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CAROL COSTELL CORBIN 

• SUNY Cortland,  Advisement and Transition  

• Associate Director for Transfer Credit and Degree 

Completion 

• carol.costellcorbin@cortland.edu

What helped me get through the pandemic was… 

mailto:carol.costellcorbin@cortland.edu


ZACHARY WILSON 

• SUNY Cortland,  Advisement and Transition 

• Transfer Mobility Advisor

• zachary.wilson02@cortland.edu

What helped me get through the pandemic was… 

mailto:zachary.wilson02@cortland.edu


MISTY FIELDS 

• SUNY Delhi

• Associate Director of Admissions

• fieldsmr@delhi.edu

What helped me get through the pandemic was… 

mailto:fieldsmr@delhi.edu


WHO ARE YOU? 

Join the conversation! 

Poll Everywhere

From your computer/tablet:

PollEv.com/carolcostell996 

From your phone:

Text to phone number “22333”

Text message “CAROLCOSTELL996”















Permission to Transfer Credit Process 



OVERVIEW OF PREVIOUS PROCESS 

• Academic review and transfer credit approval process for all current students 
prior to registering for courses at another college

• Local process required prior to (and in addition to) SUNY Cross-Registration

• Paper process required academic advisor approval; final approval by Advisement 
and Transition staff 

• Approved paper forms scanned into OnBase; student picked up copy in office 

• Student requests transcript; transcript scanned/uploaded to OnBase

• OnBase workflow to match up form/transcript; support staff posts credit to 
Banner

• 817 requests in 2020

• 926 requests in 2019 



SHIFT OF PROCESS TO FORMSTACK



FORMSTACK FORM



FORMSTACK FORM



EXAMPLES OF SUBMISSIONS



EXAMPLES OF SUBMISSIONS



DEGREE WORKS NOTES



BENEFITS OF ONLINE PROCESS

• Ease of student access, convenient 

• Efficiency, quicker turn-around time on review/approval 

• All students and advisors notified via email on approval status

• Ability to analyze data

• Export Formstack data to Excel; ability to filter/sort/share with other 

offices 

• Advising note added to Degree Works; helpful to faculty 

advisors/associate deans for degree planning 



CONSIDERATIONS

• Due to many demands on campus technology during COVID, we 

lacked technical support to develop a routing approval process

• Academic advisors removed from approval process; outreach only with 

questions/concerns  

• Loss of administrative support staff assistance in process 

• Questions/issues on form cannot be easily resolved at time of submission

• Online access for students with disabilities 



RESOURCES

• Permission to Transfer Credit information on web

• Permission to Transfer Credit – paper form 

• Permission to Transfer Credit - online form 

• Formstack

https://www2.cortland.edu/offices/advisement-and-transition/transfer-credit-services/permission/index.dot
https://www2.cortland.edu/contentAsset/raw-data/c4b7322b-745e-4595-9f90-6b2bc2e8af51/fileAsset?language_id=1
https://sunycortland.formstack.com/forms/permission_to_transfer_credit_form
https://www.formstack.com/


AJDALJFDLAJ

College Articulation Agreements



OVERVIEW OF PREVIOUS PROCESSES 

College Articulation Agreement 

• Agreement was developed in paper form

• Two copies sent to SUNY Delhi’s Dean/Provost/President via inner 

office mail

• Up to a week turnaround 

• Agreement was then sent via “mail” to external partners for 

signatures 

• 2-6 week turnaround 



SHIFT OF COLLEGE ARTICULATION 
AGREEMENT TO DOCUSIGN

DocuSign Electronic Signatures 

• Third-party software 

• Requires Annual Subscription 

• Individual, Group, Institutional Rates

• Number of Envelopes based on 

subscription 

• Allows you to manage agreements in one 

place

• Allows you to email updates or make 

changes directly from online portal 

• Allows you to email reminders to 

participants 

Adobe Sign – is another alternative 



BENEFITS OF ONLINE PROCESS

College Articulation Agreement  

•Agreements and be developed and executed 

within 24-48 hours rather than days/weeks

•Timestamp and tracking of signatures 

•Eliminates room for agreements being lost in 

the mail 

•More efficient turnaround 



CONSIDERATIONS

College Articulation Agreement  

• IT technical support and implementation 

• Subscription cost 

•Budget allocation 



AJDALJFDLAJ

Readmissions Application 



OVERVIEW OF PREVIOUS PROCESSES 

Readmissions Application

• Students submitted application via Formstack or pdf. 

paper application 

•Application was manually uploaded or scanned in and 

put on 

•Report from Student Financial Services was run to 

cross-check application fee was paid



SHIFT OF READMISSIONS PROCESS TO 
QUICKPAY FORM



BENEFITS OF ONLINE PROCESS

Readmissions Application

• Payment is made at the time of application 

• Student information is integrated in to Banner

• Turnaround time is up to 24 hours

• Less outreach or follow-up 

• More efficient 

• No cost 



CONSIDERATIONS

Readmissions Application

• IT technical support and implementation 

•Processing 



RESOURCES 

• Readmissions

• DocuSign 







THANK YOU!


