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1. Access Control
2. Data update, student services, English, scholarship holder program, raffles, sgmm ID card, raffles, and educational credit
3. Self enrollment
4. Assisted enrollment
5. Insurances

6. Enrollment cards
7. Deposit slips

8. Survey service  Optional

Ends
1.  Access Control.  It is verified that the student covers all the requirements for enrolling to the registration process. 

Such requirements are:

· If he/she has a tuition debt, it must be paid; for this he/she must go to the Credit and Collection department.

· If he/she has an educational credit, you must bring signed documents if not you must go to Credit and Collection.

· If you have a scholarship, you must verify that you have what the scholarship requires; if it is not what the student needs to have, he/she must go to the person in the scholarship area.

· If the student has a debt, he/she must go to the corresponding department.

· If it is a document debt, there is a person in the area of data update that can receive them.

· If you haven’t picked up your insurance medical ID card, you must go to the service station where one person will give it to you; it is located in the data update area.

· If you have a scholarship that requires that the student helps in some program, you must go with the person who keeps the scholarship program registration. Also verify the day and the hour that the student can enroll based on the programmed schedule. 

· If you need to carry out a payment agreement, you must go with Mercedes Soo Michel.

2. Data update, student services, submit sgmm ID card, scholarship holder program, English, raffles, credit, and scholarships.

The general contact information data from the student is updated. Alumni personnel department will give the insurance medical ID cards. A person of the student services department will receive the documents.

The English person will supervise that the undergraduate students who have not covered their English requirement take some kind of course in the language center.

Scholarship personnel could give explanations about the financial supports.

Educational credit personnel will give explanations of financial supports.

The students will be marked with the tag previously assigned at the Access Control on these service stations, and it must be returned to this area.

Personnel:

                    Data update:

Rodolfo Quintana (Cultural Dissemination)



Ludivina Yánez (Student Services)





Ariadna Escobar (Alumni)


Student Services:


Ludivina Yánez (Student Services)


English:



         Alejandra Marrufo (Language Center)
 


Scholarship holder program:



         Cristina Sánchez (Cultural Dissemination)

Scholarships:



        Julia Marín (Credit and Collection)


Educational Credit



        Mercedes Soo (Credit and Collection)
Location:


CAT’s CETEA hall  

3. Financial Aids

Location:

         CAT’s network labs

·   Control point: hallway will control de accesses of students in case they do not know where to go. 

· Michelle Lazcano

3. Self Enrollment The student on his own carries out the selection of subjects and prints his/her schedule. If he/she selected 6 subjects as a maximum (no workshops included), his/her authorization is automatic; if not, he/she must wait for the professor/adviser authorizes it. At this point he/she can even define his/her payment intention and to print his/her deposit slip; this means that he/she can work through the entire enrollment process.

Personnel:

Raúl Cuevas (IT)
              General Lab 2.

4. Assisted enrollment. 

A schedule is printed for high school students and counseling is given by the high school personnel.

The coordinating faculty gives support to the undergraduate degree students from selecting the subjects up to authorizing them. For special cases (auditing students, breaking rules and regulations) student services personnel helps.

Personnel:

Undergraduate and high school coordinators.

              Student Services:

               Ma. Eugenia García
Location:

                   General 1 Lab.

5. Insurances. The student defines if he/she buys or refuses to buy student insurances. In case he/she refuses it, he/she will sign a document and must submit current proof of his/her current insurance.

Personnel:

            Elizabeth Salazar (credit and collection)

Alma Velázquez (human resources)


Adriana Torres (marketing)

Mitchel Ruíz (Scholarship holder from Credit and Collection)
IT support:

Sandra Moya.

Location:

               Industrial Lab

6. Enrollment cards. The student defines the way of payment; he/she is given a document that indicates the intention of payment, and if he/she documents tuition he/she must the IOU note (if the student is a minor, his/her parents and/or tutor must sign the document).

The student assures his/her place in the selected groups when the intention of payment receipt has been printed. The student is considered as enrolled when his/her payment has been received.
If the student’s schedule is not authorized, he/she must go with his/her professor/adviser so he/she authorizes it.

If at the time of making your payment intention, the selected groups are already closed, you must go back and key another one; either on point 4 or 5.

If your student insurances do not appear, you must go back to point 6.

If your scholarships do not appear, you must go back to point 1 and you will find the person in charge of scholarships there.

If your educational credit does not appear, you must go back to point 1 and you will find the person in charge of scholarships there.

Personnel:

Estebalíz Medina (Credit and Collection)

Valeria Gómez (Credit and Collection)

Jesús Medina (Credit and Collection)

IT support:

          Margarita Solis.

Location:

             CAE Lab

7. Deposit slips. Print of deposit slips of the initial payment and if you documented tuition a slip for each date of the IOU note.

Personnel:

           Joel Villavicencio (Scholarship holder) 


Luis Fernando Barraza Encinas (Scholarship holder)

Location:

                   CAE Lab

8. Service Survey. A Surrey is taken to know if the students have computer equipment, and to evaluate the enrollment process.

Personnel:

                IT Credit Holder.

Location:

            Hallway

1. Access Control
2. Data update, Student Services, Insurance ID cards, English, Raffles

3. Self enrollment

4. Assisted enrollment

5. Insurances

6. Enrollment cards, deposit slips

7. Enrollment cards, deposit slips

8. Hallway
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