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P1 May 10, 2017P1 May 10, 2017

Student

Consult 

with Advisor

Make online 

payment

Market Place

START 

Note: Can access form from 

Portal

Submit

Credit Exam

Form

Validate GPA is > 2.0/Admitted Status 

Auto Notification

Student

myMemphis 

Portal

Auto Notification

Grad. Advisor

• Student enter course ID, course information will 

populate from Banner Student

• Only one course per form

• Populate student’s advisor (if undergraduate and 

one doesn’t exist email Director of Advising 

group)

• Graduate student will enter advisor UUID

• Student can override advisor by entering UUID

• Registrar or Grad Advisor validates eligibility

Graduate

Student?
NO

Make Payment

YES

Auto Notification

Student

Print Form 

Systematically 

Post Payment

Receipt # / Date

IT create process to update form with 

payment information 

Go To
P2
B

From
P3
 G

From 
  P4
K

Auto Notification

Registrar Go To
P2
A

Auto Notification

Chair to Schedule 

exam & Advisor
Go To

P4
L

Student has 65 days to make payment once Registrar 

office approves.  If payment not received CBE is 

systematically cancelled. 

Student has 90 days from payment date to complete 

process or CBE systematically cancelled. 

Payment 
Made within

65 days?

Auto Notification

Student CBE

Cancelled

YES
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Validate

Student’s

 Eligible 

Eligible
To Take 
Exam? 

• Dept. Chair – select from drop down list populated

from Provost Chair LDAP group

• Calculate fee amt. $60 1-3 credit hrs. $15 for each 

ADDTL credit hour over 3

Update/Approve

Form

Auto Notification

Student

NO

Auto Notification

Course Dept. 

Chair

YES

Go To
P5
C

From
P1
A

Go To
P3
D

Validate

Student’s

 Eligible 

Eligible
To Take 
Exam? 

Update/Approve

Form

Auto Notification

Student 

Auto Notification

Course Dept. 

Chair

Go To
P5
H

Go To
  P3

I

From 
P1
B

YES

NO

• Select Dept. Chair – from drop down list populated 

from Provost Chair LDAP 

• Select College Dir. Graduate Studies – from Graduate 

School College Directors LDAP group

• Calculate fee amt. $60 1-3 credit hrs. $15 for each 

ADDTL credit hour over 3 
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P3  May 10, 2017P3  May 10, 2017

Approved?
Review for 

Approval

Auto Notification

Student, Advisor 

& Chair

Approved & Pay 

Exam fee 

Auto Notification

Student, Advisor 

& Chair

NO

Graduate

Student?
YES NO

Indicate

Passed/Failed

& Sign Off

Auto Notification

Graduate Analyst 

– PDF of the form

Manual Notification from 

Examiner

Graduate

Student?

Auto Notification

Admissions – 

PDF of the form

NO

YES

YES

Go To
P1
 G

Auto Notification

Student & Advisor

Passed/Failed

Passed? YES

Go To
P5
N

Go To
P5
E

From
P2
D

From
  P2

I

PDF 

Credit by Exam

Go To
P5
P

PDF 

Credit by Exam

Go To 
P5
O

From 
P4
M

Auto Notification

Grad College Dir.

Approved  
Go To

 P4
F

Dept Chair notified CBE contract is expiring and 

action needed. If they do not extend contract it will be 

systematically closed. Weekly reminders are sent.

Auto Notification

Student

NO
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Review for 

Approval
Approved?

Auto Notification

Student, Advisor 

& Chair

Approved & Pay 

Exam fee 

YES

Auto Notification

Student, Advisor 

& Chair
Go To

 P5
J

NO

From
P3
F

Go To
  P1
K

Communicate

Test Results

Manual Process 

Examiner will 

contact Chair

From 
P1
L

Go To
P3
M
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End
Review

PDF

PDF 

Credit by Exam

From
 P4
J

Update

Credit Hours

Auto

Notification

Student & Advisor 

Credit Hrs. posted
From
P3
N

From
P3
P

Review

PDF

PDF 

Credit by Exam

Update

Credit Hours

From 
P3
O

Auto

Notification

Student & Advisor 

Credit Hrs. posted

Systematically 

Update

From Banner -

Credit Hours 

Posted

From 
P3
E

From
P2
H

From
P2
C

Systematically 

Update

From Banner -

Credit Hours 

Posted



Text box

Decisions

Yes

End

Note: On revisions some departments do 

not send form back to faculty for signature

Penultimate Semester: Contact faculty 
advisor for names of honors students

NO

RptsRpts

Legends

START 

Hand Offs

Notes

Connectors

From
Pg1
C

Go 
To Pg1

F

Pains

Banner

Student &

Fin Aid

E-mail Manual Process
Credit Exam

Form

Information

Marketplace
myMemphis 

Portal
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