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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.

2017-2018
 



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 Office-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

 

Staffing Changes
 New Hire 

Melissa Blais - Student Record Coordinator (January 2018)
  

Retirement 
Christine Fandetti (January 2018)

  
Departure

 Diana Richardson (June 2018)
 



Most registration transactions are done online.  The
Office 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
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Non-Degree Student Adds
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Course Maintenance
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The Office of the Registrar coordinates the course
proposal process for all new and modified courses.
 New courses taught by voting faculty are "fast-

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



The Office 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
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Processing of Non-Degree Students
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Student Record
Transactions

Electronic Diplomas
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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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University Scheduling

Scheduling Email Account
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Systems Projects

Data Requests

List or Report Internal Academic Record
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Completed Systems Projects

 
 
 
 
 
 
1. Chosen/preferred name – Alanna Botts, project lead, 10
weeks 

 • Allow actively enrolled degree seeking students the
capability to create a chosen name once a term as well. 
They will always have the ability to delete or change their
transcript name at any point back to their legal name.

  
2. Banner Upgrade – Chris Beattie, project lead, 11 weeks 

 • Update Banner 8 components and install Banner XE 
components as required to support ongoing functionality,
and in preparation for the upgrade to Banner 9 (XE) summer
2018.

  



Completed Systems Projects
3. Audit Table for chosen/preferred name – Chris Beattie,
project lead, 2 weeks

 • Creation of an audit table in the ODS that allows the
chosen/preferred name to be reportable.

  
4. Banner Table Refresh – Chris Beattie, project lead, 11 weeks

 • Creation of a nightly refresh of SWACLER/SWACLEM 
to update tables for student registration status (RE) when a
course is added after the SWACLER record has been created.
This will catch any changes in student registration that
might affect their graduation status. 

  
5. Course Proposal Modification for Course Attributes –
Sherry Gubata, project lead, 12 weeks

 • Need to prevent the YC01/YC02 course attributes from
deletion when a change is made to the course catalog
attribute record and pushed to Banner through an online
Course Proposal.

  
6. Course Proposal Modification for Curricular Programs –
Sherry Gubata, project lead, 5 weeks

 • The Curricular Program DPLL (Diversity Perspectives in
Liberal Learning) is being discontinued, and a new one DIAP
(DIAP-Race, Gender, & Inequality) being added effective
201800. DPLL should no longer be available for choosing in
Course Pro effective immediately, but DIAP would not be
available until summer 2018.

  
7. Departmental Report Updates/Additions – Alanna Botts,
project lead, 20 weeks

 • Update and create new reports in Cognos for Department 
Managers.  Additions include race/ethnicity, sex,
confidentiality indicator, historically underrepresented
Groups and first generation students.

 



8. Certificate of Completion Report – Chris Beattie, project
lead, 5 weeks

 • Create a Cognos report, in collaboration with the 
Business Intelligence team, to generate all certificate of
completions automatically for students at all levels.

  
9. Application to Graduate Modifications – Chris Beattie,
project lead, 6 weeks

 • Add new fields into the application to graduate, such as
name pronunciation, and accommodate them into the ODS.

  
10. Audit table for SWAPRFN – Chris Beattie, project lead, 6
weeks

 • Creation of audit table in Banner to monitor when
changes have been made and by whom.

  
11. Course Cart into ODS – Alanna Botts, project lead, 2
weeks

 • Add Courses@Brown course cart data into the ODS for 
reporting purposes.

  
12. Executive Master Course Proposals – Sherry Gubata,
project lead, 5 weeks

 • Automatically generate the executive master term 
code in Course Proposal if the user selects an EM subject
code. 

  
13. First Year Seminar Limit Change – Sherry Gubata, project
lead, 3 weeks

 • Update Course Offering Builder and Course Proposal with
the maximum enrollment limit of 19 for any course with the
‘FYS’ attribute.

  
14. Curricular Program Addition – Sherry Gubata, project
lead, 2 weeks

 • Add the new curricular program, CBLR: Community-Based
Learning & Research, as an option in Course Proposal.

  
 



 
15. English Translations Report – Chris Beattie, project lead, 7
weeks 

 • Develop a Cognos report and support external data tables
to generate English diploma translations using the report.

  
16. Modification to Certificate of Completion Report – Chris
Beattie, project lead, 10 weeks 

 • Modify prompt page for user and make available to
expanded Brown staff.

  
17. Lynx Interface Load Test – Darlene Williamson, project
lead, 2 weeks 
• Point 25live test to Banner Load Test environment and
simulate a start of term to test how the constant Lynx
updates will handle that volume of data.

  
18. Lynx Interface Installation – Darlene Williamson, project
lead, 2 weeks 

 • Reactivate Lynx user into production and point to 25live
production.Lynx is now our active interface between Banner
and 25live for all future terms.
 
19. Room Assignment Functionality – Sherry Gubata, project
lead, 27 weeks

 • Remove meeting time row in INB if a course has been
cancelled.  This will allow for the department space to
become available again for use in the Course Offering
Builder.

  


