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### Process Flow Legend

An individual process 

that is performed at 

the campus level is 

signified by a solid 

box like this

Who:Whomever 

performs this process

An individual process 

that is performed at 

the district level

is signified by a 

dotted box like this

Who:Whomever 

performs this process

A decision that affects 

the process flow based 

on predefined criteria

Criteria #1

Criteria #2

An individual process 

that is done on paper 

has a wavy line on the 

bottom, like this one

The box in the top left-hand 

corner of the page is an 

abbreviation of the full title and 

exists for referencing

###

The boxes with a triangle 

missing from the bottom 

denote an incoming off-page 

reference i.e., a process that 

has begun on another page 

and is now continuing from 

this point on this page

###

The boxes with a triangle 

protruding from the bottom 

denote an outgoing off-page 

reference i.e., a process that 

has begun on this page and 

will be continued on the page 

referenced in the 



Student Services CenterSSC

Student walks 

on to the 

campus

Who: Student

Prospect looks at 

campus directory to 

determine where to 

go

Who: Student

Student approaches 

SSC Desk

Who: Student

SSC Front Desk Staff 

asks questions to 

determine the level of 

service that the student 

requires

Who: SSC Front Desk 

Staff

Can the student 

perform the task 

using MyPima?

Yes

SSC Staff refers the 

student to the self-help 

section of computers and 

points out the staff that is 

there to assist students 

with MyPima activities

Who: SSC Front Desk 

Staff

No

What level of 

service does the 

student require?

Very Little: the student can be helped in < 5 minutes

SSC Front Desk Staff logs the 

student and their request into 

the triaging program and sends 

them to the “Express Line”

Who: SSC Front Desk Staff

Some: the student can be helped in < 20 minutes

SSC Front Desk Staff logs the 

student and their request into 

the triaging program and sends 

them to an area to wait for their 

name to be called

Who: SSC Front Desk Staff

Considerable: the student requires a lot of help

SSC Front Desk Staff logs the 

student and their request into 

the triaging program and has 

them make an appointment 

with one of the SSC staff

Who: SSC Front Desk Staff

Student uses self-

help computers 

(possibly with the 

assistance of the 

SSC  Staff) to fulfill 

their needs

Who: Student

SSC Staff makes an 

appointment with the 

student

Who: SSC Staff

SSC Staff monitor the 

triaging program for 

students that they can 

help and call their 

names as appropriate

Who: SSC Staff

SSC Staff addresses 

the student’s needs

Who: SSC Staff

SSC Staff addresses 

the student’s needs

Who: SSC Staff



High School Visitation

Who: Recruiters

Information Center and Recruiting Processes

College Fairs

Who: Recruiters

Visit with students both 

individually and in 

groups

Who: Recruiters Collect student info –

contact info, interests, 

etc.

Who: Recruiters

Ask probing questions 

as appropriate

Who: Info Center

Input into Recruiting 

database application on 

laptop

Who: Recruiter

Follow up as 

appropriate

Who: Recruiter

Create corp group at 

each HS to follow up 

with – Assessment and 

Orientation

Who: Recruiter

Have information tables 

at many Community 

Events – Try to tailor to 

audience

Who: Recruiters & Info 

Center

Individual requests info 

through PCC Website 

link

Who: Person

Information is captured 

in Recruiting database

Who: Info Center

Daily the request are 

reviewed and 

responded to within two 

days by email if 

possible

Who: Info Center

On phone requests try 

to capture as much of 

Web request page info 

as possible.

Who: Info Center
Phone call received by 

Information Center 

requesting general info

Who: Info Center

Prospective Student 

Walks in looking for 

Information

Who: Prospective 

Student

Email is received 

through Contact Us link 

on PCC Website

Who: Info Center

Attempt to respond to 

email within 2 day

Who: Info Center

A second email goes 

out within 2 additional 

days

Who: Info Center Hardcopy Mail is 

received and 

responded asap – enter 

into Recruiting db as 

appropriate

Who: Info Center

Requests Received by 

Hard Copy Mail 

Email Requests

Requests Received by 

HS Visits 

Requests Received by 

Walk in, Phone, or Web 

RE

Initial email generated 

to student – pretty 

generic

Who: System

A report is produced of 

each student and their 

interests for Recruiters

Who: System

Approx 2 weeks later, 

follow-up email goes 

out.

Who: Info Center

Reports can be 

accessed by Marketing 

and Admissions

Who: System



Online – Enter 

application details

Who: Applicant
Application is 

completed

Who: System

Application is 

suspended

Who: System

Reverify info entered on 

app (Quick Flow for 

Existing Students) & 

update if necessary

Who: Adm Staff

Determine 

Regular vs. 

Special Student 

Status

Who: System

Admissions Staff 

Determine Residency

(O or R required)

Who: Adm staff

Applicant receives 

message to contact 

Admissions

Who: System

Applicant contacts 

Campus Admissions 

Office

Who: Applicant

Analyze why student 

is in Suspension

Who: Adm Staff
New or 

Match?

Who: Adm 

Staff

New

Match

Under Age 

Hold placed

Who: System

Typical Admissions Processes

Accept applicant to 

create new student 

Who: Adm staff

Is Applicant 

In-State?

Yes

Determines age of 

applicant

Who: System

No
Is Applicant 

Under 16?

No

Is Applicant 

Under 18 or 

Dual Enroll?

Yes

Yes

Applicant meets 

with Dean of SD 

and “others as 

required”

Who: Applicant

Complete 

“additional 

information”

Who: Applicant

Under Age 

Hold placed

Who: System

No

Appropriate 

Hold placed if 

New Student for 

Orientation, 

Assessment & 

Advising

Who: Adm Staff

Is the Student In-

State and HS grad is 

future dated?

Yes

Yes

HS Grad Hold is 

placed on student 

Who: System

Enter appropriate 

code to allow 

student to proceed 

Who: System

Student moves to 

next appropriate 

step – Adv, 

Assess, FA, Reg, 

etc. 

Who: Adm Staff

No

Quick Flow

Student is told to 

complete TAF

Who: Adm Staff

37

Is Student 

Out-of-County?

Who: System

Submit Out-of-

County Affidavit

(Stu Status changes 

AF to AS)

Who: Applicant

Yes

No

Online Application 

Processing

AD1 Acceptance letter w/

Stu ID emailed to 

student

Who: System

Once HS Grad date 

has passed generate 

electronic HS Grad 

Cert to student 

Who: System/Workflow

Complete HS 

Cert and submit

Who: Student

Diploma date 

submitted?

Who: System

No

HS Cert form put in 

queue to be reviewed 

by Admissions staff

Who: System/Workflow



Prospective student 

walks on to the 

campus

Who: Applicant

Prospect looks at 

campus directory to 

determine where to 

go

Who: Applicant

Prospect approaches 

SSC Desk

Who: Applicant

Applicant is referred 

to self-help computer

Who: SSC staff

Applicant completes 

application online

Who: Applicant

Other Admissions Processes

Online application or 

SSC Staff directs 

student to 

appropriate 

department for next 

step

Who: System or SSC 

Staff

Submit Affidavit of 

Financial Support

Who: Applicant

Have TOEFL 

scores sent

Who: Applicant

Additional 

Application Data 

Input into Banner

Who: District Staff

Meet Regular Student 

Admissions Process

Who: Special Program 

Applicant

Contact 

appropriate 

Program Office

Who: Applicant

Walk-in Application 

Processing

International 

Application Processing

Applicant 

Admitted?

Yes

No

Special Program 

Application Processing

Have Transcripts 

sent

Who: Applicant

I-20 Issued

Who:

International 

Office

AD2

Complete 

International 

Application online

Who: International 

Applicant

Submit 

application

Who: Applicant

Submit 

application fee

Who: Applicant

Applicant sent 

denial letter

Who: System



Student is told that 

they need to finish 

an assessment 

before they can 

register for a 

certain class

Who: System

Assessment Hold 

placed on new 

students or 

students that have 

changed their 

intent from non-

credit to credit

Who: System

Testing Staff 

looks for student 

in Banner 

Who: Testing 

Staff

Student is queried 

to determine 

appropriate 

Assessment 

needed 

Who: Testing Staff

Student 

offered to see 

sample 

questions  

Who: Testing 

Staff

On Campus -

Student Proceeds 

to Assessment 

Center

Who: Student

Student given 

standardized 

instructions for 

the assessment

Who: Testing 

Staff

Student 

completes 

Assessment

Who: Student
Check to make 

sure student is 

eligible

Who: System 

alert

Assessment results 

posted to Banner 

immediately

Who: System Upload

Off-Campus –

Student provides 

ID,  Stu No.

Who: Student

Assessment and Orientation Processeses

Student provided 

hardcopy of test 

results

Who: Testing Staff

Assessment 

Holds cleared

Who: System/

Workflow

Student clicks on link 

for online, self-paced 

orientation

Who: Student

Student completes 

on-campus 

Orientation

Who: Student

Orientation Hold is 

Released

Who: System/Workflow 

or Staff

Assessment

Orientation

AS

Student schedules 

on-campus 

Orientation

Who: Student

Orientation Hold 

placed on new 

students or 

students that have 

changed their 

intent from non-

credit to credit

Who: System

Student is given 

options as to how to 

fulfill orientation 

requirement

On-campus Orientation

Online, Self-Paced Orientation

Student completes 

online orientation

Who: Student

STU Course

Student registers for an 

STU course

Who: Student



External Registration Process

Student responds 

to Student Intent 

first time per term

Who: Student

Student logs in to 

MyPima

Who: Student

Student enters 

Course Reference 

Number(s)  (CRN)

Who: Student

Student Submits 

Registration

Who: Student

Holds exist? No

Yes

Student resolves 

holds

Who: Student

RG2

Student uses “Self 

Help” station or any 

other computer

Who: Student

Registration

RG1

System returns a 

message describing each 

hold and the steps that a 

student needs to take in 

order to resolve them

Who: System



System checks

student eligibility

for each CRN:

Who: System

Student is 

Enrolled in Section

Who: System

Applicant completes VA 

Certification Worksheet 

Who: Applicant

Internal Registration Process

Is Student a 

Veteran?

Yes

RG1
Student is directed to appropriate 

department (may be Student 

Accounts or further Registration if 

further errors exist

No
RG3Go to 

A B
Variable 

Credit?

Enter Credit Point 

value

Who: Student/Staff

Yes

No

Registration Internal 

Processing

SA2RG2

CRNs are checked to 

determine if student 

has proper 

prerequisites

Who: System

CRNs are checked to 

determine if section 

is closed

Who: System

CRNs are checked to 

determine if instructor, 

advisor, or contract 

approval is required

Who: System

CRNs are checked to 

determine if a co-

requisite class is 

missing

Who: System

Prerequisite 

Not Met Error 

message is 

returned

Who: System

A
Does Student 

Have Proper Pre-

requisites?

Yes

No
Does Student still 

want to register 

for the course?

Student requests 

pre-requisite 

approval through 

webform

Who: Student

Yes

Request is routed 

to an appropriate 

staff member 

through Workflow

Who: System

Does the Staff 

clear the pre-

requisite?

YesNo

Student is 

unsuccessful 

in registering 

for that CRN

Who: Student

No

CRN Closed 

Error Message 

is returned

Who: System

Is the CRN 

closed?
Yes

No

Does Student still 

want to register 

for the course?

Student requests to 

be put on the 

waitlist through a 

webform

Who: Student

Yes

Do seats clear 

up for the 

course?

YesNo

No

Is Approval 

required?

No

Approval 

Required Error 

message is 

returned

Who: System

Does Student still 

want to register 

for the course?

Student requests 

pre-requisite 

approval through 

webform

Who: Student

Yes

Request is routed 

to an appropriate 

staff member 

through Workflow

Who: System

Does the Staff 

clear the pre-

requisite?

YesNo

Yes No

Is a Co-

Requisite 

missing?

Error message 

returned, informing 

the student to add 

the co-requisite or 

request it be dropped

Who: System

Yes

Does Student 

add the co-

requisite

Yes

No

No

Does Student still 

want to register 

for the course?

Student requests 

co-requisite 

approval through 

webform

Who: Student

Yes

Request is routed 

to an appropriate 

staff member 

through Workflow

Who: System

Does the Staff 

clear the co-

requisite?

Yes
No

No

Go to 

B



Student performs 

withdrawal online 

after Drop/Add 

Period

Who: Student

Request is routed 

to appropriate 

administrators

Who: System/

Workflow

Form is 

reviewed by 

appropriate 

staff

Who: Deans, 

DES, etc.

If approved, 

appropriate Code 

entered into 

system

Who: Staff

Student updated  

as withdrawal in 

roster if necessary

Who: System

Even/Uneven Exchange 

entered into system

Who: Campus Staff

Student added to 

new roster of Add 

section(s)

Who: System

Student removed 

from roster of 

Drop section(s)

Who: System

Drop/add 

processed (or 

queued during 

freeze period after 

45
th
 day)

Who: Staff

Faculty member 

submits Drop

Who: Faculty

Student performs 

drop/add online

Who: Student

Credit Hour 

Maximum 

Exceeded 

Yes

Registration Process – Overload, Add/Drop, and Withdrawal

RG2

Add, Drop, or 

Both?

Add

Drop

Both

RC1

Does student 

seek a special 

provisions 

refund?

Yes

No

Student 

assigned W 

grade

Who: System

Is the class 

non-credit?

Yes

No

Student is given a 

refund

Who: CC Staff

Even/Uneven

Exchange

Drop/Add

Faculty Drop

Withdrawal

Credit Hr Max 

Override

Special Provision 

Refund

SA2

SA3

RG3

Process 

Complete

Student submits 

request online for 

credit hour max 

override 

Who: Student

Request is routed to 

designated individuals 

for approval 

Who: System/Workflow

Student is registered 

into class(s) and 

notified by email

Who:Workflow

Approval is entered 

in system

Who:Workflow

Approval 

granted?
Yes

Student is notified by 

email of denied 

request

Who:Workflow

No

After Drop/Add, but before 

45th day, student meets with 

an advisor and requests an 

even/uneven exchange

Who: Student

Student applies for 

Special Provisions 

Refund after drop/

add period through 

webform

Who: Student



Other Registration Processes

Registration 

triggers TAF 

process

Who: System

Student 

Completes TAF 

and brings it to 

Registration Staff

Who: Student

Staff verifies completion 

in Banner

(If T2 hold exists, staff 

expires it)

Who: Staff

If student is In-State 

and has not 

completed TAF, 

generate email with 

TAF pdf and 

Instructions pdf

Who: System

No

Staff evaluates 

residency status –

makes changes as 

appropriate

Who: Staff

Student submits 

request between 1
st

day of class and last 

day for refunds 

Who: Student

Student is registered 

into class(s) and 

notified by email

Who:Workflow

After 21 days, 

does the student 

complete the 

TAF?

Yes
Is Part 3 of the 

TAF complete?
Yes

TAF sent to DO for 

storage

Who: Staff

No

TAF sent to 

DO for 

storage

Who: Staff

Tuition Assessment 

Form (TAF)

Audit a Class

RG4

Letter generated notifying 

student of need for TAF

Who: System

Student placed on T2 

Hold

Who: Staff

Student requests 

online to Audit a 

class

Who: Student

Request is routed to 

designated individuals 

for approval 

Who: System/Workflow

Approval is entered 

in system

Who:Workflow

Approval 

granted?
Yes

Student is notified by 

email of denied 

request

Who:Workflow

No



RG3

RC1 Maintenance of Academic History Processes

Course added to 

Student Academic 

Record as “In Progress”

Who: System

Online Grade Roster 

made available 

(Grading Window)

Who: DO Staff

Grades entered into 

system online in 

Grading Window

Who: Faculty

Roll grades to Student 

History, Repeats 

Check, GPA calc jobs 

run

Who: DO Batch job

Student discusses 

grade complaint 

w/faculty

Who: Student

Request is routed to 

designated staff

Who: System/

Workflow

Grade appeal 

decision is made

Who: Faculty/

Administrator

Grade is changed 

in system

Who: System/

Workflow

Yes

Student Academic 

History maintained

Who: System

Student submits previous 

college transcripts or test 

results to DO or campus

Who: Student

Receipt logged into 

system as Transfer 

Institution or Test

Who: DO Staff

Degree Audit is 

requested using 

articulation capabilities

Who: Student or Staff

Grades may be viewed 

on line

Who: Student or Staff

Section roster 

created 

Who: System

Roster may be viewed 

online or printed 

Who: Staff or Faculty

Transcript Evaluation

Academic Record

Change of Grade

Class Rosters

Transcript received 

electronically and 

posted to student’s 

academic history

Who: System

Transcript or Test is 

filed into Permanent 

Records file - hardcopy

Who: DO Staff

Transfer Courses are 

entered into student’s 

academic history

Who: DO Staff

Transfer courses may 

be viewed as to how 

they apply at PCC

Who: Student or Staff

Student submits 

request for Substitution 

or Waiver online

Who: Student

Request is routed to 

designated staff

Who: System/Workflow

Staff enter decision on 

request 

Who: Staff

Student informed of 

decision by email 

Who: System/Workflow

Student may move on 

to Advising or 

Registration

Who: Student

Student completes 

grade appeal 

request online

Who: Student

Grade 

changed?

Student notified 

of decision by 

email

Who: System/

Workflow

No
Nothing 

Happens



RC2

Student completes 

Transcript or 

Enrollment Verification 

Request via MyPima 

link

Who: Student

Student pays fee 

on line or at Cashier 

in person 

Who: Student

Transcripts  

mailed or 

picked up

Who: DO Staff

Transcripts printed

Who: DO or Campus 

Staff (on-campus only)

Student on 

hold?
No

Student is stopped & 

informed of hold

Who: System

Yes

Official Transcript or Enrollment Verification Request Process

Transcript or 

Enrollment Verification 

Request

Transcripts  generated 

and transmitted 

electronically

Who: System

No

Student resolves hold 

with appropriate 

office(s)

Who: Student

Did the student 

want a physical 

copy of their 

transcript?

Yes



Student pays fee 

online or

at Cashier if they 

wish to receive 

Diploma

Who: Student

Graduation Application 

routed to designated 

staff for review

Who: System/

Workflow

Pending degree or 

certificate record 

created in system

Who: System/

Workflow

DO Admissions 

monitors pending 

status of graduation 

processing

Who: DO Staff

Student Status Records Processes

Campus Admissions 

resolves Pending 

students’ status by 

30 days after end of 

term

Who: Campus Staff

Student consults w/

Advisor/Staff re: 

Academic Renewal

Who: Student/Staff

 Academic Renewal 

form routed to 

appropriate Dean

Who: System/Workflow

Renewal 

Approved?

Who:  Dean

 Academic Renewal 

form routed to 

designated staff for 

processing

Who: System/Workflow

No

Yes

 Student Record is 

updated

Who: DO Staff

Student Academic 

History maintained

Who: System

Degree Status

Denied

Official Degree 

Check performed 

using Degree Audit

Who: Campus Staff
Awarded or Denied

Pending

Degree Status 

Posted into 

Academic History file

Who: Campus Staff

Awarded or 

Denied?

Awarded

Graduation Application

Academic Renewal

RC3

Application for 

Graduation is 

completed by 

student online

Who: Student

Fee receipt 

posted to 

student 

account

Who: System

Standard Pending 

notice emailed to 

student w/link to degree 

audit

Who:  System/Worflow

Standard Award 

Letter emailed to 

student 

Who:  System

Graduation Information 

letter emailed by Events 

Office in March + April

Who:  System

Standard Deny Letter 

emailed to student w/

link to degree audit 

Who:  Campus Staff

Student completes 

Academic Renewal 

Request form online

Who: Student

 Student Request is 

updated

Who: System/Workflow

 Student is notified of 

request denial by email

Who: System/Workflow

Diplomas mailed 

from Printer directly 

to student address in 

Banner

Who: Diploma 

Printer

Did the student 

pay for a printed 

diploma?

Electronic file sent to 

Diploma Printer

Who: DO Staff

Yes

No
Nothing 

Happens



RC4

Student updates 

demographic 

information  online thru 

My Account > Personal 

Information tab

Who: Student

Student updates 

Student Intent and 

demographic 

information online first 

time they register each 

term

Who: Student

Student information is 

updated 

Who: Campus Staff

Student submits 

request for Substitution 

or Waiver online

Who: Student

Staff enter decision on 

request 

Who: Staff

Courses may be 

viewed as to how they 

apply at PCC on 

Degree Audit

Who: Student or Staff

Records Processes

Student updates 

demographic information 

by mail or fax

Who: Student

Update of Student 

Personal Information

Course Substitution

Request is routed to 

designated staff

Who: System/Workflow

Student informed of 

decision by email with 

link to Degree Audit

Who: System/Workflow

Student updates their Disclosure 

information to request Directory 

Information not be released by 

updating Personal Information thru My 

Account > Personal Information tab

Who: Student



SA2

SA2

SA4

SA1

Student or Representative 

comes to Cashier’s 

window

Who: Student or 

Representative

If student, Cashier 

verifies student 

identity by viewing 

student picture online

Who: Cashier

Cashier brings up 

Student Account and 

does Hold Check 

(see other SA tab)

Who: Cashier

Cashier informs 

student of balance 

and any holds

Who: Cashier

Student Pays by 

cash, check, gift 

certificate, or credit

Who: Student or 

Representative

Student Asks to be 

set up for Payment 

Plan

Who: Student

Cashier enters 

payment

Who: Cashier

Cashier generates 

receipt

Who: Cashier

Student Enrolls for 

class or program for 

which they qualify for 

exemption

Who: Student

Cashier enters 

exemption code into 

Banner for qualified 

students

Who: Cashier

Emplyee or Family 

enrolls for Fee waiver-

qualified class

Who: Employee or 

Family

Tuition Exemption form is 

routed to Cashier

Who: System/Workflow

Student Accounts: Tuition Payment Process

Pay Tuition/Fees in 

Person

Exemptions

Fee Waiver

Student is referred to 

self help station and 

shown how to set up 

Payment Plan online

Who: Student 

Student wants  to 

make initial down 

payment in person

Who: Student 

Employee completes 

Tuition Exemption form 

online

Who: Employee

Tuition Exemption form is 

routed for approvals

Who: System/Workflow

Is approval 

granted?
Yes

Student notified of 

decision by email

Who: System/Workflow

No

Program Coordinator 

enters class roster into 

exemption webform

Who: Program 

Coordinator

Student views Account 

online and has a balance 

due

Who: Student

Student makes online 

payment by credit 

card or electronic 

payment.

Who: Student

Pay Tuition/Fees Online

SA2SA5

Cashier receives 

exemption-qualified 

class rosters

Who: Cashier

Cashier approves and 

exemption codes are 

entered into Banner for 

qualified students

Who: Cashier/Workflow



RG2

FA3

SA4

SA1SA1

SA 3

RG3

SA3

SA2 Student Accounts: Tuition Charge/Payment Process

Tuition and fees are 

assessed by credits & 

residency

Who: System 

Tuition and fees are 

assessed by Course

Who: Staff 

Charges are triggered 

to student account 

Who: System 

Miscellaneous 

(Tuition Loan 

Processing fee, 

International Health 

Insurance fee)

Who: System

Penalty Fees

(Late charges, 

Collection costs, NSF 

charges) 

Who: System or Staff

Standard Tuition & 

Fees, and Course Fees

Who: System

Charges posted to 

student account 

Who: See above

Refunds

(In Banner processed 

as Charge)

Who: System

Cash type payment 

made on student acct –

cash, debit, credit, 

electronic 

Who: Student, Cashier 

or Bursar

Exemptions made –

Internal non-financial 

aid 

Who: Cashiers or 

Bursar

Financial Aid 

(Disbursed payments)

Who: FA Staff

Third Party Billing 

Who: Bursar

Payment posted to 

student account 

Who: See above

View Student Account

Who: Student or Staff

Types of Payment

Types of Charges

Debits/Credits

If student pays online, 

online confirmation is 

returned to student 

Who: See above



Student Accounts: Adjustments

Refunds

(In Banner processed 

as Charge)

Who: System

Adjustment to Student 

Account 

Who: System

Student Module 

Registration Drop 

Who: System

Financial Aid Module 

Disbursement 

Who: System

Accounts Receivable Module 

(Student overpayment, 

Exemption payment, or Third 

Party payment, or Misc 

Charge adjustment – eg. 

removing late fee 

Who: System

Refund triggered 

Who: System

Refund is mailed, 

picked up, or posted to 

credit card

Who: System

SA2

RG3

FA5

SA2

Adjustments

SA3



Student has 

outstanding charges on 

student account

Who: System

Student has FA or 

Protection (C code) –

No action taken 

Who: System

Student has no 

payment, FA, tuition 

loan, or Protection (C 

code)

Who: System

Student has 

outstanding charges on 

student account for 

non-traditional terms

(Year-round credit, 

non-credit, clock hour, 

and CE)

Who: System

Student has partial 

payment, FA or Tuition 

loan

(Not paid in full)

Who: System

Student deleted for 

non-payment 

Who: System

Emails generated to 

student encouraging to 

reenroll 

Who: System

Students deleted twice 

in one term are placed 

on Advising Hold 

Who: System

Student protected until 

end of add/drop period 

and then by Dean 

approval 

Who: System

Student has no 

payment, FA, tuition 

loan by Post Drop  

Deletion (Complete 

deletion)

Who: System

 Student is notified by 

letter, email and phone 

of pending deletion

Who: System

 If not on Payment 

Plan, Student is notified 

by email of outstanding 

balance with 

instructions (and link) to 

MyPima to view 

account and how to 

resolve balance

Who: System

 Student is assessed 

late fees and Financial 

Hold

Who: System

Student Accounts: Outstanding Charges Process

Reminder notice emailed 

to students on payment 

plan 10 days prior to due 

date of payment. 

Who: System

One week after due 

date unpaid accounts 

placed on Hold and late 

fees applied

Who: System

Student sent past due 

notice

Who: System

Student sent final 

notice at start of next 

term

Who: System

Unpaid accounts 

placed with collection 

agencies 2 weeks later

Who: System

SA2

SA1

C Code

Partial Payment

No Protection

Non-Traditional

Payment Plan Follow-up

SA4



Student Accounts – Miscellaneous Fees Process

Student makes 

payment at Cashiers 

window  (cash, credit 

card, check)

Who: Student

Payment only accepted 

by non-check

Who:  Cashier

Student Hold?

Hold Type?

Yes

No Checks Hold

Cashier calls library 

to verify status of the 

library hold

Who:  Cashier

Library Hold

Accept Payment

Who:  Cashier

Citations

Call DPS at M&S to 

clear Hold

Who:  Cashier

Accept Payment

Who:  Cashier

Debt Setoff

Call Bursar to 

clear Hold

Who:  Cashier

Collection Agencies

Clear Hold

Who:  Cashier

Notify Bursar of 

Payment Receipt

Who:  Cashier

Notify Collection 

Agency

Who:  Bursar

FA Hold

Collect Payment 

Who:  Cashier

Late Payment

Clear Hold if debt 

is paid in full

Who:  Cashier

Refer to Advising

Who:  Cashier
Reg twice/Delete twice

Underage

Accept Payment

Who:  Cashier

Can only Accept Full 

Payment

Who:  Cashier

Miscellaneous Student 

Charges incurred and posted 

to student account

Transcripts Fee

Graduation Fee

Student ID Fee

Library Fines

DPS Fines

Testing Fees

International App Fee

Gift Certificate Purchase

Perkins Loan Repayment

Promissory Late Fee?

Equipment Loss Fee

Who: Staff

No

FA Exit

Refer to FA for 

clarification

Who:  Cashier

T2 Hold

Refer to Admissions/

Registration (for 

transcripts only)

Who:  Cashier

Post Payment in Misc. 

Transaction Screen

Who:  Cashier

Generate Receipt

Who: CashierIs this for an ID? No

Yes

Take ID Picture

Who: Appropriate Staff

Collect Payment or 

refer to FA for 

clarification

Who:  Cashier

Post Payment in Misc. 

Transaction Screen

Who:  Cashier

Cashier takes Payment 

(No Checks)

Who:  Cashier

NSF Hold

Refer student 

to the library

Who:  Cashier

Cashier gives two 

receipts – one for 

student and one for 

library

Who:  Cashier

Student goes back to 

library to clear hold

Who:  Student

Code of Conduct

Refer to whomever 

placed the hold

Who:  Cashier

Clear Hold if debt 

is paid in full

Who:  Cashier

Miscellaneous Fees

SA5

Student wishes to 

pay online

Who: Student

SA1

Is the student 

still incurring 

charges?

Yes

No

Collect Payment 

Who:  Cashier

Clear Hold if debt 

is paid in full

Who:  Cashier



Campus Financial Aid 

Eligibility Processes

Student Completes 

FAFSA Online

Who: Student

Advising regarding FA 

from FA or Advising 

typically takes place 

Who: Campus Staff

Student calls, emails, 

or comes into campus 

looking for information 

regarding FA 

application

Who: Student 

Student brings in 

Student Aid Report

Who: Student

Student brings in 

Missing Information 

letter

Who: Student

Student comes into 

campus looking for 

status of FA or requests 

reconsideration of 

current FA status

Who: Student 

Give the student the 

website and/or phone 

number to Dept. of Ed.

OR

Have the student sign 

the SAR and add Pima 

to their SAR on CPS 

online

Who: SSC Front Desk 

Staff

Is Pima on the 

SAR?

Yes

No

Student is told to wait and 

given additional information 

regarding SAR

Who: SSC Front Desk Staff

Does ISIR exist?

Who: SSC Front 

Desk Staff

Yes

No

Determines what the 

status is (Quick Flow)

Who: SSC Front Desk 

Staff

Everthing is Fine

Admissions/Enrollment Issue

Financial Aid Issue

Student is told to wait 

for their award notice or 

the appearance of their 

award on MyPima

Who: FA Staff 

Referred to 

Appropriate Staff

Who: FA Staff 

What FA 

Issue is it?

Verification or C-Flag

SAP

Collect ALL Documents 

Identified in Missing 

Information Letter

Who: FA Staff 

FA Staff runs SAP job 

on individual student 

using Banner

Who: DO or Campus 

FA Staff 

Has the System 

determined 

Academic Status?

No

YesSAP Status?

Good Standing

Probation

Student must complete 

Probation Workshop

Who: Student 

Student must comply with 

Probation reguirements

Who: Student 

Denied

Student may 

appeal for FA

Who: Student 

Student is told to wait 

for their award notice or 

the appearance of their 

award on MyPima

Who: FA Staff 

FA Conflicts are 

resolved (ISIR 

Corrections Made)

Who: FA Staff 

Are ISIR Corrections 

Necessary?

Yes

No

Student file is Certified 

for Award

Who: FA Coordinator 

or District staff 

Student file is Certified 

for Award

Who: FA Coordinator 

or District staff 

FA6

Application Process

Application Status

SAP Status

Verifications

FA1



District Financial Aid ISIR Verification Process

Student Completes 

FAFSA Online

Who: Student

FAFSA Submitted to 

Central Processing 

system

Who: Student

CPS matches against 

other databases to 

determine student’s 

eligibility

Who: CPS

Return 

acknowledgment to 

student regarding 

eligibility and results of 

matching process

Who: CPS

CPS sends electronic 

record (ISIR) to all 

schools student listed 

on FAFSA

Who: CPS

ISIR records are 

downloaded 

electronically, upload to 

Banner (labor 

intensive)

Who: System w/Staff 

Series of queries run in 

Banner to look at ISIRs 

to identify additional 

information needed

Who: System w/Staff

Based on queries, 

batch post 

requirements needed to 

student record

Who: System w/Staff

Run queries to 

determine who needs 

initial, or subsequent, 

additional information 

letter.

Who: System w/Staff

Jobs run that does 

letter merge for each 

student – multiple steps

Who: System w/Staff

Letter printed and 

mailed to student w/

appropriate docs

Who: MSWord & 

Student Aides

Batch Certify

Who: System w/Staff

Does student need 

additional doc/info?

Does Non-verification 

need review?

Who: System w/Staff

No No

Student returns doc to 

Campus or District FA 

Office via mail or in 

person

Who: Student

Yes Yes

No

Docs reviewed for 

completeness 

Who: Staff

Docs Complete?

Verification Process 

completed 

Who: Staff

Yes

Certify application 

(SAR)

Who: Staff

Manually post 

requirements so letter 

can be sent

Who: District Staff

Yes

If no, most likely not 

eligible and notified of 

such

Who: District Staff

No

Is ISIR ready to be 

packaged?

Who: Staff

No

Yes
FA2

Are corrections 

needed?

Make corrections 

Who: Staff

No

Extract and Transmit 

Who: Staff

Yes

Based on ISIR, is 

there additional doc/

info needed?

Application processing

ISIR 

processing

FA2
PCCCD Financial 

Aid will be going 

through a review 

of their Internal FA 

processes by 

Financial Aid 

Services of 

Atlanta, GA in late 

February.

Our understanding is that Banner has many automated capabilities not 

currently being utilized by the College.  We recommned that as part of the 

review, these be examined.



Financial Aid Packaging Process

FA1

Completed ISIRs are 

put in predefined 

Packaging Groups

Who: Batch job

Run INAS calc

Who: Batch job

Run Pell calc job

Who: Batch job

Run job which based 

on predefined Groups 

awards campus based 

aid and loans

Who: Batch job

Run job to view results 

of packaging

Who: Batch job

Run query to identify 

students needing 

award letter

Who: Staff

Run query to 

identify students 

not eligible for 

grants and not 

awarded based on 

ISIR

Who: Staff

Not Ready to Disburse

Jobs run that does 

letter merge for each 

student – multiple steps

Who: System w/Staff

Student must accept 

online

Who: Student
FWS

If student accepts the 

loan, application is 

created in Banner and 

transmitted to 

guarantor

Who: Staff

First time borrower 

goes to OpenNet to 

select lender and 

complete promissory 

note

Who: Student

Prior borrower goes to 

OpenNet to select 

lender 

Who: Student

Complete online 

entrance 

counseling on 

Mapping Your 

Future website 

Who: Student

Download 

results from 

MYF into 

Banner

Who: Staff

Approve funds to be 

released after 

enrollment confirmation

Who: Staff

Guarantor sends loan 

guarantee and prom 

note acknowledgement 

to PCC

Who: Guarantor

Guarantee uploaded to 

Banner

Who: Staff

Jobs run that does 

letter merge for each 

student – multiple 

steps

Who: System w/Staff

Response form 

returned 

affirmative

Who: Student

ISIR updated 

to include 

choice for 

loans

Who: Staff

Loan 

packaged

Who: Staff

  Print and mail award 

letter w/inserts

Who: MSWord & 

Student Aides

For grants and 

scholarships, ready to 

disburse 

Who: Batch job

Ready to

Disburse

FA3

Download EFT roster 

from Guarantor

Who: Staff

Upload EFT roster to 

Banner

Who: Staff

FA3

Print and mail 

grant deny letter, 

offer loan 

response form

Who: MSWord & 

Student Aides

Packaging 

Results?

What is Student 

awarded?

Student must accept 

online

Who: Student

Loans

Packaging/Awarding

Federal Work Study

Loan Processing

FA3

FA4

PCCCD Financial 

Aid will be going 

through a review 

of their Internal FA 

processes by 

Financial Aid 

Services of 

Atlanta, GA in late 

February.

Our understanding is that Banner has many automated capabilities not 

currently being utilized by the College.  We recommned that as part of the 

review, these be examined.



Financial Aid Process – FA Awarding and Customer Service

If not origiinally 

requested, student goes 

to the Financial Aid 

Office to request FWS

Who: Student

Student files a 

Workstudy Application

Who: Student

Student goes 

Bookstore and has 

remaining FA 

available

Who: Student

Bookstore staff 

checks for 

Student eligibility

Who: Bookstore 

Staff

Is Student 

Eligible?
Yes

No

Student told 

they are 

ineligible

Who: FA Staff

FA Staff checks 

student account 

for FA elegibility

Who: FA Staff or 

Career Services

Student Acceptance

Bookstore Payment

FA4

Student is 

allowed to charge 

books against 

remaining value 

of available Aid

Who: Bookstore 

Staff FA3

Student eligible 

for FWS award?

Student sent email with FWS 

Student Employment 

Agreement attached and link to  

FWS Job Listings on MyPima

Who: System/Workflow (w/pdf)

Accepts

FWS award 

added to 

student’s awards

Who: FA Staff

Yes

Student sent 

email informing of 

FWS ineligibility

Who: FA Staff

No

Department fills out 

FWS Position 

Request online

Who: Staff

FWS Position Request 

routed to Career 

Services

Who: System/Workflow

Position 

approved?

Position added to 

FWS Job Listings

Who: Staff

Department 

notified

Who: System/

Workflow

Yes

No

Student reviews 

current FWS Job 

Listings

Who: Student

Student contacts 

supervisor for 

position in which 

interested

Who: Student

If position still 

available, interview 

set up

Who: Supervisor & 

Student

If student is hired, 

supervisor completes 

Student Employment 

Agreement online

Who: Supervisor

Electronic copies 

forwarded to FWS 

Coordinator in FA and 

Student

Who: System/Workflow

Student accepts 

or denies their FWS 

award online

        Who: Student

Denies

FWS award is removed 

from student’s awards 

and awarded to another 

student

Who: FA Staff

FWS Position Requests

FWS Awarding



FA2

For first disbursement 

of term, move 

Enrollment for 

everyone who has an 

award – query and job

Who: Staff

Run disbursement job 

to move funds to the 

students’ accounts

Who: Staff – batch job 

Run disbursement 

results job 

Who: Staff

Review errors to 

determine if manual 

disbursement can be 

done 

Who: Staff

Disburse on line 

Who: Staff

Is this first 

disbursement of 

term?

Yes

Run 3 queries to 

identify students 

needing enrollment 

moved

Who: Staff

No

Move Enrollment for 

identified students

Who: Staff – batch job

Financial Aid Disbursement Process

SA2

Disbursement

FA5



Financial Aid Process – SAP Appeals

Student Sees that 

they have been 

denied on MyPima w/

link to online appeal

Who: Student

Quantity/Qualitative

Timeframe

Student receives FA 

progress email 

stating that they are 

ineligible along with 

online Appeals link

Who: Student

Student accesses  

Appeals Packet 

online

Who: Student

What type of 

Appeal?

Student must meet 

with appropriate 

advising staff

Who: Student

Student submit 

online Appeal 

Who: Student/

Workflow

Appeals Packet 

and Supporting 

Documentation is 

forwarded to 

Appeals Review 

Committee

Who:Workflow

Appeals Review 

Committee meets 

and goes over 

Appeals

Who: Appeals 

Review Committee

Approve/Deny?Denied

Approved

Student can request that 

their case be heard by the 

Appeals Council if they 

have new information

Who: Student

FA1

FA Coordinator 

reviews Appeal

Who: FA Staff

Appeal approval/

denial is posted to 

Banner

Who: System/

Workflow

SAP Appeal processing

FA6

District sends email 

with link to Appeal 

Procedures and 

Online Appeal form 

to student

Who: System/

Workflow

Student completes 

online Appeal

Who: Student

Complete degree audit 

with degree plan

Who: Student/Advisor

Student is emailed 

explaining denial and 

explanation of Appeals 

Council Process

Who: FA Staff (from the 

Appeals Review 

Committee)

Student is emailed 

with approval and 

possible conditions

Who: FA Staff (from 

the Appeals Review 

Committee)


