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Paperwork Shuffle




Framework

0 Customer Service

0 Assessment

0 Continuous Improvement




Streamline Process

Reduce Paperwork

Réduce Handlers

[ncrease Student Articulation




Customers

oExternal
0 CTE Directors
0 HS Teachers

0 Students

oInternal

0 Faculty




Assessment

¢ Paper flow
Application
Student Performance Record

Task List

7
7
7
7

Articulation Agreement

¢ Workflow
Handlers

HS Teacher

HS Counselor
Student

Tech Prep Office
Department Chair

Dean

Q © & © & & © ©

Admissions




Paper Flow

Washtenaw Community Cullege
Washienaw Intermediate School Distrct
Application for Articulated Credit
‘ashtenaw Community College
&
Diete Tatmphare (& Lot
- - ! enaw Intermediate School District
TASK LIST — BUSINESS ation in Business Office Systems
A KEYBOARDING Narst - ——
L. Key straight copy: 21 wpm, 1 Err/ 1Min for 3 timed Lt " T Business Office Systems
| B e | £47 BOST ertF e i
1. ey statistical data, centered andmailable form :
5. Formatkey anouline H’I'EN - - —
6. Prepare business reports mailable @10 wpm WAS Aw COUNTY Niraj Shah compatency at the “employable’
7. Formatkey amemomndm sk v Ifthe studsnt does not schieve this level in every task, butis
§. Proofreadaccurately chen o mall number of tasks, the student may be racommended for|
9. Prepare business forms, mzilatle copy _"-'-'=—\ srUDm 100702 mof the high schoolvocational-tachnical instructor and tha|
10. Address envelopeslabels per postal regulations stor,
11. Key 1-page letter mailable in 20 min E mmmm INSTRUCTOR: - Stocker-Bendersky
12. Prepare muiltiple-page reparts Vi
B. INFORMATION PROCESSING "._".-..;" RECORD “"%:’5“1'%[“'
13.D und ding of A 1 . e LT,
14. Identify and utilize hardware software componer .
15, Perfomm oparating sy stamprocedzes The Washtensw County student performance record is & measare of & student’s level of achievement on specific tasks accomplished 1219
16. Create/editsaveremieve print word processing di ‘m school “w m u m.Whmm
17. Formatword processng do cumerts the ,-""N:m prograan. This ou0 bo ed 0 ot Woshtezew RS | Cunter
18, Use spell-check and thesaurus Community College or may 10 8 resume 1o give to & prospective employer. u
19. Use printer functions h';"l
20. Apply advanced features: merge, search, etc ol
21" Create dedktop pulishing docurments The level of student achlevement is indicated below and is deaczibed by the following terms: 100l
22 Perform spreadshestoperations‘graphs 1=INTRODUCED 2=INVOLVED 3=PRODUCTIVE 4=EMPLOYABLE NA=NOT APPLICABLE High School
23 Perform database operations chool
24. Apply mtegratedsoftware skills T sol
C. BUSINESSPROCEDURES AND SKILLS
25. File and retrieve alphabetically
26. File andretrieve numerically KEYBOARDING 4 (41)Punctuates documents correctly
27. Demonstrate awareness of geographic filing and
28. Processincoming and outgeing mail (01)Keys straight copy: 3O WM, 1 Brr/Min for 5 Min 4. (42)8pells correctly
;3 g::;f;;:g;;;mlsandmmals 4 (02)Keys straight copy: 40 WPM, 1 Brr/Min for 5 Min 4 (43)Exhibits listening skills
31. Demonstrate efficier use o f supplies and equipn 4 (03)Keys statistical dats, centered and mailable fors 4 (44)Follovs verbal and written instructions
32. Demonstrate time management skills : n 4 4 terials
33. Demonstrate ability to set priorities ¢ (04)Tormata/keys an outline " " Date
;s}.gemmmmanmaxem;ufofﬁcefs;fay 4 (05)Prepares business reports mailable @ 10 wps 3 (46)Comp rorInstructor)
3. Demonstrate awareness of cumrent office equiprmy " q
36. Demonstrate efficiert note-taking skills ¢ (06)Pormata/keys & wemo randus LY o g
4 (07)Proofreads accurataly NA(48)Transcribes machine dictation, mailable form
4 (08)Prepares business forms, mailable copy 4 (49)Perforns basic receptionist duties
4 (09)Addresses savelopes/labels per postal regulations APPLIED MATHEMATIC SKILLS
¢ (10)Keys 1-page letter mailable in 20 min 4 (50)Opezates 10 key calculator
4 (11)Prepares sultiple-page reports 4 (51)Computes decisals and percentages on calculators
INPORMATION PROCBSSING (52)Maintains bank accounts
(2 ¥y 4 (53)Preperes & budget
4 (13)Identifies and utilize hardware/software components (54)Applies basic payroll procedures
4 () g systea p CRITICAL THINKING SKILLS
4 (15)Creates/edits/ /retrieves/prints word docu 4 (35)Uses probles-solving
4 (16)Pormats word 4 (56)Exhibits teamwork abilities
4 (17)Uses spellcheck, thesaurus, etc. 4 (57)1s avare of analysi {sion-making p
4 (18)Uses printer tunctions ENPLOYIENT
4 (19)Applies advanced features; merge, search, etc. ‘! and applies dress and
4 desktop 4 of basic ethics/ fality
4 (21 dons/graphs 4 (60)Lists sources for locating employment opportunities
4 (22)Performs database operations 4 (61)Prepazes a resuse

4 (23)Appldes integrated softvare skills 4 (62)Prepares a letter of spplication



Combination Form

Name

last) (date of birth)

Address
(number & street) (state) (zip)

High School Year

The ab d student has L ily met the performance standards for the following courses and is
for artit credit for Ci ity College

Course Title Course Number Credit Hours
Photography | PHO 111 4.0

The student record is a of the student's level of achievement on specific tasks acommplished in
the high school applied technolgy program. The record can be used to qualify a student for articulated credit at
Washtenaw Community College or may be placed in a portforio or attached to a resume fo a prospective employer.

indicate student level of achievement below as described by the following terms:
1= Not 2= 4=Employ NiA= Not

Photography 111 (PHO 111)

A. Camera Operation and Use [] 9 Create proof sheet from negatives
[ 1. Define the components and demonstrate the [ 10. Create quality enlaragements from negatives
concepts of camera operation [ 11. Contol contrastin the enlarging process
[0 2 Know how to control depth of field in a camera [ 12 Demonstrate technical solutions ta visual
3. Know how to contol motion in a camera problems in the production of photographs
[0 4. Describe different camera formats and the [ 13. Work safelyand effectively with photographic
appropriate applications in the industry materials in appropriate lighting conditions
[J 5. Understand wide angle and telephoto lenses C. Photographic Composition
and their uses [] 14. Demonstrate knowledge of a variety of
B. Black and White Image Production compositional guidelines
[] &. Understand the basic principles and [ 15. Understand lighting conditions and their relation-
applications of light metering ship to composition
[J 7. Understand various black and white D. Photographic Image Presentation and Evaluation
film types and proper exposure [] 16. Position and mount a photograph on mount board
[] & Determine the correct development process [] 17 Demaonstrate knowledge of basic spotting
given an exposed roll of film and the available [] 18. Constructively evaluate and critic photograph
timeftemp/developer data images

Recommended by:

High School / CTE Instuctor

Approved by:
6




Worktlow

0 Handlers
0 HS Teacher

o HS-Cotmselor

0 Student
0 Tech Prep Office

¢ Department Chair

_oDear

0 Admissions




Electronic Processing

.
Multiple Access .

Paperwork
Reduction/Loss
Record Keeping .
Data
Accountability




A Seamles

© Web based inform

0 Distributed data ent

0 Access for second;
¢ Students
0 Teachers

0 Counselors
¢ School Administrato

0 Access for post se(

0 College Faculty
0 Advisors
0 Registrar Staff

Tech Prep Home

For system security, please remember to... Logout

Jim Director
tpaddr@myip.net

System Dates
School Yr. : Aug 14 to Jul 31
Semester 1: Aug 14 to Jan 15

Teachers

Classes

Find Student

Find Teacher/Admin

<< January 2011

2 37 4. 5 6. 7 8
9 EIW 11 12 13 14 15
16 17 18 19 20 21 22

23 24 25 28 27 [28 |}

Semester 2: Jan 20 to Jul 31
Currently Semester 2

System Settings

2010-11 ~

30 31
Events Help!
Courses
Programs
Svsiam Users C-ourse Sequences

High Schools
Districts

Colleges

Select School Year

News Group: Posts _Information

Teacher Mailing List

Group Email
Enroliment Alert
Credit Review

Tech Prep Home

Annual Statistics

Annual Summary Annual Detail Log Out




Electronic Publishing 1 - GRPH 1322 Jimmy Franks
Mary Teacher - PC 599-83-5246
D OC | l I I l Last Updated: April 20, 2010, 4:26 pm “Required Fields
# Compg
1 Type, 1|  FirstName [Bobby
2 Basic ¢ | Initial |P
compul | | ast Name* [Jones
. 3 Requirt | ynique Student ID [598793888
0 Standardlza 4 Tracet | social Security #° [436785244 | (ex: 111223333, no dashes)
¢ Online listin Z IL'St ":; Date of Birth* [Feb =] [14 =] [1982 =]
mpo S
¢ Program to C = e SULITHL S ) Special Populations - Mozilla Firefox (=
Gender” l EE ‘ http: /localhost/acsys/spcgroups. php?admid =00000000000 185tudentID= 57
Course Sequence Completers
- School & Gr: )
B coteooy2 Coregory Categonyo | Assigned Groups Close
Have a 4-Yez
Program Pre .
g Group*  [*Select* Group v
Comment *Select” Group

Email Addre! Economically Disadvantaged
(Inchudes classe Academically Disadvantaged

Phone Numbe

ID¥ Grad High School Student Addres Disabled

658 2004 ABC High School Williams, Harry 411 Ld Mailing Addre Noqtraditiongl _

884 2004 Special Test School  Brown, Charlie 1310 § | Limited English Proficientcy

637 2004 Special Test School  Hamaid, Kenny M 111 L4 Cltv State Zi Single Parent

852 2004 Special Test School Snow, Jane - (November 16, 2004 Displaced Homemaker -
934 2005 ABC High School Hebert, Andrew J | 205 Br Group TOTE Del
848 2005 ABC High School Spradlin, Jamie = Program Stati Academically Disadvantaged 07/28/2007 Q
659 2005 Special Test School Doe, Shannon —

882 2005 Special Test School  Ford, Henry = —
1020 2007 | Camden High School | Hamera, Tomasy | 202£{ | USer Name: a i o
819 2007 Special Test School  Cuellar, Joe M P.O.B l — | D Ig |—; "6
687 2008 Special Test School Thomas, Kim A 1208 § e, Z
690 2008 Special Test School  thornbil, Rodney G 41 Cor




CATEMA System Demo
4241 Wood Hi - Victoria TX 77905

~ (M AN rOs o ASSS r LY.L Y-S Y. ]

-lofx
File Edit View Insert Format Records Tools Window Help Type a question forhelp =2 @ X
M- EHSRAV iR (@ 2EIVEY A X B4 0,

STU_ID | SSN | LNAME [FNAME [MI| DOB | ADDRESS | CITY |STATE| ZIP |ARa
= | 1 B11332222 Mathers  Jerry R 4/13/1982 905 Nowhere Lane Collinsville X | 76233 93C
AB | 2 111445555 Cleaver Ward W 6/1/1982 615 Nottingham Place Apt. 202 | Collinsville TX 76233 30¢
? ] 4 111885555 Dow ‘Jane |J 1/1/1981 Victoria TX | 77901, 30¢

| 5444557777 Dow John |J 1/1/1981 Victoria TX 77901 361
20 | | 8 123321123 Lang Jim W 6/5/1986 405 Bryan TX | 77802 252
20 || 9 456654789 Public Joshua Q 1/2/1982 103 My Street Lewisville TX 75022 544
| 13 777889999 Lee Robet E 2/2/1982 Lewisville TX - 75027
- 15 677885566 Durante Danny E 4/9/1985 College Station | TX 77845
o( (1 16 887885555 Cousteu  Phillip 'L 4/4/1984 210 Wood Rd Austin TX | 77845 71
|| 21159482673 Appleseed Johnny T 2/13/1983 604 West Street College Station TX 77845 101
|| 22 475869415 Steamer  Stanley A 2/2/1982 1605 Pleasant Drive 77845 80¢
- 23 000000000 Snith John 1/1/1982 76013
|| 24 111879456 Jones Jeff R 3/2/1983 2709 Mystreet College Station | TX | 77845| 55k
] 25 9873749886 Brown Bobby 2/4/1984 34343 TX 75070 34:
20 || 26 111223333 Smith Dana 'L = 12/10/1990 4455 Energy Lane Victoria TX | 77905 361
| 27887040653 Gunkel Thomas D 7/14/1987 104 Ashford Victoria TX 77904 361
|| 28 631570087 Cumby Kenneth A 8/1/1987 1906 Sam Houston Dr Victoria X | 77901| 361
] 29 927651907 Zinn Dwayne E 5/31/1987 311 Antietam Dr Victoria TX 77901 361
|| 45 424512619 Poirrier David W | 5/27/1986 113 Berkshire Port Lavaca X | 77979 361
- 46 809569829 Alexander Trina E 7/22/1986 1880 College Park Way Port Lavaca X 77979361
20 | 47 735744444 Alken Kelly D 5/18/1986 3602 Cypress Palacios TX | 77963 361
] 48 243096066 Aimone Shanna L 2/14/1986 2607 Ozark St Port Lavaca TX 77979 361
| 49 354356148 Alcala Valerie M 5/29/1986 506 W Morganette Inez X | 77983 361
2 id 50 471870537 Aguirre Joe D 9/10/1985 1182 Tropical Dr Port Lavaca | TX 77979 361,
,{ | Record: W T 27 o ar#] of 1208 < | _'_'—'
Date Signed




Communications

0 Automatic notifications

0 System notices when new teacher accounts created
0 System notices as new class records are added

¢ Elective system notifications

0 Reminders for task completion deadlines

0 Group email utility

0 Group email teachers, counselors, districts
0 Group by school, by district, entire system, or individuals

0 Phone lists and system events calendar




Integrated System

An electronic integrated system can...

0 Generate increased student interest and participation
0 Provide comprehensive recordkeeping and reporting
¢ Improved communication between education entities
0 Reduce paperwork and redundant processes

¢ Document the effectiveness of your program




Managing the Articulation Process

Aveia Morris

Tech Prep Coordinator
Washtenaw Community
4800 E. Huron River Drive
Ann Arbor, MI 48105
734-677-5164
aveiam@wccnet.edu

Robin Carville

STATco

4241 Wood Hi Road
Victoria, TX 77905
361-578-0389
https://www.catema.net
statco@dbstatco.com
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