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Create

Preliminary 

Agreement
(use Word Template)

START 

Hand Off

Email 

& Attach 

Scholarship 

Coord.

Agreement

Create

Agreement

Review/Update

Agreement
Email & Attach

Agreement

Hand Off

Auto 

Notification/Route

 to Donor

Initial agreement terms will be reviewed by DOD, 

Sr. Director Development, Managing Director 

Foundation, Chief Development Officer

Go To
P2
A

Identify signature required (Dean or Provost)

Agreement

Auto 

Notification/Route

 Foundation

Create

Fund/Waiver

Section

Go To
P3
C

From
 P2
B

Create

Fund Request 

(use Word Template)

Fund/Waiver 

Fund/Waiver 

 Fund/Waiver Form

Agreement 

Terms

When Fund Request has been completed, 

Scholarship Coordinator emails Agreement and Fund 

Request form to DOD & Departmental Contacts
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Signs

Agreement

Auto 

Notification/Route

Dean

From 
P1
A

Signs

Agreement

Auto 

Notification/Route

Foundation Mgr. 

Director

Auto 

Notification/Route

President

Signs

Agreement

Auto 

Scholarship 

Coordinator

Signs

Agreement
Go

To  P1
B
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Create Chart  F  

Fund Number

Auto 

Notification/Route 

Devlmnt. Gift Mgr.

Scan Packet

Load to Matrix

Load

Packet

Matirx

Agreement

Fund

Request

From
P4
F

Update

w/Foundation Fund 

Number

Agreement

Fund/Waiver

Foundation 

Section
(Review Agreement)

From
P1
C

Agreement

Create

Destination 

Code 

Auto 

Notification/Route

Grants Accounting

Agreement

Fund/Waiver

Devlpmnt Section
(Review Agreement)

Agreement

Update
w/Gift Destination

Code

Is this a
Scholarship
Agreement?

YES

Go To
P4
D

Go
To P4

E

NO

Go To
P4
H
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Fund/Waiver

Grants Section

(Review Agreement)

Create

FOAP

(Index)

Auto 

Notification/Route 

Scholarship Office

E-mail

Bursar Office

Create AR Detail 

Code

Update AR record

With Scholarship 

Fund Number

& Setup ID (OSF)

File Maker Pro – 

Add agreement 

and conditions TSM

Load Scholarship

End

Scholarship

Budgets to be 

loaded 

Load

Budgets

(FUPLOAD)

From 
P5
I

Scholarships to be 

Awarded 

From
P4
 J

From
P3
H

Update

Fund Request

w/Index Number

Fund/Waiver

Schlrshp Section

(Review Agreement)

Update

Fund Request 

w/OSF ID

E-mail

Department 

Reps-Awards 

available

Go 
To P3

F

Auto Notification 

Scholarship 

Coordinator

Go
To P5

 G

From
P3
D

Agreement

Agreement

From
P3
E

Scholarship Coordinator will email final 

agreement Dean, Chef Dev Officer, 

Sr Dir Development,  Gift Management, 

Grants Accounting, Scholarship office, 

Departmental Contacts
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New  Fund Code  Setup continuously monitored  – Compile Spreadsheet Data for College Departments/ Grants / Scholarship Offices

E-mail & Attach

Scholarship Office

Grants Acctng.

College Reps 

Update

Database

With Scholarships 

Amts to be 

awarded

Scholarship

Budgets 

(Grants)

Scholarships Amts

(Schlrship) 

Go To
P4
 J

Create

Access Database

With Scholarships 

Budgets
Go To

P4
 I

Auto Notification 

College Reps.

Deans, DOD,

Development 

Office

Run Report

List

Scholarships/

Budget Available

Scholarship List Scholarship List

Update

Scholarships 

Academic Award 

Amounts

E-mail

Scholarship Coord.

Award Inform.

Determine

Scholarship

Budget for 

Academic Year

Academic Year Budget Process for October 

Load

Academic Year

Budgets

NOTE: Database will 

created when receive 

Academic Budget file 

from foundation

Scholarship Award 

Amts

From
P4
 H

Process 

Budget/

Scholarship 

Reports as 

Needed



Manual Process

Decisions

Yes
End

Banner Finance

Text box

Text

text

Penultimate Semester: Contact faculty 
advisor for names of honors students

E-mail

Notifications

Text Box

Word

NO

RptsRpts

Legends

START 

Hand Off

Consider for Phase 2 implementation 
- Put on hold if waiting on 

Confirmation of final semester 
enrollment 

Connectors

From
Pg1
C

Go 
To Pg1

F

DocuSign

Fund Acct & 

Waiver 

Request 

Pains

Use double connector 
when need to spawn 

off to 2 lanes 
simultaneously

Information about process

Banner 

Advancement
Matrix

DocuSign

Agreement

Banner

Student &

Fin Aid

File Maker Pro

TSM

(Academic Works)

Argos

Reports

Scholarship

Budgets to be 

loaded 

Excel

Banner 

Foundation


	fnd_schrlshp_tobe_20180320.vsdx
	Page-1
	Page-2
	Page-3
	Page-4
	Page-5 Oct budget load
	 legends


