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The mission of the Office of the Registrar is to support the
instructional activities of Brown University by providing

essential enrollment, curricular, and student record
services to the entire campus community with the highest

degree of accuracy. We accomplish this by serving as
custodian of all student records in accordance with

university policies and government statutes as well as
managing the student information system for all areas

related to enrollment/registration, course information and
scheduling, grading/transcript production, and ultimately

degree clearance and certification.  
 

The Office of the Registrar strives to utilize technology-
based solutions when possible to increase efficiencies and
data integrity in these critical areas as well as support the

overall needs of the academic community.

2016-2017



Committee Work
Internal Work 
• Banner General Committee 
• College Curriculum Council (CCC) 
• CCC Executive Committee 
• Committee on Academic Standing (CAS) 
• CAS executive Committee 
• Data Governance Committee 
• Data Privacy and Records Management group 
• Graduate Council  
• Institutional Data Committee 
• Institutional Research Data Group 
• Registrar’s Of�ce-Computing and Information Services
Steering committee 
 
External Work 
• AACRAO Group VI Information Technology Program
Committee Chair 
• AACRAO Institutional Data Professional Activities
Committee 
• National Student Clearinghouse Advisory Committee 
• Paradigm Advisory Committee

Staf�ng Changes and Promotions
New Additions 
Mary Martino - University Scheduler (July 2016) 
Karen Passeroni - University Scheduler (July 2016) 
Diana Richardson - University Scheduler (July 2016) 
Darlene Williamson- Assistant Registrar for University
Scheduling (July 2016) 
 
New Hire 
Jessica Teitelbaum- University Scheduler (November 2016) 
 
Retirement 
Mary Martino (January 2017)



Most registration transactions are done online.  The
Of�ce of the Registrar processes registration

transactions when Self-Service is closed or when
students need more specialized assistance.  What follows

is the aggregate regardless of method.

Enrollment Services

Registration Adds

1256 1711

39633

1050

37710

674

24483

7005

778

29253

645 779

July Aug Sept Oct Nov Dec Jan Feb Mar Apr May June
0

20500

41000

Registration Drops

61 430

25492

736
3498

584

20585

6492

443
2841

630 268

July Aug Sept Oct Nov Dec Jan Feb Mar Apr May June
0

10000

20000

30000



Non-Degree Student Adds
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Course Maintenance
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The Of�ce of the Registrar coordinates the course
proposal process for all new and modi�ed courses.
 New courses taught by voting faculty are "fast-

tracked" by the Of�ce of the Registrar.  All others are
routed to the College Curriculum Committee (CCC)
or Graduate Council, as appropriate, for approval.



The Of�ce of the Registrar works with the
academic departments to create course offerings

for the current and upcoming academic years
through the Course Offering Builder.  
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Grade Changes

93 91

610

120
46

214

797

422
535

105

705
588

0

400

800

July Aug Sept Oct Nov Dec Jan Feb Mar Apr May June

Processing of Non-Degree Students
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Transactions

Electronic Diplomas

33 20 8 5 4 3 6 11 10 5 3

125

0

65

130

July Aug Sept Oct Nov Dec Jan Feb Mar Apr May June



Notarized Diplomas Apostilles
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Transcripts - National Student Clearinghouse
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Transcripts - Office of the Registrar
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Enrollment Verifications
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Graduate Admissions Employment Scholarship/Grant/Fellowship Other

Admission Service Undergraduate Admissions Certification/Licensure Scholarship
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English Translations Replacement Diplomas
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Workload/Tuition Extra Semester
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Undergraduate Transfer Credit Evaluations
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Systems Projects

Data Requests
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Completed Systems Projects
1. Enhancement to MD level BIOL courses – Sherry Gubata,
project lead, 5 weeks 
•Add the words “No Description Available” to MD level BIOL
courses only in the Course Extract to reduce issues in the
Bulletin.  This would apply only if the description is null. 
 
2. Banner enhancement to update security tables – Sherry
Gubata, project lead, 4 weeks 
•Adjust the custom security table behind Banner control
forms so it will refresh the names if someone in the table
changes his/her name subsequent to being loaded the �rst
time.  Currently, the name is stored in the table and doesn't
refresh after a name change.



Completed Systems Projects
3. Replace the Campus PO Box for graduate students in
Public Health – Sherry Gubata, project lead, 4 weeks
•The student mailboxes in the School of Public Health are
being moved from the 2nd to the 3rd �oor and the
department would like to change the Campus Box for these
students to re�ect the change.  
 
4. Biology Placement Test – Chris Beattie & Sherry Gubata,
project leads, 12 weeks 
•Work in collaboration with the Biology department to
have new students take their Biology placement test (60
questions in one hour) through Banner.   
 
5. 25Live SaaS (Software as a Service) – Darlene Williamson,
project lead, 12 weeks 
•move from a locally hosted version to SaaS. This project
involved the CIS DBA, Windows, Cognos, and project
management teams. 
 
6. Physics Gradable Labs –  Chris Beattie, project lead, 40
weeks 
•Develop a process to permit certain Physics courses to have
a lab component which is gradable but suppressed from the
academic transcript. 
 
7. XE Final Grading –  Chris Beattie & Sherry Gubata,
project leads, 39 weeks 
•Complete tasks related to the implementation of XE Final
Grading that had been deferred until after the go-live
date. 
 
8. Course Proposal Enhancements –  Chris Beattie & Sherry
Gubata, project leads, 26 weeks 
•Enable the viewing of the Decision Reason for the proposer
when a proposal was returned; add instructions and
update the link to tutorials in the email noti�cation; add
the Destination Course question; and remove the LILE from
the panel. 
 



Completed Systems ProjectsCompleted Systems Projects
9. Course Offering Builder Maintenance – Chris Beattie &
Sherry Gubata, project leads, 7 weeks 
•Allow Department Managers to assign Department Space
after building their classes for the next full academic year.    
  
10. SWAPWRX process to push eTranscript orders from RG to
FF/FO status –  Sherry Gubata, project lead, 6 weeks 
•Add error tracing to the eTranscript orders. 
    
11. Consulting Contract with CollegeNet – Darlene
Williamson, project lead, 12 weeks 
•The underlying data structure was reorganized for
ef�ciency and ease of use, and both the academic and events
sides of the system went to a perpetual cabinet, which is a
storage structure that allows for the saving of events 50
years out.  
•This new perpetual cabinet completely restructured the event
type hierarchy and cabinet and folder structure for each
area, allowing for cleaner saving and routing of events.  
•Additionally, 50 new scheduling security groups were
created and mapped, setting the stage for new departmental
approvers which will begin booking space in the summer of
2017. 
 
12. Banner Form Extraction – Sherry Gubata, project lead, 2
weeks 
•Allow INB to extract data from SWAEXAM in order to use
the data in spreadsheet format. 
 
13. Email Noti�cations through Grouper – Sherry Gubata,
project lead, 24 weeks 
•Remove email noti�cations from inactive students who have
a course in their primary shopping cart. 
 
14. Email Noti�cations through Courses@Brown – Sherry
Gubata, project lead, 21 weeks 
•Send email noti�cations to students registered for classes
that have been cancelled, locations or times have been
changed



Completed Systems ProjectsCompleted Systems Projects

15. Override codes enhancements – Sherry Gubata, project
lead, 32 weeks 
•Move Email to �rst column, remove the “assigned indicator”
column, and enable search by Brown email. 
 
16. Gender identity information �eld established and
reportable in the ODS – Chris Beattie, project lead, 7 weeks 
 
17. 25Live User Interface – Darlene Williamson, project lead, 24
weeks 
•Launch space-reservations.brown.edu  
•This interface will allow departmental administrators to
approve and manage their space in  
space-reservations.brown.edu 
 
18. Transcript orders established and reportable in the ODS –
Chris Beattie, project lead, 2 weeks 
• allow us to track the volume and student pro�le of all
transcript orders over a given period of time. 
 
19. Final exam enhancement – Sherry Gubata, project lead, 6
weeks 
• Add a con�rmation popup in each section 
 
20.  AP credit notation articulation and opt out
functionality – Chris Beattie, project lead, 6 weeks 
• Banner transfer articulation posts equivalent course credit
notations based on AP test scores for incoming students. An
ORDS handler gets the scores-courses equivalency rules and
opt out requests made by incoming students from Advising
Sidekick (ASK).



University Scheduling
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