North Carolina
Community College System

Enterprise Resource Planning Project Outcomes

=
= SYSTE): e f 2 5, 2 ol
i/ h"“’"‘ TRANSFR & E CIEhirp S
mﬁm:é’s s (N c o 4PN STANDARDIZATION S S 2, =
ﬁg T =) g £y S (OUEGES eSS S 3 &
22§ 8rw  couw i c: : M =~ G
?.'z"neanml_ ST GGCw
nTomveS One Q a2 W ﬂ g a =t
MUt INTEGRATION f—f. £\ .
INFORMATION 5533

cmnnneemem USER n«ps S«s P:":srem

orrice ERP NEW

mﬁm ACROSS
§!HP@§£!¢ZT e%%'ﬁzﬁa%nz°3:?zz?§zg&$§5

& P S securmy PHCCESS ~omssons ABNITY ROORTS w2 &5 cAIZaNCD v
£ 5 STAFF (DU(Q'HOD USI&?SlS PORTAL gy = (COMMUNICATION
o Blvcn (ANGE = 370, 1¢hOLOGY

seamuess O E pedt
8 O rdUKE

CURRY

ﬁ!.tESS BIUTY

REPORTIN



PRINTED COPIES FROM THE ON-LINE SYSTEM ARE CONSIDERED
UNCONTROLLED. IT IS THE RESPONSIBILITY OF THE PERSON USING A
PRINTED COPY TO VERIFY THE COPY THEY HAVE IS THE LATEST REVISION
IN THE ON-LINE SYSTEM.
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Executive Summary

On July 25, 2016, the North Carolina Community College System Office
initiated the Enterprise Resource Planning (ERP) Planning project pursuant
to North Carolina General Assembly Session Law 2016-94, Section 7.10A.(a).

The project began a system-level collaborative effort between students,
faculty, and staff from the 58 North Carolina Community Colleges and the
System Office, governed by an Executive Steering Committee comprised of
North Carolina Community College executive leadership and association
representatives, creating a new strategy for future state ERP quality, service,
and operation.

This project artifact identifies strengths, priorities, business processes,
reporting requirements, and interfaces necessary to create the future state
North Carolina Community College System ERP.
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Guiding Principles

What is Enterprise Resource Planning (ERP)?
e Efficient planning, management and application of resources
* People — Process - Technology

ERP Guiding Principles:

Students First
* Develop a reliable, accessible, sustainable and affordable community
college system designed around serving our students first

Business Transformation

* Unify people, processes, and technology to support student needs and
lead us to a more competitive posture in the higher education and
continuous learning space

Shared Vision
 Be transparent in our coordination, communication, and decision-making
throughout the process to improve outcomes for our students
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Legislative Mandate

During the 2016 legislative session, the North Carolina Community College System
Office (NCCCSO), in consultation with the Department of Information Technology,
was tasked to "begin planning and designing a modernized ERP for the State's 58
community colleges. The ERP system shall address, at a minimum, student
information system, core financial management, grants, human resource
management, and payroll. The planning and design of the ERP system may
include either a modernization of the current system or a replacement system."
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Executive Steering Committee Members

Name

Peter Hans
Jennifer Haygood
Dr. Chad Bledsoe
Dr. Tim Brewer

Dr. Rusty Hunt

Dr. Algie Gatewood
Dr. Pamela Senegal
Dr. David Shockley
Dr. Lisa Chapman
Jim Parker
Elizabeth Grovenstein
Maureen Little

Jim Dolan

Eric Boyette

Community College/Agency

System Office

System Office

Montgomery Community College
Mitchell Community College
Lenoir Community College
Alamance Community College
Piedmont Community College
Surry Community College
System Office

System Office

System Office

System Office

Office of State Controller

Department of Information Technology
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NCCCS President

Chief of Staff/Executive Vice President
President

President

President

President

President

President

President/CAO

Senior Vice President/CIO

Vice President/CFO

Vice President/Economic Development
Chief Deputy State Controller

Secretary of State/CIO



Executive Steering Committee Association

Name

Kara Bosch
Roderick Brower
Michael Campbell
Wendy Emerson
Mark Hagensbuch
Dr. Candace Holder

Dr. Silvia Husain

David Kim
Lisa Koretoff

Ryan McCarty

Bernita Nichols

Dr. Ryan Schwiebert
Anne Shaw

Jay Sullivan

Dr. Kambiz Tahmaseb

Libba Thomas
Dr. Shelley White
Lynda Wilkins

Representatives

Community College/Agency

Central Piedmont Community College
Sandhills Community College

Central Carolina Community College
Forsyth Technical Community College
Guilford Technical Community College
Surry Community College

Gaston College

Central Piedmont Community College
Guilford Technical Community College

System Office

Wake Technical Community College

Wake Technical Community College
System Office

Beaufort County Community College
Vance-Granville Community College

Sandhills Community College

Asheville-Buncombe Technical Community College

System Office
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ACCBO HR Nominee

[IPS Committee Nominee

SGA Student Nominee

ACCBO Administration Nominee
Small Business Center Network
ERP Planning & Design RFP

Vice President of Student Affairs &
Enrollment Management

ERP Planning & Design RFP
Director of Financial Aid

Economic Development:
Apprenticeship NC

Economic Development:
Customized Training

ClO-A Chair

Small Business Center Network
Institutional Research Nominee

NC CC Faculty Association

ERP Planning & Design RFP
Continuing Education Vice President

Economic Development: Customized
Training 10



Executive Steering Committee ERP Subcommittees

Subcommittee Name Community College/Agency Chair Person(s)
Advising & Student Life, Academic Gaston College, Dr. Silvia Patricia Rios Husain,
Records & Registration, Recruitment Stanly Community College Patrick Holyfield

& Admissions

Budgeting & Financials, AR/CR Forsyth Technical Community College, Wendy Emerson,
Sandhills Community College Libba Thomas
Career Credit Asheville-Buncombe Technical Dr. Shelley White,
Community College,
System Office Margaret Roberton
College & Career Readiness Cape Fear Community College Emily Brandenburg
Communications Beaufort County Community College Michele Mayo
Curriculum/Instruction Fayetteville Technical Community College Dr. Desandra Washington
Customized Training System Office, Maureen Little,
System Office Lynda Wilkins
Data Standards Beaufort County Community College Jay Sullivan
Financial Aid, Scholarships, Guilford Technical Community College Lisa Koretoff

& Veterans Affairs

Human Resources Central Piedmont Community College Kara Bosch
Payroll Stanly Community College Lydia Vanhoy
Process Alignment System Office Danny Gilchrist
Small Business Center, BioNetworks, System Office, Maureen Little,
ApprenticeshipNC System Office Anne Shaw
Technology Rowan-Cabarrus Community College Ken Ingle
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ERP Project Team
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A New Modern Process Baseline Created
for the NC Community College System
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Events Participants Future State Business Requirements
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Stakeholder Commitment Demonstrated by
the NC Community College System

991 $1,777,261 $847,625
Hours Employee Cost Contract Cost
St_quen"c Community College Ca r?npcus;/\r/](()jrks,

Participation Faculty/Staff/ Gartﬁer o

System Office
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Functional Work Groups
for the NC Community College System

Instruction

Student Services

Institutional Support

Common Processes
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Education and training resources for delivery to students

Resources enabling the student lifecycle

Resources enabling college operations

Components that cross more than one of the
major functional groups
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Functional Work Group Components

Instruction

Student Services

Institutional Support

Curriculum Programs
Combined Course Library
Competency Based Ed.
Workforce Cont. Education
College & Career Readiness
Customized Training

High School Equivalency

Admissions

Advising

Academic Records
Registration

Retention & Counseling
Graduation

Small Business Center

Budgeting & Financials

» Contract/Grant Management
Purchasing/e-Procurement
Accounts Payable

Fixed Assets

Physical Plant

Human Resources/Payroll

College Budget & Accounting System

Accounts Receivable, Cash Receipting, Sponsorships

Financial Aid, Scholarships, Veteran Affairs, Student Life

Auxiliary Services — Bookstore, Day Care, Dental, Concessions, Landscaping, Culinary, Cosmetology, etc.

Library Services, Institutional Research, Planning, Reporting

Scanning, Imaging, Electronic Filing, Printing

$9SS9J0.d uowwo)
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Developing the Business Case

* Need for consistent systems, functionality, and processes
* Need uniformity and standardization of data

* Gaps in the core functionality have led to numerous external solutions, creating

inefficiencies, data integrity issues, and lots of manual processes
* Data standards, data integrity and data validation are concerns

* Need an intuitive system, intuitive reporting system and real-time effective

dating

* Need a clean and modern interface, with a system that includes all functions

and shared components with all colleges

17
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ERP Modernization Recommendations

e Consider a commercial, cloud solution
e Create a solicitation for a “complete” solution
e Eliminate custom development to create long term sustainability

e Standardize applications in order to take advantage of buying consortium

18
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Workflows & Processes

Repeatable Business Activities that Provide Services and/or Process
Information

Analyze

Implement Evaluate Design

Develop

E North Carolina Community College System 19



Strengths/Priorities: Instruction (CU)

Strengths

Maintain the functionality of the Combined Course Library, so that courses across all 58 colleges are
automatically the same and are seamlessly transferred between all NCCCS colleges

Priorities

% North Carolina Community College System

Create processes that allow for easier changes to class schedules

Dynamic Program Course Portal, which will allow colleges to manage and track program and course
developments and change and easily communicate through workflow and dashboards across all 58
colleges and the System Office. All colleges should be able to see what proposals are in progress, and
what is being approved and implemented, even if program is not offered at a particular college site

Ability to upload documentation through the Program-Course Portal/Document Imaging System

Ability to create and authorize electronic workflow, with electronic signatures, to promote an efficient
(paper-less) approval process, which may also be monitored on a dashboard; and to allow proposal
ideas to be electronically routed to others

More user-based system: less screens, more auto-population of information, ability to access data
without having a program degree

Dashboard of current point-in-time program enrollment against historical enrollment, in order to
assess program viability

Automatic notifications of curriculum changes delivered to all Curriculum Coordinators within NCCCS
institutions

Ability to perform reverse impact search, e.g., enter a course title/number to discern all programs were
used to determine input changes

20



Instruction Business Processes

Curriculum (CU) - System Office Maintenance

*  Communications/Notifications

e  Curriculum Standards

Curriculum Standard Revision Tracking

* CIP Codes for Curriculum Majors

Curriculum Program Application/State Approval

Existing, Special Titles, New, College Transfer, GOT/AGE

e  Program Approval:

Curriculum Programs (Traditional & College Transfer)
Work-Based Learning

Captive/Co-opted Groups

Career and College Promise Programs (CCP)

Basic Skills Plus

 Combined Course Library/State Approved Courses (CCL)

% North Carolina Community College System

State Requisites (inquiry)
State Registration Restrictions (inquiry)
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Instruction Business Processes

Curriculum (CU) - System Office Maintenance

* Level Il Service Area Agreements

— Participating Level lll Instructional Service Agreements
e Curriculum Contracts
* Curriculum Program Termination
 Three Year Accountability Reports

e Tier Funding Classification Maintenance

% North Carolina Community College System
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Instruction Business Processes

Curriculum (CU) — College Maintenance

* Download Programs Approved by
System Office
— Parent Programs
—  “Child” Curriculum Programs
— Additional Programs, i.e., T90990

* Campus Locations
 Campus Buildings

* Campus Rooms

* Academic Calendar
* Academic Terms

* Academic Catalog

* Registration Dates

% North Carolina Community College System

Local Requisite(s)

Local Registration Restrictions

Copied Courses

Split Courses
Funding Method

Course Reports

Section Information

Instructional Methods
Assign Full-time Faculty
Adjunct Faculty Contracts
Copy Sections

Section Reports

Book Information

Room Scheduling

23



Instruction Business Workflow

Career Credit/College & Career Readiness/Small Business Center

Marketing and Recruiting
* Internet (Online)
* Telephone
* Face-to-Face
e Postal Mail

Course Setup
* Combined Course Library
* Section Setup

Instructional Contract
e Faculty Assignment

24
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Strengths: Career Credit
(includes College and Career Readiness and Economic Development)

* ERP solution(s) to dramatically improve administrative functions to support
student/client’s workflows and processes for successful student/client experience

* Robust marketing and recruitment ERP to promote course offerings, attract new
students, and retain current students.

* ERP/Customer Relations Management (CRM) solution(s) with functionality to support
business and industry in all 100 North Carolina counties in providing marketing,

education, training and support services for new, expanding, and existing business.

* Fully functional ERP/CRM solution(s) with functionality to aid in the development of
new businesses and the growth of existing businesses by being a community-based

provider of training, counseling, and resource information

* ERP solution(s) to improve student data access to assists in critical decision-making, i.e.,

Days since last attended, Hours since last test, Multiple Skill Gains (MSGs) earned, etc.

% North Carolina Community College System 25



Priorities — Career Credit

* Dynamic Program-Course Portal, which will allow colleges to manage and track all program
and course development and changes across all NCCCS programs and courses.

* Dashboard of system-wide Career Credit offerings, with calendar function, to manage similar
offerings at colleges within a region.

» Ability to create/maintain calendar for annual program planning/renewals, with workflow
functionality to provide reminder notifications for renewal process.

* Ability to upload documentation through a course/program, employee or student
portal/Document Imaging System.

e Ability to create and authorize electronic workflow, with electronic signatures, to promote an
efficient (paper-less) approval process, which may also be monitored on a dashboard; and to
allow proposal ideas to be electronically routed to others.

* More user-based system: less screens, more auto-population of information, ability to access
data without having knowledge of programming languages.

e Deliver easy, intuitive mobile-compatible electronic input forms and workflows for student
registration and other administrative processes. Paper forms may still be used to provide ease
of accessibility for students.

* Dashboard of current point-in-time program enrollment against historical enrollment, in order
to assess program viability.

% North Carolina Community College System 26



Priorities - Career Credit

* Dashboard of current point-in-time course enrollment to inform course viability, revenue/cost
and ROI, and calculated cost per student.

* Dashboard appearing on the Student Portal to provide a timeline with icons to inform student
of their current progress toward enrollment, program completion, and future related options
for continued education, such as Adult Basic Skills to Workforce Licensure to Curriculum
program to Occupational Extension.

* Ability to provide portal/self-service/workflow access to staff of external agencies (high
schools, employers, student sponsors, prisons) to manage enrollment, upload required
documentation, provide approvals in workflow processes.

* Optical Character Recognition capability to easily enter data (transcripts, credentials, etc.) into
ERP through document imaging.

* Ability to easily create, store and access ‘frozen data’ files for point-in-time reporting.

* Enhance marketing and recruitment capabilities within the system to promote course offerings,
attract new students and retain current students.

* Provide artificial intelligence (Al) capabilities to support and enhance student experience

* Ability to easily extract data to integrate with agency partners, in addition to extract data
internally.

* Provide client and offerings management for the Small Business Center which is not FTE
funded.

% North Carolina Community College System 27



Priorities — Career Credit

* Registration, grading and transcription through intuitive, integrated, mobile-ready

system

» Course section creation w/association of instructional contracts linked to payroll
processes

* Support state requirements for a Combined Course Library

* Provide unique registration rules for various audiences

* Provide unique grading schemes

» System that supports varied platforms for Communication/Engagement/Marketing
» Ability to track/maintain Student Progression/Retention/Completion

* Provide for general reporting.

* Provide and manage student credentialing and certification

% North Carolina Community College System 28



Priorities - College and Career Readiness

* Configuration to support Title Il funding requirements; required by National Reporting
System (NRS)

* Intuitive attendance tracking (web/in-class) functionality; used to support total

attendance hours accumulated between pre/post test
* Unique registration rules for multiple pathways and grading schemes
* Support accessibility to archived files
* Provide and manage student credentialing, certificate, and Diploma
» System that supports varied platforms for Communication/Engagement/Marketing
* Ability to track/maintain Student Progression/Retention/Completion
* Provide for general reporting

* Provide and manage student credentialing and certification

% North Carolina Community College System 29



Priorities - Small Business Center

* Provides functionality for both client and customer confidential counseling registration,
seminar registration, receipt of payments, follow-up activities, and collection of economic

impact

* Provide functionality to create seminars and trainings for potential clients/customers for

selection via an automated system

* Provide functionality to track economic impact across the state (jobs, businesses, loans, capital

investment, etc.) and other associated metrics

* Provide general reporting features with dashboards and other interoperability reporting

solutions
* Provide functionality to allow users to build/upload documents such as business plans

* Provides functionality for customer address verification, and listing of congressional district

information and representation based on demographics and contact information.

* Provides a SBCN statewide website that is connected to the solution and supports marketing

functions for the SBCN and informational needs for clients
* Provide functionality to create interoperability with the System Office solution and other ERPs

* Robust duplicate record identification and mitigation tools built into the system
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Priorities — Customized Training

e Customized Training project management, budget management and reporting
functionality utilizing manual and automated processing approaches. Must support
the ability to manually create a project, request budget allotments (Funds Action
Request) and enter year-end report data, in order to meet State Board and legislative
reporting requirements.

e Customized Training Program(s) to support the economic development efforts of the
State to provide education and training opportunities for eligible businesses/industries
through job growth, productivity enhancement, and technology investment projects.

» Operational efficiencies such as electronic approval notification upon “final” approval
of projects or budget requests; extraction of customized reports using real-time data;

integrated finance processes; and streamlined data entry processes.
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Priorities - ApprenticeshipNC

* Provide for extensive data collection practices for participants and a full historical

archival system for easy participation, verification, and reporting

* Provide Digital office practices for compliance and historical needs to streamline flow

of processing

* Provide remote worksite that allow Consultants and stakeholder access to integrated

online solutions
* Provide Automated and systematic approach to communicate with stakeholders

* Provide marketing opportunity that provides expansion through user managed

programs
* Provide interoperability with NC Community College’s System(s)

* Provide ability to secure Personally Identifiable Information for state reporting and US

Depart of Labor reporting
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Priorities - BioNetworks

* Provide automation (attendee tracking, invoice process, course cancellation

notifications, reminders, directions, etc.)

* Provide support to system related and manual process activities, i.e., counseling,

tracking, etc.
* Provide functionality to configure and customize at the lowest level
* Provide functionality for clients to register and change attendees for classes

* Provide functionality to generate training metrics and report out, i.e., number of

students in class, total training hours, etc.

* Provide for registration, grading and transcription through intuitive, integrated,

mobile-ready system
* Provide for general reporting.

* Provide and manage student credentialing and certification
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Strengths: Student Services (CU)

Academic Records & Registration

* College staff is familiar with current system
* The current system has provided the ability to manage and implement manual and automated
processes for course registration, transcript evaluation, and for sub-processes to be implemented

Adwsmg & Student Life

Programs Evaluation and Prospective Program evaluation allow students to see what classes they
should take according to their major and catalog year

* Ability to do overrides for students with unofficial transcripts (XPOV)

*  Student Account Summary provides information about what/who made transactions in the
student accounts

Admissions & Recruitment

*  Work with marketing and campus community to create communication plans designed to
cultivate student interest

*  Work with local school systems and prospective student requests via Live Chat, email, online
forms, etc.

* Upload of assessment results

34
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Priorities: Student Services (CU)

Academic Records & Registration

% North Carolina Community College System

Reduce the number of duplicate records created i.e. persons, institutions, and vendors
Great opportunity to bring mobile functionality

An opportunity to streamline processes

Combine processes into one system to eliminate the need for outside vendors to do the
required work. This would give small colleges an opportunity to be on equal footing
regarding resources. Currently the small colleges cannot afford the add-ons

An opportunity for electronic transcripts for all colleges

An opportunity to have a system which non-technical people are comfortable using
Ensuring billing functions work properly in order to minimize refund issues when
completing drop, add, and withdrawal transactions on the student side

Having a single source of data. The current system has multiple screens for doing routine
tasks and it is necessary to enter data in multiple screens. It is currently possible to change
data in one screen/process which does not feed through to other screens/processes
Need the ability to accurately pull data for state and federal reports

Development of business rules should be more intuitive

Student Attendance

Student Cohorts and Groupings

Failed/Missing Requisites

Registration Substitutions/Overrides/Exceptions

Communication



Priorities: Student Services (CU) cont.
Adwsmg & Student Life

Make early alert features standard; for example, as automatic notifications when
advising/retention interventions are needed (such as excessive absences)

Assistance in further implementation of self-service modules

Automate the process to provide services for students with documented disabilities

Need advising and retention analytics and a system should allow advisors to record barriers,
interventions, educational plans. This information should allow advisors to link students to wrap-
around services, and display progress towards goal attainment

Ability to communicate across a variety of platforms allowing students to choose their preferred
communication methods (email, text, etc.)

Ability to track student life activities

Student Registration Advisement & Clearance

Admissions & Recruitment

% North Carolina Community College System

Residency Determination Service (RDS)

Improve data upload to reduce duplicate records

Reduce the number of screens needed to access information
Ability to load, track and update prospects remotely

Track students across all academic levels and areas of interest
Event Management

Ability to validate address and format for mailings

Track recruitment activities through graduation and alumni stage
Student Network Account

Communication

36



Student Services Business Processes
Curriculum (CU)

Academic Records
* FERPA
Academic Standing
Admissions
* Recruiting/Prospective Students
e Application
— Demographic Data
* Institutions Attended
— Record Credentials from External Institutions
— Standard Equivalencies
— Award Academic Credit
Address Changes
Assessment Tests
* Record Assessment Results
* Create Standard Equivalencies
* Award Credit, if applicable
* Non-courses
— Record Non-course Results
— Standard Equivalencies

37
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Student Services Business Processes

Curriculum (CU)

Attendance Tracking
Communications/Notifications
Career Planning
Disability Information
Distance Learning/Learning Management Systems (Third Party Software)
Grading
e Historical

* Mid-term Grading
* Final Grading
* Online & Paper Submission

* Online & Paper Reporting
Graduation
* Degree Audit/Graduation “Readiness”/Plan
* Application for Graduation
e Waiver/Substitution
* Credentials
Organizations/Clubs/Cohorts
Perkins

38
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Student Services Business Processes

Curriculum (CU)

Program of Study

* (Catalog

* Date

* Historical Changes Tracked
Registration

* Exceptions & Tuition Waivers

* Online & In-person Workflows

* Ability to Verify Payment Received
Retention/Counseling

e Advising

e Early Alert
Student Life
Transcript

e Unofficial

e Official

* Electronic Request

* Online & Paper Submission
Verification of Enroliment

* Online & Paper Submission

39
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Student Services Business Workflow

Career Credit/ College & Career Readiness/Small Business Center

Registration
e Student Type
— Captive
— Non-Captive
— Non-Traditional/Traditional
Face-2-Face

* Methods:
— Internet (Online)
— Telephone
— Instructor (In Class)
— Postal Mail

* Tuition Payments
— Tuition Waivers
— Cash (Receipted/Non-Receipted)
— Credit Card
— Third Party Billing (Sponsorship)
— Other

% North Carolina Community College System

Academic Records
* FERPA Regulations
e Grading
* Transcript
— Official
— Unofficial
* Historical

Graduation

* Non-Degree Programs
* Certificate Programs

* Credentialing Programs
* AHS Diploma
Communication/Notification
* Face-2-Face

* Postal Mail

* Internet

* Telephone

40



Strengths: Budgeting and Financials

The current solution provides:

% North Carolina Community College System

The ability to create financial statements and allows for adjustments as needed
Set-up of internal controls based on user roles/positions

Self-Service functionality that allows college staff to view their budgets,
including purchases made, pending purchases, remaining balances, etc. Also
requires security set-up to aid in internal controls (only staff who need to see a
specific budget or account can- it is not wide open access for everyone)

The ability to track fixed assets

The ability to import journal entries from excel spreadsheets (once they are
changed to space delimited files)

The ability to reconcile checks based on file from bank (auto-check
reconciliation)

The ability to connect to eProcurement

The ability to generate reports based on different parts of the general ledger
account structure (purpose, unit, fund, object) and utilizes 'wild cards' to
capture all data, such as “1” for all state accounts

The processing of payments by line item and marking which items have been
received, damaged, etc., so partial payments can be made or replacements can
be processed

The ability to process recurring journal entries
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Priorities: Budgeting and Financials

* Streamlined state reporting capabilities, including workflows and file
transfers, state cash certification requests, and budgets and budget
amendments

* Real-time/historical reporting, analytics with dashboards, and ad hoc
reporting capability

* Easily accessible training, including training for new employees, refreshers,
and new screens, system updates, or changes

* Improved journal entry processing. The existing system only allows for two
lines entered per page, allows for unbalanced journal entries to be posted,
and allows for skipping/overriding of the cross-fund cash clearing account

* Simplified bank reconciliations that distinguish active or inactive postings
based on dates

* Ability to create multiple financial statements if needed (blended - college
and foundation)

* The ability to view multiple year activity to compare one year and/or one
month to another and various reporting years (fiscal, calendar, federal, etc.)

* Easy data flow between the system and excel for all screens and reports
(import/export with Excel)

42
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Priorities: Budgeting and Financials (cont.)

* Accurately depreciate fixed assets and accurate fixed asset rollover reporting
that includes beginning balances, additions, deletions, and ending balances

* Enhanced functionality with the e-Procurement interface that allows for
updating vendor information, prevents vendor duplications, allows for codes
to be split between fund purchases (state and institutional split), includes the
ability to attach a PDF quote and the ability to change or modify fields (such
as commodity codes)

* Enhanced vendor maintenance with the ability to manage and track foreign
nationals, accurate HUB (historically underutilized businesses) reporting, and
prevents vendor duplication

* Easily close and void purchase orders and requisitions

* Easily manage P-Cards (Bank of America Works)

e Effective error checking to prevent balancing issues, such as a check crossing
funds (state check should not have institutional GL codes) and backdating or
forward dating of checks and vouchers

* Ability to process all payments electronically, including state funds

* The ability to process recurring vouchers

* Integration with the Positive Pay Program, CORE banking, Interscope, and the
DAVE system
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Priorities: Budgeting and Financials (cont.)

* Grant management that includes detailed transaction history for life of grant,
including income, expenditures, direct/indirect costs, salaries, etc., maintains
required documentation, prepares required reports, maintains schedules and
deadlines, including start/end dates and expiration dates, and ensures all
guidelines and requirements of each specific grant are met

* Contract management that includes the invitations to bid, bid evaluation,
negotiation, awarding of the contract, contract implementation,
measurement of work completed, computation of payments, and any
necessary changes or modifications to the contract

* Electronic workflows for processes, such as check processing and travel,
including electronic forms and the ability to upload attachments or other
supporting documentation

* Robust parking system that includes parking decals, vehicle information,
parking space assignments, etc.

* The ability to track and manage work orders, facility management, fleet
management, and energy control
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Institutional Support Business Workflow

Budgeting and Financials

Accounts Payable
 Pay Bills and Invoices
* Maintain Vendor Contact Information
* Resolve Discrepancies
* Process Payments and Refunds

— Paper Checks, e-Checks (Direct Deposits/Wire Transfers), Credit Cards

— Set-up Recurring Vouchers
» Utilize Positive Pay
* Prepare 1099 Tax Statements
 Manage Travel Advances and Reimbursements
* Track Uncashed Checks for Escheat Process
* Pay Sales Tax

* Manage and Pay Foreign Vendors
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Institutional Support Business Workflow

Budgeting and Financials

General Ledger/Financials

* Transmit Cash Certification Requests
* Prepare and Transmit Month-End State Reporting Packet
* Maintain College General Ledger
* Prepare Yearly Financial Statements
* Bank Reconciliations
* Manage Construction/Bond Projects

- Interscope - NC’s Construction Projects Management System (Capital Projects)
* Close Fiscal Year, and Open and Authorize New Fiscal Year
* Create and Maintain Budget

* Track Electric, Natural Gas, and Water Units

- When entering a bill with the dollar amount, need to also be able to enter the
KWH, therms, or gallons
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Institutional Support Business Workflow

Budgeting and Financials

Grants Management
* Establish Grant Budget

* Maintain Detailed Transaction History for Life of Grant, including Income,
Expenditures, Direct/Indirect Costs, Salaries, etc.

* Collect and Maintain Required Documentation
* Prepare Required Reports

* Maintain Schedules and Deadlines, including Start/End Dates and
Expiration Dates

* Ensure all Guidelines and Requirements of each specific Grant are met
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Institutional Support Business Workflow

Budgeting and Financials

Purchasing

» Utilize e-Procurement when Buying Goods, Equipment, Products,
and Services

* Negotiate the Best Deal for the College
* Ensure Safe and Timely Transportation and Delivery of Orders
* Accept Bids

* Negotiate and Supervise Contracts
* Enter New Vendors

* Process Requisitions
* Prepare Purchase Orders and Blanket Purchase Orders

* Manage P-Cards (Corporate Liability Purchasing Card)
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Institutional Support Business Workflow

Budgeting and Financials

Contract Management

* Negotiate, Support, and Manage Contracts made with Customers,
Vendors, Partners, or Employees

* Invitations to Bid

 Bid Evaluation

* Award of Contract

* Contract Implementation

* Measurement of Work Completed

e Computation of Payments

* Monitor Contract Relationships, and Address Related Problems

* Incorporate Necessary Changes or Modifications in the Contract
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Institutional Support Business Workflow

Budgeting and Financials

Fixed Assets
e Record the Cost of Newly-acquired Fixed Assets (both Tangible and Intangible)

— Attach a picture of the item to the inventory record

- Include a comment/notes field in the inventory record
* Track Existing Fixed Assets

* Tag Certain Fixed Assets

* Record Depreciation

 |dentify and Prepare Disposition or Obsolescence of Fixed Assets
» Capitalize Fixed Assets

* Review the Extended Life of Assets for Auditing Purposes
e Conduct Inventory Counts

* Reconcile Fixed Asset Subsidiary Ledger to the General Ledger

* Track Fixed Asset Expenditures in Comparison to the Capital Budget and
Management Authorizations
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Institutional Support Business Workflow

Budgeting and Financials

Physical Plant
* Operate, Maintain, and Provide Housekeeping for All the Buildings of a
Given Facility
— Facility Work Orders, Facility Management, Energy Control

* Campus Safety and Security
- Maintain Key Inventory, and Electronic Entry/Card Swipes
* Parking — Decals, Tickets, Assignments, etc.

Shipping/Receiving
* Receive, Ship, Document, and Distribute Official College Goods, Materials,
Equipment, and Supplies in Support of College-related Functions
— Shipping Location for UPS, FedEx, and Other Outgoing Shipments
- Maintain the College’s Central Stores
- May also oversee Fleet Management
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Institutional Support Business Workflow

Budgeting and Financials

Print Shop/Printing and Copying Services
* Print and Reproduce College-related Print Materials for Employees

- Includes Color, and Black and White Copies, Booklet Binding, Vinyl
Banner Printing, Temporary Sign Production, Business Cards, Envelopes,
Letterhead Paper, etc.

- Work Order Requests are Submitted for Printing/Copying Needs

Institutional Foundation

* Secure and Manage the Endowment, Gifts, and Grants Consistent
with Donor Intent:

— Cash Contributions, Planned or Estate Gifts, Securities, Donated Services,
Equipment, and Supplies for Educational Purposes
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Institutional Support Business Workflow

Budgeting and Financials

Information Technologies

 Establish, Monitor, Secure, and Maintain Information Technology
Systems and Services:

— Computers, Computer Networks, Physical Hardware, Operating Systems,
Applications, Databases, Storage, Servers, Telecommunication
Technologies, including Internet and Business Phones, and more
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Strengths: Human Resources

The current solution provides:
* Basic functionality for hiring and terminating employees

* Basic capability to setup and maintain positions and tie to appropriate
funding sources

e Standard ability to create and manage benefits and leave plans
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Priorities: Human Resources

* Create compensation and modeling scenarios for planning purposes

« Aseamless employee lifecycle experience (hiring, onboarding, new employee
transition, separation) including employee self-service and communication features

* Management of individuals with multiple positions/roles, titles, and funding sources
and appropriate allocation of compensation and benefits

* Easily add benefits and leave plans to an employee, including self-service features

 Astreamlined approach to contract initiation, including signing with electronic
signatures all the way through to payment

* Automated integration and updates to federal reports (IPEDS, ACA)

* A performance management solution that includes, self-evaluations, manager
evaluations, probationary, special evaluations, 360-degree evaluations, scheduling,
and notifications

* Aninteractive electronic tool to manage grievances and corrective action plans
* Automatic creation of organizational charts

* A learning Management System to track (professional development, ERP training,
Health, Safety, Wellness activities, Title IX and HIPAA)

* Initiate FMLA, worker’s compensation or short-term disability leave requests
through Self-service which flows information to payroll

* Effective dating and data entry validation, error handling and reporting
* Real-time reporting and analytics with dashboards and ad hoc reporting capability
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Institutional Support Business Workflow

Position Budgeting
Position Management
Compensation Management

* Salary, Bonuses, Merit

* Longevity

— Longevity Date Calculator

Benefits Administration

* Enrollment Online

* Reporting
Health & Wellness Programs
Hiring

* Recruitment & Selection

* Applicant Tracking

* Onboarding & Orientation

Employee Records
Safety Programs
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Human Resources

Learning Management
* Employee Professional Development
* ERP Training

Performance Management
e Succession Planning

Employee Actions

* Discipline

* Grievance/Appeal Process
* Retention

* Transition/Termination

Leave Management
* Vacation, Sick, Bonus, Personal
e Short-term Disability
* Family Medical Leave (FMLA)
* Worker’s Compensation (WC)

Assignment Contracts
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Strengths: Payroll

The current solution provides:
* Standard payroll processing capabilities

» Self-service functionality that enables employees to enter time worked,
review and/or update key personal information, such as pay advices, W-2s,
direct deposit, leave and total compensation (where implemented)

* The ability to make one-time adjustments during the payroll process
* Check modeling functionality

e The ability to track, monitor and report on federal and institutional work
study funds
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Priorities: Payroll

* Streamlined payroll operations that are fully integrated into the human resources and
benefits modules including the integration of any self-service time and leave entry
features and approval for supervisors that flows directly into payroll

* Enhanced employee lifecycle management through Self-service
» Simplified tracking of part-time hours/roles to ensure ACA compliance

* Better management of deferred and non-deferred pay (9 months paid over 9 months or 9
or 10 months paid over 12 months etc.)

 Astreamlined manual check process with a check modeling functionality

* Easily adjust an employee’s quarterly wage, tax or benefit totals and automatically update
all reporting and W-2s

* Seamlessly capture and easily manage data and reporting for the NC Retirement System
* Automatic updates for Federal, State and Foreign National tax tables

* Enhanced payroll tax reporting for employees living in all 50 states

* Seamlessly monitor and adjust employees that claim exempt on federal and state taxes

* Automatic, real time encumbering and relieving of encumbrances to manage the budget
*  Accurately calculate and appropriately report imputed income for life insurance

* Aggregation and management of multiple garnishments per employee

* The capability to produce a W-2 and/or a 1042-S for a foreign national

e Effective dating and data entry validation, error handling and reporting

* Real-time reporting and analytics with dashboards and ad hoc reporting capability
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Institutional Support Business Workflow
Payroll

Pre-payroll Processing
* Full-time, Part-time, and Non-state Payroll Certification Request
* Audit Reporting
* Leave Accrual
* Longevity (Annual/Monthly Report)
* Benefits/Deductions/Garnishments (Additions, Changes)
* Benefit File Import/Export (Benefitfocus)

* Monthly changes to wages, positions, salaries, taxes, direct deposit,
etc.
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Institutional Support Business Workflow
Payroll

Monthly Payroll Processing

* Define Payroll Period to be Processed
* Time Entry/Import (Hours Worked, Leave Taken, Overtime, Adjustments)

» Stipend Entry (PT Pay, Additional Pay, Longevity, Contract Pay Import from
Faculty Assignments)

* Update Payroll Encumbrances

* Financial Aid/Payroll Interface (Track Work Study Earnings)
* Create Point-in-time Payroll Records

* Make One-time Adjustments

e Payroll Calculation

* Print Check/Advices

* Create Posting Records in Finance and Accounts Receivable

* Employee History Update/Post CWS Earnings to Financial Aid, Update Time
History Records
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Institutional Support Business Workflow
Payroll

Post Payroll Processing

* Create Remittance Vouchers in Accounts Payable
* Post Payroll to the GL

* Relieve Payroll Encumbrances

* Personal Service Voucher Report

» Refund of Payroll (for Non-state Expenses)

* Direct Deposit File Creation

* Core Banking (Positive Pay) — Upload Check File
* Create/FTP Payroll Check File

* Retirement Report/File

* 401K/457B Reporting

* Leave Reporting

* Payroll Status Report

* Benefit/Deduction Reconciliation

e US Bureau of Labor Statistics Reporting

61

% North Carolina Community College System



Institutional Support Business Workflow

Payroll

Quarterly Processing

* Quarterly Adjustments
e Copy Employee’s File to Backup
e Clear Quarterly Totals

e Quarterly Tax Reports (for 941,
NC-5Q, DES)

* Multiple Worksite Reporting
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Fiscal Year Processing

Leave Carryover

Clear Payroll Fiscal Year
Compensated Absences Report
Pension Plan Report

Yearly Payroll Encumbrance

Update Employee Contract Dates
for Retirement
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Institutional Support Business Workflow
Payroll

Calendar Year End Processing

* W-2 Processing
— Generate Employee W-2 Forms
— Create Report/Files for NCDOR & SSA

* 1095-C Processing
— Generate Employee 1095-C Forms
— Create Report/Files for the IRS

e 1042-S (Foreign Nationals)

* Tax Table Updates

* Pay Period Dates Maintenance

* Clear Payroll Deduction Limits

» Update Calendar Year Salary History
* Update Load Period Dates
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Strengths: Accounts Receivable, Cash
Receipting, Sponsorships

The current solution provides:

% North Carolina Community College System

Self-Service functionality that allows online access for students to view,
print, or email their account statements, view detailed account information
by term, pay bills, and set-up payment plans

Functionality that allows college staff to view student account information
in the same format the student views it

The ability to process refunds electronically as a direct deposit into the
student's bank account for regular and financial aid refunds

The ability to process credit card payments online and point-of-sale (POS)
and also process refunds back to same credit card(s) used for payment

A link to the bookstore to allow charging of books and supplies using
financial aid or sponsorship funds
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Priorities: Accounts Receivable, Cash
Receipting, Sponsorships

* Improved cash-based reporting for effortless reporting of daily state deposits

* Real-time/historical reporting, analytics with dashboards, and ad hoc
reporting capability

* Easily accessible training, including training for new employees, refreshers,
and new screens, system updates, or changes

* Reduced customization, both state and locally, to increase delivery of updates
(patches) and improve system functionality

» Streamlined collections processing for outstanding balances/debts, including
communications (emails, letters, texts), submissions to collection agencies
and/or the Setoff Debt program, restrictions on accounts preventing
registration, transcripts, check writing, etc., document imaging capabilities,
and management of accounts in bankruptcy

* The ability to auto-draft payments for accounts set-up on payment plans

* Accurate invoicing of charges and credits, particularly with regard to late start
classes within a term

* Improved allocation of payments to invoices, including priority of sponsorship
payments over financial aid or other payment sources
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Priorities: Accounts Receivable, Cash
Receipting, Sponsorships (cont.)

* Anintuitive system that knows when to do certain things. If a student has a
balance, a hold should automatically be added based on rules and include
descriptions and comments associated with the hold/restriction

* Enhanced sponsorship management, including customizing statements,
prevention of future sponsorships if a sponsor has an outstanding balance,
streamlined processing of sponsorships, communications, and the ability to
apply more than one sponsorship to a term/class

* Improved financial aid and sponsorship charging in the bookstore, including
limits and restrictions, accurate balances, and itemized invoices

* Ability to utilize financial aid processing for Career Credit students

* Accurately assign correct bank funds to receipts (referred to as distribution
codes in existing system)

e Ability to produce accurate reports detailing balances by AR codes

e Accurate and streamlined processing for Tuition Remission reporting and the
Annual Fees Survey
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Accounts Receivable, Cash Receipting,
Sponsorships Business Workflow

e Tuition and Fee Tables e Student and Sponsor Refunds

e Billing Statements and Invoices * Bookstore Charging
- Ability to Process in Batches * 3rd Party Sponsorships

* Receipting * Financial Aid Postings to Student
— Cash, Check, Credit Card, Money Order Accounts

« Daily Bank Deposit * AR Balancing to GL

« Payment Plans * Research and Resolve Account

Discrepancies
1098T Tuition Tax Statements
Tuition Remission and Annual Fees

Communications

- Emails, Letters, Texts

Collection of Unpaid Balances

- Debt Setoff Reporting
- Adding/Removing Holds * Parking
- Manage Accounts in Bankruptcy - Decals and Ticketing

- Penalty Fees/Interest
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Strengths: Financial Aid (FA)

Provides basic functionality for administering Title IV aid to ensure compliance
Self-Service provides a seamless process for a student to monitor their financial aid
status while providing them access to their satisfactory academic progress (SAP) status
and award/disbursement information for current and past years

Allows automatic processing to repackage awards based on changes in eligibility and/or
other aid received

Personalized communications that are automatically sent to the student by letter and/or
email

Reconcile federal, state, and institutional awards

Monitor SAP based on the required federal criteria

Automatic assignment of missing items needed based on user-specific criteria/rules
Generation of an automated communication to the student when an SAP appeal has
been reviewed and determined.

Calculate/recalculate/prorate the EFC for varying term lengths in compliance with federal
regulations

Manually override and recalculate the EFC for dependency overrides and professional
judgements

Institutional Student Information Record (ISIR) data can be electronically resubmitted to
correct data

Allow/prevent disbursements based on ISIR information
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Priorities: Financial Aid (FA)

» Effectively determine “true” withdrawal students based on specific student
coursework in regard to Return of Title IV calculation (R2T4)

» Seamless process of managing census dates by term/course and allowing the
recalculation of awards based on student attendance through the specified census
date(s)

e Student submission of online timesheets for Federal Work Study

* Automated comparison between data submitted on the FAFSA and documents
submitted by the student/parent for verification

* Customized SAP plans for students that are approved additional coursework
beyond federal criteria

* Calculating SAP statuses based on specific criteria for federal, state, and
institutional

» Automatic calculations of clock/clock to credit disbursements for specific programs

* Assign/updating student cost of attendance budgets both individually and for
groups based on specified date by student

* Automated integration and updates to federal and state reports (FISAP, IPEDS,
Gainful Employment, NCHEDS)
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Priorities: Financial Aid (FA)

» Efficiently creating new academic years for required document collection and
awarding parameters without requiring reproduction of work

* Award/disburse aid by multiple term lengths for the same applicant (for example,
student enrolls simultaneously in full 16-week semester and in module courses
throughout semester, or any combination)

* Bookstore interface allowing staff to view tuition charges and awards in real-time,
students to charge items at the bookstore, and not requiring a 3rd party software

e Automatically import Institutional Student Information Record (ISIR) and NC state
grant eligibility seamlessly

* |dentify registered courses that are eligible and/or ineligible for Title IV aid based on
the student’s program, and depending on aid type

* Innovative personalized communications that are automatically sent to the student by
letters, emails, text, social media, etc.

* Students and/or parents to complete and submit forms, and upload associated
documents electronically through the student portal as well as provide an electronic
signatures

* Automated process to comply with federal requirements such as Program Participation
Agreement (PPA), Eligibility and Certification Approval Report (ECAR), and others.

» Real-time/historical reporting, analytics with dashboards, and ad hoc reporting
capability
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Financial Aid Business Workflow

Application and Verification
* Application Process
— FAFSA - Filling Out the Free Application for Federal Student Aid
- EFC - Expected Family Contribution
» Verification, Updates, and Corrections
* Special Cases based on Student Circumstances

Student Eligibility
* School-Determined
e Citizenship
* NSLDS - National Student Loan Data System Financial Aid History
e Social Security Number
* Selective Service
* FSA - Criteria for Specific Federal Student Aid/State Awards
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Financial Aid Business Workflow

Calculating Awards and Packaging
* Academic Calendar, Payment Periods, and Disbursements
* Cost of Attendance
 Calculating Federal/State Awards
* Direct Loan Periods/Amounts
* Awarding Campus-Based Aid
e Packaging Aid

Processing Aid and Managing FSA/State Funds
* Requesting and Managing FSA/State Funds
* Disbursing FSA/State Funds
* Over-awards/Overpayments
* Returning FSA/State Funds
e Reconciliation for FSA/State Funds
* Reconciliation for Direct Loans
* Reconciliation of All Other Institutional/Outside Funding
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Financial Aid Business Workflow

Return of Funding Based on Student Withdrawal

* DOE - Return of Title IV
e CFI - Return of State Funding

Campus Based Funding

* Federal Perkins Loan
* FSEOG - Federal Supplemental Educational Opportunity Grant Program
* FWS - Federal Work Study Program
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Managing Student Employee Time Sheets/Pay Rate
Payroll Processing for Wages

Institutional Student Employees

Managing Student Employee Time Sheets/Pay Rate
Payroll Processing for Wages
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Financial Aid Business Workflow

Default Prevention/Management for Student Loans
* Entrance and Exit Counseling
* Financial Literacy for Borrowers
* Early Identification and Counseling for Students at Risk
* Communication Across Campus
* Timely and Accurate Enrollment Reporting
* DER - NSLDS Date Entered Repayment Report
* ESDA - Early Stage Delinquency Assistance
e LSDA - Late Stage Delinquency Assistance
* LRDR - Loan Record Detail Report Data Review
* Analyze Defaulted Loan Data to Identify Defaulter Characteristics
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Financial Aid Business Workflow

Satisfactory Academic Progress (SAP)
* SAP Progress

Student Appeals

Academic Plans
SAP Notifications

Early Alert
Managing Alternative Student Loans

Communication/Notifications
* Letters, Emails, Text Messages, Social Media, Announcements, etc.
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Strengths: Scholarships

* Capability of awarding scholarships while taking into account other financial aid
assistance

» Self-service functionality enables students to self report scholarships received
from outside agencies to the Financial Aid Office

* Track, monitor and report on institutional scholarships awards

* Personalized communications that are automatically sent to the student by
letter and/or email
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Priorities: Scholarships

* Allowing students to apply online for a specific state or institutional foundation
scholarships

* Identification of eligible students based on a specific scholarship criteria and
automatically notifying them to apply

e Allowing a scholarship review committee to review, rate, add notes and approve
student’s application for a specific scholarship within ERP

* Restrict scholarship funds to only pay specific charges, such as a scholarship just for
books or scholarships that will not return excess aid to students once all tuition, fees
and books are paid

» Students and/or parents to complete and submit applications, missing forms, and
upload associated documents electronically through the student portal as well as
provide an electronic signature

* Innovative personalized communications that are automatically sent to the student
by letters, emails, text, social media, etc.

e Allowing a student to send a thank you letter electronically, track the receipt, and
send the desired thank you letters to the donor

» Real-time/historical reporting, analytics with dashboards, and ad hoc reporting
capability
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Scholarship Business Workflow

Scholarship Management

* Federal, State, Institutional, NCCCS, and External Scholarships Received
from Outside Agencies

— Materials (Electronic Process for Submission, etc.)

— Application Processing (Receiving, Processing, Eligibility Check based on
Specific Scholarship Criteria)

— Renewal Process
— Awarding, Disbursing, and Reconciling Funding
— Tracking/Management of Scholarship Recipients

— Report Submission for Various Agencies including NCCCS Scholarship
Programs
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Strengths: Veterans Affairs

* Capability to confirm students are registered in the correct courses for program
of study

* Manages and disburses funding received by the Department of Veterans Affairs
(DVA) for VA students

* Personalized communications that are automatically sent to the student by
letter and/or email
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Priorities: Veterans Affairs

* Submission of Certificate of Eligibility (COE) and other required documentation
electronically through student portal

* Automated enrollment certification request to VA Certifying Official from
student

* Alerts when a student’s enrollment has changed since enrollment certification
request

» Effectively identifying registered courses not in a student’s program, to
determine whether to pay or not pay for classes, and electronically sending
notification to student

e Effective workflow to identify student VA status during admissions process to
kick off workflow through requirements needed to send enrollment
certifications to Department of Veterans Affairs (DVA)

* Integration with WEAMS (Web Enabled Approval Management System) and VA
Once to certify enrollment, update changes, and identify official transcripts
required for student

* Deregistration functionality by term based on veteran’s status to prevent
deregistration due to a pending VA payment
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Priorities: Veterans Affairs

* Academic progress standards specific to VA programs while taking into account
other local standards (Financial Aid, Institutional, etc.)

e Recording programs of study that are not approved by DVA

e Automated process of reconciling funds received from DVA with Business
Office

* Automated enrollment monitoring process to ensure compliance

* Automated workflow for recording Veteran Affairs (VA) benefits certified by
term/year and amount

* Innovative personalized communications that are automatically sent to the
student by letters, emails, text, social media, etc.

* Online uploads/submission as well as electronic signature on requested
documents through student portal

* Tracking, monitoring and reporting on Veterans Affairs benefits

* Real-time/historical reporting, analytics with dashboards, and ad hoc reporting
capability
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Veterans Affairs Business Workflow

Enrollment

— Certification of Student Enrollment for Benefit

— Monitoring Student Course Load for Changes that Affect Eligibility
Funding Received from VA

— Monitoring/Processing of Payments Received to Student and/or
School from Various VA Sources

VA Work-study Employees

— Manage/Reporting Payments for Work-study Students
Financial Aid Shopping Sheet

Record Retention
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Process diagrams, desired functional requirements and best practice

Process Maps

recommendations by functional area

Process Map Legend

Start

End

Oi

Start shape used to
indicate the beginning
point of the process

End shape used to
indicate the ending
point of the process

Connector used to illustrate
sequence of process steps;
should be labeled when used
with the Decision shape
(diamond)

Off-page reference used to link
processes or process steps from
one page to another; should be
labeled to reflect correspondence
between processes/pages

On-page reference used to link
processes or process steps from
one point on the page to another;
should be labeled to reflect
correspondence between
processes points

Performer

a8

Wi Performer

s Step Name
L5} vern+Noun

Tasking System,

Performeris)

Sub-process

Systems Worked

Performer(s)

55 | sub-process
name

System(s] Workad

Container

Process Step used to capture the
person/role perfarming the step, the
actions of the step in verb-noun
nomenclature, and the technology or
system utilized to perform the step

YELLOW BOXES indicate processes that
still need to be mapped

Sub-process used to represent an
embedded process within the process
being mapped. Identify the person/role/
group responsible for the sub-process, the
name of the sub-process, and the
technology or system utilized to perform
the sub-process

GREEN BOXES highlight the sub-process to
make them stand-out

YELLOW BOXES indicate sub-processes that
still need to be mapped

Decision used to indicate a point
in the process where more than
one outcome/pathway is possible;
should be labeled in question
form and each connector labeled
accordingly

The Container shape can be used
to illustrate phases or subsets of
detail related to another process
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Instruction Process Maps
Curriculum (CU): Curriculum Management

NCCCS: CU.00 Curriculum — Curriculum Processes Overview

Curriculum Curriculum Curriculum Curriculum Curriculum
[cuil [CU.12A [cu.12B [cua3 [cu.i4a
P m/Cr-se Dev] New CU Prgm New CU Prgm CU Crse/POS CU/Career Credit
8 (pg1)] (pg2)] Change] Crossover, 1
CCL & ERP CCL & ERP CCQL & ERP CCL & ERP CCL & ERP
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Instruction Process Maps
Curriculum (CU): Curriculum Management

NCCCS: CU.11 Curriculum — CU & Career Credit Program/Course Development & Changes

Start

Campus IR, CU, & Career

" CU & Career Credit CU & Career Credit
Credit
Review and confer on
Track and post external Determine what trends and opportunities
scan information and trends affect CU only Career No>»| for CU and CU/Career
trends and/or Career Credit edit offerings? Credit crossover courses,

program, certificates

Program-Course

Program-Course Portal Portal

Program-Course Portal

Yes

[cC.11

» .
NE G /Career Cred

New CU

= o———

Credit Course crossovfr N Program? N

course?
Interest/Idea]

Yes Yes
y
[cu.14 [cu.13
CU/Career Credit ['C\‘Z;:'IZCAJiU':':]B CU Crse/POS
Crossover] rel Change]
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Instruction Process Maps
Curriculum (CU): Curriculum Management

CU.11 Curriculum — CU & Career Credit Program/Course Development & Changes

Description: The process used to determine how a hew program or course is developed.

Process Notes:
1. Campus IR, CU and/or Career Credit tracks and scans external information and trends to guide the development of new programs
and courses, and for changes to existing courses.
2. Decision on trends affecting CU and/or Career Credit
3.  Affect Career Credit only?
3.1.  Yes: Continue to 4
3.2.  No: Continue to 5
4. Goto CC.11 New Career Credit Course Interest/Idea; End
CU and Career Credit confer on course specifics
6.  Should course be available in both CU and Career Credit?
6.1.  Yes: Continue to 7
6.2 No: Continue to 8
7. Goto CU.14 CU/Career Credit Crossover; End
8.  Istheidea for a new CU program?
8.1.  Yes: Continue to 9
8.2.  No: Continue to 10
9. GotoCU.12A/CU.13B
10. Goto CU.13 CU Crse/POS Change

9]
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Instruction Process Maps
Curriculum (CU): Curriculum Management

NCCCS CU.12A Curriculum — New CU Major/Program
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Instruction Process Maps

Curriculum (CU): Curriculum Management

NCCCS: CU.12B Curriculum — New CU Major/Program
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Instruction Process Maps

Curriculum (CU): Curriculum Management

CU.12AB Curriculum — New CU Program

Description: This process captures the steps of creating and gaining approval for a new CU program.

Process Notes:

CU.12A
1. Academic/Curriculum Committee/Admin Directors develop new program based on research, policy, and/or ideas
2. Need college President approval to continue?
2.1. Yes: Continue to 3
2.2. No: Goto 4
3. Approved by the college President to continue?
3.1. Yes: Continue to 4
3.2. No: End
4, Academic/Curriculum Committee/Admin Directors post CU Program Planning Notification on portal to announce intention to offer new
major/program and route notification to college Academics for review and feedback
5. Other college academic teams review and provide feedback/comments regarding the new program via the portal
6. Academic/Curriculum Committee/Admin Directors develop a full Feasibility Study for the new Major/Program, including program levels
and incorporating feedback received from other colleges
7. President and CAO review; route to local CRC for review
8. Campus CRC reviews the study, routing to the campus governing board for review and approval
9. Campus Governing Board reviews feasibility study and communicate decision on continued development
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Instruction Process Maps
Curriculum (CU): Curriculum Management

CU.12AB Curriculum — New CU Program

Description: This process captures the steps of creating and gaining approval for a new CU program.

Process Notes cont.:
10. Approved?
10.1. Yes: Continueto 12
10.2. No: Continueto 9
11. Rework for reconsideration?
11.1. Yes:Returnto?7
11.2.  No:End
12. Academics submits/posts a Major/Program Application and routes to the System Office CAO

13. If there are concerns regarding the feasibility study, the other college CAOs complete an Impact Assessment Form with feedback on the
portal

14. |If there are concerns, the System Office CAO reviews and determines approval for the Major/Program Application
15. |If there are no concerns, State CAO routes the Major/Program Application for review by the State Board
16. Does the State Board give approval to continue?
16.1. Yes: System Office creates curriculum standard and any new courses
16.2. No:Returnto9
17. Goto CU.12B
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Instruction Process Maps
Curriculum (CU): Curriculum Management

CU.12AB Curriculum — New CU Program

Description: This process captures the steps of creating and gaining approval for a new CU program.

Process Notes cont.:

CU.12B
1. FA and VA directors submit requests to appropriate agencies for FA and VA eligibility for new students
2. Is there substantial change that requires SACS review/approval?
2.1. Yes: Continue to 10
2.2. No: Continue to 13
3. CAO submits review request/report to SACS
4. SACS determine and notify college of decision
5. Approved by SACS?
5.1. Yes: Continue to 13
5.2. No: Return to CU.12A
6. College President and CAO announce new CU program to college community
7. FA and VA directors finalize FA and VA eligibility
8. Registrar/Instruction updates program requirements and submit for approval to System Office for approval
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Instruction Process Maps
Curriculum (CU): Curriculum Management

CU.12AB Curriculum — New CU Program

Description: This process captures the steps of creating and gaining approval for a new CU program.

Process Notes cont.:

CU.12B
9. Recruitment and Admissions begins to market for students; recruit and admit students to new program
10. Admissions adds Major/Program to CFNC
11. Program approved by System Office?
11.1. Yes. Registrar/instruction add local updates, if applicable
11.2  No. Return to Registrar/Instruction enter/update new program requirements for approval by System Office
12. Academic and Registrar initiate planning for schedule of courses; End
13. Business Office updates tuition and fees for new program: End
14. Academic develop tracking documentation for Accountability; End
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Instruction Process Maps
Curriculum (CU): Curriculum Management

NCCCS: CU.13 CU Course and Program of Study Changes
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Instruction Process Maps
Curriculum (CU): Curriculum Management

CU.13 Curriculum — Course and Program of Study Changes

Description: This process captures the steps for updating courses in the CCL and affiliated programs of study.

Process Notes:
1. Academic develops course proposal (new or existing), seeking input from other colleges via portal/workflow
2. Academic submits proposal to Local CRC for approval
3. Local CRC approved?

3.1. Yes.Goto3

3.2. No.Returntol
4. Academic submits proposal to System Office
5. System Office Coordinator reviews and routes/distributes to colleges for votes via workflow
6. System Office Coordinator tallies votes

6.1. 2/3 favorable vote received? Returnto5

6.2. 2/3 favorable vote not received? Return to Step 1.
7. State Curriculum Review Committee State Curriculum Review Committee reviews proposal
8. Approved?

8.1. Yes: Continueto 8

8.2. No: Continueto 7
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Instruction Process Maps
Curriculum (CU): Curriculum Management

CU.13 Curriculum — Course and Program of Study Changes

Description: This process captures the steps for updating courses in the CCL and affiliated programs of study.

Process Notes cont.:

9.

10.
11.
12.
13.

14.

Rework proposal?

9.1. Yes:Returntol
9.2. No:End
System Office Coordinator updates CCL
System Office Coordinator notifies colleges of updated information on system, including course effective date/term
Registrar/Instruction updates course(s) and Program of Study, with automated validation
Level Ill ISA
13.1 Yes. Goto 10. Route updated program of study to Host college for approval
13.2 No.Goto 11. Route updated Program of Study to SO Coordinator
Approved?
14.1 Yes. Go to 11. Route updated Program of Study to SO Coordinator
14.2 No. Return to 10. Route updated program of study to Host college for approval
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Instruction Process Maps
Curriculum (CU): Curriculum Management

CU.13 Curriculum — Course and Program of Study Changes

Description: This process captures the steps for updating courses in the CCL and affiliated programs of study.

Process Notes cont.:
15. Registrar/Instruction routes updated Program of Study to System Office Coordinator for review
16. Isthe updated Program of Study approved?
16.1 Yes:End
16.2 No: Continue to 13
17. System Office Coordinator routes notification of correction needed via portal/workflow

18. Registrar/Instruction updates corrections; Return to 11
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Instruction Process Maps
Curriculum (CU): Curriculum Management

NCCCS: CU.14 Curriculum — New Career Credit Opportunity with Curriculum Crossover
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Instruction Process Maps
Curriculum (CU): Curriculum Management

CU.14 Curriculum — New Career Credit Opportunity with Curriculum Crossover

Description: This process captures the steps undertaken to create a course offering available through both CU and Career Credit.

Process Notes:

1. Career Credit staff develops initial proposal, including CU criteria
2. Career Credit staff confers and develops details regarding new crossover course
3. Career Credit staff submits proposal for Leadership Approval

4, Approved to continue?
4.1. Yes:Gotob
4.2. No:Continueto5
5. Desire to rework proposal?

5.1. Yes:Returntol

5.2.  No:End
6. Career Credit staff determines which CU course the course might equate to
7. Career Credit staff posts notification of the crossover course proposal via the portal, and routes notification to other colleges for
feedback
8. Other college Academics and Career Credit staff review and provide feedback/comments regarding the crossover course proposal
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Instruction Process Maps
Curriculum (CU): Curriculum Management

CU.14 Curriculum — New Career Credit Opportunity with Curriculum Crossover

Description: This process captures the steps undertaken to create a course offering available through both CU and Career Credit.

Process Notes cont.:

9.  Career Credit staff adds the feedback from the other colleges to the proposal and routes the proposal to the System Office
Coordinator

10. System Office Coordinator tallies/summaries the feedback and routes the crossover course proposal for review by the State
Curriculum Review Committee

11. Isthe proposal approved to continue by the State CRC?

11.1. Yes: Continue to 12

11.2 No:Returnto5
12. System Office Coordinator updates CCL with new/modified crossover course
13. System Office Coordinator notifies colleges of updated information

14. Career Credit/Academic staff updates crossover course, with automated validation; End
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Instruction Process Maps
Curriculum (CU): Scheduling

NCCCS: SC.00 Scheduling — Scheduling Processes Overview
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[sC.11 [sC.12 [sC.13 [sC.14
Schedule Creation Schedule Add/ Schedule Change cam us.Events]
Prior to Reg] Cancel after Reg] Exceptions] P
ERP, CCL ERP, CCL ERP, CCL Portal
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Instruction Process Maps

Curriculum (CU): Scheduling

NCCCS: SC.11 Scheduling — Class Schedule Creation and Update Prior to Registration
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Instruction Process Maps
Curriculum (CU): Scheduling

SC.11 Scheduling — Class Schedule Creation and Update Prior to Registration

Description: The process is used to describe the process of creating and updating the schedule of classes prior to registration.

Process Notes:

1.

Scheduling Coordinator/Registrar sets up terms, sessions, calendars within the system; multiple calendars may be used based on
offerings, delivery venues (prison, HS, etc.), audiences

Academic develops and publishes a timeline for schedule review for decision-making regarding cancelling sections, adding sections,
or adding seats to existing sections, based on enrollment results

Academic determines number of section offering needed, assigns days/times, delivery method(s), required rooms based on offering
(such as nursing lab or music recital hall), and instructors; enters these details into the Program-Course portal

Scheduling Coordinator creates initial schedule of classes by uploading/creating in the ERP, using rollover, uploading, and/or drag-
and-drop

Academic makes updates to schedule of classes, based on requested changes to days/times, delivery method(s), required rooms, and
instructors; these are changes made prior to the start of registration

Scheduling Coordinator optimizes room assignments according to timeline or when needed

% North Carolina Community College System 102



Instruction Process Maps
Curriculum (CU): Scheduling

SC.11 Scheduling — Class Schedule Creation and Update Prior to Registration

Description: The process is used to describe the process of creating and updating the schedule of classes prior to registration.

Process Notes cont.
7. Goto PR.01 FT Load/Overload, PR.02 PT Faculty Assign or HR. 09 Independent Contractor for assignment of faculty
8. Has schedule publication date arrived?
8.1 Yes: Continueto 8
8.2. No: Continue to 10
9.  Scheduling Coordinator posts live schedule of classes to portal

10.  System notifies students of live schedule
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Instruction Process Maps
urriculum (CU): Scheduling

NCCCS: SC.12 Scheduling — Class Schedule Additions and Cancellations After Registration Begins
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Instruction Process Maps
Curriculum (CU): Scheduling

SC.12 Scheduling — Class Schedule Additions and Cancellations After Registration Begins

Description: This process captures the steps undertaken to cancel a section, add seats to a section, or add new sections to the schedule of classes
after registration begins.

Process Notes:

1.

e N o w

System updates portal, highlighting sections needing review according to business rules: low enrollment, nearing high enroliment, and
full/waitlisted sections

Academic reviews highlighted section enroliments
Does the section have low enrollment according to business rules?
3.1. Yes:Continueto 4
3.2. No: Continueto 12
Decision to cancel section?
4.1. Yes:Continueto5
4.2. No:End
Program chair initiates workflow change request for section cancellation and routes workflow for approvals, if needed
Schedule coordinator authorizes section cancellation in ERP
System deregisters student from cancelled section(s) and processes refunds
System notifies student of section cancellation, and offers other section options
System routes student record to workflow queue for contact with student by Advising

Go to PR.01 FT Load/Overload, PR.02 PT Faculty Assign or HR. 09 Independent Contractor to adjust load and/or payroll for cancelled section
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Instruction Process Maps
Curriculum (CU): Scheduling

SC.12 Scheduling — Class Schedule Additions and Cancellations After Registration
Begins

Description: This process captures the steps undertaken to cancel a section, add seats to a section, or add new sections to the schedule of
classes after registration begins.

Process Notes cont.:

11.
12.
13.

14.

15.
16.
17.

Schedule Coordinator/Room Scheduler runs room optimizer if desired
System posts updates to live schedule of classes; End
If section does not have low enrollment, is the section full and/or have a waitlist?
13.1. Yes: Continueto 13
13.2. No: Continueto 17
Decision to add a new section?
14.1. Yes: Continue to 14
14.2. No: Continueto 17
Program chair/Dean initiates workflow change request for new section to be added and routes workflow for approvals, if needed
Schedule Coordinator authorizes new section in ERP

System notifies waitlisted students from full/waitlisted section, of new section now available; Return to 10
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Instruction Process Maps
Curriculum (CU): Scheduling

SC.12 Scheduling — Class Schedule Additions and Cancellations After Registration Begins

Description: This process captures the steps undertaken to cancel a section, add seats to a section, or add new sections to the schedule of
classes after registration begins.

Process Notes cont.:
18. Decision to add seats to existing section?
18.1. Yes: Continue to 18
18.2. No: End
19. Program chair initiates workflow change request for added seats and routes workflow for approvals, if needed
20. Schedule coordinator authorizes additional seats to existing section in ERP

21. Schedule Coordinator/Room Scheduler runs room optimizer if desired
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Instruction Process Maps
Curriculum (CU): Scheduling

NCCCS: SC.13 Scheduling — Class Schedule Change

Exceptions After Registration
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Instruction Process Maps
Curriculum (CU): Scheduling

SC.13 Scheduling — Class Schedule Change Exceptions After Registration Begins

Description: This process captures the steps undertaken to modify a full section (change day, time, etc.) after registration begins.

Process Notes:

1. Program Chair proposes change to section after registration has begun
2. Program Chair and Scheduling Coordinator runs what-if scenarios on ERP to determine impact of moving section
3. Are students contacted before initiating change request?
3.1. Yes:Continueto4
3.2. No:Continueto5
4. Program Chair contacts enrolled students
5. Decision to proceed with moving section?
5.1.  Yes: Continueto 6
5.2.  No:End
6. Program Chair initiates workflow change request and routes workflow for approvals needed
7. Dean/CAO reviews workflow
8. Approve change request?
8.1. Yes: Continueto9
8.2. No:End
9. Scheduling Coordinator authorizes update to section
10. System makes changes to section
11. Are there conflicts with student schedule?
11.1. Yes: Continueto 12
11.2. No: Continue to 15
12. System drops student from section due to conflict and processes refund; notifies student of changes
13. System populates workflow queue with dropped students for contact
14. Program Chair/Advisor reviews workflow queue and contacts student to assist with alternative section; End
15. Isthere is not conflict, system notifies student of changes to section; End
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Instruction Process Maps
Curriculum (CU): Scheduling

NCCCS: SC.14 Scheduling — Event Planning
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Instruction Process Maps
Curriculum (CU)

SC.14 Scheduling — Event Planning

Description: This process captures the steps to request, schedule and track an event held by the college.

Process Notes:

1.
2.

w O N o u &

Requestor create and submit event proposal
Administration reviews student org event proposal
Approved to continue?

3.1. Yes:Continueto 4

3.2. No: Continue to 16
Requestor submits a request for event space
Room Scheduler Coordinator locates and holds space for event on shared college/system calendar
System notifies requestor of space held for event
Requestor updates proposal with confirmed space for event
Requestor submits proposal for review and final approval
Charge for event?

9.1. Yes. Goto AX.73- Auxiliary Cash Services

9.2. No. Go to 9 Required documentation/Event Approved
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Instruction Process Maps
Curriculum (CU)

SC.14 Scheduling — Event Planning

Description: This process captures the steps to request, schedule and track an event held by the college.

Process Notes cont:
10. Event approved?
10.1. Yes: Continueto 11
10.2. No: Continueto 15
11. Requestor creates communications for portal and targeted audience
12. Eventopen to anyone/no charge or registration required?
12.1. Yes: Continueto 12
12.2. No: Continue to 16
13. Requestor posts event announcements on portal and other communication outlets
14. Eventis held
15. System compiles event completion reports and information; notifies requestor; End

16. If event was not approved, system releases reserved space

17. Does requestor desire to resubmit event proposal?
17.1. Yes: Continueto 17
17.2. No:End
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Instruction Process Maps
Curriculum (CU): Scheduling

SC.14 Scheduling — Event Planning

Description: This process captures the steps to request, schedule and track an event held by the college.

Process Notes cont.:

18.
19.
20.
21.

22.
23.

Requestor rework and resubmit event proposal; Return to 2

If event is not open/registration or payment required, system sends communication to targeted group
Participant registers and pays (if needed) online for event

System notifies participant of event registration confirmation

System updates event summary and detail information on dashboard

System notifies/reminds attendees of upcoming events; return to 13
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Student Services Process Maps

Curriculum (CU): Recruitment

NCCCS: RE.OO Recruitment — Recruitment Process Overview

Recruitment/ Recruitment/ Recruitment/ Recruitment/
Admissions Admissions Admissions Admissions
[RE.12 [RE.11 [RE.13 [RE.14
Recr Sources Recruitment Prospect Mgmt] Deactivate

Set-Up] Purge]
ERP & CRM ERP & CRM ERP & CRM ERP & CRM
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Student Services Process Maps
Curriculum (CU): Recruitment

NCCCS Concept Document: RE.11 Recruitment — Recruitment Set-Up
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Student Services Process Maps
Curriculum (CU): Recruitment

NCCCS Concept Document: RE.12 Recruitment — Recruiting Sources
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Student Services Process Maps
Curriculum (CU): Recruitment

NCCCS: RE.13 Recruitment — Prospect Management
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Student Services Process Maps
Curriculum (CU): Recruitment

RE.13 Recruitment — Prospect Management

Description: This process captures the steps of managing prospects.

Process Notes:
1. Recruitment/Admissions uploads prospect information into CRM from RE.12 Recruitment Sources.
2. Is there a duplicate issue with student?
2.1. Yes:Continueto3
2.2. No:Continueto 4
3. Recruitment/Admissions staff resolves duplicate issue
4. Has student self-identified as degree or certificate-seeking?
4.1. Yes:Continueto5
4.2. No: Continueto 11
5. Do student’s education goals align with local curriculum program?
5.1. Yes: Continueto7
5.2.  No: Continue to 6

6. Recruitment/Admissions advises student to enroll in general studies; and refer student to academic warehouse to seek specific
program of study, if interested

7. System assigns communication track for CU students based on business rules

8. System communicates with prospect according to communication track
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Student Services Process Maps
Curriculum (CU): Recruitment

RE.13 Recruitment — Prospect Management

Description: This process captures the steps of managing prospects.

Process Notes cont.:

9.

10.
11.
12.
13.
14.

15.
16.
17.

18.
19.
20.

21.

Has student submitted an application?

9.1. Yes: Continue to 10
9.2. No: Return to 8 to continue communications
If submitted application, Go to AM.13 Admissions Appl; End
If student did not self-identify as degree or certificate seeking, system routes student record to workflow queue for personal contact
Recruitment/Admissions contacts student to clarify educational and career goals
Recruitment/Admissions updates CRM with CU or Career Credit interest
After contact, is student special credit/visiting student?
14.1. Yes: Continue to 15
14.2. No: Continue to 17
System assigns communication track for Special Credit/Visiting students based on business rules
Go to RG.13 Special Credit Std Reg’n; End
After contact, is student now degree or certificate seeking?
17.1. Yes:Returnto5
17.2. No: Continue to 18
System assigns communication track for Career Credit students based on business rules
System communicates with Career Credit prospect according to communication track
Has Career Credit student registered or want to register?
20.1. Yes: Continueto 21
20.2. No: Returnto 19 to continue communications
Go to CC.32A and CC.32B Career Credit Registration; End
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Student Services Process Maps
Curriculum (CU): Recruitment

NCCCS: RE.14 Recruitment — Prospect Record Deactivate and Purge

Automated Automated Recrn"ut_mg/
Admissions
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Student Services Process Maps
Curriculum (CU): Recruitment

RE.14 Recruitment — Prospect Record Deactivate and Purge

Description: This process captures the steps for deactivating and purging prospect records.

Process Notes:

1. System confirms that recruitment milestone has been reached without receipt of application
2. System routes prospect record to work queue for decision to deactivate or purge
3. Record should be deactivated based on rules?

3.1. Yes:Continueto4
3.2. No:Continueto5
4. Recruitment/Admissions updates prospect record as inactive; End

5. Recruitment/Admissions purges prospect record; End
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Student Services Process Maps
Curriculum (CU): Admissions

NCCCS: AM.0OO Admissions Processes Overview
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Student Services Process Maps

Curriculum (CU): Admissions

NCCCS Concept Document:

AM.11 Admissions Set-Up
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Student Services Process Maps

Curriculum (CU): Admissions

NCCCS Process: AM.12 Admissions — Prospect Admission Counseling

Start
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Student Services Process Maps
Curriculum (CU): Admissions

AM.12 Admissions — Prospect Admissions Counseling

Description: This process captures the steps of admissions counseling for prospects.

Process Notes:

1. Prospect completes intake inventory

2 Admissions confirms appointment

3 Prospect and Admissions discuss available program and course options in appointment
4. Prospect and Admissions discuss options for paying for CU or Career Credit courses

5 Student interested in CU offerings?

5.1. Yes: Continueto 6

5.2. No: Continueto 9
6. Has student submitted CU application?

6.1. Yes: Continueto7
6.2. No: Continueto 8
7. Go to AM.13 Admission Appl
8. Go to RE.13 Recruitment Prospect Mgt; End
9. If student is not interested in CU offering, go to CC.31 Career Credit Std Intake; End
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Student Services Process Maps
Curriculum (CU): Admissions

NCCCS: AM.13 Admissions — Initial Application Processing Determination
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Student Services Process Maps
Curriculum (CU): Admissions

AM.13 Admissions — Initial Application Processing Determination

Description: This process captures the steps of determining what type of student application has been received and where it is routed
for processing.

Process Notes:
1. Is student applying for a CU program?
1.1. Yes: Continue to 2
1.2. No: Continue to 21
Student complete RDS and receives RCN
Student completes and submits dynamic admission application and intake inventory; Continue to 4 and 5
Go to AM.14 Activate Student Network Account for network activation and access to portal; End
Admissions uploads or enters application residency determination in CRM
Prior student record?
6.1. Yes: Continueto7
6.2. No: Continueto 8
Go to AM.24 Returning Student Appl Rvw; End
System notifies student of receipt of application instructions on accessing portal
9. Does intake inventory align with selected program?
9.1. Yes: Continue to 11
9.2.  No: Continueto 10
10. Goto AD.11 New Acad Pgm Advising
11. FAFSAonfile?
11.1. Yes: Continueto 12
11.2. No: Continue to 13
12. System notifies student of FA self-service option on portal
13. System notifies student of FAFSA application process

oukswnN

© N
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Student Services Process Maps
Curriculum (CU): Admissions

AM.13 Admissions — Initial Application Processing Determination

Description: This process captures the steps of determining what type of student application has been received and where it is routed
for processing.

Process Notes cont.:
14. VAstudent?
14.1. Yes: Continue to 15
14.2. No: Continue to 16
15. System notifies student of VA contact and benefit options; Continue to 18
16. International application?
16.1. Yes: Continueto 17
16.2. No: Continue to 18
17. Goto AM.25 Int’l Student Appl Rvw; End
18. Restricted program application?
18.1. Yes: Continue to 19
18.2. No: Continue to 20
19. Go to AM.26 Restricted Prgm Appl Rvw; End
20. Goto AM.27 Unrestricted Pgm Appl Rvw; End
21. If studentis not CU applicant, are they CCP student?
21.1. Yes: Continue to 22
21.2. No: Continue to 23
22. Goto AM.23 HS/Career Promise Appl Rvw; End
23. s student a captive applicant?
23.1. Yes: Continueto 24
23.2. No: Continue to 25
24. Go to AM.28 Captive Std Appl Rvw; End
25. Go to AM.29 Youth Apprenticeship Appl Rvw; End
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Student Services Process Maps
Curriculum (CU): Admissions

NCCCS: AM.14 Admissions — Student Network Account Activation
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Student Services Process Maps
Curriculum (CU): Admissions

AM.14 Admissions — Student Network Account Activation

Description: This process captures the steps for creating student network accounts for applicants, providing access to the student
portal.

Process Notes:

1. CRM system provides student identification data to system identity management system
2 Network account is created for student

3. CRM and ERP are updated, listing credentials

4.  System notify student of network/portal access; End
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Student Services Process Maps
Curriculum (CU): Admissions

NCCCS: AM.21 Admissions — Assessment and Placement
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Student Services Process Maps
Curriculum (CU): Admissions

AM.21 Admissions — Assessment and Placement

Description: This process captures the steps for tracking the testing and placement results for a student.

Process Notes:
1. Admissions/Advising receives and records student Multiple Measures data from DPI
2. Does the student meet at least one criteria?
2.1. Yes:Continueto7
2.2. No:Continueto3
Student submits high school transcripts, test scores
Admissions/Advising records receipt of HS transcript and related transcript data
Admissions/Advising evaluates student high school transcripts and test scores
All information received/current?
6.1. Yes:Continueto7
6.2. No: Continueto 9
Admissions/Advising determines appropriate placement for English and math; update student record
System informs student of assessment results; End
9. System notifies student of missing requirements; provides information to perform assessment; Return to 5

ouesWw

o N
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Student Services Process Maps
Curriculum (CU): Admissions

NCCCS: AM.22 Admissions — Transcripts Management
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Student Services Process Maps
Curriculum (CU): Admissions

AM.22 Admissions — Transcripts Management

Description: This process captures the steps for tracking transcripts and prior institutions attended for students.

Process Notes:
1. Student submits official college transcripts

2. Transcripts received with application?
2.1. Yes:Continueto 3
2.2. No:continueto 5
Admissions inputs transcript receipt, student institution attendance data

Go to AC.32A/AC.32B Transfer Credit Course & Transfer Course Non-Courses for evaluation(s); End

System notifies student to provide all official transcripts

ok~ w

Transcripts received?
6.1. Yes:Returnto3
6.2. No: Continueto 7
7. Has the student’s priority registration deadline been reached?
7.1.  Yes: Continueto 8
7.2. No: Returnto 5
8. System places missing transcript registration hold on student record

9. System notifies student of registration hold; Return to 5
10. Financial aid updates student institutions attended record with information from NSLDS

11. Were any institutions added?
11.1. Yes: Continueto 12
11.2. No:End
12. System notifies admissions of institutions added; Return to 5
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Student Services Process Maps
Curriculum (CU): Admissions

NCCCS: AM.23 Admissions — HS/Career & College Promise Application Review
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Student Services Process Maps
Curriculum (CU): Admissions

AM.23 Admissions — HS/Career & College Promise Application Review

Description: This process captures the steps undertaken for evaluating an application received for a HS/Career Promise student.

Process Notes:

AN E

O oeoN®

10.

11.
12.
13.
14.

Student completes CCP application; submits to counselor or principal
High school counselor or designated individual approves application as full or provisional; submits to college admissions office
Admissions uploads/enters CCP application information
System assigns missing items as required; checks for items already received on file
Are there missing items?
5.1.  Yes: Continueto 6
5.2.  No: Continueto 8
System notifies student of receipt of application and items outstanding
Student submits/uploads missing items; Return to 5
System evaluates application based on business rules; determines admission status
Provisional?
9.1. Yes: Continue to 10
9.2.  No: Continueto 12
Has the provisional student received approval from the CAO to participate?
10.1. Yes: Continueto 11
10.2. No: Continue to 12
System notifies student of provisional admission status, specific GPA requirements, and next steps; End
System notifies student of admission status and next steps; End
At conclusion of each high school term, system confirms college GPA for student continuance in program
System routes CCP records to workflow queue for CCP Liaison
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Student Services Process Maps
Curriculum (CU): Admissions

AM.23 Admissions — HS/Career & College Promise Application Review

Description: This process captures the steps undertaken for evaluating an application received for a HS/Career Promise student.
Process Notes cont.:

15. GPA acceptable?
15.1. Yes: Continue to 15
15.2. No: Continue to 16
16. System notifies student of continuance in program; End

17. GPA below provisional?
17.1. Yes: Continueto 17
17.2. No: Continue to 19
18. System terminates CCP program; deregister student if registered

19. System notifies student of CCP termination; End

20. System notifies student of provisional CCP status; End
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Student Services Process Maps
Curriculum (CU): Admissions

NCCCS: AM.24 Admissions — Returning Student Application Review
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Student Services Process Maps
Curriculum (CU): Admissions

AM.24 Admissions — Returning Student Application Review

Description: This process captures the steps undertaken for evaluating an application received from a returning student.

Process Notes:
1. System routes student record to manual review queue, identifying new or different data from data in ERP

2 Admissions authorizes data to be updated, where appropriate
3. System assigns missing items based on updated data; checks for items already received on file
4

Is prior program different than program applying for now?
4.1. Yes: Continueto5
4.2. No: Continueto 6
System ends prior program
6. Missing items still needed?
6.1. Yes: Continueto 7
6.2. No: Continueto 9

v

7. System notifies student of receipt of application and items outstanding
8. Student submits/uploads missing items; Return to 6
9. System evaluates application based on business rules; determines re-admission

10. System routes student record to review queue to confirm re-admission status
11. Admissions confirms re-admission status
12. System notifies student of re-admission status and next steps

13. Goto AD.12 Cont’g Std Advise; End
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Student Services Process Maps

Curriculum (CU): Admissions

NCCCS: AM.25 Admissions — Non-US Citizen Student Application Review
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Student Services Process Maps

Curriculum (CU): Admissions

AM.25 Admissions — Non-US Citizen Student Application Review

Description: This process captures the steps undertaken for evaluating an application received from an international student.

Process Notes:

1.
2.

w O N o v &

11.
12.
13.
14.
15.

System determines type of international student based on answers to dynamic questions on application

System assigns missing items based on data, visa/DACA/undocumented status; checks for items already received on file

Missing items still needed?
3.1. Yes:Continueto 4
3.2. No: Continueto 7
System notifies student of receipt of application and items outstanding

Student submits/uploads missing items

Admissions verifies data; return to 3

System evaluates application based on business rules; determines admission status
Admissions confirms admission status

System notifies student of admission status and next steps

Is student applying under an F1 visa?
10.1. Yes: Continueto 11
10.2. No: Continue to 15

System exports information to SEVIS

System routes student record to F1 work queue for completion of I-20 by Certifying official
Certifying official certifies and issues I-20
Certifying official delivers I-20 and admission materials to student

Go to AD.11 New Std Acad Advise; End
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Student Services Process Maps
Curriculum (CU): Admissions

NCCCS: AM.26 Admissions — Restricted Entry Program Student Application Review
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Student Services Process Maps
Curriculum (CU): Admissions

AM.26 Admissions — Restricted Entry Program Student Application Review

Description: This process captures the steps undertaken for evaluating an application received from a student desiring admission into a
restricted program.

Process Notes:

1.
2.

L oKoNOUL A

11.
12.
13.

14.

System determines student selection of restricted entry program based on answers to dynamic questions on application
System assigns missing items based on requirements of selected restricted entry programs; checks for items already received on
file
Missing items still needed?
3.1. Yes: Continueto 4
3.2. No: Continueto 7
System notifies student of receipt of application and items outstanding
Student submits/uploads missing items
Admissions verifies data; return to 3
System compiles/ranks scores based on items received, business rules, and rubric if used
System routes student records to work queue and notifies faculty and staff of applications available for evaluation
Faculty/staff evaluates applications and determines admission to restricted program(s)
Accepted?
10.1. Yes: Continueto 12
10.2. No: Continue to 11
If not accepted, system notifies student of unacceptance into restricted program; advise other programs; End
If accepted, system notifies student of admission to restricted program(s)
Student evaluates acceptance to program(s), using what-ifs to guide final program decision; reviews program requirements
remaining for each option
Student accepts offer into restricted entry program
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Student Services Process Maps
Curriculum (CU): Admissions

AM.26 Admissions — Restricted Entry Program Student Application Review

Description: This process captures the steps undertaken for evaluating an application received from a student desiring admission into a
restricted program.

Process Notes cont.:
15. System updates the student record with program selection; notifies student of acceptance
16. Need additional missing items for pre-enrollment?
16.1. Yes: Continueto 17
16.2. No: Continue to 20
17. System assigns missing items needed for pre-enroliment
18. Student submits/uploads missing items
19. Admissions/Faculty verifies data from missing items submitted; return to 16
20. System notifies student of admission status and next steps
21. Goto AD.11 New Std Acad Advise; End
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Student Services Process Maps

Curriculum (CU): Admissions

NCCCS: AM.27 Admissions — Unrestricted Entry Program Student Application Review
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Student Services Process Maps
Curriculum (CU): Admissions

AM.27 Admissions — Unrestricted Entry Program Student Application Review

Description: This process captures the steps undertaken for evaluating an application received from a student desiring admission to a
general program which does not have restricted entry.

Process Notes:

1.

System determines student selection of unrestricted entry program based on answers to dynamic questions on application
System assigns missing items based on selected program: checks for items already received on file
Missing items still needed?
3.1. Yes. Continueto 4
3.2. No. Continueto7
System notifies student of receipt of application and items outstanding
Student submits/uploads missing items
Admissions verifies data; return to 3
System evaluates application based on business rules; determine admissions
Admissions confirms admission status
System notifies student of admission status and next steps
Go to AD.11 New Std Acad Advise; End
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Student Services Process Maps

Curriculum (CU): Admissions

NCCCS: AM.28 Admissions — Other Special Population Application Review
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Student Services Process Maps
Curriculum (CU): Admissions

AM.28 Admissions — Other Student Population Application Review

Description: This process captures the steps undertaken for evaluating an application received from a student other than HS/Career and
College Promise i.e. Captive, Youth Apprenticeship, etc. who is not required to complete the residency determination workflow.

Process Notes:

1.

HwnN

O N WU

9.

10.
11.
12.
13.
14.
15.

System determines student selection for application review based on answers to dynamic questions on application
Staff upload or enters application
System notifies student of receipt of application and instructions to access portal as applicable
Is student a prior curriculum student?
4.1. Yes. Continueto5
4.2. No. Continueto 6
Is student a Non-US Citizen?
5.1.  Yes. Continueto 7
5.2. No. Continueto 8
Missing items still needed?
8.1. Yes. Continueto9
8.2.  No. Continueto 13
System notifies student of receipt of application and items outstanding
Student submits/uploads missing items
Admissions verifies data; return to 8
System evaluates application based on business rules; determine admissions
Admissions confirms admission status
System notifies student of admission status and next steps
Go to RG.12 Registration for Curriculum Program Students; End
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Student Services Process Maps
Curriculum (CU): Academic Records

NCCCS: AC.00 Academic Records — Academic Records Process Overview
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Student Services Process Maps
Curriculum (CU): Academic Records

NCCCS Concept Document: AC.11 Academic Records — Academic Record Set-Up
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Student Services Process Maps
Curriculum (CU): Academic Records

NCCCS: AC.12 Academic Records — Create/Maintain CCL Transfer Course Equivalencies
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.12 Academic Records — Create/Maintain CCL Transfer Course Equivalencies

Description: This concept document captures the steps to creating and maintaining system-wide transfer courses equivalencies.

Process Notes:
1. Transfer Evaluator/Faculty reviews transfer credit evaluation work queue
2. Transfer Evaluator/Faculty determines if courses is equivalent to course in CCL
3. Equivalent to course in CCL?
3.1. Yes:Continueto5
3.2. No:Continueto 4
4, Transfer Evaluator/Faculty will determine if credit should be a standard equivalency
4.1. Yes. Continueto 6
4.2. No. Authorize transferability of course
5. System notifies advisor and students of non-equivalent transfer course; End
Transfer Evaluator/Faculty authorizes and creates transfer course equivalency in CCL
7. Go to AC.32A Transfer Credit Evaluation.

o
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Student Services Process Maps

Curriculum (CU): Academic Records

NCCCS: AC.13 Academic Records — Create/Maintain External/Non-Course Transfer Equivalencies
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.13 Academic Records — Create/Maintain External/Non-Course Transfer
Equivalencies

Description: This process captures the steps of creating and maintaining system-wide non-course transfer equivalencies.

Process Notes:

1. Transfer Evaluator/Faculty review transfer credit evaluation work queue

2. Other Institutional evaluation needed?
2.1. Yes:Continueto 3
2.2. No:Continueto 8

3. Transfer Evaluator/Faculty determines if course is equivalent to course in CCL

4, Is the course equivalent to existing course?
4.1. Yes: Goto5. Transfer Evaluator/Faculty will determine if credit should be a standard equivalency
4.2. No:Goto1ll. Notify advisor and student on non-course equivalent course; End

5. Transfer Evaluator/Faculty will determine if standard equivalency
5.1.  Yes. System will authorize and create standard equivalency in database; based on business rules
5.2. No. Authorize transferability of course

6. Go to AC.32B Transfer Credit for Non-Courses

7. Military credit evaluation needed?
7.1.  Yes: Continue to 10
7.2. No: Continue to 18

8. Transfer Evaluator/Faculty reviews ACE recommendations; determines if military experience relates to existing courses

9. Is the military experience applicable to existing courses?
9.1. Yes: Goto 16. Transfer Evaluator/Faculty will determine if credit should be a standard equivalency
9.2. No: Goto 11l. Notify advisor and student on non-course equivalent course; End

10. Transfer Evaluator/Faculty will determine if standard equivalency?
10.1. Yes. System will authorize and create standard equivalency in database; based on business rules
10.2. No. Authorize transferability of course

% 11. Goto AC.32B Transfer Credit for Non-Courses
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.13 Academic Records — Create/Maintain External/Non-Course Transfer
Equivalencies

Description: This process captures the steps of creating and maintaining system-wide non-course transfer equivalencies.

Process Notes cont.:
12. Does student have credit by exam results that need evaluation?
12.1. Yes: Continueto 13
12.2. No: Continue to 19. Transfer Evaluator/Faculty contact student to determine alternate individual evaluation; End
13. Transfer Evaluator reviews ACE recommendation and determines if exam is applicable to existing courses
14. Applicable to existing courses?
14.1. Yes: Continue to 16. Transfer Evaluator/Faculty will determine if credit should be a standard equivalency
14.2. No: Goto 11. Notify advisor and student on non-course equivalent course; End
15. Transfer Evaluator/Faculty will determine if standard equivalency
15.1. Yes. System will authorize and create standard equivalency in database; based on business rules
15.2. No. Authorize transferability of credit
16. Go to AC.32B Transfer Credit for Non-Courses
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Student Services Process Maps
Curriculum (CU): Academic Records

NCCCS: AC.21 Academic Records — Student Academic Program Change
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.21 Academic Records — Student Academic Program Change

Description: This process captures the steps for a student to change his/her academic program.

Process Notes:

1. Student desires to investigate a different program
2. Student reviews what-if scenarios for different programs on portal
3. Does student desire or is required to discuss program change with advisor?

3.1. Yes:Continueto 4
3.2. No: Continueto 6
4. Advisor discusses program change with student

5. Proceed with change?

5.1. Yes: Continueto 6

5.2.  No:End
6. Student completes program change form online or paper, including a requested effective date or term for this change
7. Was a paper form completed?

7.1.  Yes: Continue to 15. Staff will determine if change is allowable.
7.2.  No: Continue to 14. Automated process will determine if change is allowable based on business rules.
8. Is change is an allowable change?
8.1. Yes. Continue to 16. Staff updates student program and advisor; end prior program and advisor if applicable.
8.2. No. Continue to 14. Notify student of requirements before program can be changed.
9. Acad Records staff scans/links paper form to student record on document imaging; Continue to 11
10. Automated system will update student program and program advisor; end prior program and advisor, if applicable; notify all
stakeholders.
11. Ischange an allowable change (electronic)?
11.1. Yes. Continue to 10. System will update student program and advisor; end prior program and advisor based on business
rules; notify stakeholders.
11.2. No. Continue to 14. Notify stakeholders of requirements before program can be changed.
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.21 Academic Records — Student Academic Program Change

Description: This process captures the steps for a student to change his/her academic program.

Process Notes cont.

12. Are there any missing items?
12.1. Yes. Goto 12. Notify student of missing requirements.
12.2. No. Determine if Transcript re-evaluation is needed.

13. Hold on Student record to prevent registration for future term; End
14. Transcript re-evaluation needed?

14.1. Yes. Goto AC.12 Transfer Equivs

14.2. No. Go to 20. Need other assessment is evaluated
15. Other assessment needed?

15.1. Yes. Goto AM.21 Assessment/Placement
15.2. No. End
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Student Services Process Maps

Records

Curriculum (CU): Academic

NCCCS: AC.22 Academic Records — Student Demographic Information Change
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.22 Academic Records — Student Demographic Information Change

Description: This process captures the steps for a student to change his/her demographic information.

Process Notes:
1. Student desires to change demographic information
2. Submitting change via paper?

2.1. Yes: Continueto 3

2.2. No: Continue to 12
Student completes appropriate sections of paper student demographic information change form
Student submits paper form and documentation, if needed, to appropriate office
Acad Records staff validates documentation and updates student record based on documents received
Are documents acceptable to confirm requested change?

6.1. Yes: Continueto7

6.2. No: Continue to 14
Acad Records staff or automation updates the student information in ERP
System notifies student that change has been made to student record
9. Was name changed?

9.1. Yes: Continue to 10
9.2. No:End

10. System notifies faculty of student name change for currently registered sections
11. Goto AM.14 Student Activation Network to update student name change credentials; End
12.  If student submit change form online, student completes a dynamic student demographic information change form on portal
13. Student uploads appropriate documentation required to confirm requested change via document imaging; Return to 5
14. If documentation is not acceptable for requested change to student record, Acad Records staff notifies student to submit correct
documentation
15. Student submits/uploads documentation; Return to 5

ouesWw

o N
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Student Services Process
Curriculum (CU): Academic

Maps
Recor

NCCCS: AC.23 Academic Records — Student Cohorts & Groupings Management
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.23 Academic Records — Student Cohorts & Groupings Management

Description: This process captures the steps for assigning students in cohorts and groups.

Process Notes:

1. System evaluates criteria to determine appropriate cohort/group assignment
2. Does student meet criteria for a member of cohort/group?

2.1. Yes:Continueto 3

2.2.  No:End
3. System assigned student appropriate cohort group(s)

&

Registrar/IR reviews cohort/group assignments
5. Have students been incorrectly assigned to a cohort group?
5.1.  Yes. Continueto 6
5.2. No. Continueto 7
6. Registrar updates cohort/group; reviews and updates cohort/group assignment rules as needed
7. Was student previously assigned to a group but no longer qualifies for the group?
7.1.  Yes: Continueto 8
7.2.  No: Continueto 9

8. Registrar enters end date to terminate cohort/group assignment

9. Is there a need to communicate with the students in a cohort/group?
9.1. Yes: Continue to 10
9.2. No:End

10. System notifies student of assignment to cohort/group: End
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Student Services Process Maps
Curriculum (CU): Academic Records

NCCCS: AC.24 Academic Records — Student Academic Records Requests
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.24 Academic Records — Student Academic Records Requests

Description: This process captures the steps undertaken by students to request a transcript, enrollment verification, or degree
verification.

Process Notes:
1. For a transcript request, student completes transcript request form
2. Does student have a hold on system?
2.1. Yes:Continueto7
2.2. No:Continueto 3
3. Did student request transcripts to be printed?
3.1. Yes:Continueto 4
3.2. No: Continue to 10
System processes request and prints transcripts
Acad Records staff mails/holds transfer for pickup per instructions from student
System notifies student that transcript has been sent or is available for pickup: End
If transcript printing was not requested, system processes request and transmits transcript electronically; Return to 6
If student has a hold, does the college opt to allow processing?
8.1. Yes:Returnto3
8.2. No: Continueto 8
9. System notifies student with instructions on how to clear hold before transcript is sent
10. Did student resolve hold?
10.1. Yes: Returnto3
10.2. No:End

©® N Uk
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.24 Academic Records — Student Academic Records Requests

Description: This process captures the steps undertaken by students to request a transcript, enroliment verification, or degree
verification.

Process Notes cont.:

1. For an enrollment or degree verification request, student completes request for verification
2. System confirms enrollment after census date
3. Does student have a restrictions on system?

3.1. Yes:Continueto 4
3.2. No: Continueto 8
4. Does the college opt to waive the hold?
4.1. Yes: Continueto 8
4.2. No: Continueto5

5. System notifies student with instructions on how to clear hold before enroliment verification is sent
6. Did student resolve restriction(s)?
6.1. Yes:Continueto7
6.2. No:End
7. System releases restriction from student record
8. Did student request paper results?

8.1  Yes: Continueto9
8.2 No: Continue to 11
9. Registrar prints and mails verification results
10. System notifies student and requester that verification has been sent; End
11. If student does not request paper results, system sends verification results electronically; Return to 10
12. When a third-party requests enrollment verification, Return to 12
13.  When a student or third-party request degree verification, Return to 13
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Student Services Process Maps
Curriculum (CU): Academic Records

NCCCS: AC.31 Academic Records — Maintain Student Attendance
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.31 Academic Records — Maintain Student Attendance

Description: This process captures the steps undertaken in order to track student attendance.

Process Notes:

1.

oukswN

0 N

11.

12.

13.

Is section for a membership or contact hour class?

1.1. Membership: Continue to 2

1.2. Contact Hour: Continue to 9
Student scans or inputs attendance upon arrival class
System generates attendance report at census date for course sections and routes to instructor attendance workflow queue
Instructor confirms and submits class census data attendance in workflow queue
Student/instructor scan/input attendance upon arrival, based on local practice
Student stops attending?

6.1. Yes. Continueto7.

6.2. No. Continue to 8.
Instructor confirms and submits final class attendance in workflow queue with last date of attendance noted if necessary; End
If section is contact hour class, student scans/inputs attendance upon arrival at class
Student also scans/inputs attendance upon departure from class
Instructor confirms class attendance and workflow queue daily
Has attendance been updated in workflow queue?

11.1. Yes: Continueto 13

11.2. No: Continue to 14
Has the end of the class/term been reached?

12.1. Yes: Continue to 15; End.

12.2. No:Returnto9
Instructor confirms and certifies final attendance in workflow queue; End
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Student Services Process Maps

Curriculum (CU): Academic Records

NCCCS: AC.32A Academic Records — Student Transfer Credit Evaluation from Official Transcripts
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.32A Academic Records — Student Transfer Credit Evaluation from Official
Transcript

Description: This process captures the steps undertaken for evaluating transfer equivalent coursework for a student, as documented on
an official transcript.

Process Notes:
1. Student submits request to previously attended institution(s) for official transcript
2 Previously attended institution sends official transcript for student
3. Admission/Registrar receives official transcript from external institution
4 Electronic transcript received?
4.1. Yes: Continueto 5
4.2. No: Continueto 15
System uploads transcript information into ERP
System compares transfer courses with approved equivalencies
7. Is equivalency approved in database?
7.1.  Yes:Continueto 8
7.2.  No: Continue to 12
8. System posts course equivalency to student record
9. System notifies student and advisor of posted and pending course equivalencies
10. System updates degree plan
11. Goto AC.51 Degree/Certificate Completion to confirm completed degrees/certificates, if any; End
12. Route non-equated course information to Transfer Credit Evaluation work queue
13. Goto AC.12 Create/Maintain CCL Course Equivalencies
14. Receive notification of updated transfer course equivalency
15. If transcript received is not electronic, is optical scanning in use?
15.1. Yes: Continueto 16
15.2. No: Continue to 18
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.32A Academic Records — Student Transfer Credit Evaluation from Official
Transcript

Description: This process captures the steps undertaken for evaluating transfer equivalent coursework for a student, as documented on
an official transcript.

Process Notes cont.:
16. Official transcript is optically scanned by Transcript Evaluator
17. Transcript Evaluator reviews and confirms scanning results; Return to 6

18. If optical scanningis not in use, Transfer Evaluator inputs transcript receipt and student institution attendance data
19. Transfer Evaluator manually enters transfer courses into ERP; Return to 7
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Student Services Process Maps
Curriculum (CU): Academic Records

NCCCS: AC.32B Academic Records — Student Transfer Credit for Non-Courses
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.32B Academic Records — Student Transfer Credit Evaluation for Non-Courses

Description: This process captures the steps undertaken to evaluate credit equivalencies from test scores, portfolio reviews, and non-
course military experience

Process Notes:

1. Student submits for reports from credit-bearing exams such as CLEP, AB, IB
2. Transfer evaluator inputs scores and other information to student record
3. Does the test score have an equivalency in database?

3.1. Yes:Continueto4
3.2. No: Continue to 10
4, System compares test scores with equivalency threshold in database
5. Do scores meet equivalency threshold?
5.1.  Yes: Continueto 6
5.2. No: Continue to 13
6 System post course equivalency to student record
7. System notifies student and advisor of posted course equivalencies
8. System updates degree plan
9. Go to AC.51 Degree/Certificate Completion to confirm completed degree/certificate, if any; End
10. System routes non-equated test score to transfer credit evaluation work queue
11. Goto AC.13 External/Non-Course Equivalencies
12. Transfer Evaluator/Faculty receive notification of updated equivalency in CCL. Return to 4
13. Student may also submit portfolio for evaluation as Prior Learning Experience credit
14. Transfer Evaluator/Faculty reviews documentation and determines course equivalency; Return to 5
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.32B Academic Records — Student Transfer Credit Evaluation for Non-Courses

Description: This process captures the steps undertaken to evaluate credit equivalencies from test scores, portfolio reviews, and non-
course military experience

Process Notes cont.:
15. Student may submit transcripts of non-coursework military experience
16. Does military experience have an equivalent in database?
16.1. Yes:Returnto5
16.2. No: Continue to 19
17. System routes non-equated military experience to transfer credit evaluation work queue
18. Goto AC.13 External/Non-Course Equivalencies
19. Transfer Evaluator/Faculty received notification of updated military experience equivalency in database; Return to 5
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Student Services Process Maps

Curriculum (CU): Academic Records

NCCCS: AC.33 Academic Records — Student College Withdrawal
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.33 Academic Records — Student College Withdrawal

Description: This process captures the steps undertaken by students when withdrawing from classes and/or college (all courses).

Process Notes:
1. Student desires to withdraw from class(es) or from college entirely
2. Does student take the opportunity to discuss with an advisor?
2.1. Yes:Continueto 3
2.2. No: Continueto 11
On portal, student evaluates options using what if scenarios and consequences of withdrawal; Continue to 4
Student and advisor discuss options for withdrawal
Student discusses options with instructors typically coursework, such as incomplete grade, make-up work, etc.
Does student decide to withdraw from all classes?
6.1. Yes: Continueto 6
6.2. No: Continue to 12
7. Does student intend to return at a later date?
7.1.  Yes:Continueto 7
7.2.  No: Continue to 13
8. Student completes withdrawal form online or paper
9. Student completes withdrawal request with leave of absence/hiatus dates; Return to 8
10. Is student withdrawal form paper?
10.1. Yes: Continueto9
10.2. No: Continue to 14
11. Staff withdraw student from current and future classes depending on return date

ousw
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.33 Academic Records — Student College Withdrawal

Description: This process captures the steps undertaken by students when withdrawing from classes and/or college (all courses).

Process Notes cont.:
12. System withdraws student from courses based on withdrawal form
13. System notifies expected departments of student withdrawal (full or partial); End

14. |If student withdrawal form is paper, Acad Records staff withdraws student from current classes and future classes, depending on
return date; End

15. Go to RG.19A Drop-Add Pgl & RG.19B Drop-Add Pg 2; End

16. Asthe end of the student’s leave of absence or hiatus approaches, system notifies student to update residency if needed, and to
seek advisement and register for classes; End
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Student Services Process Maps
Curriculum (CU): Academic Records

NCCCS: AC.34 Academic Records — Academic Forgiveness
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.34 Academic Records — Academic Forgiveness

Description: This process captures the steps undertaken by students to request evaluation of prior credit under the college academic
forgiveness policy.

Process Notes:

AN PRE

o

10.
11.
12.

Student identifies the need to improve academic history
Student and Advisor confer on options to improve academic history
Advisor assesses whether academic forgiveness is an appropriate option
Student applies for academic forgiveness
Has student been previously granted academic forgiveness?
5.1.  Yes: Continueto 6
5.2.  No: Continueto 7
Dean of Students/Registrar reviews application for academic forgiveness via workflow and determines status
Is academic forgiveness approved?
7.1.  Yes:Continueto9
7.2.  No: Continue to 12
If approved, Registrar updates student record/courses appropriately
Advisor confers with student and forgiveness enrollment requirements
System notifies FA and VA of changed student record; End
System notifies student academic forgiveness had been granted previously and request is denied; End
Dean of Students/Registrar notify student that academic forgiveness was not approved; End
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Student Services Process Maps
Curriculum (CU): Academic Records

NCCCS: AC.35 Academic Records — Returning Student Stop-Outs
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.35 Academic Records — Returning Student Stop-Outs

Description: This process captures the steps undertaken to process the return of stop-out students.

Process Notes:

Automated process will identify former students who will need to reapply for admission based on business rules
Staff will review records have been identified

Confirm/Change records to be required to reapply

Automated process will update student records based on business rules

Automated process will notify staff for recruiting efforts

Automated process will notify student of required next steps to re-enroll; End

oukwneE

% North Carolina Community College System 180



Student Services Process Maps
Curriculum (CU): Academic Records
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NCCCS: AC.41 Academic Records — Mid-Term and End-of-Term Grade Management
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.41 Academic Records — Mid-Term and End-of-Term Grade Management

Description: This process captures the steps undertaken to process mid-term and final term grades.

Process Notes:

1.
2.
3.

O N~

10.

11.
12.

Prior to grading, system sends reminder notice to instructor regarding deadline for mid-term grades
During grading period, instructors calculate and upload mid-term grades
Have mid-term grades been received?
3.1. Yes:Continueto5
3.2. No:Continueto 4
Acad Records staff process mid-term grades to student academic history; End
System notifies instructor to upload grades; escalate in repeated notifications; Return to 2
Acad Records staff process mid-term grades to student academic history; End
Prior to grading, system sends reminder notice to instructor regarding deadline for final grades
During grading period, instructors calculate final grades and load to student academic history
Have final grades been received?
9.1. Yes: Continueto 9
9.2.  No: Continue to 14
Acad Records staff process final grades to student academic history, assigning appropriate expiration date for incomplete (I)
grades given by faculty
System notifies instructor to upload grades; escalate in repeated notifications
Grades received by deadline?
12.1. Yes: Continueto9
12.2. No: Continue to 16
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.41 Academic Records — Mid-Term and End-of-Term Grade Management

Description: This process captures the steps undertaken to process mid-term and final term grades.

Process Notes cont.:

13. Acad Records staff assigns appropriate grade for missing grades
14. Are any Missing Grades posted to the student records?
14.1. Yes: Continueto 11
14.2. No: Continue to 12
15. System notifies Registrar and CAO of sections/faculty where Missing Grades have been posted
16. Is studentin HS/Career Promise?
16.1. Yes: Continue to 13 AM.23 HS/Career Path Appl Rvw to reconfirm student eligibility; End
16.2. No: Go to FA.51 Sap/SAP Appeal Process and FA.74 VA End of Term Processing; End
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Student Services Process

Curriculum (CU): Academic

Maps
Records

NCCCS: AC.42 Academic Records — Grade Change Management
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.42 Academic Records — Grade Change Management

Description: This process captures the steps undertaken to change a final term grade

Process Notes:

NoukwnNeE

o

10.
11.

12.
13.
14.

15.
16.
17.

Has Incomplete (l) grade expiration date arrived?
Change incomplete grade to failing grade
Notify student and Registrar of grade change to student record; End
Student complete coursework required for change of grade from incomplete to letter grade
Instructor initiate grade change form to submit earned grade for completion of incomplete (l) grade coursework
System routes grade change form and documentation for approval(s) as needed through workflow
Is grade change approved?
7.1.  Yes: Continue to 13
7.2.  No: Continue to 15
Registrar updates grade change documented workflow, on student record
System notifies student and stakeholders of grade change; End
System notifies student of decision that grade change was not approved
Student will file an appeal?
11.1. Yes: Continueto 17
11.2. No:End
Student completes grade appeal form
Dean/VP-Academic reviews grade change appeal request
Is grade change approved based on appeal?
14.1. Yes:Returnto 14
14.2. No: Continue to 20
System notifies student of final appeal decision; End
Instructor recognizes error; completes change of grade form
Go to 10. Instructor submits grade change form with grade and reason/documentation for change.
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Student Services Process Maps
Curriculum (CU): Academic Records

NCCCS: AC.43 Academic Records — Failed/Missing Requisites
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.43 Academic Records — Failed/Missing Requisites

Description: This process captures the steps of identifying and updating student courses where a student is enrolled in a course in the
next term, and has a failed or missing grade for a required requisite for that course based on final grades from the prior term.

Process Notes:
1. Final grades are posted AC.41 Grading
2. System identifies students with incomplete requisites for registered course is an upcoming period
3. Is there a conditional waiver for enrollment in the course?
3.1. Yes: Continue to 4; End
3.2. No: Continueto 5

4. System routes student record with incomplete requisites to workflow queue for review; Continue to 6 and 7

5. Go to RG.15 Reg’'n Substitutions; End

6. Advising/Faculty/Retention staff contact student to discuss options for registering in other classes

7. System deregisters students from upcoming registered classes where student is missing requisite(s) and processes refund;
Continue to 9 and 10

8. System notifies all stakeholders of enrollment change due to incomplete requisite; End

9. System notifies student of deregistered sections and reason; End
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Student Services Process Maps

Curriculum (CU): Academic Records

NCCCS: AC.44 Academic Records — End-of-Term/Session Student Desighations
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.44 Academic Records — End-of-Term/Session Student Designations

Description: This process captures the steps undertaken to assign academic standing to student records after final term grades are
posted.

Process Notes:

1.

sHwnN

©Now

10.
11.

12.
13.

14.

Final grades are posted AC.41 Grading
System runs academic standing processing to determine Dean’s list, probation, suspension academic standings, etc
Registrar reviews and confirms academic standing results
Are there errors or issues with the academic standing results?
4.1. Yes: Continueto 5
4.2. No: Continueto7
System identifies records with issues in academic standing processing; sent to workflow queue for review
Acad Records staff corrects records identified as issues; Return to 2
System posts academic standing to student academic record
Is student suspended?
8.1. Yes: Continueto9
8.2.  No: Continueto 11
System deregisters students from classes; processes refund
System notifies students of suspension, deregistration, and refund; notify of appeal process
Student on probation/alert?
11.1. Yes. Continue to 12
11.2. No. Continueto 14
System notified student of good standing
Does student appeal suspension/probation/alert?
13.1. Yes: Continueto 16
13.2. No: Continue to 15; End
Student completes and submits appeal request with required documentation, if needed
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.44 Academic Records — End-of-Term/Session Student Designations

Description: This process captures the steps undertaken to assign academic standing to student records after final term grades are
posted.

Process Notes cont.:
15. Appeal committee determine status of student appeal
16. Isthe student’s appeal approved?
16.1. Yes: Continue to 19
16.2. No: Continue to 22
17. System updates student standing as a result of appeal
18. System notifies student and advisor of decision and schedules advising appointment
19. Student/Advisor revises program education plan, and re-registers for classes as needed
20. System notifies student of decision that appeal was not approved; End
21. System notifies stakeholders that student end-of-term/session data is confirmed; End
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Student Services Process Maps
Curriculum (CU): Academic Records

NCCCS: AC.51 Academic Records — Certification of Degree/Certificate/Program Completion
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.51 Academic Records — Certification of Degree/Certificate/Program Completion

Description: This process captures the steps undertaken to certify degree, certificate, and program completion.

Process Notes:
Prior to final term/session, system identifies potential degree/certificate/diploma completers
System notifies student of pending degree completion, request information and commencement preference
System assesses graduation fee if appropriate
System compiles commencement list, and routes student records to commencement workflow queue
System informs student of commencement ceremony information
System notifies advisor a pending program completions in workflow queue
Advisor reviews and confirms program evaluation completion, and forwards to graduation clearance
Final term grades are posted AC.41 Grading
System calculates graduation honors
Acad Records staff confirms degree completion and honors designations for students
Acad Records staff posts degree/certificate completion and honors to student record
12. System generates diplomas/certificates
13. Acad Records staff distributes diplomas/certificates for student request
14. Acad Records staff confirms graduate/completers file ready to submit to Clearinghouse and State
15. Go to AC.53 Commencement; End
16. Student submits Commencement Participation form
17. Doesthe student meet degree completion requirements to participate in Commencement?
17.1. Yes:Returnto2
17.2. No: Continue to 18
18. System notifies student of incomplete requirements; End

LN ULRWNRE

[
= o
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Student Services Process Maps
Curriculum (CU): Academic Records

NCCCS: AC.52 Academic Records — Global Experience/Honors Program Records Management
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.52 Academic Records — Global Experience/Honors Program Records Management

Description: This process captures the steps undertaken to manage students eligible for the global experience/honors program.

Process Notes:
1. Student and Program Coordinator meet to discuss participation in program
Student completes and submits program application
Program coordinator/committee reviews applications received and determines acceptance to program
Student accepted for participation?
4.1. Yes: Continueto 6
4.2. No: Continueto 12
System notifies student of non-acceptance into program; End
System notifies student and registrar of student acceptance into program
System assigns grouping code to student record
System assigns additional concentration to student degree plan record, if applicable
Student enrolls in and completes requirements for program distinction
10. System evaluates program completion during academic program evaluation
11. Has student completed additional concentration?
11.1. Yes: Continueto 11
11.2. No: Continue to 13
12. System adds distinction to academic transcript, diploma as necessary; End
13. System notifies student of missing requirements; End

HwnN

e Y S
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Student Services Process Maps
Curriculum (CU): Academic Records

NCCCS: AC.53 Academic Records — Commencement Activities
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.53 Academic Records — Commencement Activities

Description: This process captures the steps undertaken in conducting commencement.

Process Notes:

Nou,srwnN R

o

9.

10.
11.
12.
13.
14.
15.
16.
17.
18.

19.

Commencement committee places work orders to reserve and arrange space for commencement ceremonies
Commencement committee arranges for vendors i.e. photographer, speaker, catering

Registrar orders diploma covers and inserts as needed;

Registrar orders regalia for faculty/staff

Registrar arrange for special accommodations; End

System identifies and ranks records eligible for department honors; notifies department chair via workflow
Department Chair identifies students to be recognized for department honors and notifies commencement committee via
workflow

Department Chair notifies commencement committee and students of department honor selection via workflow;
Commencement committee compiles graduates list for commencement book; Continue to 10 and 15
Commencement committee prepares commencement booklet, including graduation and department honors
Commencement committee prepares marching cards/Teleprompter script

Commencement committee provides graduate information to photographer for orders, if necessary; End
Registrar confirms degree/certificate completion AC.51 Degree-Certificate Completion

Commencement committee reviews student records in Commencement workflow queue

Commencement committee compiles file for regalia order

Commencement committee identifies appropriate cords needed for graduates

System informs students of need to order/where to pick up regalia

System generates and distributes commencement tickets if applicable;

System generates and distributes graduate survey, if applicable; End
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Student Services Process
Curriculum (CU): Academic

Maps
Records

NCCCS: AC.61 Academic Records — Clearinghouse-IPEDS-State Reports
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Student Services Process Maps
Curriculum (CU): Academic Records

AC.61 Academic Records — Clearinghouse-IPEDS-State Reporting

Description: This process captures the steps for Clearinghouse, IPEDS, and state reporting.

Process Notes:
Registrar extracts enrollment data for clearinghouse reporting based on prescribed schedule
Registrar reviews and corrects reporting errors
Registrar submits corrected data to National Student Clearinghouse; End
System Office extracts data for IPEDS reporting and submits data to colleges
Data confirmed by college?
5.1.  Yes. Continueto 8
5.2.  No. Returnto5
System Office extracts data and re-submits to colleges for approval
7. Did the institution confirm their data?
7.1. Yes: Continue to 8; End
7.2.  No:Returnto5
8. System Office submits corrected IPEDS data to NCES/Department of Education; End
9. After Registrar confirms graduates via AC.51 Degree/Certificate Completion, System Office extracts graduate data for clearinghouse
reporting per prescribed schedule
10. Data confirmed by college?
10.1. Yes. Continueto 11
10.2. No. Returnto9
11.  System Office submits data to Clearinghouse
12. After Registrar confirms graduates via AC.51 Degree/Certificate Completion, System Office extracts graduate data for NC State
reporting per prescribed schedule
13. Data confirmed to be correct?
13.1. Yes. Continueto 11
13.2. No. Returnto 12
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Student Services Process Maps
Curriculum (CU): Registration

NCCCS: RG.00 Registration — Registration Processes Overview

Registration Registration Registration Registration Registration Registration
[RG.14
[RG.11 [RG.12 IRG.13 HS/Career [RG-15 [RG16
Reg’n Priorities] Curriculum Special Credit Promise R?g n Reg’n Waitlist]
Std Reg'n] Std Reg'n] Std Reg'n] Substitutions]
ERP, Portal, ERP, Portal, ERP, Portal, ERP, Portal, ERP, Portal, ERP, Portal,
Workflow Workflow Workflow Workflow Workflow Workflow

Registration Registration Registration Registration Registration
[RG.18 [RG.19A [RG.19B [RG.20 [RG.21
Reg’'n Drop-Add Drop-Add Dereg for No—Sh-ows]

Restrictions] Pg1] Pg2] Non-Pay]

ERP, Portal, ERP, Portal, ERP, Portal, ERP, Portal, ERP, Portal,

Workflow Workflow Workflow Workflow Workflow
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Student Services Process Maps
Curriculum (CU): Registration

NCCCS: RG.11 Registration — Registration Priorities Set-up and Assignment
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Student Services Process Maps
Curriculum (CU): Registration

RG.11 Registration — Registration Priorities Set-Up and Assignment

Description: The process is used to describe the system set-up for priority groups of students for registration

Process Notes:
1. Registrar creates registration priority groups to be assigned to students
2. Does a student have holds or restrictions?

2.1. Yes:Continueto 3

2.2. No:Continueto5
System notifies student of holds or restrictions needing resolution before registration
Have holds or restrictions been resolved by deadline date?

4.1. Yes:Continueto5

4.2. No: Continueto 8
System notifies student that hold or restriction will prevent registration, and next steps; End
System identifies students to be placed into each registration priority group
System assigns registration priority date/time to students based on business rules
System notify students of assigned registration date/time; End

s w

© N W
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Student Services Process Maps
Curriculum (CU): Registration

NCCCS: RG.12 Registration — Registration for Curriculum Program Students
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Student Services Process Maps
Curriculum (CU): Registration

RG.12 Registration — Registration for Curriculum Program Students

Description: This process captures the steps for guiding curriculum students through registration.

Process Notes:
1. Is required advising complete?
1.1. Yes:Continueto5
1.2. No: Continue to 2
2. New or continuing student?
2.1. New: Continueto 3
2.2. Continuing: Continue to 4
3. Go to AD.11 New Std Acad Advise; Continue to 5
4, Go to AD.12 Cont’g Std Advise; Continue to 5
5. Has the student’s registration priority date/time arrived yet, if applicable?
5.1.  Yes: Continueto 7
5.2. No: Continueto 6
6. Continuing student waits for registration priority date/time; Return to 5
7. Freshman seminar completed, if required?
7.1.  Yes:Continueto9
7.2. No: Continueto 8
8. Continuing student registers for freshman seminar
9. Is Advisor assisting student with registering for courses?
9.1. Yes: Continue to 10
9.2.  No: Continueto 12
10. If the advisor is assisting student with registration, student/advisor begins to register student into selected course sections;
system confirms that course/section is within educational plan; Return to 11
11. Student begins to register into selected course sections; system confirms that course/section is within educational plan
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Student Services Process Maps
Curriculum (CU): Registration

RG.12 Registration — Registration for Curriculum Program Students

Description: This process captures the steps for guiding curriculum students through registration.

Process Notes cont.:
12. Does student have a hold which prevents registration?
12.1. Yes: Continueto 13
12.2. No: Continue to 14
13. Student clears hold; Return to 9
14. Conflict or missing Requisites?
14.1. Yes: Continueto 17
14.2. No: Continue to 15
15. Student/Advisor determine outstanding requisites
16. Go to RG.15 Reg’n Substitution
17. Conflict/Requisite override granted?
17.1. Yes:Returnto9
17.2. No: Continue to 20
18. Student/advisor selected alternative course to add to schedule; Update educational plan; Return to 9
19. If requisites are met, is section full?
19.1. Yes: Continueto 22
19.2. No: Continue to 16
20. Go to RG.16 Reg’n Waitlist; End
21. System provides confirmation of registration and invoice of charges; End
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Student Services Process Maps
Curriculum (CU): Registration

NCCCS: RG.13 Registration — Non-Degree Seeking (Special Credit) Student Registration
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Student Services Process Maps
Curriculum (CU): Registration

RG.13 Registration — Non-Degree Seeking (Special Credit) Student Registration

Description: This process captures the steps for guiding special credit students through registration.

Process Notes:
1. Special student submits special form for registration, along with unofficial transcripts for requisite evaluation
2. Advising needed/completed?
2.1. Yes:Continueto 4
2.2. No:Continueto 3
Special Credit Student and Advisor discussed desired classes and requisites for registration
4. Conflict/Missing Requisites?
4.1. Yes: Continueto5
4.2. No: Continueto7

w

5. Special Credit Student Advisor select alternate courses to add to schedule
6. Special credit student registers for courses
7. Section full?

7.1. Yes:Continueto9
7.2. No: Continueto 10
8. Go to RG.16 Reg’n Waitlist
9. System provides confirmation registration and invoice of charges; End
10. Special Credit Student & Advisor selected alternate course to add to schedule; Return to 7
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Student Services Process Maps
Curriculum (CU): Registration

NCCCS: RG.14 Registration — HS/Career and College Promise Student Registration
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Student Services Process Maps
Curriculum (CU): Registration

RG.14 Registration — HS/Career and College Promise Student Registration

Description; This process captures the steps for guiding HS/Career Promise students through registration.

Process Notes:
1. HS/Career Promise student completes and submits HS/Career Promise form at HS
2. Participation and courses approved by high school and college?

2.1. Yes: Continue to 3; RG.12 Regs for Curr

2.2. No: Continue to 4; End
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Student Services Process Maps

Curriculum (CU): Registration

NCCCS: RG.15 Registration — Registration Exceptions
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Student Services Process Maps
Curriculum (CU): Registration

RG.15 Registration — Registration Exceptions

Description: This process captures the steps undertaken for a student to request approval for a course substitution, override, or
exception for registration.

Process Notes:
1. Student requests to substitute or waive a requisite
Instructor/Dean/VP evaluates request
Registrar reviews prior decisions, if any, of review request
Request approved?
4.1. Yes: Continueto5
4.2. No:Continueto 8
5 System notifies student of decision of non-approval for request; End.
6 System updates workflow; applies appropriate override permission for registration
7. System notifies student of approval decision regarding request for exception/override
8
9

sHwnN

Go to RG.12 Curriculum Stu Reg’n/RG.13 Special Credit Std; End
. Student requests permission for course repeat

10. Dean/CAO evaluates request
11. Request approved?

11.1. Yes. Continueto5

11.2. No. Continueto 8
12. Student request exception to waitlist/capacity policy
13. Instructor/Registrar evaluates request
14. Request approved?

14.1. Yes. Continueto 5

14.2. No. Continueto 8
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Student Services Process Maps
Curriculum (CU): Registration

RG.15 Registration — Registration Exceptions

Description: This process captures the steps undertaken for a student to request approval for a course substitution, override, or
exception for registration.

Process Notes cont.:
15. Student requests exception to register for course outside of program, reviewing impacts via what-if scenarios
16. Academics evaluate request
17. Request approved?
17.1. Yes. Continueto 5
17.2. No. Continueto 8
18. Student request permission to register for course conflict
19. Academics evaluates request
20. Request approved/
20.1. Yes. Continueto5
20.2. No. Continueto 8; End
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Student Services Process Maps

Curriculum (CU): Registration

NCCCS: RG.16 Registration — Registration Waitlist Management
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Student Services Process Maps
Curriculum (CU): Registration

RG.16 Registration — Registration Waitlist Management

Description: This process captures the steps for managing course section waitlisting.

Process Notes:

1.
2.
3.

®

10.
11.

Student has registered RG.12 Curriculum Std Reg’n or RG.13 Special Credit Std Reg’'n
Student selects section(s) to add to waitlist, indicating preferred section
Have seats become available?
3.1. Yes:Goto4d
3.2. No:Goto10
Does the student’s schedule conflict with the waitlisted section?
4.1. Yes:Goto5
4.2. No:Goto14
System notifies student of added seats, conflict with current schedule, and required time to take action to utilize open seat
Does the student opt to change their schedule to utilize open seat?
6.1. Yes: Continueto 7
6.2. No:End
Student resolves conflict by dropping a conflicting section and adding waitlisted section
System notifies student with schedule of classes and invoice of charges, if schedule has changed; End
If there is an open seat and no conflict with the student’s schedule, should student be automatically registered in open seat?
9.1. Yes: Continue to System will register student and remove from waitlist
9.2. No: Continue to System will notify student of added seats and required time to add section
System registers student in section and removes student from waitlist; Return to 8
Student registers in section, if desired; Return to 8
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Student Services Process Maps
Curriculum (CU): Registration

RG.16 Registration — Registration Waitlist Management

Description: This process captures the steps for managing course section waitlisting.

Process Notes cont.:
12. If seat does not become available, is there enough demand for another section?
12.1. Yes: Go to System will notify scheduling/faculty of waitlist demand
12.2. No: Go to System will close waitlist; notify remaining students that section is closed
13. Goto SC.12 Schedule Add/Cancel after Reg
14. Are seats added to section?
14.1. Yes:Returnto4
14.2. No:End
15. Close waitlist; automatically notify remaining students that course is closed; End.
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Student Services Process Maps
Curriculum (CU): Registration

NCCCS: RG.18 Registration — Registration Restriction Management

Start

S

Outstanding
balance due?

Group?
(advising, etc.

Individual?
(bad address,
isciplinary, eter

Automated

Automated

Yes»

Apply financial
restriction based on
business rules

Notify students of
outstanding balance

ERP & Workflow

ERP & Workflow

Automated

Ye s

Apply appropriate
restriction based on
business rules

ERP & Workflow

Individual Offices

Yes»|

Apply appropriate
restriction

ERP & Workflow

Prevents
registration,
rnscripts, e

Automated

Notify student of
Ye sk restriction and
procedure to resolve

Automated

Activity resumes
based on business
rules

ERP & Workflow

Workflow
No
End
> <
‘ >{ )
No Automated

Prevents
registration,
rnscripts, e

Notify student of
Yesh| restriction and
procedure to resolve

Individual Offices

Workflow

Activity resumes
based on business
rules

ERP & Workflow

North Carolina Community College System

215




Student Services Process Maps
Curriculum (CU): Registration

RG.18 Registration — Registration Restriction Management

Description: This process captures the steps undertaken to manage registration holds.

Process Notes:

1. Does student have an outstanding balance due?
1.1. Yes: Continueto 2
1.2.  No: Continueto 8

2. System will apply financial restriction based on business rules
3. System notifies students of outstanding balance and deadline for payment before hold is assigned
4, Does the restriction prevent registration, transcripts, etc.?

4.1. Yes: Continueto5

4.2. No:End
5. System notifies student of assigned restriction and procedure to clear the restriction; Continue to 7; End
6. Student resolved issue for restriction?

6.1. Yes: Continueto 7

6.2. No:End
7. When restriction is resolved, system ends restriction based on defined business rules
8. System notifies student of restriction removal; process other pending transactions if applicable; End
9. Is there a group of students who need to be assigned a restriction?

9.1. Yes: Continueto9
9.2. No: Continueto 10
10. System assigns appropriate restriction in batch based on defined business rules; Return to 4
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Student Services Process Maps
Curriculum (CU): Registration

RG.18 Registration — Registration Restriction Management

Description: This process captures the steps undertaken to manage registration holds.

Process Notes cont.:
11. Does student need an individual restriction?
11.1. Yes: Continueto 11
11.2. No:End
12. Individual offices will assign restriction(s) as appropriate to students; update student record manually
13. Does the restriction prevent registration, transcripts, etc.?
13.1. Yes: Continueto 3
13.2. No:End
14. System notifies student of assigned restriction and procedure to clear
15. Student resolved issue for restriction
15.1. Yes: Continue to 15
15.2. No:End
16. Individual Offices end hold manually; Return to 10
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Student Services Process Maps
Curriculum (CU): Registration

NCCCS: RG.19A Registration — Drop/Add/Course Withdrawal
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Student Services Process Maps
Curriculum (CU): Registration

NCCCS: RG.19B Registration — Drop/Add/Course Withdrawal
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Student Services Process Maps
Curriculum (CU): Registration

RG.19AB Registration — Drop/Add/Course Withdrawal

Description: This process captures the steps needed for a student to drop, add, or withdraw from a course section.

Process Notes Reg.19A:
1. Student identifies classes to add to schedule
2. Is the time period to add a class still open?
2.1. Yes:Continueto 3
2.2.  No: Continueto 12
System notifies student that courses cannot be added at this time; End
Student adds class(es) from schedule on portal
5. Holds on registration?
5.1. Yes. Continueto5
5.2.  No. Continueto 6
6. Student Clear hold; Continue to 3
7. Conflict or missing requisite?
7.1. Yes. Continueto7
7.2.  No. Continueto 8
8. Go to RG.15 Reg’'n Substitutions
9. Section full?
9.1. Yes. Continue to 9; RG.16 Reg’'n Waitlist
9.2. No. Continueto 10
10. System updates educational plan and recalculates student bill; notifies student of changes
11. Student reviews student bill; arranges to pay outstanding amount if applicable; End
12. Student identifies classes to drop from schedule

s w

% North Carolina Community College System 220



Student Services Process Maps
Curriculum (CU): Registration

RG.19AB Registration — Drop/Add/Course Withdrawal

Description: This process captures the steps needed for a student to drop, add, or withdraw from a course section.

Process Notes cont.:
13. Isthe time period to drop a class still open?
13.1. Yes: Continue to 15
13.2. No: Go to RG.19B for withdrawal
14. Student drops class(es) from schedule and indicates reason for drop
15. System notifies student of impacts of dropping class(es) with what-if scenarios for FA/VA/Academic impact
16. Is student an athlete, international, or HS student?
16.1. Yes: Continue to 18
16.2. No: Continue to 20
17. System prevents drop per business rules; notifies student to contact Advising for assistance
18. Advising assists student in selecting best option
19. Does student drop the course(s)?
19.1. Yes: Continueto 21
19.2. No:End
20. System recalculates student bill; notifies student of changes and determine if R2T4. If so, Go to FA.44 R2T4 to calculate refund;
End
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Student Services Process Maps
Curriculum (CU): Registration

RG.19AB Registration — Drop/Add/Course Withdrawal

Description: This process captures the steps needed for a student to drop, add, or withdraw from a course section.

Process Notes Reg.19B:

1. When the student drop period is no longer open, student submits request to withdraw from class section and reason for
withdrawal

2. System notifies student of impacts of withdrawing from classes with what-if scenarios

3. Is student and athlete, international, or high school student?

3.1. Yes: Continueto 4
3.2. No: Continueto 6
4. System prevents action per business rules; notify student to take advising for assistance because of unique population

5. Advising assist student in selecting best option based on unique population
6. Student withdraws?
6.1. Yes: Continueto7
6.2. No:End
7. Instructor assigns last of attendance for student
8. System assigns appropriate withdrawal grade
9. System recalculates financial aid Return to Title IV if needed

10. System recalculates student bill; notifies student of drop
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Student Services Process Maps
Curriculum (CU): Registration

NCCCS: RG.20 Registration — Deregistration for Non-Payment
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Student Services Process Maps
Curriculum (CU): Registration

RG.20 Registration — Deregistration for Non-Payment

Description: This process captures the steps undertaken for deregistering students due to non-payment.

Process Notes:

1.

ueWw

O ooN®

Prior to first drop date for non-payment, system identifies students with an outstanding balance based on business rules; routes
to workflow queue
Advising/Business Office/FA reviews students in workflow queue; notifies students of approaching drop for non-payment and
action needed to secure registered courses; End
During payment period, system identify students with an outstanding balance based on business rules; routes to workflow queue
Advising/Business Office/FA reviews and confirms students to be deregistered
Should student be deregistered?

5.1.  Yes: Continueto 6

5.2. No: Continueto 9
System deregisters students with outstanding balances
System notifies advising/registrar of students dropped for non-payment
System notifies students that they have been dropped from course(s) for non-payment; End
For students who should not be deregistered, Advising/Business Office/FA updates student record with code to prevent
deregistration; End
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Student Services Process Maps

Curriculum (CU): Registration

NCCCS: RG.21 Registration — No-Shows
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Student Services Process Maps
Curriculum (CU): Registration

RG.21 Registration — No-Shows

Description: This process captures the steps undertaken when a student registers for class but does not attend the class by the census
date of the class.

Process Notes:
1. From AC.31 Attendance Tracking
2. Enrollment/attendance has occurred based on business rules
2.1.  Yes. End
2.2. No. Continueto3
System will notify student to contact advising for assistance
System will remove student from roster based on business rules
System will recalculate student bill based on business rules
System will recalculate return to Title IV, if needed
System will notify student of drop; End

Nouk~w
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Student Services Process Maps

Curriculum (CU): Advising

NCCCS: AD.00 Advising — Advising Processes Overview
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Student Services Process Maps

Curriculum (CU): Advi

sing

NCCCS: AD.11 Advising — New Student Academic Advisement
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Student Services Process Maps
Curriculum (CU): Advising

AD.11 Advising — New Student Academic Advisement

Description: This process captures the steps used to manage new student advisement.

Process Notes:

1. Advising confirms an in-person or online chat advising appointment with student
2. Student confirms area of interest/need and educational goals
3. Is student in correct program?

3.1. Yes:Continueto5
3.2.  No:Continueto 4
4. Advising updates student program to program matching educational goals
5. Is placement/assessment needed?
5.1. Yes: Continueto 6
5.2.  No: Continueto 8
6. Placement/assessment completed?
6.1. Yes: Continueto?7
6.2. No: Continueto 8
7. Go to AM.21 Assessment and Placement
8. Is transfer evaluation needed?
8.1. Yes:Continueto9
8.2. No: Continueto 12
9. Transfer coursework evaluated?
9.1. Yes: Continueto 12
9.2. No: Continueto 10 and/or 11
10. Go to AC.32A Transfer Credit Evaluation for transfer credit from previously attended institutions
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Student Services Process Maps
Curriculum (CU): Advising

AD.11 Advising — New Student Academic Advisement

Description: This process captures the steps used to manage new student advisement.

Process Notes cont.:
11. Goto AC.32B Transfer Credit Non-Courses for transfer credit from military experience, prior learning assessment or national
credit exams (CLEP, AP, IB, etc.)
12. Advising & Student evaluate academic preparedness and readiness
13. Advising & Student review program requirements; select appropriate courses based on placement and prior work completed
14. Need pre-req override/course substitution?
14.1. Yes: Continue to 12
14.2. No: Continue to 13
15. Go to RG.15 Reg'n Substitutions
16. Advising & Student develop education plan
17. Advising & Student select first semester courses, using the student portal
18. Student attends orientation: End
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Student Services Process Maps
Curriculum (CU): Advising

NCCCS Process: AD.12 Advising — Continuing Student Registration Advisement and Clearance
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Student Services Process Maps
Curriculum (CU): Advising

AD.12 Advising — Continuing Student Registration Advisement and Clearance

Description: This process captures the steps used manage continuing student advisement.

Process Notes:
Student confirms address and academic program
Student reviews outstanding courses per degree plan and course sequencing guide
Student reviews portal for outstanding holds and messages
Student and advisor reviews and approves academic plan
Approved for overload registration?
5.1. Yes: Continueto 7
5.2. No: Continueto 6
Student adjusts plan to allowed course load limit
7. Does student have any academic holds?
7.1. Yes:Continueto 8
7.2.  No: Continue to 10
8. Student and advisor confer and update academic plan
9. All academic holds cleared?
9.1. Yes: Continue to 10
9.2. No:Returnto 8
10. Does student have any non-academic holds?
10.1. Yes: Continueto 11
10.2. No: Continue to 13
11. Student addresses non-academic holds with appropriate department
12. All non-academic holds cleared?
12.1. Yes: Continueto 13
12.2. No:Returnto 11
13. Goto RG.12 Registration for Curriculum Students: End
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Student Services Process Maps

Curriculum (CU): Advising

NCCCS: AD.13 Advising — Early Alert
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Student Services Process Maps
Curriculum (CU): Advising

AD.13 Advising — Early Alert Identification and Communication

Description: This process captures steps for maintaining early alert indicators and communications.

Process Notes:

1. Instructor/staff identifies students who have not attended class or participated in online section
2. System sends alert notification or kudos to advisor and student
3. Is student receiving a challenge or positive message?

3.1. Challenge: Continue to 5
3.2. Positive: Continue to 4
4. System sends positive message to student; End.
Advisors attempt contact with student to schedule appointment
6. Has student been reached and confirmed for an appointment?
6.1. Yes: Continueto 7
6.2. No: Continueto 11
7. Student and advisor confer on issues; develop plan for improvement
8. Is advising accomplished for the student?
8.1. Yes: Continueto9
8.2.  No: Continueto 11
9. System sends notification to advisor or faculty to indicate student has received counseling
10. Advisors document what happened and action steps in ERP; End
11. Advisors contact original referring source to assist with reaching student, if possible; Return to 6
12. Instructor/staff identifies student who is struggling academically; Return to 2
13. Instructor/Advisor/Staff enters comments into the ERP; alert message is entered for student exhibiting personal issues, and
positive message is entered for student exhibiting exceptional performance; Return to 2
14. System identifies students who need alerts based on establish parameters, based on rules; Return to 2

v
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Student Services Process Maps

Curriculum (CU): Advising

NCCCS: AD.15 Advising — Disability Support Services
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Student Services Process Maps
Curriculum (CU): Advising

AD.15 Advising — Disability Support Services

Description: This process captures the steps for assisting students with disability needs.

Process Notes:

NoukwnNeE

o

10.

11.

12.

13.

14.
15.

Student self-identifies his/her disability(s)
Disability Services confers with student; requests disability documentation
Disability Services reviews documentation; identifies accommodations needed
Disability Services records disabilities and recommended accommodations in ERP
System sends confidential notification to faculty and student regarding request for accommodation
Faculty confirms information has been received and reviews the accommodations requested
Will be able to provide accommodations?
7.1.  Yes: Continueto 8
7.2.  No: Continue to 13
Faculty confirms that the requested accommodations can be provided
System sends confidential notification to faculty and student regarding accommodations that will be implemented
Disability Services and faculty implement recommendation for student
Has end of term been reached?
11.1. Yes: Continueto 11
11.2. No:End
System sends reminder to student to update information at the end of term for next semester disability accommodations; Return
tol
If unable to provide accommodation, faculty notifies Disability Services of inability to provide accommodations and additional
information regarding denial of services.
Disability Services reviews requests and offers additional options
If needed, Disability Services escalates request; End
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Student Services Process Maps
Curriculum (CU): Advising

NCCCS Concept Document: AD.17 Advising — Retention Analysis Concept Document
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Student Services Process Maps

Curriculum (CU): Advising

NCCCS Process: AD.18 Advising — Student Conduct Issues
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Student Services Process Maps
Curriculum (CU): Advising

AD.18 Advising — Student Conduct Issues

Description: This process captures the steps for managing student conduct issues. Note that the process may vary between colleges as
to which office or staff performs each step or in the precise order of the steps, based on individual college policy and organization
structure.

Process Notes:

1. Student/Faculty/Staff initiates concern about observed student behavior
2. Student Conduct Officer initiates investigation of reported violation of student code of conduct
3. Is this a Title IX violation?

3.1. Yes:Continueto4
3.2.  No:Continueto 5
4, Go to HR.28 Title IX Tracking; End
Investigating personnel informs student of concern, indicating a hearing will be held (if appropriate)
6. Is this an academic violation?
6.1. Yes: Continueto?7
6.2. No:Continueto 8
7. Go to AC.54 Academic Violation Investigation; End

v

8. Investigating personnel investigates, interviews witnesses, other personnel; documents findings by uploading reports images etc.
into secured student conduct module
9. Is this a health and safety issue?
9.1. Yes: Continue to 10
9.2. No:End
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Student Services Process Maps
Curriculum (CU): Advising

AD.18 Advising — Student Conduct Issues

Description: This process captures the steps for managing student conduct issues. Note that the process may vary between colleges as
to which office or staff performs each step or in the precise order of the steps, based on individual college policy and organization
structure.

Process Notes cont.:

10.
11.
12.
13.
14.
15.

16.
17.
18.
19.
20.

Student Conduct Officer discusses with other individuals as needed
Investigating personnel initiate discussion with “Care Team” or behavioral intervention team as needed
College Investigating Committee conducts a committee meeting to review information, and determine outcome
Investigating personnel notifies student of decision reached and potential sanctions; informs student on undue process
Investigating personnel notifies other stakeholders as needed
Does the student appeal?
15.1. Yes: Continue to 16
15.2.  No: Continue to 18
Student submits appeal per college procedure
College Administration reviews appeal; determines final disposition of violation
Student Conduct Officer updates information for Clery Act reporting, Public Safety and others, if required
Student Conduct Officer updates student record with suspension, if needed
System removes suspension upon expiration to permit student re-enrollment; End
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Student Services Process Maps
Curriculum (CU): Student Life

NCCCS: SL.00 Student Life — Student Life Processes Overview
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Student Services Process Maps
Curriculum (CU): Student Life

NCCCS:
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Student Services Process Maps
Curriculum (CU): Student Life

SL.11 Student Life — Student Organization Creation and Renewal

Description: The process used to describe the steps undertaken to create a new student organization, and to renew the organization.

Process Notes:

1.

bW

O N WU

10.
11.
12.
13.
14.

Is there interest in a new student organization?
1.1. Yes: Continueto 2
1.2. No: Continueto 16
Students create proposal for new student organization
Students retain advisor for student organization
Does this student organization need letter of approval to proceed?
4.1. Yes: Continueto 5
4.2. No: Continueto 6
Students and Student Org Advisor obtain letter of support and stipend determination from student org advisor’s supervisors
Students and Student Org Advisor submit proposal to student organization leadership
Student Organization Leadership reviews proposed charter and bylaws
Is the proposal approved?
8.1. Yes: Continueto9
8.2. No: Continueto 13
System notify student org leader and advisor of decision and next steps
System notifies SGA of new approved student organization
Student Org Officers attend orientation if required
Student Org Leadership and Business Office set up needed accounts as defined by original proposal; End
If proposal was not approved, system notifies student organization and advisor of decision
Does the student organization desire to resubmit?
14.1. Yes: Continue to 15
14.2. No:End
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Student Services Process Maps
Curriculum (CU): Student Life

SL.11 Student Life — Student Organization Creation and Renewal

Description: The process used to describe the steps undertaken to create a new student organization, and to renew the organization.

Process Notes cont.:

15. Students rework proposal for resubmission; Return to 6

16. If thisis not a new student organization, student organization reviews currently approved proposal; updates with changes
17. Student Organization submits renewal, proposed changes and other appropriate documents for renewal; Return to 6

18. If a student organization had sanctions which now have expired, organization may appeal for reinstatement from SL.13 Student
Org Dissolve Suspension; Return to 16
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Student Services Process Maps
Curriculum (CU): Student Life

NCCCS: SL.12 Student Life — Student Organization Membership
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Student Services Process Maps
Curriculum (CU): Student Life

SL.12 Student Life — Student Organization Membership

Description: This process captures the steps undertaken to confirm membership in student organizations.

Process Notes:
1. Registrar/Faculty completes final grading AC.41 Grading

2. System routes student records of members of student organizations to student org advisor work queue for review, highlighting
students with eligibility issues

3. Student org advisor confirms student eligibility for membership and student organization

4. Is the student eligible?

4.1. Yes: Continueto 6
4.2. No:Continueto5
System notifies student of ineligibility; removes from organization; End
System notifies student organization leadership and student of continued eligibility
Student members pays student organization membership dues, if applicable
Student considered for leadership position?
8.1. Yes:Continueto 8
8.2. No:End
9. Student Organization selects organization leaders
10. Student Organization Advisor updates leadership roster for organization
11. Student Organization Advisor maintain and reports information to national chapters; End

©Now
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Student Services Process Maps

Curriculum (CU): Student Life

NCCCS: SL.13 Student Life — Student Organization Non-Renewal Dissolution
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Student Services Process Maps
Curriculum (CU): Student Life

SL.13 Student Life — Student Organization Non-Renewal Dissolution

Description: This process captures the steps of reviewing and dissolving a student organization not based on a student or student
organization infraction.

Process Notes:
1. System determines that renewal will be due within predetermined number of days
2. Does student organization have an advisor?
2.1. Yes:Continueto 3
2.2. No:Continueto 5
3. Desire to remain an active organization?
3.1. Yes:Continueto 4
3.2. No: Continueto 8
4, Go to SL.11 Student Org Creation/Renewal; End

5. If student organization does not have an advisor, system notifies student organization that new advisor must be retained and that
org status is inactive

6. Business Office places hold on financial account of student organization

7. Does the organization retain an advisor?

7.1. Yes:Returnto4
7.2.  No: Continueto9

8. If student organization does not desire to remain active, Student Organization notifies organization advisor and SGA of intent to
suspend or dissolve organization
9. System notifies student organization and advisors of student org dissolution; End
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NCCCS:

Student Services Process Maps
Curriculum (CU): Student Life

SL.14 Student Life — Student Organization Infraction Dissolution or Suspension
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Student Services Process Maps
Curriculum (CU): Student Life

SL.14 Student Life — Student Organization Infraction Dissolution or Suspension

Description: This process captures the steps of reviewing and dissolving or suspending a student organization based on a student or
student organization infraction.

Process Notes:

1. Student/Faculty/Staff/Community member initiates concern about student organization behavior
2. Student Life Director initiates an investigation of reported student organization code of conduct violation
3. Is this a Title IX infraction?

3.1. Yes: Continueto 4
3.2. No: Continueto 5
Go to HR.28 Title IX Tracking; End
Student Org Leadership/Dean of Students notifies student organization of infraction report
Student Org Leadership/Dean holds an administrative hearing with student organization and advisor
Student Org Leadership/Dean notifies Student Conduct Office of hearing results
Student Conduct Office reviews hearing results and determines sanctions for student organization and/or student
Is this an individual student conduct issue?
9.1. Yes: Continue to 10
9.2.  No: Continueto 11
10. Go to AD.18 Std Conduct Issues; End
11. Student Conduct Office notifies student organization of decision reached and potential sanctions; also informs on due process

O oKoNOUL e
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Student Services Process Maps
Curriculum (CU): Student Life

SL.14 Student Life — Student Organization Infraction Dissolution or Suspension

Description: This process captures the steps of reviewing and dissolving or suspending a student organization based on a student or
student organization infraction.

Process Notes cont.:
12. Is student organization appealing dissolution?
12.1. Yes: Continueto 13
12.2. No: Continue to 16
13. Student Organization and Advisor completes and submits appeal and related documentation per college procedures
14. College Administration reviews appeal; determines final decision
15. College Administration notifies student organization of appeal results
16. Isthe student organization being dissolved?
16.1. Yes: Continueto 18
16.2. No: Continue to 19
17. Student Life Director notifies student organization of dissolution and closing account
18. Business Office closes student organization financial account; dissolves organization; End
19. Isthe student organization suspended?
19.1. Yes: Continue to 20
19.2. No: Continue to 23
20. Student Life Director notifies student organization of suspension, any other sanctions, and reinstatement process
21. System monitor suspension; notifies student organization of reinstatement eligibility date
22. GotoSL.11 Std Org Creation/Renewal to appeal for reinstatement; End
23. If student organization was not suspended, Student Life Director invokes sanctions, as appropriate
24. Student Life Director monitors completion of sanctions; End

% North Carolina Community College System 251



Career Credit Process Maps

NCCCS: CC.00A Career Credit — Career Credit Processes Overview (Pg 1)
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Career Credit Process Maps

NCCCS: CC.00B Career Credit — Career Credit Processes Overview (Pg 2)
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Career Credit Process Maps

NCCCS: CC.11A Career Credit — WFCE Occupational Extensions/Human Resource Development
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Career Credit Process Maps

CC.11A WFCE - Occupational Extension/Human Resource Development

Description: This process captures the steps undertaken for developing WFCE coursework proposals for occupational extension and
human resource development courses.

Process Notes:

1. Career Credit creates initial proposal definition for course or program

2. Does course or program have potential crossover course with CU7

2.1 ¥Yes: Continue to 3

2.2 No: Continue to 4

Go to CU.12 CU/Career Credit Crossover; End

Is course offered elsewhere?

41 ¥Yes: Continue to 5

4.2 No: Continue to 6

Go to CC.11E Shared Offerings

When course is not offered elsewhere, Career Credit updates proposal definition into full proposal

Career Credit submits proposal for approval by director

Is it a viable course?

8.1 Yes: Continue to 9

8.2 No: Continue to 11

0. If viable, Career Credit director approves proposal and notifies System Office to update CCL

10. System Office updates CCL; End

11. If not viable course, does Career Credit desire to continue to pursue course!
11.1 Yes: Continue to 12
11.2 No: Continue to 13

12. Career Credit updates proposal with changes; Return to 6 to resubmit

13. Notify student or emplover/ organization of decision not to proceed; End
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Career Credit Process Maps

NCCCS: CC.11B Career Credit — WFCE Shared Offerings
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Career Credit Process Maps

CC.11B WFCE - Shared Offerings

Description: This process captures the steps undertaken for developing WFCE coursework proposals that are shared between the
Curriculum and Career Credit areas.

Process Notes:
1. Career Credit identifies an existing program or course that is related to the needed program or course.
2. Career Credit staff contacts other colleges to investigate shared offering
3. Do colleges agree to share offering?
3.1 Yes: Continue to 4
3.2 No: Continue to 6
4. Career Credit updates proposal with shared agreement
3. Goto CC.11 Occupational Extensions/Human Eesource Development; End
6. Does Career Credit desire to continue to pursue offering at original campus?
6.1 Yes: Continue to 7
6.2 No: Continue to 9 to refer to alternative source
7. Career Credit escalates proposal to directors to resolve conflict
8. Resolve conflict?
8.1 Yes:Returnto4
8.2 No: Continue to 9
0. If conflict cannot be resolved, refer student or emplover/organization to alternative source for course; End
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Career Credit Process Maps

NCCCS: CC.12 Career Credit — WFCE Community Services
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Career Credit Process Maps

CC.12 WFCE — Community Services

Deescription: This process captures the steps undertaken to develop WFCE courses for community services.

[Process Notes:

1. Career Credit creates initial proposal definition
2. Career Credit updates proposal definition into full proposal with information
3. Is course viable?
3.1 Yes: Continue to 6
3.2 No: Continue to 4
4, If course is not viable, terminate proposal
Notify appropriate personnel of proposal termination based on lack of viability; End
6. Is the course offered elsewhere?
6.1 Yes: Continue to 7
6.2 No: Continve to 8
1. If course is already offered at another location, Career Credit updates the proposal with information and uploads to the Program-
Course portal, so that all colleges may view a comment on the proposal
8. Career Credit Director submits approved proposal for update to CCL by System Office
0.  System Office uploads information to update CCL; End

n
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Career Credit Process Maps

NCCCS: CC.13 Career Credit — WFCE Contract Training (Professional Service Agreement)
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Career Credit Process Maps

CC.13 WFCE - Contract Training

Description: Career Credit needs an automated process to support Third-Party Vendor/Contractor training. This is contractual

training requested from outside sources and made payable through the Accounts Payable office. It is assumed this process will not utilized
the normal payroll process as outlined in PE.01 (Full Time Faculty Load and Overload) and PR.0Z2. (Part Time Faculty Assignments)

Process Notes:

1. From HR.09 (Independent Contractor Agreements) creates record for Independent Contractor Agreement

2. Career Credit will assign Contractor/designee to appropriate section using ERP/Workflow

3.  Automated process to notify contractor/designee of section information using ERP.

4. Career Credit Staff/ Automated will complete Third-Party Contract for Signature using ERF/Workflow

3. Automated process to send contract for signature

6. Career Credit/Staff monitors services rendered through appropriate means, i.e., attendance roster, emails, preferred method of
verification, etc., and notifies Account Pavable using ERP/Workflow.

7. Are Modification for Payment needed?
71.1. Yes: Returnto 4
71.2. No: Continue to 8

8. Go to Subprocess [AP.41A Accounts Payable]

Q. Process “end.”
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Career Credit Process Maps

NCCCS: CC.14 Career Credit — WFCE Captive Co-Opted Group Approvals
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Career Credit Process Maps

CC.14 WFCE - Captive Co-Opted Group Approvals
Description: This process captures the steps undertaken to develop WFCE courses for captive student groups.

Process Notes:

1. Career credit creates initial proposal definition based on annual planning for captive programs
2. Career Credit director approves proposal and notifies System Office to update CCL via workflow
3. Has the program/ course received local DPS approval, if needed?
3.1. Yes: Continue to 8
3.2. No: Continue to 14
4. Has the program/course received local board approval, if needed?
4.1. Yes: continue to 0
4.2, No: continue to 14
3. Has the program/course received state DP5 approval, if needed?
3.1, Yes: continue to 10
3.2. No: Continue to 14
6. Has the program/course received System Office Approval, if needed?
6.1. Yes: Continue to 11
6.2. No: Continue to 14
7. Has the program/course received State Board approval, if needed?
7.1. Yes: Continue to 12
7.2. No: Continue to 14
8. Career Credit Director submits finalized proposal for update to CCL by System Office; return to 3 for update
System notifies college(s) of approved program or course
10. Proposal revisions desired.

10.1. {Yes: Continue to 11
10.2. No: End
11. College/DFS reviews proposal and makes revisions

12. Career Credit updates proposal; returns to 6 to resubmit

e
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Career Credit Process Maps

NCCCS: CC.15 Economic Development — Customized Training Consulting and Developmental
Expenditure Authorization
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Career Credit Process Maps

CC.15 Economic Development — Customized Training Consulting and Developmental Expenditure
Authorization

Process Notes:

1. Customized Training Consultant meets with potential client using local workflow/email /phone.
2. Customized Training Consultant communicated with Regional Director via email/phone.
3. Customized Training Consultant and Regional Director meet with Potential Client.
4. Is the Project eligible?
4.1 Yes. Continue to 7
4.2 MNo. Continue to 5
3. Customized Training Consultant refers Client to other resources
B. Project Ends
Developmental Expenditure needed?
7.1 Yes. Continue to 10
7.2 No. Continue to 8
8. Customer Training Consultant creates Training Project Profile (subprocess CC.15.1 [Cust. Training Project Profile]
0. Process “Ends.”
10. Customized Training Consultant creates Developmental Expenditure Authorization within ERP and sends to Regional Director
11. Automated - Regional Director sends DEA to VP of Economic Development for approval using Portal/ Workflow
12. Are Modifications needed?
12.1  Yes. Continue to 10
12.2  No. Continue to 13
13. Automated - Notify Customized Training Consultant and Regional Director of approval.
14. Customized Training Consultant/Regional Director meet with Client on approval on Scheduled Activities using
Worldlow/Manual

15. Customized Training Consultant Create/Submit Funds Action Request

=l
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Career Credit Process Maps

Process Notes Cont.:
16. Automated — Funds Action Request sent for approval to authorize approvers through ERP/Workflow.

17. Are Amendment(s) needed?
17.1 Yes. Continue to 18
17.2 No. Continue to 19
18. Office of Review notify appropriate office of amendments(s) needed.
19. Is Funds Action Request approved?
19.1 Yes. Continue to 20
19.2 No. Continue to 21
20. Automated — Notify College Business Office of Final Approval
21. System Office remove FAR from system within a specified time frame

22. Process “end”

% North Carolina Community College System

266



Career Credit Process Maps

NCCCS: CC.15.1 Economic Development — Customized Training Project Management
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Career Credit Process Maps

CC.15.1 Economic Development — Customized Training Project Management

Deescription: This process captures the steps to developing a Customized Training Project for eligible companies.

Process Notes:

1. Customized Training Consultant creates initial project profile definition based on discussion with employer/organization.
2. Customized Training Consultant submit to Regional Director for approval.
3. Are Modifications needed?
3.1 Yes: Continue to 1
3.2 No: Continue to 4
4.  Automated to send to VP of Economic Development for approval
3. Are Modifications needed?
3.1 Yes: Continue to 2
5.2 No: Continue to 6
6. Automated to send to NCCCS Review Panel for Approval
7. Are Modifications needed?
7.1 Yes: Continue to 4
7.2 No: Continue to 8
8. Automated — Final Project Approval given.
9. Automated — Send notification to Customized Training Consultant and Regional Director on Approval.
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Process Notes Cont..:

10.
11.
12.
13.

14.
15.

16.
17.
18.

% North Carolina Community College System

Customized Training Consultant and Regional Director meet with Client on approval of Project.
Customized Training Consultant create/submit “Funds Action Request.”
Automated — Funds Action Request is sent for approval.

Are Amendments needed?

13.1 Yes: Contitiue to 14

13.2 No: Continue to 15

Office of Review will notify appropriate office of amendments(s) needed.
Is the Funds Action Eequest approved?

15.1 Yes: Continue to 16

15.2 No: Continue to 17

Automated — Notify College Business Office of Final Approval

System Office will remove from system within a specified time frame.
Process “ends”
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NCCCS: CC.15.2 Economic Development — Customized Training Funds Action Request
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Career Credit Process Maps

CC.15.2 Economic Development — Customized Training Funds Action Request

Dlescription: This process captures the steps to develop a Customized Training Funds Action Request.

[Process Notes:

1. Customer Training Consultant creates Training Project Profile (subprocess CC.15.1 [Cust. Training Project Profile]
2. Customized Training Consultant conducts consultation with Training Providers (this is a manual process)
3. Customized Training Consultant Create/ Approve Funds Action Request — Allotment using Portal/ Workflow.
4. Customized Training Consultant sends for approval to College Business Office using Portal /"Workflow.
3. Are Modifications needed?
3.1 Yes: Continue to 3
3.2 No: Continue to 6
6. Automated — Approve/Submit FAR to Eegional Director for approval using Portal/ Workflow.
7. Are Modifications needed?
7.1 Yes: Continue to 3

7.2 No: Continue to 8
Automated — Sent to VP of Economic Development for approval using Portal/ Workflow.

0.  Are Modifications needed?
0.1 Yes: Continue to 6
0.2 No: Continue to 10
10. Automated — Sent to VP of Finance (System Office) for approwval.

o]
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Process Notes Cont..:

11. Are Modifications needed?
11.1 Yes: Continue to 8
11.2 No: Continue to 12
12. Automated — Send notification to Customized Training Consultant and Regional Director on Approval.
13. Customer Training Consultant/Local College uses Course/Section subprocess CC.21A [Career Credit — New Course/Course
Section]
14, Customer Training Consultant/Local College uses Instructor subprocess CC.25 [Career Credit — Instructor Assignments]
13. Customer Training Consultant/Local College uses Registration subprocess CC.32A/B [Career Credit - Registration)]
16. Customer Training Consultant/Local College uses subprocess CC-33A [Career Credit — Attendance Tracking]
17. Process “end”
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NCCCS: CC.15.3 Economic Development — Customized Training Project Completion
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Career Credit Process Maps

CC.15.3 Economic Development — Customized Training Project Completion

Description: This process captures the steps for Customized Training Project Completion.

Process Notes:

1. Customer Training Consultant communicate (manual) with Client and local college Business Office about finalizing project.
2. Isa“Recall of Funds needed?”
2.1 Yes: Continue to 3
2.2 No: Continue to 12
Customized Training Consultant Create Funds Action Request — Recall using Portal /' Workflow.
Customized Training Consultant sends for approval to College Business Office using Portal/ Workflow.
3.  Are Modifications needed?
3.1 Yes: Continue to 3
3.2 No: Continue to 6
6. Automated — Approve/Submit FAR to Regional Director for approval using Portal/ Workflow.
1. Are Modifications needed?
7.1 Yes: Continue to 3
7.2 No: Continue to 8
8. Automated — Sent to VP of Economic Development for approval using Portal/ Workflow.
9. Are Modifications needed?
0.1 Yes: Continue to 6
0.2 No: Continue to 10

o
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Process Notes Cont..:

10.
11.
12.
13.
14.

15.
16.

17.
18.

% North Carolina Community College System

Automated — Sent to VP of Finance (System Office) for approval.

Auvtomated — Send notification to Customized Training Consultant and Regional Director on Approval.
Customized Training Consultant Create and Approve Project completion using the Portal/ Workflow
Automated — Submit Project Completion to Eegional Director for approval using Portal/ Workflow.
Are Modifications needed?

14.1 Yes: Continue to 12

14.2 No: Continue to 15

Automated — Sent to VP of Economic Development for approval using Portal/ Workflow.

Are Modifications needed?

16.1 Yes: Continue to 13

16.2 No: Continue to 17

Automated — Final Approval using Portal/"Workflow

Process “end”
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NCCCS: CC.15.4 Economic Development — Customized Training Annual Reporting
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Career Credit Process Maps

CC.15.4 Economic Development — Customized Training Annual Reporting

Description: This process captures the steps to complete the Customized Training Annual Feport.

Process Notes:

1. Customer Training Consultant communicate (manual) with Client and local college Business Office about finalizing project.
2. Isa“Recall of Funds needed?”
2.1 Yes: Continue to 3
2.2 No: Continue to 12
Customized Training Consultant Create Funds Action Request — Recall using Portal /' Workflow.
Customized Training Consultant sends for approval to College Business Office using Portal/ Workflow.
3.  Are Modifications needed?
3.1 Yes: Continue to 3
3.2 No: Continue to 6
6. Automated — Approve/Submit FAR to Regional Director for approval using Portal/ Workflow.
1. Are Modifications needed?
7.1 Yes: Continue to 3
7.2 No: Continue to 8
8. Automated — Sent to VP of Economic Development for approval using Portal/ Workflow.
9. Are Modifications needed?
0.1 Yes: Continue to 6
0.2 No: Continue to 10

o
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Process Notes Cont..:

10.

11.
12,

13.

14.
15.

16.

17.

% North Carolina Community College System

Are Modifications needed?

10.1 Yes: Continue to 6

10.2 No: Continue to 11

Automated — Annual Report form approved.

Customized Training Systems Manager compiles Annual reporting data from all colleges into Annual Report using
Portal/Workflow.

Customized Training Systems Manager sends Annual Report to VP of Economic Development for review using Portal/ Worlkflow
Automated - VP Of Economic Development send Annual Eeport to State Board

Are Modifications needed?

15.1 Yes: Continue to 14

15.2 No: Continue to 16

Director of Government Relations (System Office) send Annual Report to the Joint Legislative Education Oversight Committee

using Portal/Email/Manual?
Process “end”
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Maps

NCCCS: CC.16 Economic Development — ApprenticeshipNC New Program
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Career Credit Process Maps

CC.16 Economic Development — ApprenticeshipNC New Program

Description: This process outlines the development of a new program for the Economic Development — Apprenticeships program.

Process Notes:

1.

il

el B

10.
11.
1
13.

% North Carolina Community College System

Consultant conducts Marketing/Outreach using Web/Portal/Email/Phone/In-Person/Mailing
Business/Emplover/ Sponsor Contacts Consultant using Web/Portal/'Email/Phone/In-person
Consultant respond to Business/Emplover/Sponsor using Web/Portal/Email/Phone/In-person
Consultant record and track correspondence/notes using ERP/CEM.
Is the Company Occupation Eligible?
3.1. Yes. Continue to 0
3.2. No. Continue to .6
Consultant Record Business/Employer/Sponsor ineligibility in system using EEP.
. Process “ends”
Consultant/ Automate send Application/Packet to Business Employer/Sponsor using Portal 'ERP/Manual
Is Follow-up needed?
0.1. Yes. Continue tol0
0.2. No. Continue to 12
Automated — Reminders sent to Business/Employer/Sponsor using ERP
Consultant Notify Business/Employer/Sponsor of Issues using Portal /ERP/Manual
Business/Emplover/Sponsor Issues Corrected
Is application correct?
13.1.  Yes. Continue to 14
13.2. No. Continue to 11
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Process Notes Cont..:

14. Emplover/Business/Sponsor signs/approves changes using Portal/ Workflow/Manual
15. Automated/Consultant submit project profile for approval using Portal/ Worlflow
16. Apprenticeship Director/ ApprenticeshipNC review project profile for approval using Portal/ Workflow
17. Is approved to continue?
17.1.  Yes. Continue to 18
17.2. No. Continue to 19
18. Apprenticeship Director/ ApprenticeshipINC sends notification to employer/business/sponsor with Training Program request form
and other required documents
19. Apprenticeship Director/ ApprenticeshipNC update project profile with corrections/missing info/changed needed
20. Consultant enter corrections/ missing info/changes needed using Portal/ Workflow
21. Is Training Program Request sent to VA SAA?
21.1.  Yes. Continue to 22
21.2.  No. Continue to 23
22, Apprenticeship Director/ ApprenticeshipNC sends notification VA State approving Agency.
23. Process “end”
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NCCCS: CC.16.1 Economic Development — ApprenticeshipNC Revised/Canceled Program
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CC.16.1 Economic Development — ApprenticeshipNC Revised/Canceled Program

Description: This process outlines the steps to revise/cancel a program for the Economic Development — Apprenticeships program.

Process Notes:

1. Business/Employer/Sponsor complete change request form using Portal/ Workflow,/Manual.
Avutomated — Notify consultant of completed change request form.
Consultant review proposed changes/requests from Business/Employer/Sponsor using Portal/ERP/Manual.
Consultant [ssue identified during review using Manual workflow.
Consultant determines if changes/revisions are needed and eligible vsing Portal /EEFP /Manual.
Are Revision Eligible?
6.1. Yes. Continue to 7
6.2. No. Continue to .8
Automated/Consultant modify approved training request form vsing Portal"Worlflow/Manual.
Consultant Record Business/Emplover/Sponsor ineligibility in System using ERP
Process “ends”
0. Is Follow-up needed?
10.1. Yes., Continue toll
10.2. No. Continue to 12
11. Automated - Business/Employer/Sponsor provides follow-up documentation/information using ERP
12. Emplover/Business/Sponsor signs/approves changes using Portal/ Workflow/ Manual

SR T e

it = R e
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Process Notes Cont..:

13. Automated/Consultant submit change request for approval using Portal/ Worlkflow
14. Apprenticeship Director/ ApprenticeshipNC review project profile for approval using Portal/ Workdflow
153. Is approved to continue?
15.1. Yes. Continue to 17
15.2. No. Continue to 16
16. Apprenticeship Director/ ApprenticeshipNC update project profile with corrections/missing info/changed needed
17. Consultant records corrections/missing info/changes needed using Portal/ Workflow — Continue to 12
18. Apprenticeship Director/ ApprenticeshipNC sends notification to employer/business/sponsor with Training Program request form
and other required documents
19. Is Training Program Request sent to VA SAAT
190.1. Yes. Continue to 22
19.2. No. Continue to 23

20. Apprenticeship Director/ ApprenticeshipNC sends notification VA State approving Agency.
21. Process “end”
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NCCCS: CC.16.2 Economic Development — ApprenticeshipNC Registration - Apprentice {including HS), Trainee (OJT),
Pre-Apprentice, and Master Craftsman
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Career Credit Process Maps

CC.16.2 Economic Development — ApprenticeshipNC Registration for Apprentice (including HS),
Trainee (OJT), Pre-Apprentice, and Master Craftsman

Description: This process of Economic Development — Steps used to provide registration for Business/Emplover/Sponsor. These
steps will support clients/students’ registration into potential ApprenticeshipNC programs.

Process Notes:

Sponsor initiate and provide access for Applicant to complete registration using the Portal/ERP.
Automated — Notification sent to Applicant using Portal /ERF/Email.
Applicant completes agreement for appropriate program using Portal /ERP.
Automated notification sent to Consultant of completed Agreement using Portal '/ERP.
Are Modifications needed?
3.1. Yes. Continue to 1
5.2. No. Continue to §
Consultant Approves Agreement using ERP workflow.
Processing Assistant review and approve agreement using ERP workflow.
8. Are Modifications needed?
8.1. Yes. Continue to 6
8.2. No. Continue to 9
0. Automated — Applicant is registered into program using ERP wotkflow.
10. Automated notification sent to Sponsor and applicant using ERP workflow.
11. Process “ends”

hop A b=

-~ =
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NCCCS: CC.16.3 Economic Development — ApprenticeshipNC Program Completion - Apprentice {including HS),
Trainee (OJT), Pre-Apprentice, and Master Craftsman
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CC.16.3 Economic Development — ApprenticeshipNC Program Completion for Apprentice (including
HS), Trainee (OJT), Pre-Apprentice, and Master Craftsman

Description: This process of Economic Development — Steps used to provide completion for Business/Emplover/Sponsor. These
steps will support clients/students’ registration into potential ApprenticeshipNC programs.

Process Notes:

1. Sponsor monitor and verify completed program using Portal 'ERFP
2. Is Program completed?
2.1. Yes. Continue to 9
2.2. No. Continue to 3
3. Sponsor Request Cancellation or Amendment
4, Are Amendment needed?
4.1. Yes. Continue to 5
4.2. No. Continue to 16
5. Consultant complete Amendment request using ERP Workflow
6. Processing Assistant review and approve Amendment suing ERP Workflow
7. Are Modifications needed?
7.1. Yes. Continue to 3
7.2. No. Continue to 8
8. Automated notification sent to Sponsor and Applicant using ERP Workflow
0. Automated notification of completed program sent to consultant using ERP Workflow
10. Consultant Request certification documentation sent to Processing Assistant using ERP Workflow
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Process Notes Cont..:

11.
12.

13.
14.
15.
16.
17.
18.
19
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Processing Assistant verify credentials using ERP/Manual

Are Modifications needed?
12.1. Yes. Continue to 10
12.2. No. Continue to 13

Automated or Processing Assistant complies data for Excel report using ERP/Manual
Processing Assistant submit Excel report to US Dept of Labor (USDOL) using Email/Manual
USDOL and Processing Assistant issue Certificates

Consultant complete cancellation using ERP

Automated notification sent to Sponsor and Participant using ERP Workflow

System Office removes documentation from system within a specified time frame.

Process “ends”
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Career Credit Process Maps

NCCCS: CC.17 — Economic Development — Small Business Center
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Career Credit Process Maps

CC.17 Economic Development — Small Business Opportunity

Description: The Small Business Center Network, comprised of 58 Small Business Centers throughout North Carolina, suppotts the
development of new businesses and the growth of existing businesses by being a community-based provider of training, counseling, and
resource information. Confidential counseling services and access to resource libraries are free of charge. Some seminars and workshops
require a minimal registration fee. Services provided by the Small Business Center Network can be customized to suit vour specific
business needs.

Frocess Notes:

1.  Small Business Student will select SBC seminar of interest
2. Is this a new student?
2.1 Yes. Continue to 3
2.2. No. Continue to 4
Small Business Student (New) would register for seminar and input limited demographic and contact information
Small Business Student (Existing) would register for seminar and verify existing demographic and contact information
System offers additional related seminars suggestions based on current and/or previous enrollment
System would invoke “Receipt of Payment”
6.1 Yes. Continue to 7 (Subprocess AR. 80A (Cash-Rept)
6.2 No. Continue to 8
System would open AR.89A to receipt of payment
System would send reminder notices to students about upcoming registered class
Attendee attend seminar(s)|
small Business Center Director/ Admin would verify and close attendance for seminar
System would send “electronic survey” to attendees of seminar

SR

== MO 00 =
—_— ot f .
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Career Credit Process Maps

NCCCS: CC.17.1 Small Business Center - Counseling
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Career Credit Process Maps

CC.17.1 ED - Small Business Center Counseling

Deescription: Confidential counseling services and access to resource libraries are free of charge. Some seminars and workshops require a
minimal registration fee. Services provided by the Small Business Center Network can be customized to suit yvour specific business needs.

Process Notes:

1. Customer request counseling -electronic or paper
2. Is the request electronic?
2.1 Yes. Continue to 3
2.2 No. Continue to 4 |
Electronic confirmation sent to requestor
Communication with customer is established
3.  Is counseling needed?
3.1 Yes. Continue to 8
3.2 No. Continue to 10
6. Customer is referred to seminars or other resource/Customer record documented
7. Does Customer register for seminar?
7.1 Yes. Continue to 8
7.2 No. Continue to 9
8. Goto “CC.32A (Career Credit Registration) process
0. Counseling still needed from referral to Seminar?
0.1 Yes. Continue to 10
0.2 No. Continue to “end”
10. SBC provides “Confidential” counseling and refer to Seminars

b B0
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Career Credit Process Maps

Process Notes Cont.:

11. Is customer referred to seminar?

11.1 Yes. Continue to 12

11.2 No. Continue to 14
12. Customer is referred to Seminars or other resources/Customer record documented
13. Does Customer register for seminars?

13.1 Yes. Continue to 8

13.2 No. Continue to 14
14. Follow up needed?

14.1 Yes. Continue to 15

14.2 No. Continue to 16
153. SBC Follow-up communication with Client/Continue referral and follow up process
16. SBC Close file on client/Continue to “end”

% North Carolina Community College System
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Career Credit Process Maps

NCCCS: CC.17.2 Small Business Center - Setup Seminars
Smill Business Small| Business
Center Center
Rese_arch a_nc! Existing Use template to
establish logistics : I : 3
3 SEMmMinar? build new seminar
for seminar
Start
ERP/Manual ERP
(1553
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Create new Ready to Dispkdye news CC17.1 [SBE
5 _ es—mwl seminar in online ; ;
seminar Publish? . Registration]
course offerings
ERP ERP ERP
L4
Small Business
Center
Hold until ready 1o
publish
End
ERP
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Career Credit Process Maps

CC.17.2 ED - Small Business Center Seminars Setup

Description: [Some seminars and workshops require a minimal registration fee. Services provided by the Small Business Center Network
can be customized to suit the specific business needs.

Process Notes:

1. SBC research and establish logistics for seminar
2. Is the request electronic?
2.1. ¥Yes. Continue to 3
2.2. No. Continue to 4
3. Electronic confirmation sent to requestor
Commumnication with customer is established
3.  Is counseling needed?
3.1. ¥Yes. Continue to 8
53.2. No. Continue to 10
6. Customer is referred to seminars or other resources/Customer record documented
1. Does Customer register for seminar?
7.1. ¥Yes. Continue to §
7.2, No. Continue to 9
8. Goto “CC.32A (Career Credit Registration) process
9. Counseling still needed from referral to Seminar?|
0.1. ¥es. Continue to 10
0.2. No. Continue to “end”
10. SBC provides “Confidential” counseling and refer to Seminars

L
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Career Credit Process Maps

Process Notes Cont..:

11. Is customer referred to seminar?
11.1. Yes. Continue to 12
11.2. No. Continue to 14
12, Customer is referred to Seminars or other resources/Customer record documented
13. Does Customer register for seminars?
13.1. Yes. Continue to 8
13.2. No. Continue to 14
14. Follow up needed?
14.1. Yes. Continue to 13
14.2. No. Continue to 16

153. SBC Follow-up communication with Client/Continue referral and follow up process
16. SBC Close file on client/ Continue to “end”

% North Carolina Community College System
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Career Credit Process Maps

NCCCS: CC.17.3 Small Business Center - Professional Service Agreements
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Career Credit Process Maps

CC.17.3 ED - Small Business Center Professional Service Agreement

Description: Some seminars and workshops require Professional Service Agreement. Services provided by these Professional Service
Agreements, allows the Small Business Center Network to customize for specific business needs.

Process Notes:

1. Is Selection an Instructor!
1.1. Yes. Continue to 2
1.2. No. Continue to 3
2.  Goto “PR.02 (Part time Faculty Assignments)”
SBC creates the Professional Service Agreement
Is the ‘agreement” approved?
4.1. Yes. Continue to 3
4.2. No.Returnto 3
Go to “PU.36 (Vendors)”
SBC Assigns Instructor/Presenter/Vendor to seminar
Instructor/Presenter render “services”
SBC monitor/review and approve services rendered
Are “amendments” to PSA needed?
0.1. Yes. Returnto 3
0.2. No. Continue to 10
10. SBC sends approved invoice to Accounts Payable
11. Go to “AP.41la (Accounts Payable)”
12. Continue to “end”

Ll

b B = L
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Career Credit Process Maps

NCCCS: CC.18 Economic Development — Company/Sponsor Training Request
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Career Credit Process Maps

CC.18 Economic Development — Bio Network Labs Company/Sponsored Training Request

Description: This process outlines the development of company/sponsored training request for Economic [Development — Bio
Networks program.

Process Notes:

1. Company/Sponsor request training through BioNetwork or Local College using ERP/Workflow/Manual.
BioNktwork Staff/Local College communicates via ERP/Workflow/Manual.

BioNetwork Staff/Local College select customized/contract training course using ERP.

Local College Staff, using EEP, build designated section for customized./sponsored training course.
Prospective student register for courses using voucher code and special section via portal/manual.

Is there a “hold on student” record?

6.1. Yes. Continue to 7
6.2. No. Continue to 8

vt b

7. Confirm hold/override hold based on customized training at request of employer using ERP.
ED Customized training emplover verify student enrollment in class via Portal.
0.  Isthe student a “sponsored student?”
0.1. Yes. Continue to 10
0.2. No. Continue to 11
10. Go to Subprocess [AR.87 Sponsor Assign/AR.88 Sponsor Billing] using ERP/Portal
11. Local College prepare invoice to Company/ Sponsor using ERP
12. Process “ends.”

e
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NCCCS: CC.18.1 ED Bio Networks — Course Cancellation

©

Start

Company/Sponsor

BMNS/Local College

Motify BMS with
Request to Cancel/
Reschedule Course/
Section

Communicate with
Company/Sponsor on
Request

BNS/Local College

ERP/Workflow/
Manual/Email/Phane

ERP/\Workflow/
Manuzl/Email/Fhane

Track
Correspondence and
Notes

Are Students
Enrolled?

ERP/Manual

Yes

§ course/section
Rescheduled?

Mo
+

BNS/Local College

North Carolina Community College System

No Cancel Course/
- s
Section Yes
ERP/Warkflow
I
BNS/Local College Automated
CC.18
L T Notify Students/ ||
Company/
£ Instructor/
End Sponsor Training
Request]
ERP/Portal ERP/Warkflow
302




Career Credit Process Maps

CC.18.1 Economic Development — Bio Networks Labs Company/Sponsored Training Request

Dlescription: This process outlines the development of company/sponsored training request for Economic Development — Bio
Networks program.

Process Notes:

1. Company/Sponsor notify BNS with Request to cancel or Eeschedule course/section using EEP/Workflow/Manual/Email/Phone.
BNS/Local College communicate with Company/ Sponsor on Request using ERP/Workflow/Manual/Email/Phone.
BNS/Local College will track cotrespondence and notes using ERP /Manual

Are Students Enrolled?

4.1. Yes. Continue to 5

4.2. No. Continue to 6

3. Is Course/Section Rescheduled?

3.1, Yes. Continue to 7

3.2. No. Continue to 6

BN5/Local College will cancel Course/Section using ERP/Workflow

Automated notify student/Instructor/ other stakeholders of new schedule

Go to Subprocess [CC.18 Bionetworks Company/Sponsor Training Request] using ERP/Portal

Process “end”

e W2 b2

D
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Career Credit Process Maps

NCCCS: CC.19 Career Credit — CCR Literacy Education Information System (LEIS) Intake

Stugent

StucentfAutamated

Selecks Fragram/

Student submits
riling applicatian

—! Roulews
Senuiram ens lindude page 1 of
L L
LEIS)
Wabfin Persan ERP
R Szaff CER Staff

Shedents needing

seaff submits
studaent enline

special assistance &
apphcation
Manual ERAF/Manual

1z student unde

187

bl seudent/CCR Staff

CCR statfy

Automated
i Aulomated

Mew/updated aie report of
Is shudant T n Verify sligibdity
ey applicatian abert to s and fulizn.sm
Lo applicant & staff status = Fe
ERP ERP ERP Mtanusl
CCR Sraffy
Autcenatad
H
£ All decements
camphoted?
YES
R Stail]
student/advisor Student CE eutly
Automated
Mot with adviscr
2 Canduct arlentation Hotily appdcant of
lccmplete page 2 of s i
wwadedl and testing nad sieps
Manual{ZAF Manual/CAM/ER? ERP
Mtamared CCR Staff
CrC.18.4 [CCR
)CC.18.1 CLR
L4 f—"io en—{ | Transier & Man ( ,
Registratian] 5 work]
course W Erd
IHP ERP

North Carolina Community College System

304



Career Credit Process Maps

CC.19 Career Credit — College & Career Readiness Literacy Education Information System (LEIS)
Intake

Description: This process of College and Career Readiness identifies the intake process of its students.

Process Notes:

1. Student selects a “CCR” Program and reviews Requirements
Manual process for CCR Staff to assist students needing “special assistance, i.e., ADA, Captive, gfc; Continue to 7
Student submits online application (includes page 1 of the LEIS Form)
CCR Staff submits “special assistance” student online application
System check, “Is Student under 187"
3.1. Yes. Continue to 6
3.2. No. Continue to 8
6. System check, “Is Student 16-177"
6.1. Yes, Continue to 7
6.2. No. Continue to “End.”
7. Student/CCE Staff Provide/Upload eligibility documentation
8. Alert to applicant and staff for new/updated application
0. Generate report of applicants and status of application by ERP or CCRE Staff
10. CCE. 5taff verify eligibility documentations
11. “Are documents completed?”
11.1. Yes. Continue to 13
11.2. No. Continue to 12

L e
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Career Credit Process Maps

Process Notes Cont..:

12. CCR Staff or automated alert to notify student of missing or incorrect documents, return to 7
13. CCR 5taff or automated alert to notify student of next steps
14. Student attends Orientation and testing
15, Student meets with adwvisor (Face-to-Face); completes page 2 of LEIS Form
16. Is transfer and non-course fwork needed?
16.1. Yes. Continueto 17
16.2. No. Continue to 18
17. Continue to “sub-process CC.19.4 (Transfer and Non-course Work)

18. Continue to “sub process CC.19.1 (Registration)
19. Process End

% North Carolina Community College System
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Career Credit Process Maps

NCCCS: CC.19.1 Career Credit — CCR Registration

Caraer Credit Sty
Adwizor

CCR Student

Confer with student

on aptions avaitable

N Selert courseds) far

regitration

I||-l.|r.~n.un.'5|| ine
Chat/Email ERP Portal
Mo

Ve

esting/
further
assessment
eeded?,

No

LE]
CCR Student
Discuss halds with
pu] Advisor; arrangs to
remove hald
PortalfEmail/in
I !
i Persan Yes
r
CCR Student Autaomated
Regisher far coaires £ Determing if course
o g es—el is appraved for basic
sections 1
wkills at mo cast
ERF Partal ERP
Mo
l k.
CCR Student Autamated

Upload Letter of
Payment)
Spansarship

Hatify student of
o | courses registered

Woucher Code

and chargas, if

{if applica ble) sppropriste
ERP Partal ERP
Autamated Students/Instructors
Frint student [cca3
sehiedule with ALL Attendance —.o
courses ragistered Tracking]
End
ERP ERP

North Carolina Community College System

307




Career Credit Process Maps

CC.19.1 Career Credit — College & Clareer Readiness Registration

Deescription: This process of College and Career Readiness identifies the registration steps for a CCE. student.

Frocess Notes:
1. New CCR Student?
1.1. Yes. Continue to 2
1.2. No. Continue to 3
2. Career Credit Staff/ Advisor Confer with student on options available
3. Testing/further assessment needed?
3.1. Yes. Continue to 2
3.2. No. Continue to 4
4. CCES Student select course for Registration
3. Isthere a “hold on record?”
3.1. Yes. Continue to 6
3.2. No. Continue to 8
6. CCR Student discuss hold with Advisor; arrange to remove hold
7. Isthe “hold removed?”
7.1. Yes. Continue to 8
7.2. No. Continne to 2
8. CCE Student Register for Course sections
0. Does student meet “Basic Skills Plus” requirement?
0.1. Yes. Continue to 10
0.2. No. Continue to 11

% North Carolina Community College System
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Career Credit Process Maps
College and Career Readiness - Registration

Process Notes Cont.:

10. ERP determine if course is approved for basic skills at no cost

11. ERP notify student of courses registered and charges, if appropriate

12. CCR. student will upload letter of payment/sponsorship/voucher code, if applicable
13. ERP will print student schedule with all courses registered.

14. Continue to Subprocess (CC.33 Attendance Tracking)
15. Process “End.”

% North Carolina Community College System
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Career Credit Process Maps

NCCCS: CC19.2 Career Credit — CCR LEIS Personnel
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Career Credit Process Maps

ICC.19.2 Career Credit — College & Career Readiness LEIS Personnel

Description: LEIS Personnel information is reported to the National Eeporting System (INES), annually. The personnel information
maintains qualification(s) and Personnel Survey data. The survey data is completed and recorded for active personnel/instructors
who are also not on contract during the reporting period. The reporting period is from July 1 through Jun 30.

Process Notes:

L.
2.

AR

8.

0.

Continue to Subprocess HE.01A /B (Position Request and Hiring Operation) process
Is this a "“faculty” member?

2.1. Yes. Continue to 3

2.2. No. Continue to 4

Continue to Subprocess CC.25 (Career Credit Instructor Assigniment)

System Office delivers Basic Skills Personnel Survey to colleges with notification using LMS/ERP Portal
CCR Staff notifies LEIS Personnel to complete survey using LMS/EEFP Portal

LEIS personnel complete survey

Did all LEIS Personnel complete survey?!

7.1. Yes. Continue to 10

7.2. No. Continue to 8

ERP sends automated reminder to LEIS Personnel to complete survey

ERP Portal provide *dashboards” of reports on completion status

10. CCR. Staff will review and modify survey report (as needed)
11. Career Credit/ CCR. Director transmits survey report to System Office
12. Proceed to “end”
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Career Credit Process Maps

NCCCS: CC.19.3 — Career Credit — College and Career Readiness High School Equivalency (HSE)
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Career Credit Process Maps

CC.19.3 Career Credit — College & Career Readiness HSE

Description: This process of College and Career Readiness identifies the Hight School Equivalency (HSE) process of its students

Process Notes

—

Tester completes application with an approved HSE vendor CEM
2. Isthe tester a Minor?
2.1. Yes. Continue to 7
2.2. No. Continue to 3
Tester/Student choose test they need to take using vendor’'s CEM
Tester/Student takes test using vendor’s CEM
HSE Vendor sends test results to college using vendors CEM/ERP
Did student pass the test and eligible for graduation?
6.1. Yes. Continue to 13
6.2. No. Continue to 3
Continue to Subprocess CC.19 — LEIS Intake
8. Is student approve to HSE test?
8.1. Yes. Continue to 9
8.2. No. Continue to 11
9. CCR Staff notifies HSE vendor student is eligible to test

o Lho o

=1
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Career Credit Process Maps

Process Notes Cont.:

10. HSE Vendor releases block from minor's account
11. CCR 5taff Recommend Prep course for student
12, Is student “ready to test?”

12.1. Yes. Continue to 9

12.2. No. Continue to 12
13. Continue to Subprocess CC.19.7 CCR Graduation
14. Process to “end”

% North Carolina Community College System
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Career Credit Process Maps

NCCCS: CC.19.4 — Career Credit — CCR Transfer and Non-Course Work
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Career Credit Process Maps

CC.19.4 Career Credit — CCR Transfer and Non-Course Work

Description: This process outlines the Transfer and Non-Course Work workflow used by College and Career Readiness. This

Process Notes:

1. Using the ERP, CCER 5taff will input scores and other information into Student academic record

2. Iseqmvalency in CCL?

2.1. Yes. Continue to 3

2.2. No. Continue to 4

ERP automatically enter “equivalency” into student record

CCR 5Staff create and enter equivalency into student record

ERF will automatically evaluate student record to determine courses needed

ERF will notify student of credits assigned, courses necessary for program completion, and next steps
Continue to Subprocess (CC.19.1 Registration)

Process “End.”

0O =] O L s Ca
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Career Credit Process Maps

NCCCS: CC.19.5— Career Credit — CCR Attendance Tracking

Mambarship ar
ontact Hour elass

Membership

Student/Staff

Butomated

Inatructor

Scan/finput
o] sttendance upon
arrival a1 class

Generate sttendance repart
attendance at census date far
tourse sectian; place in

Instructor attendance workflow

Canfirm and submit
class census dats
attendance in
workflow gueus

QuEle
Self-Service ERP Workflow
fan
Career Credit
[CC.334
Contact Mour Cargar Credit
Attendance
Tracking]
ERP Warkllow
r
Student/Staff Student,/Staff Instructor Automated
Seanfinput Sanfinpie Confirm chss

attendance upan
arrival at class

attendance dpar

attendance in

departure from chass

workfiow queus
daily

Prampt instructor to

confirm attendance
in warkflow queue

Self-Service

b

Workfiaw

Workflow

i

Attendance
canfirmed in
wprkflow gueugs

Instructar of Recard

Confirm and sign
final attendance in

r

Continuaus
attendance tracking
required?

ke

Student stops
attending?

Yes

Student,Statf

Continue to sean/
input attendance
wpon arrival

=

Self-Service

Automated

Instructar

Repart repeated
absences to Retention
Coordinator/ Advisor!

Program Chair

¥

m and subimit

55 attendance in

wiarkflow queue with Last
Diate of Attendanc
as necassary

naked

ERF Workflow

WorkF

workfiow queus

Workflaw

End

North Carolina Community College System

317




Career Credit Process Maps

CC.19.5 Career Cyedit - CCR Attendance Tracking

Description: This process captures the steps undertaken to track student attendance,

Process Notes:

1. Is section for a membership or contact hour class?
1.1 Membership: Continue to 2
1.2 Contact Hour: Continue to 12
2. Is the section for a CE course?
2.1 Yes: Continue to 3
2.2 No: Continue to 4
Go to CE.32 Career Credit Aftendance Tracking; End
Student scans or inputs attendance upon arrival class
System generates attendance repotrt at census date for course sections and routes to instructor attendance workflow queue
Instructor confirms and submuits class census data attendance in workflow queue
Is continuous attendance tracking required?
7.1 Yes: Continue to §
7.2 Mo Continue to 10
Student continues to scan/inputs attendance upon arrival each class meeting
9. Instructor confirms and submits final class attendance in workflow queuve with last date of attendance noted if necessary; End
10. If student is not a veteran, has student stopped attending?
10.1 Yes: Continue to 11
10.2 No: Returnto 9

o S~

]
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Career Credit Process Maps

Process Notes Cont..:

11.
12,
13.
14,
15.

16.
17.

18.

System reports repeated absences to Retention Coordinator/ Advisor/Program chair; Return to 9
If section 15 clock hours, student scans/inputs attendance upon arrival at class
Student also scans/inputs attendance upon departure from class

Instructor confirms class attendance and workflow queue daily

Has attendance been updated in workflow queue?

15.1 Yes: Continue to 17

15.2 No: Continue to 16

System prompts instructor to confirm attendance and workflow queue; Return to 14
Has the end of the class/term been reached?

17.1 Yes: Continue to 138

17.2 No: Return to 12

Instructor confirms and certifies final attendance in workflow queue; End
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areer Credit Process Maps

NCCCS: CC.19.6 — Career Credit - CCR Grading
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Career Credit Process Maps

CC.19.6 Career Credit — CCR Grading

Deescription: This process captures the steps undertaken to grade a student during grading period and a process to correct a grade after

the grading period has ended.
Process Notes:
1. Instructor calculates and confirms grades/scores
2. Systemn validates grade type/score range upon entry by instructor
3. System uploads grades/scores to students’ records
4, Are all grades,scores received by deadline?
4.1 Yes: Continue to
4.2 No: Continue to 5
5. If grades/scores are not received by deadline, system assigns ‘missing grade’ grade and creates a workflow queue to the Registrar
6. System reminds faculty to post grades/scores, escalating warning each day unfil received
7. During grading, did instructor give an incomplete grade?
7.1 Yes: Continue to &
7.2 No:End
8. [Instructor assigns grade expiration date
9. System notifies student and other stakeholders of incomplete grade and expiration date
10. Has coursework been completed by expiration date?
10.1 Yes: Continue to 12
10.2 No: Continue to 11
11. If coursework is not completed by deadline, system updates grade to failing grade
12. Go to AC.42 Grade Change Management to appeal failing grade; End
13. After grades/scores are posted and student questions grade given, student discusses possible incorrect grade with instructor
14, Does instructor agree to review grade change?

% North Carolina Community College System

14.1 Yes: Return to 11
14.2 No: End
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Career Credit Process Maps

NCCCS: CC.19.7 Career Credit — CCR Commencement (Graduation)
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Career Credit Process Maps

CC.19.7 Career Credit — CCR Commencement (Graduation)

Description: This process captures the steps undertaken in setup and processing of CCR Commencement {Graduation) ceremonies.

Process Notes:
1. Commencement committee places work orders to reserve and arrange space for commencement ceremonies
2. Commencement committee arranges for photographer for ceremonies
3. Commencement committee places catering order for commencement refreshments
4. Registrar orders diploma covers and inserts as needed; End
5. System idehtifies and ranks records eligible for department honors; notifies department chair via workflow
6. CCR Staff verify records eligible for department honors
7. CCR 5taff identifies students to be recognized for department honors and notifies commencement committee via workflow
8. CCE Staff notifies commencement committee and students of department honor selection via workflow
9. Commencement committee reviews student records in Commencement workflow queue
10. System notifies student of gradvation and next steps
11. Commencement committee compiles graduates list for commencement book; Continue to 15
12, Commencement committee prepares commencement booklet, including graduation and department honors
13. System/Commencement committee prepares marching cards/ Teleprompter script
14. Commencement committee provides graduate information to photographer for orders, if necessary; End
15. Commencement committee compiles file for regalia order
16. Commencement committee identifies appropriate cords needed for graduates
17. System informs students of need to order/where to pick up regalia
18. System generates and distributes commencement tickets if applicable;
19. System generates and distribute graduation survey; End
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Career Credit Process

NCCCS: CC.20 Career Credit — Program Processing Overview
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Career Credit Process Maps

CC.20 Career Credit — Program Processing Overview

Description: This captures the process used to determine which Career Credit area will be responsible for servicing a new idea or
proposal. MNote: at the time of this report, Career Credit was undergoing a reorganization, with detailed discussions focused on
differed areas of service to students and internal responsibilities. This process map includes several functional areas that have not yet
been mapped (yellow sub-process boxes) but will be mapped in the future by the NCCCS team. Placeholder maps have been included
in this document to facilitate the future mapping.

FProcess Notes:

1. College IR, CU, and Career Credit personnel track and post external scan information to the Program-Course Portal in grder to

share information across campuses and colleges; Continue to 4.
. Career Credit staff posts proposal ideas on Program-Course Portal, to share across all 58 colleges; Continue to 4.

3. As Career Credit staff receives notifications of changes to state regulations, Career Credit staff posts state regulations to the
Program-Course Portal; continue to 4.

4. Is the course a Workforce/ Continming Education course opportunity?
4.1. Yes: Continue to 5
4.2, No: Continue to 12

3. Wil the course be for occupational extension or human resource development?
5.1. Yes: Continue to 6
2.2. No: Continue to 7

6. Goto CC.11 Occupational Extension/Human Resource Development; End

Y. Wil the course be offered as part of services to the community?
7.1, Yes: Continue to 3
7.2. No: Continue to 9

8.  Goto CC.12 Commumnity Services;, End

9. Wil the course be for contracted training?
9.1. Yes: Continue to 10
9.2. No: Continue to 11

10. Go to CC.13 Contract Training, End
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Career Credit Process Maps

Process Notes Cont.:

11.

12
13.
14.

13.

16.
17.

18.
19,

20.
21.
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Will the course be for captive, co-opted?

11.1. Yes: Continue to 12

11.2. No: Continue to 13

Go to CC.14 Captive; End

If course will not be for Captive, go to CC.19 College and Career Readiness; End
If the course will not be Workiorce/ Continuing Education, will it be for Economic Development?
14.1. Yes: Continue to 15

14.2, No: Go to End

Will the course be offered as customized training?

153.1. Yes: Continue to 16

15.2. No: Continue to 17

Go to CC.15 Customized Training; End

Will the offering be for an apprenticeship?

17.1. Yes: Continue to 18

17.2. No: Continuk to 19

Go to CC.16 Apprenticeships; End

Will the course be offered through the Small Business Center?

19.1. Yes: Continue to 20

19.2. No: Continue to 21

Go to CC.17 Small Business; End

If the course will not be offered through Small Business, go to CC.18 Bio Networks; End
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Career Credit Process

Maps

NCCCS: CC.21A Career Credit — New Course/Course Section
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Career Credit Process Maps

CC.21A Career Credit — New Course/Course Section

Description: This process captures the steps undertaken to build and offer course sections through Career Credit.

Process Notes:

1. During the scheduling period, Career Credit builds course sections based on anticipated enrollment

2. Career Credit assigns billing type, billing method, section billing, faculty instructor, delivery method
3. Is this course private (not open to public)?

3.1 ¥Yes: Continue to 4
3.2 No: Continue to 5

If the course 15 a private course, the system activates sections for registration and updates regional calendar

Career Credit notifies employer/organization of section ready for registration; End

If the course is an open enrollment course, the system activates sections for registration and updates regional calendar
Career Credit and Marketing publishes completed schedule online and in print for commumnity use; End

sl B
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Career Credit Process Maps

NCCCS: CC.21B Career Credit — Career Credit Schedule Changes after Registration
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Career Credit Process Maps

CC.21B Career Credit — Schedule Changes after Registration
Description: This process captures the steps undertaken to manage changes to course section offerings after registration has opened.

Process Notes:

1. CC.32A/B Career Credit Eegistration
2. After registration has begun, the system continuously monitors section enrollment and notifies the Director of low section
enrollment or high wait list enrollment
3.  Does a section have low enrollment?
3.1 Yes: Continue to 4
3.2 No: Continue to 5
4, Does the section have students wait listed?
4.1 Yes: Continue to 19
4.2 No: End
5. Is the section a customized training section?
3.1 Yes: continue to &
3.2 No: continue to 19
6. If course is customized training, Career Credit contacts employer/organization to determine options
7. Is the decision to reschedule the course offering?
7.1 Yes: Continue to §
7.2 No: Continue to 11
8. Career Credit authorizes section change
9. System updates section and students to reschedules day/time; notifies student of change
10. System notifies Business Office of Contract Changes, if needed; End
11. Is the decision to cancel the customized training course?
11.1 Yes: Continue to 13
11.2 No: Continue to 12

12. Career Credit notifies instructor that section is retained; End
330
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Career Credit Process Maps

Process Notes Cont.:

13. System cancels contract for sponsored class; notifies sponsor of cancellation
14. System notifies Business Office of contract cancellation
15. System notifies the instructor and HR of section cancellation
16. System deregisters and notifies students of cancellation; processes refund to registered students/organization
17. Go to AR.90 Student Refunds
18. Goto PR.O2A/B Part-Time Faculty Assignments
19. Go to HR.09 Independent Contractor Agreements; End
20. Isthe decision to cancel the low enroliment section?
20.1 Yes: Continue to 15
20.2 No: Continue to 21
21. Career Credit notifies instructor that section is retained
22, Isthe decision to add seats to existing sections?
22.1 Yes: Continue to 23
22.2 No: Continue to 27
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Career Credit Process Maps

Process Notes Cont.:

23
24,
23.
26.
27.

28.

29,
30.
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If the decision 1s to add seats, Program Chair inihiates a workflow change requesting to add seats to existing section(s)
Schedule Coordinator authorizes additional seats to existing sections

System posts updates to the live schedule of classes

Go to RG.16 Waitlist

If the decision 1s to not add seats to existing section(s), is the decision to add section(s)?

27.1 Yes: Continue to 28

27.2 No: End

If the decision 1s to add sections, Program Chair or Dean imitiates a workflow change requesting section(s) to be added to the

schedule
Schedule Coordinator authorizes additional sections to the schedule
Schedule Coordinator or Room Scheduler runs the room optimizer, as needed; continue to 25. End
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Career Credit Process Maps

NCCCS: CC.22 Career Credit — Marketing
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Career Credit Process Maps

CC.22 Career Credit — Marketing

Description: This process of Career Credit support the Marketing tool for course advertising and subsequent registration.

FProcess Notes:

10.
11.
12,
13.
14,

15,
16.
17.
18.

% North Carolina Community College System

Career Credit Staff/ Automated conducts Marketing/Cutreach using Web,/Portal/Email/Phone,/In-person/Mailing "Workflow
Business/Employer/Sponsor/Student/ Automated respond to Career Credit using Web/Portal/Email/Phone/In-
person/Mailing " Workflow

Business/Emplover/Sponsor/Student “request for services” using Web/Portal/Email/Phone,/In-Person
Automated Notify Career Credit Staff of Request

Career Credit Staff/ Automated determine Area of need/interest using ERP/ Workflow

Career Credit Staff provides customer information/record and tracks correspondence/notes using ERP/ Workflow
Iz Referral needed?

71.1. Yes. Continue to 8

71.2. No Confinue to 16

o to subprocess [CC.17.1 SBC Counseling]

30 to subprocess [CC.19 LEIS Intake]

3o to subprocess [CC.15 Cust Trng Cons/Dev]

30 to subprocess [CC.16 Apprenticeship NC New)

o to subprocess [CC.18 Bionetworlks]

30 to Subprocess [CC.31 WFCE Student/Client Intake]

P pm— p—

Was Referral accepted?
14.1. Yes, Continue to 16
14.2. No. continue to 15

Career Credit Staff/ Automated notify appropriate stockholder for follow-up with student/client using the Portal 'ERP/Workflow
Automated Send Electronic Survey to customer using ERP/ Workflow
Career Credit Staff using ERP to remove Surveys from System within a specified time frame

Process “ends®
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Career Credit Process Maps

NCCCS: CC.23 Career Credit — WFCE Captive Co-opted Annual Planning
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Career Credit Process Maps

CC.23 WFCE - Captive Co-opted Annual Planning

Deescription: This support the Captive Co-opted Annual Planning process for Career Credit.

Process Notes:

Local College/Local DPS communicate on Annual Captive Planning document using ERP/Email/Phone/In Person/Workflow
Local College Import Current Course Offering for the Fiscal Year using the ERP

Local College Complete Annual Captive Planning for next fiscal year using ERP/Workflow.

Are all Plan Offerings State Board Approved?

Yes. Continue to 5

No. Continue to 6

Local College POC approve proposal submit proposal for further required approval using Program-Course Portal/ Workflow
Go to subprocess [CC.14 Captive Group Approvals]

Local DPS POC Approval?

9.1. Yes. Continue to 8

9.2. No. Continue 12

10. Local DPS Superintendent Approval?

10.1. Yes. Continue to 9

10.2. No. Continue to 12

—

it Sl = L o e

336

% North Carolina Community College System



Career Credit Process Maps

Process Notes Cont.:

11. College President Approval?
11.1. Yes, Continue to 10

e

11.2, No. Continue to 12
12. Local College submit finalized proposal for update to System Office using Program-Course Portal/ Workflow
13. Accepted by System Office?
13.1. Yes. Continue to 15
13.2, No. Continue to 12
14, Does Proposal need revising?
14.1. Yes Continueto 13
14.2. No. Continue to 16
15. Local College/DPS Review proposal and revise using ERP/Email/Phone/In person
16. Local College Update proposal with changes using Program-Course Portal/Workflow, Continue to 7.
1. Automated — Notify college/DPS using ERP/Workflow

18. Process “end”
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Career Credit Process Maps

NCCCS: CC.25 Career Credit — Instructor Assignments
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Career Credit Process Maps

CC.25 Career Credit — [nstructor Assignments

Description: This process captures the steps undertaken to assign instructors to Career Credit course sections.

Process Notes:

1. HR and Career Credit directors review training with Career Credit staff on how to verify instructor credentials (I-Os, degrees, etc.)
2.  System confirms instructor credentials based on ERP information
3. Are the instructor’s credentials expiring?
3.1 Yes: Continue to 4
3.2 No: Continue to 7
4.  System notifies director and instructor of pending credential expiration
3. Has the instructor submitted acceptable document to update credentials?
3.1 Yes: Continue to 7
3.2 No: Continue to 6
6. Career Credit notifies instructor the course sections cannot be assigned due to credential issue; End
7. If credential documentation is acceptable, is the instructor a full-time faculty member?
7.1 Yes: Continue to 8
7.2 No: Continue to @
8. Go to PR.01 Full-Time Faculty Load and Ovetload; End
0. Goto PR.OZA/PE.02ZB Part-time Faculty Assignments; End
10. Go to HR.09 Independent Contractor Agreements; End
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Career Credit Process Maps

MCCCS: CC.31 Career Credit — Student/Client Intake
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Career Credit Process Maps

CC.31 Career Credit — Student/Client Intake

Description: The processes of Student/Client Intake for the variety of Career Credit students cover many options; during the PRE
sessions, some intake techniques were mentioned; more discussion is needed to [determine the details of these processes, which will be
mapped in the future by the NCCCS team.

Process Notes:

1.
2.

D B R

=t

% North Carolina Community College System

Student/Client notify college through Marketing/Outreach using Web/In Person/Email/Phone
Does Student/Client need Career Credit Programs?

1.1. Yes. Continue to 4

1.2. No. Continue to 3

Does Student/Client need Curriculum Programs?

3.1 Yes. Continueto 7

3.2 No. Continue to 11

Go to Subprocess [CC-00A Career Credit Process Overview]
(o to Subprocess [CC-00B Career Credit Process Overview]
Process “end”

Go to Subprocess [AM.00 Admission Process Overview]

Go to Subprocess [AC.00 Academic Record Process Overview]
(o to Subprocess [RG.00 Registration Process Overview]

o to Subprocess [FA.00 Financial Aid Process Overview|

Process “ends”
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Career Credit Process Maps

CC.32AB Career Credit — Registration

Description: This process captures the steps of guiding Career Credit student through registration.

Process Nores CC.324:
1. SBC student selects SBC course
2. S5BC counseling session needed?

=oMm o

11.
12.
13.

% North Carolina Community College System

2.1 Yes: Continue to 3

2.2 No: Continue to 4

SBC student registers for seminars and or workshops; inputs limited demographic and contact information. Paper forms may be
used as an option for students, if needed, based on the students’ accessibility to electronic formats.

SBC student registers for seminar and or workshops; verifies demographic and contact information. Paper forms may be used as an
option for students, if needed, based on the students’ accessibility to electronic formats.

System offers additional related course suggestions based on student’s current and previous enrollment

System sends reminder notices about upcoming registered classes; End

For customized/contract training courses, Career Credit staff selects the appropriate courses

Career Credit staff builds designated section for customized./ contract training course

ED Customized Training student or emplover/organization registers for courses on portal

[s there a hold on student record?

10.1 Yes: continue to 11

10.2 No: Continue to 12

System confirms with contract to override hold at the request of employer/organization

ED Customized Training emplover verifies student enrollment in class on portal; End

WECE OE student selects courses of interest/need
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Career Credit Process Maps

Process Notes Cont..:

14.
15.

16.
17.
18.
19
20.
21.

o 5

24,
5
26.

% North Carolina Community College System

Does WFCE need to confirm student credentials before registration?

14.1 Yes: Continue to 22
14.2 No: Continue to 15
Is student a sponsored student?|

13.1 Yes: Continue to 16

15.2 No: Continue to 17

Go to AR.11 Sponsored Billing

WECE OE student registers for courses

Notify student of courses registered and charges if appropriate

System offers additional related course suggestions based on student’s current and previous enrollment
Go to CC.33 Attendance Tracking; End

WECE OE student submits or uploads documentation of credentials via portal

Career Credit staff verifies credentials

Is documentation of credentials acceptable and verified?

23.1 Yes: Continue to 17
23.2 No: Continue to 24
If credentials are not verified, notify student of missing or incorrect credential

Deregister student from class; cancel sponsorship; process refund of any payments to payer;
Go to AR.90 Student Refunds; End
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Career Credit Process Maps

NCCCS: CC.32B Career Credit — Registration (page 2)
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Career Credit Process Maps

CC.32AB Career Credit — Registration

Description: This process captures the steps of guiding Career Credit student through registration.

Process Notes CC 32B:

1. WECE Community Services student selects community service course

2. WFECE Community Services student registers and pays for community services courses at time of registration on portal or via
paper
3. System offers additional related course suggestions based on current and/or previous enrollment
4. System sends reminder notice to students about upcoming registered class; End
3. New CCR student?
3.1 Yes: Continue to 7
3.2 No: Continue to 6
6. Are testing or further assessment needed?
6.1 Yes: Continue to 7
6.2 No: Continue to 8
7. Career Credit staff confers with student on available options
CCR student selects courses for HS completion
Q. Isthere a hold on student record?
0.1 Yes: Continue to 10
0.2 No: Continue to 12
10. CCR student discusses holds with advisor

oa

346

% North Carolina Community College System



Career Credit Process Maps

Process Notes Cont.:

11. Have the holds been removed?
11.1 Yes: Continue to 12
11.2 No: Retum to 7 to confer with student
12. CCR student registers for course sections on portal
13. Basic Skills Plus student?
13.1 Yes: Continue to 14
13.2 No: Continue to 15
14. System determines if course is approved as Basic Skills Plus
15. CCR uploads approval letter of payment, sponsorship, or voucher code via portal
16. System notifies student of registered courses and charges, if applicable
17. Go to CC.33 Attendance Tracking; End
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Career Credit Process Maps

NCCCS: CC.33A — Career Credit — Attendance Tracking
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Career Credit Process Maps

CC.33A Career Credit — Attendance Tracking

Dlescription: This process captures the steps undertaken to track Career Credit student attending course sections.

Process Notes:

1. From AC.31 Attendance Tracking
2. Isthe course provided by a third-party course provider!
2.1 Yes: Continue to 3
2.2 No: Continue to 4
3. Ifthe course is provided by a third-party provider, go to CC.33B 3* Party Attendance Tracking
Is the course-based Contact Hours or Membership Class?
4.1 Membership: Continue to 3
4.2 Contact Hour: Continue to 10
If the course is offered on a membership basis, system records first day attendance based on student entry./scan
System continues to track attendance based on student entrv/scan
Faculty validates and approves attendance roster
Stakeholders are notified of attendance as of Census date
System monitors attendance through course, recording last day of attendance; continue to 20
0. If the course is offered on a contact hour basis, system records contact hour attendance based on student entry/scan and records
last date of attendance if needed
11. System calculates daily hours based on hours attended

-

e i iy L T
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Career Credit Process Maps

Process Notes Cont..:

12,

13.
14,
15.
16.
17.

18.
19,
20.

Has the student met or surpassed the defined absence threshold?

12.1 Yes: Continue to 13

12.2 No: Continue to 14

System notifies student, faculty, and Career Credit of student absences

If student is below the defined absence threshold, faculty validates total contact hours
System calculates aggregate contact hours

System validates total course times against actual contact hours

Is there a variance in hours for faculty?

17.1 Yes: Continue to 18

17.2 No: Continue to 20

Program Director verifies time variance, providing any further information needed by HR
System notifies HE/Pavroll of faculty variance

System maintains signed attendance rosters for certification and/or audit; End
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areer Credit Process Maps

MNCCCS: CC.33B Career Credit — Third-Party Attendance Tracking
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Career Credit Process Maps

FProcess Notes:
From CC.13 WFCE Contract Training (Prof. Sve. Agr)
Local College/Sys Admin setup for 3 Party Attendance Tracking using ERP/Workflow/Manual
From CC_33A Career Credit Attendance Tracking
Student/ 3 Party Instructor Scan/Input attendance upon arrival at class using ERP/ Worlkdlow
Student/3* Party Instructor Scan/Input attendance upon departure from class vsing ERP/ Workflow
3 Party Instructor confirm class attendance in workflow queuve daily vsing ERP/ Workflow
Automated prompt instructor to confirm attendance i workflow queue using ERP/ "Workflow.
Attendance confirmed in workflow queuve
8.1 Yes. Continpe to 9
8.2 No. Continue to 7
9 End of class?

9.1. Yes. Continue to 10

9.2. No. Continue to 4
10. 5 Party Instructor confirm and sign final attendance in worldlow queue using ERP/Workflow
11. Automated to notify Career Credit staff on completion of Attendance Tracking using ERP/ Workflow
12. Is Attendance correct?

12.1. Yes. Continve to 15

122 No. Continue to 13
13. Career Credit Staff/ Automated notify 3 Party Instructor of Errors using ERP/ Workflow/Phone/Email M anual
14. ¥ Party Instructor Confirm, correct, and resubmit final attendance vsing ERP/Workflow
15. Career Credit Staff/ 3 Party Instructor Go to subprocess [CC.51 Career Credit Grading]
16. Process “end"

L

e B AR

ea

Desired Funcrional Requiremenis:
1. Seefunctional requirements listed under *Desired overall functional requirements”.
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Career Credit Process Maps

MNCCCS: CC.34 Career Credit — Engagement and Recruitment Concept Document
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Career Credit Process Maps

FProcess Notes:
1. No process notes.
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Career Credit Process Maps

NCCCS: CC.41 Career Credit — Sponsor Billing and Payment e A

See Finance Process Documents
AFR.87 — Sponsorship Assignment and
AR.88 — Sponsorship Billing
far information related to
Sponsor Billing and Payment
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Career Credit Process Maps

FProcess Notes:
1. No process notes.
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Career Credit Process Maps

NCCCS: CC.42 Career Credit — Scholarship and Financial Assistance
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Career Credit Process Maps

CC.42 Caree} Credit — Scholarship and Financial Assistance

Description: This process captures the steps undertaken to guide Career Credit students who may be eligible for scholarship and
financial aid.

Process Notes:

1.
2.

== 0 2o D lh s LA

et
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Career Credit director receives notification of scholarship funds

CCR student?

2.1 Yes: Continue to 3

2.2 No: Continue to 4

If CCE student, system notifies student of how to apply for FA

If not a CCR student, system identifies scholarship candidates and notifies students to apply
Students complete scholarship application

System matches application to criteria; identifies candidates and routes to work queue
Committee or Career Credit director selects scholarship recipients and updates workflow to notify student and financial aid office
System notifies Financial Aid Office of pending scholarship award in workflow

System notifies student of post-award activities that need to be completed

Student and Career Credit staff complete post-award activities

Go to FA.42 Disbursement Authorization; End
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Career Credit Process Maps

MCCCS: CC.51 — Career Credit Grade Entry and Correction
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Career Credit Process Maps

CC.51 Career Credit — Grade Entry and Correction

Description: This process will capture the steps undertaken when entering and/or correcting grades/scores for Career Credit students.

Process Notest

Instructor calculates and confirms grades/scores
System validates grade type/score range upon entry by instructor
System uploads grades,scores to students’ records
Are all grades/scores received by deadline?
4.1 Yes: Continue to
4.2 No: Continue to 5
If grades/scores are not received by deadline, system assigns ‘missing grade’ grade and creates a workflow queue to the Registrar
System reminds faculty to post grades/scores, escalating warning each day until received
During grading, did instructor give an incomplete grade?
7.1 Yes: Continue to 8
7.2 No: End
8. Instructor assigns grade expiration date
9. System notifies student and other stakeholders of incomplete grade and expiration date
10. Has coursewotk been completed by expiration date?
10.1 Yes: Continue to 12
10.2 No: Continue to 11
11. If coursework is not completed by deadline, system updates grade to failing grade
12, Goto AC.42 Grade Change Management to appeal failing grade; End
13. After grades/scores are posted and student questions grade given, student discusses possible incorrect grade with instructor
14, Does instructor agree to review grade change?
141 Yes: Returnto 11
14.2 No: End

b

bl

Desired Funcrional Requirements:

1.  Workflow to escalate grades/scores missing after grading deadline (recorded per section).

2. Ability to maintain date for student’s last date of attendance per course section.

3. Mechanism to prevent invalid grades./scores, such as inappropriate grade based on withdrawal date, or after recording Last Date of
Attendance.

4. Provide prompts to students and instructors for expiration of grade

Provide prompts to students and instructors for testing timeframe for licensure courses.

6. Ability to extract/export course completion information to external agencies for certification/licensure purposes.

=
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Career Credit P

rocess Maps

NCCCS: CC.52 Career Credit — Credentialing
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Career Credit Process Maps

CC.52 Career Credit - Credentialing

Description: This process captures the steps for assigning credentials for Career Credit students.

Process Notes:

1. Has student completed a certificate course?

1.1 Yes: Continue to 2

1.2 No: Continue to 7

If student completed a certificate course, instructor evaluates successful complete of course
System creates certificate for student and posts to student record

Career Credit manages certificate exceptions as needed

Career Credit staff uploads certificate to external agency upon request

Career Credit staff prints certificates as needed; End

Has student completed a Pathways program?

7.1 Yes: Continue to 8

7.2 No: Continue to 13

8. Ifstudent completed a Pathway program, system evaluates program completion and initiates workflow if complete
0. System notifies Career Credit Chair/Director of potential program completion

10. Career Credit confirms program completion

11. System confers and issues credential, updating graduation status

O B
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Career Credit Process Maps

Process Notes Cont..:

12.
13.

14.
15.
16.
17.
18.
19.
20.
21.

% North Carolina Community College System

Career Credit prepares diplomas with signatures; Continue to 18

Has student completed a H5SE course?

13.1 Yes: Continue to 14

13.2 No: Continue to 19

If student completed a HSE courses, system receives complete file from testing site

Svstem confers and issues credential on student record, updating completion status

Svstem creates certificate of completion and posts to portal

Career Credit prints certificates, as needed

Career Credit prepares for graduation ceremony; End

If student completed a community service or Small Business Center course, Instructor records completion of course

System creates certificate of complete and posts to portal
Career Credit or student prints certificate as needed; End
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Career Credit Process Maps

NCCCS: CC.53 Career Credit — Captive Post-Release
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Career Credit Process Maps

CC.53 Career Credit —|Captive Post-Release

Description: This process captures the steps for documenting services offered to Career Credit student who were captive and are now
in post-release.

Process Notes:
1. Career Credit records services provided to student

2. Career Credit provides surveys to captive student

3. Career Credit/DPS collects and records survey data

4. Career Credit updates student demographic and survey information

3. System compiles report of total services received from all institutions; End

365

% North Carolina Community College System



Career Credit Process Maps

NCCCS: CC.54 Career Credit — Transcript Request

See Academic Records Process
Documents
AC.24 — Academic Records Requests
for information related to
Transcript Requests
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Career Credit Process Maps

CC.54 Career Credit| — Transcript Request

Deescription: This process was mapped within the Academic Records PER as AC.24 — Academic Records Requests.

Process Notes:
1. See AC.24 Academic Records Requests for Process Notes.
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MNCCCS Concept Document: CC.61 Career Credit — Reporting and Performance Measures
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Career Credit Process Maps

CC.61 Career Credit — Reporting and Performance Measures

Description: This concept document identifies items for National, State of North Carolina, Local, and NCCCS reports.

Frocess Nores:
1. No process notes.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: GL.11-Journal Entries
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End
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Institutional Support Process Maps

Budgeting and Financials

GL.11 Journal Entries

Description: Identifying and processing general ledger journal entries (not correcting entries).

Process Notes:

1. The appropriate individual identifies the need for a journal entry — Finance Office.

1.1. Manual journal entries should not be used for correcting transactions. Legitimate manual journal entries include bank fees,
interest income, etc.

2. Import or enter the journal entry information and scan appropriate backup documentation — Finance Office.
3. Send the journal entry through the appropriate approval workflow — Finance Office Leadership.

3.1. If approval is not granted, appropriate edits are made.
3.2. If approval is granted, the process continues.

4. The journal entry is posted to the general ledger — Automated in ERP.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: GL.12 — Correcting Transactions
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Institutional Support Process Maps

Budgeting and Financials

GL.12 Correcting Transactions

Description: Correcting erroneous entries in the general ledger.

Process Notes:

1. Identify the need to correct a transaction in the general ledger — Department users.

Complete the transaction correction in the ERP workflow and upload any supporting documentation — Department users.
Validation workflow — Department and Finance Leadership.

Data from the transaction correcting form is reviewed, modified, and applied — Finance Office.

Approval workflow — Finance Ieadership.

5.1. If not approved, back to review, modification, and application.

5.2. If approved, continue.
6. Post correction to subsidiary ledger — Automated in ERP.

IS
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: GL.13A — Monthly Close
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: GL.13B — Monthly Close
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Institutional Support Process Maps

Budgeting and Financials

GL.13 Monthly Close

Description: Closing the monthly accounting period in the general ledger.

Process Notes:

1. Complete monthly cash management — Finance Office.
2. Perform account analysis to identify outstanding issues such as due to/from, non-state payroll, daily cash analysis, refunds, etc. —
Finance Office.
Process administration allowances, accrual calculations, and adjustments — Finance Office.
Process reimbursement requests — Finance Office.
Complete necessary G5 drawdowns — Finance Office.
Complete sub-ledger reconciliations — Finance Office.
Perform bank reconciliations — Finance Office.
Are adjustments needed?
8.1. If yes, return to step 2 (account analysis).
8.2. If no, continue.
9. Communicate availability of draft financial information to internal stakeholders — Finance Office.
10. Approval workflow — Finance and Institutional Leadership.
11. Is financial information approved?
11.1. If yes, continue.
11.2. If no, return to step 2 (account analysis).
12. Transmit file to system office — Finance Office/ Automated in ERP.
12.1. This could also be a notification to the system office that the data is available for the system office to pull.
13. Produce report for external stakeholders — Finance Office.
14. Close month in ERP — Finance Office.
14.1. Actual system close of the month may occur later.

X NN AW
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: GL.14 — Annual Close
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Institutional Support Process Maps

Budgeting and Financials

GL.14 Annual Close

Description: Closing the fiscal year and preparing audited financial statements.

Process Nores:

[y

ol S A A

10.
11.
12.
13.
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Process the month-end close for the final month of the fiscal year — Finance Office.
Lock the fiscal year and rollover ending balances — Finance Office.

Complete sub-ledger reconciliations — Finance Office.

Perform account analysis to identify variances and/or potential issues — Finance Office.
Rollover legitimately open POs — Finance Office/ Automated in ERP.

Clear encumbrances and outstanding requisitions — Finance Office.

Create accrual entries — Finance Office.

Generate trial balance/draft financial statements — Finance Office.

Do draft financial statements balance?

9.1. If no, return to step 4 (perform account analysis).
9.2. If yes, continue.
Prepare financial statements — Finance Office.

Audit financial statements — Auditors.
Make audit adjustments — Finance Office.
Close fiscal year — Finance Office.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: GL.15 — Endowment Management
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Institutional Support Process Maps

Budgeting and Financials

GL.15 Endowment Management

Description: Managing endowment income, from receipt of interest/gift to deposit into investment account.

Process Notes:

1. Income is received directly from donor or as interest/direct deposit at the bank — Finance Office.
1.1. If income is received directly from the donor, the payment needs to be processed via the cash receipting process — Cashier.
1.1.1. After receipt, move to step 4.
2. Import and process transactions from the bank — Automated in ERP.
Enter journal entry and post to general ledger — Finance Office and Automated in ERP.
Deposit funds into investment account — Finance Office.

W
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: GL.16 — Cash Certification Request
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Institutional Support Process Maps

Budgeting and Financials

GL.16 Cash Certification Request

Description: Colleges are required to submit requests for state funds to the System Office monthly, with supplementals requested
throughout the month as needed. Cash certification requests include general expenses and payroll.

Process Notes:

1.

e el o

10.
11.
12.
13.
14.
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Determine monthly cash need and consider current cash balance — College Business Office.
Open the current cash reporting period if applicable and notify colleges — System Office.
Submit request to the System Office (tied to a specific period) — College Business Office.
Close the current cash reporting period if applicable — System Office and/or Automated.
Compile statewide data & generate report — Automated at System Office.

Submit request to State Agencies (OSC, OSBM) — System Office.

Cash request approval at State Level — System Office.

Is the full request funded?

8.1. If yes, continue to step 11.

8.2. If no, continue to step 9.

Make necessary adjustments to college cash requests — System Office.

Generate revised report — Automated at System Office.

Use report to request cash be deposited to individual college accounts — System Office.
Generate and submit journal entry template to State Accounting Systems — Automated at System Office.
Receive notification that the State processed the deposits — System Office.

Notify colleges of deposit and dollar amount — System Office.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: BU.21 — Budget Development
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Institutional Support Process Maps

Budgeting and Financials

BU.21 Budget Development

Description: Centralized development of the fiscal year operating budget.

Process Notes:

1.

e A

10.

11.
12.
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Build a revenue budget — Budget Office.

1.1. All sources of funds are included in a revenue budget (state and county funds) and a common starting point for building a
budget is the prior years’ actual revenue and the prior years’ budgeted revenue.

Complete position budgeting sub-process — Budget Office.

Budget in required transfers and commitments, such as capital projects and multi-year grants — Budget Office.

Build baseline expense budget — Budget Office.

Complete equipment budgeting sub-process — Budget Office.

Complete department budgeting sub-process — Departments.

Review revenue budget for reasonableness and budget requests from departments — Budget Office/Institutional Leadership.

Approve or deny budget requests — Budget Office/Institutional Leadership.

8.1. If approved, continue.

8.2. If denied, send back to departments to revise or withdraw request.

Post preliminary budget to the general ledger — Budget Office.

Board review and approval — Board.

10.1. If approved, continue.

10.2. If not approved, return to department budget sub-process.

Post variance budget to general ledger — Budget Office.

Submit budget file to the system office — Budget Office.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: BU.22 — Department Budgeting
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Institutional Support Process Maps

Budgeting and Financials

BU.22 Department Budgeting

Description: Department-level planning for budget requests.

Process Notes:

1. Enter budget requests and changes to baseline budget developed by the Budget Office — Departments.
2. Justify purpose for budget requests and changes — Departments.
3. Prioritize budget requests and changes — Departments.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: BU.23 — Departmental Budget Revisions
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Institutional Support Process Maps

Budgeting and Financials

BU.23 Departmental Budget Revisions

Description: Revising the annual operating budget based on requests from departments.

Process Notes:

1.  Submit budget revision request — Departments.
2. Budget revision approval workflow — Department I.eadership.

2.1. If budget revision is approved, continue.

2.2. If not approved, return to revision submission for changes or withdrawal.
3. Budget revision approval workflow — Budget Office.

3.1. If budget revision is approved, continue.

3.2. If not approved, return to revision submission for changes or withdrawal.
4. Budget revision final approval workflow — Budget Office and/or Institutional Leadership.

4.1. If budget revision is approved, continue.

4.2. If not approved, return to revision submission for changes or withdrawal.
5. Post revised budget to general ledger — Budget Office.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: BU.24 — Budget Amendments
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Institutional Support Process Maps

Budgeting and Financials

BU.24 Budget Amendments

Description: Amending the college’s annual operating budget based on changes to funding or expenses.

Process Notes:

1. Enter budget amendment based on information from system office or county — Budget Office.
2. Review and allocate (or adjust) budgets to reflect amendment — Budget Office.
3. Does the Board need to review the new budget?
3.1. If yes, submit to Board for approval.
3.2. If no, continue.
4. Post amended budget to general ledger — Budget Office.
4.1. If Board approval was not required, notify Board of new budget.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: BU.25 — Position Budgeting
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Institutional Support Process Maps

Budgeting and Financials

BU.25 Position Budgeting

Description: Creating new/modify existing positions and reflect those updates in the budget.

Process Notes:

1

bl
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Review existing positions, both filled and vacant — Budget Office and Human Resources.
1.1. Do not include positions funded by nonrecurring money, as those are one-time expenses.
Select a subpopulation of positions to use for what-if and scenario analysis — Budget Office.
Address individuals within the population to finetune the position budget — Budget Office.
Save the scenario created in steps 2 and 3 — Budget Office.

Are more scenarios desired?

5.1. If'yes, repeat steps 2-4 until sufficient scenarios are saved.

5.2. If no, continue.

Compare, combine, and present scenarios — Budget Office and Institutional Leadership.
Select a scenario to apply. Is there an acceptable scenario?

7.1. If yes, continue.

7.2. If no, return to step 2 and creating new scenarios.

Include the selected scenario in the proposed budget — Budget Office.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: BU.26 — Position Control and Review
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Institutional Support Process Maps

Budgeting and Financials

BU.26 Position Control and Review

Description: Review open positions and update/delete as needed.

Process Notes:

1. Generate an open position report from the ERP — Human Resources.

2. Review positions to see if they are still needed — Human Resources/Departments.
3. Is the position still valid?

3.1. If yes, continue.
3.2. If no, delete position.

4. Revise and update position description and attributes — Human Resources.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: BU.27 — Equipment Budgeting
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Institutional Support Process Maps

Budgeting and Financials

BU.27 Equipment Budgeting

Description: Review, prioritize, and approve budget requests for new equipment purchases.

Process Nortes:

1.

- U
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Enter equipment information into budget request form. Revise if needed — Departments.
Include justification into equipment request — Departments.

Review and prioritize equipment requests — Department Leadership.

Combine all equipment requests from all departments — Budget Office.

Prioritize all equipment requests from all departments — Institutional Leadership.

Send prioritized requests through approval workflow — Institutional Leadership.

Is prioritized list approved?

7.1. If yes, approved equipment budget exists.

7.2. If no, send individual items back to departments for revision.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: PU.31 - Procurement
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Institutional Support Process Maps

Budgeting and Financials

PU.31 Procurement

Description: Purchase goods and services via a purchase requisition.

Process Notes:

1. Enter/import requisition into ERP — Originator.

1.1. “See notes” refers to “desired functional requirements” #1, below. The source of the requisition information is the state e-
Procurement system, so an interface to import the requisition information should exist.

2. Requisition approval workflow — External/internal approvers.

3. Is the requisition approved?
3.1. If yes, continue.
3.2. If no, return to step 1 to revise or withdraw the requisition.

4. Final review and edit — Purchasing Office.

5. Create purchase order and execute contract — Purchasing Office.
5.1. Inspections or other contractual requirements may exist that would occur at this time.

6. Send notification to e-Procurement/vendor of purchase order. Notify originator and shipping and receiving order has been placed
— Automated in ERP.

7. Subprocess PU.33A [Shipping and Receiving] — Shipping and Receiving.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: PU.32 — Purchasing Cards
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Institutional Support Process Maps

Budgeting and Financials

PU.32 Purchasing Cards

Description: Using purchasing cards as payment and posting purchasing card transactions to the general ledger.

Process Notes:

1. Purchases are made according to purchasing card policy and cardholder’s authority and purchases are reconciled — Cardholder.

2. Download and validate transaction information from the bank — Automated in ERP.

3. Accounts payable issues batch payment to the bank for transactions — Accounts Payable.
4. Review, validate, audit, and edit purchasing card transactions — Business Office.

5. Are charges allowable?

5.1. If yes, continue.
5.2. If no, resolve the issue and return to step 4.
6. Post purchasing card transactions to general ledger — Business Office.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: PU.33A — Shipping and Receiving
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: PU.33B — Shipping and Receiving
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Institutional Support Process Maps

Budgeting and Financials

PU.33 Shipping and Receiving

Description: Receiving goods and services into the system when they are physically received by a central receiving location or by
individual departments.

Process Notes:

1. Goods are delivered — Carrier.
2. Check the delivery for damage — Shipping and Receiving.
3. Isthe delivery damaged?
3.1. If'yes, refuse delivery.
3.1.1. Notify vendor and resolve order.
3.2. If no, continue.
Verify packing slip against PO, mark goods received, scan and upload packing slip — Shipping and Receiving.
Is the order complete and correct?
5.1. If'yes, continue.
5.2. If no, notify originator and purchasing department of issues.
5.2.1. Contact vendor to resolve issues.
5.2.2. Are issues resolved?
5.2.2.1. Ifno, cancel order.
5.2.2.2. If'yes, revise purchase order and await delivery (return to step 1).
6. Perform inspections, as needed — Purchasing Office/Originator.
7. Assign (do not affix) asset tag, as needed — Shipping and Receiving.
8. Send notification to AP and department — Automated in ERP.
9. Deliver goods to department — Shipping and Receiving.
10. Review goods received — Department.
11. Update receiving status (mark received if department is designated to do so) — Department.

o
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Institutional Support Process Maps

Budgeting and Financials

Process Notes Cont.:

12. Is the invoice okay to pay?

12.1. If yes, continue.

12.2. If no, resolve issues then return to step 11 (updating receiving status).
13. Affix asset tag, if needed — Shipping and Receiving.
14. Process payment — Accounts Payable.

If Department is picking up goods:

1. Pick up goods — Department.

2. Sign, scan, and submit receipt — Department.

3. Mark goods received in system — Department.

4. Continue to step 11 (update receiving status) — Department.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: PU.34 — Contract Management
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Institutional Support Process Maps

Budgeting and Financials

PU.34 Contract Management

Description: Make purchases from a contract and manage contract extensions, amendments, and close-outs.

Process Notes:

1.

Qe W

10.

Manage executed contract — Department/Purchasing Office.

1.1. The contracts referred to in this process are those that occur outside of North Carolina’s e-Procurement system

Review and edit contract details in PO — Purchasing Office.

Scan and upload related documentation — Purchasing Office.

Monitor order/contract for vendor compliance — Department.

Is the vendor meeting the terms of the contract?

5.1. If yes, continue.

5.2. If no, resolve issues and return to step 4.

Is the contract complete?

6.1. If yes, continue.

6.2. If no, continue monitoring and return to step 4.

Is there an allowable renewal?

7.1. If yes, continue.

7.2. If no, complete and close-out the contract — Department.

Initiate renewal process — Department.

Renewal approval workflow — Department/Purchasing Office.

Is the renewal approved?

10.1. If yes, return to step 2.

10.2. If no, is there an error?
10.2.1. If no error and renewal is denied, complete and close-out contract — Purchasing Office.
10.2.2. If error exists, resolve error and return to step 8§ — Department.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: PU.35 — Contract Changes
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Institutional Support Process Maps

Budgeting and Financials

PU.35 Contract Changes

Description: Update changes to contracts based on vendor/college requests.

Process Notes:

1. Changes requested by college or vendor and entered into the ERP — Purchasing.
2. Contract change approval workflow — Vendor/Purchasing.
3. Is the change accepted and approved?

3.1. If yes, continue

3.2. If no, return to step 1.

4. Update contract details and associated purchase orders.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: PU.36 — Vendor Maintenance

Requestor Requestor Purchasing
Purchase/ endor New Vendor Validate New
Travel/Pay Exiidks No—» Request » Vendor
Start Request Form Regquest
ERP ERP ERP
Iy i Vendor
Yes Exists
Vendor
Vendor Info 5 Update Vendor
Correct Information
ERP Portal No
Yes No
End
Y Y
Automatic Purchasing Purchasing
Notif Confirm Collect W9 & Detail Vendor Info &
Re ues':or Vendor |=Ye Complete? Independent Contractor Questionnaire
q Record and/or Direct to E-Procurement
ERP ERP ERP & ERP Portal
A
Y

409

North Carolina Community College System



Institutional Support Process Maps

Budgeting and Financials

PU.36 Vendor Maintenance

Description: Add new/modify existing vendors to maintain an accurate vendor master file.

Process Notes:

1. Purchase made or payment requested — Originator.
2. Does the vendor exist?
2.1. If yes, is the vendor information correct?
2.1.1. Ifyes, vendor file is current; no further action needed.
2.1.2. If no, update vendor information - Vendor.
2.1.2.1. Confirm vendor record — Purchasing Office.
2.1.2.2. Notify requestor vendor record is updated — Purchasing Office.
2.1.2.3. Returnto step 1.
2.2. If no vendor exists, continue.
3. Complete new vendor request form — Originator/Vendor.
Validate new vendor request form — Purchasing Office.
5. Does the vendor exist?
5.1. If'yes, return to step 2.1.2.2 (notify requestor of vendor record).
5.2. If no, continue.
6. Collect vendor documentation, including W-9, detail vendor information, independent contractor questionnaire, and direct to e-
Procurement (if applicable) — Purchasing Office.
7. Complete vendor information received?
7.1. If no, return to step 4 (validate new vendor request) — Purchasing Office.
7.2. If yes, return to step 2.1.2.1 (confirm vendor record) — Purchasing Office.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: AP.41A — Accounts Payable

AP

Resolve Issue

ERP
Y No
Purchasing S&R AP AP
Procurement Shipping & Match PO,
[PU.31 »| | Receiving [PU.33 » Receiving & Yes—»-| V(i}rj:;:r - ARSI
Start Procurement] Ship-Recv] Invoice
ERP ERP ERP ERP
Y
AP
Yes
Receive Invoice, Scan
Into System & Enter Direct Pay? 0
Invoice Details
ERP & Doc Imaging AP/Department/Leadership AP
Yes—— o Approval Workflow Approved? No# Resolve Issue
ERP ERP

A

411

% North Carolina Community College System



Institutional Support Process Maps

Budgeting and Financials

NCCCS: AP.41B — Accounts Payable
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Institutional Support Process Maps

Budgeting and Financials

AP.41 Accounts Payable

Description: Issuing payment for goods, services, and other payables and recording associated transactions in the general ledger.

Process Notes:

1.

o

80 1 N Th

% North Carolina Community College System

Complete procurement process.
1.1. If invoice is first notification of payment, scan into system and enter payment details — Accounts Payable.
1.2. Is the invoice a direct pay?
1.2.1. If no, continue to step 3.
1.2.2. If yes, enter invoice into approval workflow.
1.2.2.1. Is payment approved?
1.2.2.1.1.If yes, continue to step 5.
1.2.2.1.2.1f no, resolve issue and return to step 1.2.2 (approval workflow).
Complete shipping and receiving process.
Match purchase order, receiving document, and invoice — Accounts Payable/Automated in the ERP.
Does description and detail match?
4.1. If no, resolve issue and return to step 3.
4.2. If yes, continue.
Create payment voucher — Accounts Payable.
Create voucher batch — Accounts Payable.
Enter voucher into approval workflow — Business Office Leadership.
Is voucher batch approved?
8.1. If yes, continue.
8.2. If no, resolve issues and return to step 7 (voucher batch approval workflow).
Confirm cash is available to make payment — Business Office Leadership.
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Institutional Support Process Maps

Budgeting and Financials

Process Notes Cont.:

10. Is cash available?
10.1. If yes, continue.
10.2. If no, resolve cash management issues and return to step 9.
11. TIssue payment — Accounts Payable.
12. Is the payment a check?
12.1. If yes, submit positive pay to bank.
12.2. If no, continue.
13. Submit transaction file to bank for electronic payment — Accounts Payable.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: AP.42 - Travel
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Institutional Support Process Maps

Budgeting and Financials

AP.42 Travel

Description: Planning and approving work-related travel, including processing cash advances and reimbursement requests.

Process Notes:

o

M) 90 B oY

A request for travel is created and submitted — Traveler.

Travel request approval workflow — Department Leadership.

Is the travel approved?

3.1. If no, return to step 1 to revise or withdraw travel request.

3.2. If'yes, continue.

Make travel reservations and plans — Traveler.

Are any reservations going to be prepaid?

5.1. If yes, use AP Payment process (AP.41), then continue.

5.2. If no, continue.

Travel occurs — Traveler.

Scan receipts, complete expense reports, and submit travel report/reimbursement request — Traveler.
Travel reimbursement approval workflow — Department Leadership.

Is the travel reimbursement approved?

9.1. If yes, continue.

9.2. If no, return to step 7 to address issues with reimbursement request.

10. Is reimbursement due to the traveler?

10.1. If yes, issue payment via AP Payment process (AP.41), then end of process.
10.2. If no, end of process.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: AP.43 - Escheats
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Institutional Support Process Maps

Budgeting and Financials

AP.43 Escheats

Description: Identifying outstanding checks that have not been cashed and contacting the payees to resolve payment. When payees do
not respond or cannot be found, turn over to the state’s office of unclaimed property.

Process Notes:

1.  Generate outstanding checks by age and vendor type — Business Office.
2. Send notification to payee requesting check be cashed — Business Office.
3. Does the payee respond?
3.1. If no, continue.
3.2. If'yes, resolve payment issue and end process.
4.  Attempt to contact the payee again — Business Office.
5. Does the payee respond?
5.1. If no, continue.
5.2. If'yes, resolve payment issue and end process.
6. Use escheated funds to resolve any outstanding debt the payee may have with the college — Business Office.
7. Isthere a balance remaining?
7.1. If no, end process.
7.2. If'yes, reissue balance due via AP.41 with state unclaimed property office as payee.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: FX.51 - Equipment
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Institutional Support Process Maps

Budgeting and Financials

FX.51 Equipment

Description: Receiving new equipment and fixed asset, updating the fixed asset inventory, and submitting required reports to the
system office.

Process Notes:

1. Equipment is purchased through procurement process (P1.31) — Purchasing Office.

Equipment is received through shipping and receiving process (PU.33) — Shipping and Receiving.
Payment is made through accounts payable process (AP.41) — Accounts Payable.

Create list of potential fixed assets — Automated in ERP.

Verification and update of fixed asset record (including attachments such as photographs) — Inventory Control Staff.
Is the item a fixed asset?

6.1. If no, correct general ledger coding and resolve issue.

6.2. If yes, continue.

Upload documentation and final verification information — Inventory Control Staff.

Perform monthly reconciliation of fixed assets — Inventory Control Staff.

Produce system office fixed asset report — Inventory Control Staff.

10. Receive and review fixed asset report — System Office.

O iy g (o by

39 o0 e
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: FX.52 — Equipment Inventory
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Institutional Support Process Maps

Budgeting and Financials

FX.52 Equipment Inventory

Description: Performing periodic inventory oln equipment and fixed assets, including updating disposition of assets.

Process Notes:

1.

b o

% North Carolina Community College System

Select equipment to inventory from system-generated fixed asset list — Inventory Control Staff.

Scan and record GPS location of equipment — Inventory Control Staff.

Upload information from GPS scanners to fixed asset system — Inventory Control Staff.

Generate a list of missing items — Inventory Control Staff.

Are there any items missing?

5.1. If no, continue (step 6).

5.2. If'yes, is scanning complete?
5.2.1. If scanning is not complete, return to step 2 (scanning and recording location of equipment).
5.2.2. If scanning is complete, file police report on missing items — Inventory Control Staff.

5.2.2.1. Dispose of missing equipment — Inventory Control Staff.

Equipment inventory approval workflow — Business Office Leadership.

Is the equipment inventory approved?

7.1. If no, resolve issues and then return to step 6 (approval workflow).

7.2. If'yes, end of process.
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: FX.53A — Capital Projects
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Institutional Support Process Maps

Budgeting and Financials

NCCCS: FX.53B — Capital Projects
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Institutional Support Process Maps

Budgeting and Financials

FX.53 Capital Projects

Description: Managing requests for capital projects, including approval workflow, processing payments, and posting payments to
general ledger.

Process Notes:

1.
2.

% North Carolina Community College System

Complete capital projects approval workflow (3-1 form) — Institutional Leadership and Board.

Is the capital project approved?

2.1. If no, return to step 1 for revision or withdrawal of capital project.

2.2. If yes, continue.

Submit capital project request — College Capital Projects Coordinator.

Capital project request workflow — System Office and State Board.

Is the capital project approved?

5.1. If no, return to step 1 for revision or withdrawal of capital project.

5.2. If yes, continue.

Project record created in Interscope — System Office.

Match general ledger numbers in ERP with Interscope — Finance Office.

Bill transactions against capital project in ERP 