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Call comes in

Voicemail (after 
hours)

Live Call (during 
office hours)

Forward to 
Counselor

Originating as 
unanswered  

bounce back from 
the following:

Counselor
Financial Aid

Bursar
Registrar

SSC
Directory 

Assistance

Log visitor on 
spreadsheet

Direct visitor to 
appropriate 
department

Visitor comes in

Distribute or 
receive needed 

forms and 
documents

Respond to 
Specific Requests 

(ex. Events, 
Placement Tests 

etc.)

Respond to 
General 

Admissions 
Requests and 

Questions

Forward to other 
Administrative 

Office

Originating from 
student

Guide visitor to 
appropriate 

Admissions Staff 
member

Assess visitor 
need
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Email comes in Respond, Track, 
and / or Forward to

“askNYIT”
“admissio”

“placement”
“gradNYIT”

“events”

Deny

ScholarshipUG

GR

FR Domestic Admit*

* Accept Letter contains NYIT
Connect info & Conditions
to Admit

** Scholarship is manually
merged with admit letters

Respond to event 
e-mail

Forward to 
appropriate 
counselor

Forward to 
appropriate office

Track and record 
Inquiry email

FR International Admit*

TR International Admit*

TR Domestic Admit*

OT Admit*

AD2*

PA Admit*

PT Admit*

MBA Admit*

General Admit*

Bridge Admit*

Freshmen 
Domestic

Transfer Domestic

International @ 
Domestic 

Addresses

International 
Abroad

Graduate 
Domestic

PA

PT

OT

LSAA Scholarship

Grad Scholarship

LEVEL DECISION
(LETTER PRINTED)

SCHOLARSHIP**
(LETTER PRINTED)

PACKAGES MAILING

UPS.com

I-20 Office
Depending on time 

of year and/or 
affidavit materials

I-20 Office
Depending on time 

of year and/or 
affidavit materials
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Batch Upload Application Information

Manually 
Enter 

Application 
Information

Scan One App at a Time

* EFAP - Follows paper procedure
** Huajing – Follows paper procedure as. Source is International Office.

ELI – Follows paper procedure. Source is email to NYITAdmisso. Image Key is in email 

Level 1:
Spring or Fall

Level 2:
Standard / EFAP* / 
Huajing** / ELI***

Level 3
FR / TR / GR
DOM / INTL

NYIT Online App CASPA OTCAS PTCAS Quick App Common App Paper App

Scan One 
Applicants 

Material at a 
Time

Common App 
Documents

Quick App 
Documents
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21% 11% 2% 7%

11% 39%

9%*
* Includes 

onspot and 
unmarked

Send to 
Scanning and 

Linking 
Processing



ADDENDUM MATERIALS PROCESSING (VOLUME DEPENDENT)
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Batch Upload 
Electronic 

Test 
Information

Update PeopleSoft Checklist / Education / Test

Paper: *
ACT (33) / 

GMAT (32) / 
IELTS (31)

Send to Scanning and Linking Processing

Test Scores Letters of 
Recommendation Essays High School 

Transcripts
International 

Documents **

Transcripts / Mark Sheets / 
WES / Affidavits / Bank 
Statements / Essays / 

Letters of Rec / Passports / 
Visas

Electronic:
SAT / 
GRE / 

TOEFL / 
AP

Domestic College 
Transcripts

Parchment 
Exchange / 

Docufide EDI 
Transcripts

Emails w/ 
Attachments

Print Directly to ImageNow and 
Forward to Appropriate Queue

Update PeopleSoft Checklist / 
Education / Test
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* Plan to move to electronic as PeopleSoft 
bundles allow

** Internationals account for 25% of all applications (3046 / 12360 as 3-10-14).
Current 2014 volume already surpasses final 2013 numbers by 10% (3046 vs 2767)



SCANNING AND LINKING PROCEDURE (5 – 7 DAYS)
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Documents

Relevant 
document 

information is 
entered into 
PeopleSoft

Documents are 
separated with 
batch sheets 

between individual 
students

Batches are 
collected and 

sorted to 
appropriate bins 

based on 
document type

Documents are 
scanned to 

ImageNow as a 
group and given a 

batch number

Documents are 
regrouped by 
batch number

Documents are 
reviewed 

individually for 
quality (comparing 

source to scan)

Physical 
Transcripts are 
pulled, stamped 

with QA date, and 
filed separately*

Scanned 
documents that 
pass QA stage 

become part of the 
student’s file

Scanned documents are 
assigned custom properties 

(identification tags such as ID, 
Grad Department, UG 

Freshmen, UG Transfer, New, 
and International) for proper 

routing

File is forwarded to 
appropriate 

queue**

** Grad 1, Grad 2, Grad 3, Undergraduate, Freshmen, Transfer, New,
Workflow 1, ImageNow Printer, Ready I-20, Evalucations, Loose Documents

US College Transcripts are held for 
2 years (for Transfer Evaluations) 

and then shredded

High School and International 
Transcripts are stored for three 

months and then shredded

All other application documents are 
stored for three months and then 

shredded

Documents that 
are official are 
stamped with 

ImageNow 
“official” stamp 

mark


