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Enterprise Forms Automation ACIS

« Computer system to manage,
distribute, complete and process
paper based forms

« Achieve paperless office
— Boost productivity
— Save resources
— Save space
— Information sharing easier
— Information more secure
— Protect the environment
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Objective of Forms project aCIS

1. To improve student’s user
experience of submitting
request for student
administrative matters

2. 120+ student forms to
automate

3. Eliminate 17,000 hardcopies
per year

4. To improve back office
efficiency in handling request
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Phased out approach aCIS

Phase 1 (Digitize) Phase 2 Phase 3
« High impact forms (Maximize) (Automate)

« Streamline of data  Rest of forms « Streamline of process

* Choice of software « Outsourced « Design of workflow
architecture engine

: April to Oct Aug to Jan
Jan to April 2018 2018 5019
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Choice of Technology
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Design points SCIS

m: « Scalable unstructured Data storage

— JSON in clob rather than structured tables

Forms Details

‘. ° Attachments to be stored as links in
"% Oracle directory rather than blob

Attachments

25“»?, « Workflow to be build on top of forms
objects

« Access control closely integrate with
workflow engine
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High level architecture acIS

Desktop and Tobile Devices

i

AP Gateway

RS
A ——N

ISAAC Student
Forms Details  Attachments Wordlow Management
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Area of improvement acis

 |nconvenient submission process
« Confidential detalls that is not required
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Planning Process aCIS

Streamline

Policy
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Improvement acis

« Easy Access and

submission Y, Process
: .2 Improvement
« Control the display of forms /
2 QL7
« Common layout ‘- i
 Minimum details -

* Merging of forms

« Remove confidential details
that is not required
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The Transformation
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Procedure to find forms acis

—— B Login
- T Siaff Directory | ® Stuedent Directory
N IE || Search |
aroh Home Services ' Guides and Policies g Communnity
Initial Teacher Preparation programmas » [ V.

Graduste Programmes ' Programme Struchures

Home :: Academics :: Grao

Leadership Programmes

Programme A®

Degres Timetakles - July Semester

Degres Timetakles - January Semeaster

Registration of courses

Extension of Perzonzlized Timetzble
Candidature
PROGRAMME ADMINIST :czdemic plans [returning teachers, Dip-Ed crossovers)

Leave of Absence
(LOA) Group Endeavours in Service Leaming [GESL})
Switch Mode of Study o . Examinations

_ « Application to Switch Program
Withdrawal from . Extension of Candidature Graduation
Programme « Leave of Absence

s NIE Academic Integrity Framework
Application to Switch « Switch Mode of Study

Programmes » Withdrawal from Programme Course and Subject Coordinators List

Glossary of Assessment Concepts and Terms

NTU-NIE Teaching Scheolars Programme

Relevant Links Educational Research - BAESc [Ed)]

ﬁ Got A Question? | Orientation
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Form Categories acis

Integrated Student and Academic Administration System

My Bill Student Services (HD) Examination Forms Help

Home :: Forms :: Forms List
Forms List

Collapse All Expand All

+ Attachment Leave

- Candidature Extension

Application for Extension of Candidature (PDCM)
Application for Extension of Candidature (Coursework Programmes)
Application for Extension of Candidature (Research Programmes)

+ Conference Funding

+ Conference Leave / Allowance

+ Confirmation/Conversion of Candidature
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Layout IS

100+ different layout of student’s particulars and
details required

1 PERSONAL INFORMATION

TO BE COMFPLETED BY THE CAMNDIDATE (After completing this portion, please submit this form to your supenvisor together with your

thesis)

Name of Candidate : IC/FIN Mo

Degree: Full Time / Part Time* (please circle one)
Academic Group/

Commencement Date of Candidature: Research Centre:

Contact No.: Email :

Signature: Date:

Year of Study: | 1T |_]2* L ]3™ [ J4" Intake: Jul/Dec *
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Common Layout acls

Integrated Student and Academic Administration System e

My Bill Student Services Practicum Examination Forms Help

APPLICATION FORM FOR INTERNATIONAL PRACTICUM & SEMESTER EXCHANGE

* denotes compulsory fields

SEMESTER EXCHANGE AND INTERNATIONAL PRACTICUM PROGRAMMES
INFORMATION FOR ALL APPLICANTS APPLICATION DEADLINE

In addition to this completed application form, applicants must submit the Deadline for receipt of all documents:

following items:
31-Jan-2019 23:55

o Digital copy of passport-size photo
o Scanned copy of your passport details

Manager, International & School
Partnerships Unit

Office of Teacher Education
National Institute of Education

1 Nanyang Walk, Singapore 637616
Fax: (65) 6790 9158

Email: sunny.sitoe@nie.edu.sg

Submit the completed application form and all required documents
to:

STUDENT'S PARTICULARS

Matriculation/Registration No.: U12345687F Name: JohnTan
Intake: Jul 2016 Semester Email: testing123@nie.edu.sg
Programme: BA (Ed) (Primary) (AS: English Literature) (2 CS) (Upgrader)
Mode of Study: Full-time
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Original form — International Practicum 23¢tIS

—

10 CRIMINAL OFFENSE AND MEDICAL STATUS

Please answer the following questions:

11 DECLARATION BY APPLICANT

| hereby declare that the information provided above is accurate and complete. It is my responsibility to inform Office of
Teacher Education, NIE of the updates (if any) and the misrepresentation will lead to disqualification of my application for
admission in the University of my choice. In addition, | authorise my information provided will be used in the admission
process and other purposes in support of my study in the University of my choice.

Date Signature of Applicant
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Original form — Semester Exchange aCIS

10 CRIMINAL OFFENSE AND MEDICAL STATUS

Please answer the following questions:

11 DECLARATION BY APPLICANT

| hereby declare that the information provided above is accurate and complete. It is my responsibility to inform Office of
Teacher Education, NIE of the updates (if any) and the misrepresentation will lead to disqualification of my application for
admission in the University of my choice. In addition, | authorise my information provided will be used in the admission
process and other purposes in support of my study in the University of my choice.

Date Signature of Applicant
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Remove unnecessary confidential data 3¢S

9 FAMILY BACKGROUND

11 DECLARATION BY APPLICANT

| hereby declare that the information provided above is accurate and complete. It is my responsibility to inform Office of
Teacher Education, NIE of the updates (if any) and the misrepresentation will lead to disqualification of my application for
admission in the University of my choice. In addition, | authorise my information provided will be used in the admission
process and other purposes in support of my study in the University of my choice.

Date Signature of Applicant
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Merge Form and Captured Essential information is captured acis

SECTION 8: CRIMINAL OFFENSE AND MEDICAL STATUS

- | DECLARATION BY APPLICANT

| hereby declare that the information provided above is accurate and complete. It is my responsibility to inform Office of Teacher

Education, NIE of the updates (if any) and the misrepresentation will lead to disqualification of my application for admission in the
University of my choice. In addition, | authorise my information provided will be used in the admission process and other purposes in
support of my study in the University of my choice.

Valid file formats: .1xt, .doc, .docx, .xIs, .xIsx, .jpeq, .png, .gif, .pdf
Maximum File size allowed to upload : 100 KB

Document Description: | <-Select-> v

Document Description Name File Size

Submit

‘ Mode of Study: Full-time ‘
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