Admissions Department — Health Sciences Course Fee Process

1) Student
Purchases Course
Application form S1

2) Student
Completes Course 3 g
Application form

3) Admissions
reviews Application
forms

Isit Completed

Correctly?

4) Admissions
Initials on
Application form
and send student to
cashier to pay $50
(BA), 255(Ass) for
Enroliment fee.
Cashier requires
students to
complete
Application for
Admission.

6) Cashier finds
Student Name on
Student list (List is

divided into majors)

Notes:
[ ]

Is the name on NO Send to
the list? Admissions

Are they a
Scholarship
Student?

7) Cashier Checks
Scholarship Letter
Signed by
Admissions Director

8) Cashier finds
Student Number on
list and students
signs for payment

9) Cashier Ensures

Student pays and
collects correct
amount

10) Cashier Issues
Receipt

11) At the End of the
day Cashier provides
summary of
payments made (By
major) to
Admissions with a
copy of UP
Admission Record.

12) Admissions
enters Student
Payment into

13) Admissions
verifies with student
why they think they
are allocated to UP

14) Admissions
contacts MoH if
necessary to confirm

Student Allocation

Have they been
Allocated to UP by
MoH

16 )Admissions adds
student to Student
List

17) Admissions
Advises Cashier to
Accept Payment

Student’s UPSIS
record

Scholarship Students must collect their Scholarship Letter before going to the Cashier.

15) Advise Student
that they are not
allocated to UP
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