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Purpose

The purpose of the delayed registration freeze is to manage the changes to systems and to provide a more stable environment during a very critical processing period for the University.  The Freeze occurs twice a year.  It generally starts two weeks before classes begin and ends the second Monday after classes start.  The first week allows any changes that are implemented prior to the freeze to stabilize before delayed registration starts a week later.  The Application Services Manager (ASM) for the Student Services Competency Center (SSCC) will maintain this document.
Communication

Two weeks prior to the freeze, all IT staff and primary and backup contacts will be notified when the freeze will occur.  This document will also be distributed with the communications.  The Application Services Manager for the Student Services Competency Center will initiate this communication.

Impact
All changes that could affect the processing of student registration will be a part of the freeze.  This includes the Bursar, Housing and Food Service, Division of Financial Aid, Registrar, Admissions, and Student Information System (SIS which includes SSINFO) systems.  Hardware changes, operating system changes, online program modifications, batch application modifications that support these areas are included.  Examples of exceptions to this are any production problems such as assessing fees or posting grades incorrectly, which must be changed.  Also any batch reporting jobs that do not impact the job stream or have dependencies that the report must be run to bring the system up are not under the freeze criteria. 

Process
The primary and backup contacts for the department in which the program or job is in question should be contacted, and either of these contacts will approve or deny the requested change.  Lee Gordon will act as backup in case the primary and backup contact cannot be reached.  The approving area will notify the other areas impacted so they are aware of the change.  If they have concerns they should notify the primary and/or backup contact for the area.

Area
Primary contact

Backup contact
Housing and Food Service
Director of Administration



Comptroller & Univ Collections
Assoc Comptroller

Bursar

Financial Aid 
Assoc Director

Director, Assoc Dir


Enrollment Mgmt/Admissions
Assoc Dir/Assess,Eval,Data

Asst VP/Dean Adm 

Registrar
Registrar

Assoc Registrar


SIS/SSINFO
Asst VP SS Computing

Dir ITEA
SMAS
Director

Assoc Director

The ASM for the SSCC will coordinate all change requests.  The ASM will notify other group leaders supporting impacted systems.  The ASM will phone the primary contact, and if necessary the backup contact, regarding a request.  The ASM will also follow up by mail so there is formal documentation of the request.  If the primary and backup contacts are unavailable, the Director for Student Services Computing will be contacted.  The date and time the change is needed and must be clearly defined so appropriate approval can be obtained in a timely fashion.  

Implementation
Mainframe 
The load library will control the mainframe CICS application systems.  This library will be locked and permission must be obtained to store a program in the library.  MVS Administration will copy the program to the library once approval is obtained.   Programmers can make all other program changes, but they need to follow the procedures outlined above to obtain appropriate approval and notify the Production Control staff when any changes are made.

Open systems

The open systems use different library methods depending on the application.  The responsibility for controlling changes during the freeze period is controlled by the appropriate ITEA staff.  They will assure no project team members move new programs into production until the appropriate approvals are obtained. The developers can make all other program changes, but they need to follow the procedures outlined above to obtain appropriate approval and notify the Production Control staff in IT when any changes are made.  

Contact Information

Housing and Food Service

	Primary Contact:  Robert Heitert 
Phone:  41000

Cell:

Home: 743-1295
Email: rheitert@purdue.edu
	Backup Contact:  Merri Anne Wright

Phone:  41017

Cell:

Home: 538-2196  

Email:  mwright@purdue.edu


Associate Comptroller 

	Primary Contact:  Marion Bonacorsi
Phone: 45356
Cell: 

Home: 463-6102
Email: mbonacor@purdue.edu
	Backup Contact: John Higgins
Phone: 47570

Cell:

Home: 463-6479
Email: jshiggin@purdue.edu


Financial Aid 

	Primary Contact: Terri Davis
Phone: 45071
Cell: 

Home: 

Email: tldavis@purdue.edu 
	Backup Contact: Bonnie Joerschke, Joyce Hall, Carol Cooper
Phone: 42814, 45089, 45087
Cell: none, (765) 426-0835, (765) 427-6359
Home: 742-0744, 463-4823, 743-4918
Email: bcjoerschke@purdue.edu, jjhall@purdue.edu, ctcooper@purdue.edu  


Enrollment Mgmt/Dean Adm


	Primary Contact: Jeanie Sanson/Rebekkah Porter
Phone: 66822/40224
Cell: 

Home: 742-6801/ 447-0135
Email: emsanson@purdue.edu,

rlporter@purdue.edu
	Backup Contact: Pam Horne
Phone: 49116
Cell: 

Home: 

Email: pamhorne@purdue.edu


	
	


Registrar


	Primary Contact: Robert Kubat
Phone:  46161

Cell: 

Home: 

Email: rkubat@purdue.edu 
	Backup Contact: Jeanenne Rothenberger
Phone: 47228

Cell: 

Home: 497-1803
Email: jeanenne@purdue.edu


Student Services Computing


	Primary Contact: Lee Gordon

Phone: 40246

Cell: 427-6725

Home: 583-1705

Email: leegordon@purdue.edu
	Backup Contact: Nancy Yuochunas
Phone: 46123
Cell: 

Home: 474-3625
Email: yuochunas@purdue.edu


Space Management & Academic Scheduling


	Primary Contact: Keith Murray

Phone: 43911

Cell: 

Home: 

Email: kmurray@purdue.edu
	Backup Contact: Jim Marshall

Phone: 43900

Cell: 

Home: 

Email: jrm@purdue.edu
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