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ADVANTAGES

High speed printing of address labels is the major
advantage., lists of prospects rearh from 2500 to
4000 whiech if addressed by hand lowers the number of
times a mail-out can be sent, More time ~an be spent
giving personal attention to prosepective students
when offire workers are relieved from the ronstant
typing of address tabs,

1
Reduction of human error, Names will not be mis-

spelleéd or duplicated in a mail-out done with ~omputer

labels,

At the end Qf earh year, statistircrs ecan be r~rompiled
and studied to show areas of weakness and strength
in the present method of rcontarcting prospective stu-
dents, New approaﬂh;s rould be coneretely evaluated

as to their success or failure,

Prospentive student IBM rards ecan be sorted quinrkly
arcrording to high sehool or ecounty giving the field
representative information whisrh ran make his area

visits more -personal,
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ADMISSICNS

rard or letter of

interest

code high school and
eounty on eard

|

send eard to Data
Processing to have
a #1 punched B

b

when returned, file
card, #1 remains in
Data Proeessing

|

send periodie up-
date information to
Data Processing

|

contart Data P, when
labels or information

needqd ;

after fall semester
starts, get file of
#18 from Data P, and
store in Admissions

v

when fall student
directory is print=-
ed, echeeck which pros-
perts are enrolled,

!

eompile desired sta-
tisties




EXPLANATICN CF FLCW CHART

Block A and B

Below is a copy of the ~ard whieh will be made on each
prospeative student. The student®'s high school and ecounty
are the only items to be roded. Use the same numeri~ high
sehool and ecounty esode used by Data Procressing, The high
srhool and ecounty r~odes should be written in the loration
shown by the ### and ## respectively, The high sehool code
should always be written as a three-placre number, (124, 032,
006, etec.) Use zeros before numbers less than 100, “ounties

should be written in the same manner as two-place numbers,

Suggested revision for prospert rard, The upper left-
hand spare should be printed as follows:

1 AC

2 ENT
3-5 HS
71=-72 CT

This would match the present #1 rard format,

DO NOT ¥RITE IN OUACHITA BAPTIST UNIN ERSITY
THIS SPACE DATH

1 AC NAME PHONI
JENT

EESME MAITLING
6=, CT %— ADDRESS ¢ OENTY

80 \AT . :

@I RN VAL

BARENT'S OR GIEARDIAN'S AN

SCHOOL NOW ATTENDING BT IN ~CHOO!

PROBABLE COLLEGE MAJOR

OTHER FIELDS OFUNTEREST

FINANCIAL INFORMATION




BLCZK C

Send only cards of students who are seniors in high
srhool, Those who are younger should be grouped acrording
to the year they would enter coilege and set aside,

Send cards to Data Proressing in groups and not a few
at a time,

Begin punching a new year®s file during the summer,
For example, begin punching the fall 1975 prospects during
the summer of 1974, Always be careful to keep earh year

separated from another,

BLOTK D
The IBM card whiech is punched (here referred to as the
#1 card) stays on file in the Data Processing Office and the
original is returned to be used by the Admissions Qffire,
ALWAYS KEEP THE TARDS WHICH HAVE HAD #1s PUNCHED SEPARATE

FROM THCSE WHICH HAVEN'T,

BLOCK E
Whenever a correction in name, address, rcounty or high
school is discovered, send the information to Data Processing
so the #1 can be up~dated. If a r~card is found to have a
duplicate, send a notire of this also so they ran cherk their

file for a'possible duplicrate.



BLOZK F

When planning majil=outs, take into consideration that
the following are Data Proressing's busiest weeks: the
first 5 weeks of the fall and spring semestérs; the last 2
weeks of the fall and spring semesters; the first 2 weeks of
each summer session; the last week of each summer session,

Always give Data Processing at least 2 weeks notire
before running address labels,

lL.abels ran be made for all prosperts who have had #1
~ards punched, Any that haven't been punrhed should be
kept separate so address tabs ran be typed for that parti-
rular mail-out,

Finanrial cost: crcomputer time is $50 per hour
address labels are approx, $29 per 1000

Possible mail-out occasions: ZThoir Day (several for
Tiger Day each)
reminders to get applira-

tion and dorm deposit in
general OBU publirity

CAMILLA ALBRIGHT
RT 6 BOX 652

HOT SPRINGS AR 71901
MARGARET ALCOTT Address
32 EUREKA ST labels
EUREKA SPRINGS AR 72632

SAMMYE ALDRIDGE
907 WEST. COLLEGE
JONESBORO AR 72401



AVAILABLE INFORMATION AS FILE
1S BEING BUILT

#1 cards can, at any time, be sorted numerically on
columns 3-5 to group them by high sehools or on rolumns
71-72 to group them by rcounties, Grouped in these ways
counting, list-making and other types of information are
quieckly made available, This is not possible when working

with cards by hand that are filed alphabetically,

Later in the year, (spring and summer), the cards ecan
be sorted on column 1 to separate those who have been accepted

from those that haven't applied yet.



BLOCK G
This ecan be done as soon as all rards of students who
were arrepted have been punrched., Theck with Data Proressing
about the serond week of srhool
Store rards in a dry plare, Make sure they are properly
labeled, Avoid bending ecards and keep them pushed tightly

together to prevent warping.

BLOCK H
Run a sort on column 1, Put all those that have a
#*-» in nolumn 1 (indicating they were accepted) in alpha
order, (These two things are done in Data Processing.)
Theck this file of arrnepted students to the Student Direr-
tory when it ~romes out and set aside all who artually enrolled,
(This must be done by hand,) Send these to Data Proecessing

to have a =" punched in the "*entered” ~olumn, (ecolumn 2),.

BLCZK 1
The following statistics are available through
various sorting and rcounting ~ombinations;:

1) TZomparing the number of Arkansas students to the
number of out-of-state students contacted.

2 The number of students rcontacted from each high
school and rounty in the state,

3) How many students were accepted and enrolled
from each high sechool, ecounty, and from out-
of state,

4) Numeriral ~omparison of total prospeects rontacted,
how many were arcepted (applied), how many
enrolled.



5)

(ne possible use of old files is to send a letter
to all those who did not enroll in OBU. This

perhaps crould be effective sinre 609 of all
students on a national level transfer sometime
during their rollege rcareer, Cards should be

sorted on column 2 and labels made for those
that didn't have a "-" in the column,






DATA PRCTESSING

Admissions sends pros=
pect rards over; punch
#1ls; when finished,
send rcards bark; file
#1s inp alpha order

!

up=date when Admissions
sends corrections

)

Admissions will give

2 weeks notire before
negeding labels, Order
labels if needed. Run

labels

As 1ist romes from Reg-
istrar of arcepted stu-
dents, rheck against #1
file, Puneh a "-* in
r0l, 1 1If accepted,

.

return file to Admis-
sions for storage after
fall semester begins
and all accepted #1s
have been punched

4

punrh those who enrolled
(r0l, 2) when Admissions
sends them to you,.




EXPLANATION OF FLOW CHART

BLOCK A
Format for #1: Column Information
1* Accepted
2% Entered
3-5 High Sehool erode
8-0% First letters of last name
10 Blank
11-30% Name
31-~-50% Street address
51-70 City, State
71=-72 County code
73 Blank
74-78 ZIP ecode
79-80 Blank

unuuwunnwmnunnaunuaamnnuaaﬂauu«auuuuuun

1] 2{3 4 5f{¢ 7 8 81 |vnu=:nnuuﬂnuuaunuunn1nnnnn7nﬂ
High /‘/‘4 ! ] ) Iy
Mschaf/ete03] | STUDENT  NAME STREET NADORESS iy, SIHTE gl lzw
) 4 3
00%6%%%000000000!00000000ﬂ0 !lll'llﬂﬂﬂlﬁlﬂioM00000000000!0'000!0000!5%4!000mnﬂ
2|3 4 8{6 7 831N 2B UBKTIBNMA2024252627 2220301112233 34 3536 37 3839 40 41 42 42 44 4546 47 484950151 525354 5536 57 58 5960 61 62 63 64 85886768 69 70N T4 TS 76 77 7479 80
AR R R A R R R RN R R R R R R R R R R R R R RN SRR AR RS R R R RIRIIIRERE IR
22022202222222222222222222222222(22222222222222222222122222222222222222222(22{2122222)22
2]3 4 5)8 7 8 SIQ11 121319151617 18 1920 21222324 2526 27 28 29 30§31 32 33 34 3538 37 38 33 40 41 42 43 44 45 48 47 43 49 50|51 52 53 94 53 56 57 50 59 50 61 62 63 64 05 66 67 68 69 70N 7TATN74 TS 78 77 7478 80
331333133333133333333333333333333({33333333333333333333{33333333333333333333{333(33333[33
QM4 41404 81084484444004444448444/14444440444444440A4444[44444444444444444444]44{8144444/44
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5151555555 H5/55555555555555555555/55555555555555555555{55555555855655556555555/555/55555(55
54666856685GGBGSGSGE66666665866GG5666866686866566668668BGBBGBBBBBBBSSESEBESBG&BG
H2AI a 5|6 78 SPIAN 213U BT 17180202 222324252827 2828 30031 32 33 38 25 36 37 28 39 40 41 42 42 44 48 48 47 1 42 50§51 52 53 % 59 56 57 58 50 60 81 62 63 64 65 66 67 68 69 7071 TAIY4 VO 6 77 14 80
i RRIREE VI REREERRRRERERREEREE AR AR RRRERRERRARIIERRRRRERRRRERRRRRERIRI IRRREIIR]
88)888/6888/8(38888888R83888888888{3088888388888838888388{83888386888888888888{8¢C(3188888{88
H2AI C 516 7 B NANVNUBIETBIBANTIIN252627 282020031 3237 34 3538 37 18 39 40 4) 42 43 44 4548 47 48 43 50051 52 53 54 53 56 57 53 58 8Q 61 62 83 64 65 66 67 68 63 70|71 /2 7N74 TS 76 77 1472 66
919/999/99999999899999999999999999/99999999999999999999/9999999899999999099999135{9953599393
1 598 Arintep N usAp
*Notes
Columns 1 and 2 will be punched with a hyphen (*-") to
indicate acceptance and enrollment,
Columns 6-9 are for the alpha sort,
Columns 11-30 (name): The name should be punched with the
first name first,
Columns 31-50: Do not use the symbols % (in care of) or
# (box or apt, number) because it is interpreted
incorrertly by the computer,.
printed when % is punched > when # is punched.
CHRISTIE ALLEN LAURIE AMRINE
SOUTHSIDE HS 2 COBRLE HILL RD
FT SMITH AR 72901 LITTLE ROCK AR . 12205



PROGRAM DRUM CARD-

SKIP columns 1 and 2
NUMERIC columns 3-5
ALPHA columns 6-9
SKIP efolumn 10

ALPHA ecolumns 11-30
ALPHA columns 31-50
ALPHA ecolumns 51-70
NUMERIC ecolumns 71=72
SKIP ecolumn 73
NUMERIC columns 74=-78

SKIP columns 79-80

~& 1210001 AAAAGQCAAOAOAAARAAEL | ABARGRANOLABAARRAAO | AOSOOOAAAAANADAAANG R 23re

){”ggpand\ PPW Drwum Card
00000000020000000000600000000000000C0006000000000060000000000000000000000000
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“ompleted #1 Card

215CO% LAURA LEIGH BO® 42 GURDON AR 3 10 71743
(2303 Tewnn w #o " Pansnoans oRussudneuGuNEavEen: BD: BRE SeneauseeeeniERannnaRe]
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%rﬂf
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§ 780 910M121374 15167 W M2020222020 252821 28793031 323334 3536 37 383940 41 42 4344 4546 47 484950 51 52534 9556 5750 5060 91626384 65661 N NI MU IR IT BN 8
3333 33333 3333333233333333333333333333333333333333333333333333333333313 13
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9995999999999 9989 §999999999999399089899999999999999 99999 9998989999959599999919

3% 5083 r PRINTED IN U.8.A.,

BLOCK D
Set aside those that have been acecepted until a
good sized group acecumulates, Then gang punch a """

in eolumn 1,

BLOCK E

Return file to Admissions in Alpha order.

BLOCK F
When Student Directory comes out, Admissions will
return file to be sorted on ecolumn 1, Put those with
a "< in eolumn 1 in Alpha order and return to Admissions,
They will pull all those who enrolled and send them to

have a *=" punched in eolumn 2,



	Services Available to Admissions Office from Data Processing
	Recommended Citation

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15

