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Goals of this Presentation 

ÅGroup participation! 
ÅGive a brief overview of what an early card 

application program entails 

ÅProvide tips relevant to both existing and 
new early card application programs  
ÅBut first... 



ÅLocated in Edmonton, Alberta 

  
Å38,000 + students 

o 30,900 undergraduates 

o 7,300 graduate students 

  
Å15,000 faculty and staff 
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ÅLocated in Ottawa, Ontario 

  
Å25,000 + students 

o 22,000 undergraduates 

o 3,000 graduate students 

  
Å2,550 faculty and staff 

"Ours the task eternal" 
- Walt Whitman 



Why Pre-produce Cards? 

ÅStreamlines the arrival of students at beginning of the 
year. 
ÅPromotes your institution as being technologically 

advanced. 
ÅStudents can choose picture on card, encourages them 

to show off their card/brag about their University. 
ÅSaves you time - sort of. 
ÅAllows card office to focus on other matters during 

September intake, like revenue generation. 
Å87% of all residence students and 67% of all first year 

students at Carleton had their cards pre-produced in 
2010. 
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Pre-production 101 
The three main areas of concern: 
1. Getting Students to Apply 

 - Distributing applications  
 - Raising awareness 

2. Producing the Cards 

- Organization of applications 

     - Setting up for production 

3. Distribution of Cards 
 - Methods of organization 

 - Time of distribution 
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Getting Students to Apply - Carleton 
ÅGive students application options - online, mail, in person 

ÅYou will need: 
o Application Brochure - mail out? 

o Web Site 

o Optional: Video 

ÅOffer incentives ï iPod touch, iPad etc. 
ÅSet a(n artificial) deadline 

ÅPersonal or school email addresses? 
ÅCampus Tours 

ÅGet to the parents! 
ÅBe sure to get out the applications with plenty of time for 

students to respond. 
ÅDo this part right, and the rest will go a lot smoother! 
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http://www6.carleton.ca/campuscard/ccms/wp-content/ccms-files/2011-application-brochure.pdf
http://www6.carleton.ca/campuscard/get-your-card/
http://www6.carleton.ca/campuscard/videos/getting-your-card/
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Getting Students to Apply - UAlberta 

ÅOnline submissions: directs everyone to our website where 
we control the messaging 
o Bonus: future cardholders can see the other features of our program 

ÅForm partnerships with groups who are already 
communicating with new students/parents 
o Students' Union, Residence Services and other student groups  
o Registrar's Office, Faculties and Departments 

ÅUse any method of communication you can think of (and afford) 

o internet: facebook, twitter, web announcements, email 
o face-to-face: present at student and parent orientations & open houses 

o print media: posters, postcards, handouts 
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http://www.onecard.ualberta.ca/en/GetONE/quickONE.aspx


Getting Students to Apply - UAlberta 
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Print 



www.onecard.ualberta.ca 
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Getting Students to Apply - UAlberta 

Web 

http://www.onecard.ualberta.ca/


Tell them what to do - Be specific! 
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Getting Students to Apply - UAlberta 



www.onecard.ualberta.ca 

www.onecard.ualberta.ca 
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http://www.onecard.ualberta.ca/


www.myonecard.ualberta.ca 

www.myonecard.ualberta.ca 
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https://www.myonecard.ualberta.ca/
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Producing the Cards - Carleton 

ÅWe incorporate the production into our current 
summer set up. 
ÅExtra staff is necessary, so be sure to do hiring and 

training well in advance. 
ÅTake into consideration how the applications will be 

sent ï email or mail. What equipment will you 
need?  
ÅDoes length of time differ by application type? 

ÅWhat about unusable photos? 

ÅSend emails to students once produced. 
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Producing the Cards - Carleton 

ÅBe sure to constantly re-evaluate your 
timeline - determine your average 
production time and multiply by how many 
are left to be produced vs. time remaining.  
ÅIn the early years by mid August we had to 

start working weekends in order to process 
all the applications we were receiving! 
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Producing the Cards - Carleton 

ÅTrack application status in your email folder 
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Producing the Cards - UAlberta 

ÅStart producing as early as possible  
o some waste may occur 

ÅSubmissions will increase as deadlines approach 
o Stagger: early-bird, final & an extension 

ÅAutomate whenever possible 
o auto-emailer for rejected photos, batch printing 

ÅCommunicate rejections ASAP to increase re-submissions 

ÅInclude pick-up instructions in any communications 
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Photo Administration 

 Online Photo Submissions 



Photo Administration 
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You will have rejects! 



Photo Administration 
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Import & Print 
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Import & Print 

 Online Photo Submissions 



Distributing the Cards - Carleton 

ÅHow do you want to sort the cards - 
alphabetically, by student number? 

ÅOnce the cards are sorted, how will you 
store them? 

ÅHow and when will you distribute them? Be 
prepared for a big rush - the more stations 
you have distributing cards, the better!! 
ÅConsider setting up a separate line for pre-

produced cards 

ÅRes move in - extra effort 
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Distributing the Cards - Carleton 


