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START HERE

CORE PROCESS 2

ENROLLMENT PROPER PROCESS FLOWCHART

(FACE-TO-FACE/IN-PERSON)

Proceed to the Main
Entrance and make sure
that you are on the exact

date of the enrollment
schedule to enter the gate

Proceed to your

Proceed to the
Accounting
Office, and secure
signature of the
Accountant or
Authorized
representative

Y

Go back to the
Registrar’s Office,
submit the signed
adding/changing/
withdrawal form

respective Chair/
representative. Present
Ask the ggard ol School Clearance for
duty the direction Are you a el aidl i
and proceed to the regular determine the right
designated undergraduate subjects to enroll.
Enrollment Area for and post- Secure signature with a
your respective graduate (MD)? remark, “OK for
College/Campus. Enrollment”.
(Note: For Graduate 1 evel,
skip this part and proceed
1o the next step.)
Proceed to the Screening Area v
(Chanqs/ Authorized Secure plotting form and
Representative), present School plot all the subjects as per
Clearance for q ]
: - advised by the Chair/
END OF scteening/evaluation. Secute representative
PROCESS sighature with a remark, “OK for
Enrollment”.
A
y Secure signature from
Go back to the Registrat’s Then, proceed to the Printing the Dean/AuthonZed
Office, submit one (1) Original Area and submit School eSS EmtvE
Copy of the adding/ changing/ Clearance with signature and
withdrawal form and present remark, “OK for Enrollment” v
Official Receipt and wait for and register in the logbook Proceed to the in-charge in
official study load the Encoding Section,
7y ¢ submit School Clearance
with signature and remark,
- Wiait for the in-charge to execute “OK for Enrollment” and
Secure signature of the .| the “Forward for Payment” in the plotting form to encode
Accountant or Au.thorlzed > Enrollment System yout subjects and to
[epueseniin: execute the “Forward for
T Payment”
Pay the required amount in the
Cashier’s Office and get the
Official Receipt
A
Proceed to the
If payment is required, wait for Cashier’s Office.
the Assessment Slip and L Settle first your }?0 5’01‘(1i
proceed to the Cashiet’s Office financial obligations ave o 5
then, go back to the e
Printing Area

Are you
required to

pay?

Wait for the in-charge
to print the assessment

slip
T ,,
Go back to the Registrat’s Proceed to the

Cashier’s Office and
pay the full or

] minimum amount for

A yout tuition and

Office for execution in the
Enrollment System

Is your
tuition and
misc. fees
free?

Wiait for the in-charge
to print your Official

minl soals Foie ke miscellaneous fees study load.
Official Study Fill out the form. If you file
Load before the start of classes, A 4 v
leave blank the required Go back to the YOU ARE NOW END OF
v signatures of the faculty. But printing area for the OFFICIALLY PROCESS
) if you file during or after the official study load. ENROLLED.
END OF start of classes, you need to
PROCESS ) secure all the signatories.
A
Seeure adding/ Wait for the schedule Do you want to
changlng/ wlthdrawztl P of adding/changing/ | YES add/change/
form in the Registrar’s € withdrawal of withdraw
Office subjects subject(s)?
[ END OF PROCESS ]
GOOD i
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