\\\\ AND %

OFFICE OF ENROLLMENT & DISCIPLINE

INFORMATION SERVICES (OEDIS)
User Experience Design Document

Enrollment Program Specialist — Application Mental Model

OED Enrollment Program Specialist manages Patent Practitioner applications.

INTAKE

FRONT DESK

Date stamp incoming
~ application (same or next day)

Y

Verify and stamp payment
receipt on application

Create and check application
cover sheet

Create and check transcript
cover sheet (as applicable)

Scan incoming application
(PTO-158), attachments (e.qg.,
transcripts/course
descriptions, MC docs,
reasonable accommodation,
etc.) and cover sheet(s)

Assign customer ID number

Upload scans to OEDIS

Build applicant folder and
include all documents

TASKS

Deliver folder to supervisor

ASSIGNMENT

DOCKETING

Supervisor assigns application
to Specialist docket

L -

Supervisor retuns folder to
contractor for filing in file room

|

READINESS

Navigate to docket [Session >
Go to default page]

Visually scan docket items to
select new applicant

Open applicant file with
docket link

Verify application payment of
$240 is made

Review application
documents (application,
transcript, in some cases
moral character)

[Clicks to open application]

Compare cover letter to
documents to verify everything
is correctly checked
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PRE-QUALIFICATION

Verify responses to items
14-21 are “No”

Verify applicant has
undergraduate degree, at
minimum

Determine from degree if
application is Category A, B or
C (consult GRB as necessary,

supplemented by ABET)
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‘ Auto-approval if Category A ‘

PROCESS

CATEGORIZATION

Verify degree is accredited by
ABET oris on GRB list
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Verify application degree entry
and transcript match

Review course description
attachment to ensure all
courses apply

Total the applicable course
units

Consult mentor, if necessary,
with file or print out

Verify passing of Fundamental
Engineering Exam (FEE)

DATA ENTRY

Enter all responses from
application

EVALUATE

DETERMINATION

Determine status of
application (Approve,
Incomplete, etc.)

NOTIFY

NOTIFY APPLICANT

If applicant approved, create
kAdmission letter from template

Verify applicant name and
date (tomorrow's)

i Include Specialist's name and
L contact information

L Print letter and envelope
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Sign letter

Seal letter in envelope and
deliver to outbox at reception
desk

Update applicant status

Retumn file to file room

FEATO001: Add date/time stamp
to incoming application

| FEATO001-a: Enable editing of |
| date/time stamp )

FEATO002: Create application
cover sheet

FEATURES

| FEAT002-1: Editable content |
: on application cover sheet I
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FEATO003: Create transcript
cover sheet

' FEAT003-1: Editable content :
| on transcript cover sheet '
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FEATO004: Application
document inventory/checklist

FEATO005: Create new
customer account

' FEAT005-1: Auto-generate |
| Customer ID I
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| FEAT005-2: Enter customer |
| information !

FEAT006: Upload document
scans to Customer account

FEATO007: Transmit account to
enrollment supervisor
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FEATO008: Assign application to
Enroliment Program Specialist

FEATO009: Clearly identify new
applications in docket

' FEAT008-1: Record folder :
| return !

FEATO010: Clearly indicate
application payment status

FEATO011: Display application
checklist and documents for
side x side comparison

FEATO0012: Clearly indicate
responses requiring action
(YES)

FEATO015: Share application
with mentor, supervisor or
colleague for consultation

FEATO013: Clearly indicate
minimum education
requirement status

FEATO014: Scan form for auto-
determination of degree
category (A-B-C)

FEATO014-1: Auto-approval for
Category A applications

____________________

FEATO016: Record pass/fail of
FEE
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FEATO014-2: Link to GRB and/
' or ABET for manual category
| determinations

| comparison of degree on
i application and transcripts
\
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FEATO014-4: Account entry of
: allowable courses and units
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____________________

FEATO017: Form for application
response entry

FEATO018: Application status
checklist

FEATO019: Generate admission
letter
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. FEAT019-2: Auto enter

| Specialist's name and contact

i information
\
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User Tasks

Primary Features
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