date. In that case, 
they are re-evaluated, reassigned, or given a new completion date in 
the following weekly meeting. These are tracked on our WIG 
scoreboard and found visibly by everyone in the Registrar’s office. 
 
All Registrar staff are cross-trained. Each member is encouraged to ask questions from the University 
Registrar, Associate Registrar, and Assistant Registrar. These leaders make a point to listen in and review 
chats daily to address any issues or concerns as quickly as possible. This way, the staff is not left trying to 
handle or regurgitate these situations alone. 
 
Utilizing Google Chat groups, the Registrar’s staff has established 
collaboration with each MACU department. This almost instant feedback 
continues to strengthen these relationships and collaboration between 
departments. This tool also helps everyone quickly and efficiently serve our 
students. 
 
On average, we have received and sent 50 chats a day in these groups. 

Who we are. (n.d.). Retrieved May 4, 2023, from https://www.aacrao.org/who-we-are  
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Standard 7: Human Resources 
We have continued to meet our goals to evaluate and transcribe in a friendly, efficient, accurate, and 
timely manner. However, as we increase enrollment, we would need to hire or implement transfer 
software that continues to provide evaluations. Currently, we have two Evaluation Specialists (ES) and 
two Registrar Academic Advisors (RAA) who are cross-trained to fill in if an ES is out or unavailable. 
Over the past three years, we have completed 8,931 pre-evaluations in the past three years. On average, 
the Registrar’s evaluation staff completed 2,977 per year; 57 a week; 11 a day; 1 per hour. Additionally, 
129,145 credit hours have been evaluated and transcribed by the Registrar’s Office in the past three years. 
Therefore, the Evaluation Specialist transcribes an average of 43,048 credit hours per year; 858 per week; 
165 a day; 20 per hour; and one every 3 minutes. These credit transfers and evaluations represent 1600+ 
students a year or 500+ per Evaluation Specialist (dividing 1600 by three - two ESs and one part-time 
RAA). Therefore, it can be assumed that for every 500 student enrollment increase, we would need to hire 
another Evaluation Specialist. 
 
Every Evaluation Specialist must have at least a Bachelor’s degree or a minimum of five years of 
professional experience in a college or university registrar’s office or professional experience at a higher 
education institution in a related administrative or academic department. Experience working with 
transfer evaluation, degree programs of study, graduation requirements, and conferral of degree processes. 
Knowledge, understanding, and experience working with administrative student information and degree 
audit systems. Knowledge, understanding, and experience working with transfer course evaluation 
systems. Demonstrated ability to work collaboratively with and relate effectively with students, faculty, 
staff, alums, and other campus and outside constituencies. Strong analytical and organizational skills with 
a demonstrated focus on attention to detail. Excellent interpersonal, oral, and written communication 
skills. Sound Christian walk with the ability to integrate faith and learning. Able to handle multiple tasks 
simultaneously and meet deadlines with little supervision. 
 
We have not performed performance reviews for these positions for the past three years. Therefore, we 
must contact Human Resources for training for administering these. 
 
Standard 8: Collaboration and Communication 
The Registrar’s office typically collaborates and communicates in various ways to ensure efficient and 
effective operations. Here are some common methods: 
 

• In-person meetings: The Registrar’s office may hold regular meetings to discuss ongoing 
projects, provide updates, and share information. These meetings may involve all office staff or 
specific teams, depending on the nature of the discussion. 

 
• Email: Email is a common method of communication within the Registrar’s office. Staff may use 

email to share documents, request information, or ask questions. It is also useful for 
communicating with other departments, faculty, and students. 

 
• Phone and video conferencing: The Registrar’s office may use phone and video conferencing to 

communicate with staff, faculty, students, and external stakeholders. This can be particularly 
helpful for discussing complex issues or providing remote support. 

 
• Collaboration tools: The Registrar’s office may use collaboration tools, such as Google Docs or 

Chat, to work together on documents, share information, and communicate in real time. 
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• Training and development: The Registrar’s office may provide ongoing training and development 
opportunities for staff to improve communication and collaboration skills. This can include 
workshops, and professional development programs. 

 
• Overall, effective collaboration and communication are crucial for the Registrar’s office to 

provide timely and accurate support to students, faculty, and staff. 
 
Standard 9: Ethics, Law, and Policy 
The Registrar's Office typically communicates ethical and legal obligations to its constituents through a 
variety of channels, including: 
 

• Written Policies and Procedures: The Registrar's Office will often have written policies and 
procedures that outline the ethical and legal obligations that must be followed by its constituents. 
These documents may be posted on MACUs Evangelnet intranet, including the University 
Catalog, University Calendar, Academic Advising Guidelines, Academic Appeals Policy and 
Process, CDC Handbook, Credit Transfer and Evaluation Procedures and Practices, MACU 
Records Retention Schedule, Student Academic Honesty and Integrity Policy, and University 
Core Requirements or distributed to faculty and staff upon request. 
http://evangelnet.macu.edu/academics/ 

 
• Training and Workshops: The Registrar's Office may also offer training and workshops for its 

constituents on topics related to ethical and legal obligations. These sessions may be mandatory 
or voluntary, and may cover specific topics such as Academic Advising, FERPA, academic 
integrity, or compliance with federal regulations. 

 
• Email Communications: The Registrar's Office may also send regular email communications to 

its constituents, reminding them of their ethical and legal obligations, highlighting important 
policies and procedures, and providing updates on any changes to regulations or laws that may 
affect them. 
 

 
• Website: The Registrar's Office may use its website MACU.edu to communicate information on 

ethical and legal obligations to its constituents. This could include posting policy updates, sharing 
links to relevant resources, and answering frequently asked questions. 
https://www.macu.edu/consumer-info/ 

 
Overall, the Registrar's Office will use a combination of these methods to effectively communicate ethical 
and legal obligations to its constituents, and ensure that everyone is aware of their responsibilities and 
obligations. 
 
Standard 10: Financial Resources 
The Registrar's office is responsible for managing important academic and administrative functions 
within the University, such as student registration, academic record-keeping, graduation processing, and 
student services. To carry out these tasks efficiently, the Registrar's office requires various financial 
resources, including: 
 

• Staffing: Adequate staffing is essential to efficiently manage student records, process 
registrations, and provide student services. The Registrar's office requires skilled and experienced 
staff to manage these responsibilities effectively. 

 

http://evangelnet.macu.edu/academics/
https://www.macu.edu/consumer-info/
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• Technology: In today's digital age, technology plays a critical role in the Registrar's office. The 
office requires an integrated student information system (Jenzabar, TES CollegeSource, 
Salesforce, and Laserfiche) that supports the collection, processing, and dissemination of 
academic and administrative data. This includes software for managing course schedules, student 
registration, and degree audits. 

 
• Training and professional development: The Registrar's office staff must be trained and updated 

on the latest technology, regulations, and processes to remain effective in their roles. Providing 
ongoing training and professional development opportunities will ensure that staff can perform 
their duties accurately and efficiently. 

 
• Office space and equipment: The Registrar's office requires appropriate office space and 

equipment, including computers, printers, scanners, and other essential office supplies, to carry 
out their responsibilities effectively. 

 
• Budget: Adequate funding is essential to the Registrar's office's efficient operation. This includes 

budget for technology upgrades, staffing, training, and professional development, and other 
essential expenses. 

 
In summary, the Registrar's office requires strategic financial resources to ensure efficient and effective 
management of academic and administrative functions within an educational institution. These resources 
include staffing, technology, training and professional development, office space and equipment, and 
budget. 
 
Standard 11: Technology 
The integration of software between university departments is important for several reasons: 
 

• Collaboration: Integration of software between university departments allows for easier 
collaboration and sharing of information. This means that different departments can work 
together seamlessly, improving the quality and speed of their work. 

 
• Efficiency: When software is integrated between university departments, it eliminates the need 

for duplication of manual data entry and effort. For example, if one department has already 
collected data that another department needs, it can be easily shared without having to redo the 
work. This saves time and resources for both departments. 

 
• Cost-effective: Integration of software between university departments can be efficient, labor 

saving, and economical in the long run and reduce the need for multiple licenses and the cost of 
maintaining different software. 

 
• Data consistency: When software is integrated between university departments, it ensures data 

consistency across different systems. This is important for accurate reporting and decision-
making. 

 
In this review, we have identified gaps in our technologies. The following software systems are used to 
allow the Registrar’s Office to evaluate and transfer credit: 

• Excel – to create and update pre-evaluation 
• Salesforce – to receive transcripts and documentation for pre-evaluation and file processing 
• Jenzabar – Student management software (used by Registrar, Bursar, Business Office, and 

Academic Advisors) 
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• Powerfaids – Process Financial Aid 
• Laserfiche – hold and secures digital student records 
• Aviso Watermark – Retention software used by Student Services 

Google Docs – Manually cleanup data and provide manual updates between software platforms 
 
Salesforce is not able to receive or send documents. Documents are uploaded a downloaded manually. 
Sometimes they are emailed which is not secure. The other downside is that students or MACU staff are 
not able to see what documents are process or still missing. Integration with Laserfiche, Powerfaids, and 
Jenzabar would assist Financial Aid, Admissions/Enrollment, Registrar, Bursar, Student Services, and the 
students with better communication and service. 
 
Aviso Watermark is not able to track missing transcripts or documents. It is not able to provide degree 
audits or pre-evaluations. 
 
Laserfiche – provides secure housing for student records however, it is not being utilized in all 
departments. 
 
Overall, the integration of software between university departments is important for improving 
collaboration, efficiency, cost-effectiveness, workflows, and data consistency. 
 
Standard 12: Facilities and Infrastructure 
The Registrar's office is responsible for maintaining sensitive information about students, faculty, and 
staff, including personal and academic records. In order to safeguard the privacy of this information, the 
Registrar's office follows several best practices, including: 
 

• Implementing strong access controls: The Registrar's office ensures access to sensitive 
information is restricted to only those who have a legitimate need to know. This is achieved by 
implementing strong access controls, such as password-protected accounts and role-based 
permissions in our student management software, Laserfiche, Google Docs, and Registrar drive. 

 
• Training staff on privacy and security practices: The Registrar's office provides annual FERPA 

training to the University staff, faculty, and students on privacy and security practices, including 
how to handle sensitive information, identify and respond to security incidents, and follow data 
protection regulations. 

 
• Securing physical documents and digital systems: The Registrar's office uses appropriate physical 

and technical safeguards to protect sensitive information. This includes secure storage of physical 
documents in a fire-safe cabinet, Laserfiche for digital storage and backup, and IT provides fire-
walls and KnowBe4 training to protect against data breaches. 

 
By following these best practices, the Registrar's office helps to safeguard the privacy of their work and 
protect sensitive information from unauthorized access or disclosure. 


