
Can be done immediately after enrolment 
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ONE-STOP-SHOP ENROLMENT FLOW CHART
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Office of Admissions and Scholarship Administration
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N.B.  DOST scholars 
must report to DOST 
Office, @ 2nd  Flr. 
Library Bldg. before 
proceeding to the 
Deputized Admissions 
Officer

Admissions Advising
Deputized Admissions Officer
Verifies student’s name from MASTERLIST
Scrutinizes and collects documents/requirements
Issues and collects admissions Form/Card N. B .   Dept./ College 

should submit list of 
students to  
Accounting office for 
re-assessment 

Issues and indicates scholarship status in the admission card

Scholarship Status 
Encoder

*keys in 
Scholarship Status

Course Advising
Course Adviser
Checks the authenticity of the Admission card
Assigns student’s block number & lists PE Options and Issues Preliminary Registration Form (PRF)
Issues ROTC/CWTS forms (to be turned over to Registrar’s office)

Subject Controlling
Subject Controller
Keys in subject  to be enrolled (based on approved PRF) including PE subject
Prints Assessment

Payment of Fees
Deputized Cashier    Insurance Representative
Receives payment based on assessment • Receives payment of insurance & medical  

          Assistance Fee
Issues Official Receipts (OR) & stamps paid on assessment

Printing of Student Copy
Deputized Assessor
Prints COR after ensuring that all fees are paid, except those with scholarship for billing purposes

Signing of Student Copy
Adviser & Dept. Chair
Signs Certificate of Registration (COR) 

Note: 50% - 50% 
ROTC/CWTS per college

Medical / Physical Examination
Clinic Personnel
Checks the authenticity of COR • Conducts medical  / physical examinations
Checks insurance receipt

Printing of Identification Card
Computer Center Personnel
Checks that student has paid all fees
Checks clinic certificate & Official Receipts from IIT Cashier and ensure that ID fee is paid
Takes picture and issues School Identification Card
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End here

Deletion of COR:
Admissions (approves letter of withdrawal)               Cashier (Collects P110 CODE: ADM 3)                Admissions (delete 
COR)

N.B.  Admissions Office delete the entire COR 
provided the letter of withdrawal is approved by 
the Registrar & has OR from IIT Cashier.

Oasa flow chart 2008

N.B. Student is officially 
enrolled only after 
he/she have paid at the 
Cashiers.

N.B.  Voucher for 
refund of tuition will 
be made at his / her 
own College.

Note: If you are a scholar 
go to Scholarship Status 
Encoder.
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