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Username: (50999999

Enter your
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Monmouth University ID
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Forgotten your username/password?

Password: Eooouuuu

MU

MONMOUTH
UNIVERSITY

Pleasze allow 7 to 10 days for processing. To return to WEBstudent click on the folloving
link: https://webadvisor.monmouth.edu/datatel/openweb/st/stmenu.html
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Click on the “Book Shelf Icon”

Expand Library| |Collapse Library

Document Library

= MU Group 2 . “« ”
. Academic Amnesty When you click on the “Book Shelf Icon” your
» ORR Service Response Card P Library of Forms are listed on the right.
« Request for Grad Credits
= MU Group 3
s Application for Certificate Fora Sample Of the forms g0 to
Application for www.monmouth.edu/academics/registrar/forms.asp

® Graduation.Diploma.Certificate
Change Graduate Academic Progr.
* Major

Change Undergraduate Academic To complete an e-FORM request, click on the
~ Majer name of the form.

« Declare - Remove Certificate

« Declare - Remove ED Endorsemen
s Declare - Remowve Minor

» GR Request for UG Course

« Graduate Permission

« MAT Permission for UG Course

-

= Substitution of GR Proa F{iaa
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MOMNMOUTH Enrollment Verification
UUINIVERSITY Sent to non-Insurance Recipient

ID Mo: IEEDDDUD

Student Name: |registration records

This Monmouth University Enrollment Verification is not to be used for Insurance requests and
should be used by the student OMNLY to wverify enrollment for other entities.

& Requests are processed and mailed within five days on official paper.

® Students who require additional documentation included with this verification should hawve
this verification mailed to themselves.

* Enrollment verifications for the current term are not produced until Add/Drop period
concludes,

SEND VERIFICATION TO:

Nameﬂ

i

The form you selected appears on the right side of the screen.

|DEStir‘|ati0r'| ;l | Send | |Aﬁachment| | Save Draﬂl | Cancel |

Comments: -
o

-

* 100%
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« Application for Certificate
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® Major
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® - major
s Declare - Remove Certificate
«Declare - Remowve ED Endorsemen
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Graduate Permission to take

MONMNMOUTH
UNIVERSITY courses at Another Institution

tudent Name: |registration records ID No. [z00000

Student Major 1: [tiiaji

2 [tiajz

Certain fields are pre-filled on the form such as your name,
ID, major and academic program.

Complete the form by following the directions on each form
and providing the requested information.

[

LI |Send| |Save Draﬁ| |Cance||
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Expand Library| |Collapse Library
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= MU Group 2 Student Major 1: [tia]t

+ Academic Amnesty Student Mgjor 2: |tr.1ajz

+ ORR Service Response Card

« Request for Grad Credits
POLICY CONCERNING APPROVAL OF GRADUATE STUDENT

= MU Group 3 REQUESTS TO TAKE COURSES AT ANOTHER INSTITUTION:
« Application for Certificate
Application for It is expected that Monmouth University graduate students, once enrolled, will complete all degree
'Graduatiun.Dipluma.Certiﬁcate requirements at MoNmouth University. However, in recaognition that students may, on occasion, have
Change Graduate Academic Progr. sound reasons to take courses at other accredited institutions, students may request permission to
'Majcur do so. In evaluating juch requests, consideration will be given to the significance of these courses in
. the curriculum and to Ythe relationship between the student's classification and the type of institution
. Chan_ge Undergraduate Academic the student seeks to Attend.
- Major
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s« Declare - Remove ED Endorsemen

«Declare - Remowe Minor

« GR Request for UG Cours b
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» Academic Amnesty
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« Request for Grad Credits
= MU Group 3
s Application for Certificate

Application for
® Graduation.Diploma.Certificate
Change Graduate Academic Progr.
® Major
Change Undergraduate Academic
® - Major
s Declare - Remove Certificate
s Declare - Remove ED Endorsemen

s« Declare - Remove Minor

=GR Reauest for UGS Cours d
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On the bottom of each form the routing is displayed and
pre-filled.

Office of Registration and Recor

This form routes from the Student — Registration and
Records —> Department — Dean — and back to
Registration and Records for completion and archiving.

Once the form is approved by each area the student
receives an e-mail acknowledgement that the approval is
completed.

?end |Attachment| | Save Draﬁ| | Cancel |
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When each department on the forms

| Authorize |
= I route approves the document, you

Judy Jetsan . your "Enrallment Yerification" farm will receive an e-mail statin g the form
has been approved by registration recaords. .
has been approved or denied.

Comments: This is where you wauld type any comments.

Logon to Doc & Fill

When there is more than one
department you receive an e-mail

{ each time the form is reviewed and
approved or denied.
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Sign Out
euirrelllal

Previous | Next Fotward | Fotward as Attachment | Reply | Reply Al

Judy Jetson, , a new "Enrollment Yerification" farm

fram registration records is awaiting your approval.
Comments: Enrollment verifications anly include the

anticipated graduation date AFTER you apply for
graduation..

Logon to Daoc e Fill

You will also receive an e-mail if a
form has been “denied” or returned to
your e-FORM account and requires
action by you. The e-mail comment is
included telling you how to proceed.

Delete & Prev| Delete & Next

Moveto: INBOX ||| Move |
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Presrious | Mext

Forward | Forward as Attachment | Reply | Reply All

Trash (Purge)

I | When a form has been “Archived” it

o has been authorized by all departments
Judy Jetson , your "Enroliment Yerification" form
has been approved and archived by registration and p rocessed.
recards,

Comments: Please be advised that your request has YO ucan Vi ew th ecom p I eted fO rm fI’O m

e processed your e-FORMS account (use the folder
with the red check mark).

Logon to Doc e Fill

Delete & Prev | Delete & Next
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Attachments, such as Word ion and Records
c . 732-571-3477
documents, are available if you P, veriication
1 T 1 ahce Recipient
wish to submit additional P
Sort By Ascending Qrder || Sort By Descending Order d ocumen t at 1 on )
Received Documents : 1
«3/7/2007 records, registration Enrollment Yerif Student Name: Judy Jetson ID No: |9999999
« 3/5/2007 Chair, B4 Department MAT Permissior
+2/19/2007 records, registration Study Abroad - .  Univarsi | ceation . i ]
: : This Manmouth University Enrallment Yerification is nig to be used for Insurance requests an
* 1/31/2007 records, reg|s.trat|c!n Laava of Absen | chould be used by the student ONLY to verify enrollmegt for other entities,
#11/22/2006 records, registration Enrollment Ve =
« Requests are processed and mailed within five dayg on official paper.
¢ Students who require additional documentation inclyded with this verification should have
this verification mailed to themselves.
¢ Enrolment verifications for the current term are not Yroduced until Add/Orop period
concludes.
SEND YERIFICATION TO:
Mame; Thisis a system test
Company: v/
— [
registration = Judy Jetson 03/08/07 08:57 ped  View (Notl
vl records AN — Modfied) ’E]
& 0 v
— [ Send/autharize ] [Denyl [ Update Attachments Print Previesw | [print
Route - recards, registration [V]
e o EE—
!
'lll | Comments: Please resubmit farm with a valid name.
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Draft.

Document Library

“Draft lcon”

Click to view any
form saved as a

= MU Group 1
« Academic Amnesty
« dpplication for Graduation.Diploma. Certificate
« Application for Thesis Continuation
«Change Address
« Change of Name
«Declare Certificate or Endorsement
«Declare Minor
«Enraliment Yerification
«Enroliment Yerification far Insurance Company
«FERP&
«FERPA - Do Not Disclose
«Grade Repart - Student Release
«Leave of Absence
+ ORR. Service Response Card
«Permission to Audit a Class
« Transcript Request
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¢ Students who require additional documentation included with this verification should have
this verification mailed to themselves,
¢ Enrolment verifications far the current term are not produced until Add/Drop period
concludes.
SEND YERIFICATION TO:
Marme: [Haorizan Blue Crozs Blue Shield
Company:
Address 1123 Main Street
Address 2:
City: |Anytown
State: | NJ || zip: 39399
STUDENT AUTHORIZATION:
I authorize Monmouth University to process Save Draft —_
button below, validated by my electronic sig
Routing: Saves a form as a draft
P stuent P oRR document to complete
Fowered by Dog ¢ Al |ater
| I
Route - recards, registratiun[V] lSendl [ Attachment I Save Draft ’ Cancel ]
Comments:



i
@.\- | v | https:fwib-aig-01 . monmaouth. edufdocefilfmain, asp:x [V] % | X Bl
1 i e ¥
* #ﬁ\? ‘g‘DoceFill ‘ ‘ ﬁ - B = ¥ I:}’Page 0 Tools -
— — 13 A L)
Received Icon =
CO nta| ns al I e_FORMS th at Office of Registration and Records
732-571-3477
h ave b een return Ed fO r Enrollment Yerification
. Sent to non-Insurance Recipient
your review.
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Received Documents 7
«3/7/2007 records, registration Enrollment Yerif ID No: 99995959
«3/5/2007 Chair, BA Department MAT Permissiot
«2/19/2007 recards, registration Study Abroad -
: : This Monmouth University Enrallment Yerification is not to be used for Insurance requests and
173172007 d tration L f &b ) -
*1/31/ St reg|5. '8 lD_n e i should be used by the student GNLY to verify enrollment far other entities,
«11/22/2006 records, registration Enrollment Ye =
# Requests are processed and mailed within five days on official paper.
# Students who require additional documentation included with this verification should have
this verification mailed to themselves.
# Enrollment verifications far the current term are not produced until Add/Drop period
concludes,
SEND YERIFICATION TO:
MWame; |This is & system test
Camparny: vl
— ]
registration - Judy Jetson 030807 08:57 Deng (Mot
-- eied  View .
v records AM — Modified) 3
aQ B v
_ . [ Send/autharize ] [Deny] [ Update ] [ Attachments ] ’ Print Prewiew ] Cprint
Route - records, registration [V]
D oc . History
!
| . . .
.lllj Coments:| Plaase resubmit form with a valid name.
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Welcome: WERUSEN ( logout )

The “Submitted
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Submitted Documents

«3/7/2007 Reynolds, Amber Enrollment Yerificat
« 3/5/2007 Reynolds, Amber MAT Permission | A
+2/19/2007 Reynalds, Amber Study Abroad -Nor
«1/31/2007 Reynolds, Amber Leave of Absence

«11/22/2006 Reynolds, aAmber Enrollment Yerifig

[(] I [)]

Icon”

Displays form(s)
previously submitted
and awaiting
review/approval by
an academic area.
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FAMILY EDUCATIONAL RIGHTS AND
PRIVACY ACT - DO NO DISCLOSE

Academic Year 2007-2008

ID No. 9393393

-

the ways that Monmouth University releases student
bs student " directory information " for internal use, for
noses. The confidentialitiy of students' educational

Bl Rights and Privacy Act (FERPA), a federal law,

However, FERRE allows the University to release student " directary information " without a
student's consent, unless the student has requested such information be kept confidential,
Monmouth defines " directary information " as the following: student's name, class level, registered
credits current term, major field of study, participation in recognized activities and sports,
biographical data for public relations purposes, dates of attendance, degree and awards received at
Monmouth, most recent previous educational institution attended, veteran status, photograph,
telephone number, address, birthdate and birkhplace,

The two most commaon ways in which Monmauth releases student directory information are:

[v]

Foute - records, registratiun[v]

Comments:

[ Attachrment ] [ Save Draft ] ’ Cancel ]
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Office of Registration and Records
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FAMILY EDUCATIONAL RIGHTS AND
PRIVACY ACT - DO NO DISCGLOSE

Academic Year 2007-2008

Saves a copy of every
Sort By Ascending Order || Sork By Descending Order e- F O R M y ou

Completed Archive

«2/4/2008 Application far Graduation.Diploma.Cer SuU b m |tted th at h as 1D No. EE590%9
+12/5/2007 FERPA been archived

«11/16/2007 Academic Amnesty
«10/16/2007 Transcript Request

+10/5/2007 Leave of Absence he of the ways that Monmauth University releases student

«3/13/2007 UG Request for GR Course ; IATOrmation, Manmouth colects and distributes student " direlcturﬂ,rlinfqrmatiun " faor ir'IthEILUSEJ far
B/90/2007 Waiver of GR Prodram Requirement the benefit of students and other related purposes, The confidentialitiy of students’ educational

«8/20/ L E| records is protected by the Family Educational Rights and Privacy Act (FERPA), a federal law,

# B/6/2007 Enrallment Yerification Howeyer, FERPA allows the University to release student " directory infarmation " without 3
« 5/4/2007 Summer Permission | Amber Reynolds student's cansent, unless the student has requested such infarmation be kept confidential,

o Monmouth defines " directory information " as the following: student's name, class level, registered
«5/4/2007 Summer Permission | Amber Reynalds credits current term, major field of study, participation in recognized activities and sports,
#3/27/2007 Summer Permission | Amber Reynolds biographical data for public relations purposes, dates of attendance, degree and awards received at

Monmouth, most recent previous educational institution attended, veteran status, photograph,

+3/5/2007 Summer Permissian | Amber Reynolds telephone number, address, birthdate and birthplace,

«2/19/2007 Waiver of GR Program Requirement
«2/19/2007 Waiver of UG Gen-Ed Requirement The two most commaon ways in which Monmouth releases student directory information are:
+2/19/2007 Substitution v
«2/19/2007 GR Request for UG Course

+2/19/2007 Change Undergraduate Academic Pru;[v]

] | B

D oc Route - records, registratiun[\f] [ attachment I [ Save Draft I l Cancel ]
|

'lllj Comments:
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Expand Library| |Collapse Library

Document Library | X

= MU Group 2
« Academic Amnesty
o Graduate Permission
« MAT Permission for UG Course
+ ORR Senvice Response Card
o Request for Grad Credits
» UG Permission - non-summer
= MU Group 3
« 5-Year Plan-GR registration
« Application for Certificate
» Application for Graduation Diploma
» Change Graduate Academic Program - Major
« Change Undergraduate Academic Prog - Major
o Declare - Remove Cerificate
« Declare - Remove ED Endorsement
» Declare - Remove Minor
« GR Request for UG Course
« UG Permission - summer
« UG Request for GR Course
= MU Group 4

A

Office of Registration and Records
732-571-3477

&

Enrollment Verification
Sent to non-Insurance Recipient

MONMOUTH
UNIVERSITY

Student Name: reg 4 Registrar

ID No: 2800004

This Menmouth University Enrollment Verification is not to be used for Insurance requests and
should be used by the student ONLY to verify enrollment for other entities.

-

Requests are processed and mailed within five days on official paper.

¢ Students who require additional documentation included with this verification should use
WEBstudent enrollment verification so the information will be mailed to themselves,
Enroliment verifications for the current term are not produced until Add/Drop period
concludes.

Enroliment verification for insurance purposes should be requested using the WEBstudent
enroliment verification process.

SEND VERIFICATION TO:
Name:

Address 1:

|
Company: | ‘
|
Address 2: | \

City:

« Change Address

o Change Name

« Enrollment Verification

« FERPA - Do Mot Disclose

« FERPA Parent Grade Report
« FERPA Waiver

o Leave of Absence

+ Registration-Swap Course

= Ranictratinn\Withdraw fram Canrea

Let’s complete an

Ii

|<

Enrollment Verification

Double click on the form.

Jﬂachmenﬂ |Save Draft| |Cancel|

docafill

Comments

¥NYR: Enrollment Yerification
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Office of Registration and Records
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2

Enrollment Verification
Sent to non-Insurance Recipient

Your name and ID are W

. aUtomatlcally fllled In’ you < Student Name: reg ¢ Registrar ID No: 2500006 |
just need to fill in the section —

- . This Monmouth University Enrollment Verification is not to be used for Insurance requests and
“Se nd Ve rlfl catl o n To” should be used by the student ONLY to verify enrollment for other entities.
L

Requests are processed and mailed within five days on official paper.

Students who require additional documentation included with this verification should use
WEBstudent enrollment verification so the information will be mailed to themselves.
Enroliment verifications for the current term are not produced until Add/Drop period

Wh e n yo u ar e d O n e’ ;2?&:#:1;5{ verification for insurance purposes should be requested using the WEBstudent
C I i C k S en d /au t h O r i Ze to ro u te enrollment verification process.
the form to the appropriate |

- Company: ‘ 5
office. J
——— Address 2: |
«UG Request for GR Course City:
= MU Group 4
« Change Address State: vzl

+Change Name

« Enroliment Verification
«FERPA - Do Not Disclose
«FERPA Parent Grade Report
« FERPA Waiver

«Leave of Absence

| €

« Registration-Swap Course

= PBanictratinn \Withdraw fram Canrca

i
Destination v| ‘Attachment| |Save Draft| |Cancel| US e C O m m ent
i

Comments:

s
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Current Folder: INBOX Sign Ot
Compose Addresses Folders Options Search Help Sourread
Messaze List | Delete Presrious | Mext Forward | Forward as Attachment | Reply | Reply All

Because this form is routed directly to

[ Archive = | Registration and Records, there are no

departmental approvals.

Judy Jetson , your "Enroliment Yerification" form
has been approved and archived by registration
recards,

_ An archived e-mail will be sent to your MU
Comments: Please be advised that your request has
been processed. . account when your form has been processed.
This usually occurs within 5 business days,
however more time may be required during
peak processing periods.

Logon to Doc e Fill

You can always access your previous e-
FORMS using the “Red-check folder” icon and
it will indicate the date processed and
finalized.
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WHAT IS AN e-FORM?

DOES THE STUDENT PRINT THE e-
FORM?

HOW IS THE e-FORM APPROVED BY THE

DEPARTMENT?

AFTER THE e-FORM IS APPROVED BY
THE DEPARTMENT, HOW DOES THE
FORM GET TO THE REGISTRAR'S
OFFICE?

IS ANY SPACE PROVIDED ON THE e-
FORM FOR COMMENTS?

DOES THE e-FORM RESEMBLE THE
PAPER FORM?

CAN STUDENTS STILL USE THE PAPER
FORMS?

HOW DOES AN ADVISOR LOOK AT THE
e-FORMS?

WHAT IF | WANT TO DECLARE A
SECOND MAJOR OR CONCENTRATION.

HOW IS THE e-FORM FILED?

MONMOUTH UNIVERSITY
FAQ's about &ORMS

e-FORMS are electronic forms available for student use. The e-FORM is linked to the student's WEBstudent account

and because the student logs-in to activate the e-FORM, the e-FORM is pre-filled with the student's information.

No. e-FORMS are electronic versions of paper forms and designed to be completed and routed electronically.

Once the student completes the e-FORM, the student clicks the 'SUBMIT" button. If the form requires departmental

approval, the e-FORM will be sent to the department's e-FORMS account for review and authorization.

When e-FORMS are created, the routing is pre-determined and coded 'behind the scenes'. Once the department
clicks the 'SUBMIT' button, two events occur: the student receives an email advising that the department
approved/denied the request, and, the form is routed to the Registrar's account for processing.

Yes. e-FORMS provides an area that allows the student and the department or dean to comment, ask questions,

or

provide additional clarification. The use of the comments will be explained in greater detail during the departmental

training sessions.

No. e-FORMS are designed to be used on a PC and utilize series of drop-down boxes, radio buttons, and forced-fill

areas.

Once a form has been redesigned to an e-FORM, the 'paper' form is eliminated and students use the e-FORM.

The Registrar's Home Page (from the MU web site) shows a sample of each e-FORM.

You would use the comments section of the O6Change

Once the e-FORM is completed (either approved or denied) and the Registrar's Office processes the request, the
Registrar's Office routes the form to the student's e-FOLDER. There is a nightly batch job run that moves all
completed e-FORMS into the student's e-FOLDER.

Under



