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Finalist? *

Yes

No
SPI screen — update:

· ‘Batch Date’ = today

· ‘Minutes’ – details of 

change, initials + 

date

1 

(page 2)

Is today before 

August 1st?

Amend mark in 

SMRU – add minute 

indicating details of 

change and why + 

initials and date

SPI screen — update:

· Actual PIT field 

· Current batch field = 

today’s date

· ‘Minutes’ – details of 

change, initials + 

date

PIT code 

change?
Yes (31/07 or before) Yes

No

SPI screen – Is 

there a value in 

Agreed PIT field? 

No (01/08 or later)

No (blank)

Amend mark in 

SMRU – add 

minute indicating 

details of change 

and why + initials 

and date

Student’s online 

transcript will 

refresh 

automatically

PIT code 

change?

SPI screen — update:

· Actual PIT field

· Current batch field = 

today’s date

· ‘Minutes’ – details of 

change, initials + 

date

Take screen shot of 

SPI screen*** and 

email to regadmin 

and advise of 

changes made to 

student record and 

Actual PIT code 

Agree new PIT 

code and amend 

student’s current/

previous SCE 

records as needed

Yes 

No

Yes* For the purposes of this process map:

· A finalist is defined as a student at the point of completion and who is 

receiving an award. 

· A final year student who is not being awarded (e.g. has referred/deferred/

outstanding assessments or who failed) is not considered a finalist.

EndRegistry email address = 

regadmin@ex.ac.uk

No further action 

needed

End

Note: This is an exception to 

the standard process — 

unless instructed, never alter 

the Actual PIT code if there is 

a value in the Agreed PIT field

*** Or provide these details:

· Student name

· SPR number

· Academic year (SPI record)

· Previous value in Actual PIT field

· New value in Actual PIT field

· Reason for / description of 

change needed

Do not ask the student to 

return any documents — 

the Student Records team 

will ask the student to do 

so as needed 
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No 

(only overall 

average 

affected)

Yes

Amend mark in 

SMRU — add 

minute as 

needed

Rerun PSA (options 18 

+ 7) and add specialism 

to SAW as needed

Will degree 

classification 

change? (e.g. 

2.1 to 1st) 

Make note of any 

specialism on award 

title then delete SAW 

record (SAW > File > 

Delete)

Take screen shot 

of SAW record and 

include on email to 

regadmin with full 

details of action 

required

Finalist * = 

Yes

SPI screen — update:

· ‘Actual PIT’ 

· ‘Batch Date’ = today

· ‘Minutes’ – details of 

change, initials + date
SPI screen — 

Check the ‘Current 

batch’ date – is it 

tomorrow or later?

PIT code 

change?

1

No

2

(page 3)

If results have been 

released to students — 

online transcript will 

refresh automatically

Will degree title

or type of award 

change? (e.g. ordinary 

to honours, PG Dip to 

MSc)

Yes

(= Agreed or

Complete)

No

See Map 1.2

How to amend an 

award title

Yes

Yes (date tomorrow or later)

SPI screen 

‘Process 

Status’ field — set 

to Agreed or 

Complete?

If urgent, 

follow up with 

phone call

Take screen shot 

of SAW record 

and include on 

email to regadmin 

with full details of 

action required

Update batch date 

to today’s date or 

later

5

(page 5)

No (= Incomplete)

Log retraction on 

the weekly 

retraction list sent 

to VCEG

Registry email = 

regadmin@ex.ac.uk

* For the purposes of this process map:

· A finalist is defined as a student at the point of completion and who is receiving an award. 

· A final year student who is not being awarded (e.g. has ref/def/outstanding assessments or who 

failed) is not considered a finalist.

No (date is today or in the past)

Yes

End
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2

(degree 

class 

change)

Contact College, ask to:

· Change mark 

· Rerun PSA options 

18 and 7 — award 

on academic year 

of original award 

but next award 

dateCertificate + 

transcript been 

sent to student?

· Run standard letter asking student to return 

transcript and certificate

· Add IMA warning  to entire student record 

(SITS + SRS) advising not to print 

documents / give references for student

· Delete CER record

Update SPI record 

— remove Agreed 

PIT + Decision Date, 

update ‘Process 

Status’ to 

Incomplete

Delete SAW 

and CER 

3

(page 4)

Undo completion 

across SCE/SCJ/

SPR records

Check ‘Award 

Status’ in SAW

If Agreed or 

Conferred

Is classification 

going up or 

down?

Do not need 

documents back

Up

No

Down

Yes
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Student’s award 

will be sent for 

approval

Amend mark in 

SMRU – add minute 

indicating details of 

change and why + 

initials and date

SPI screen — update:

· ‘Actual PIT’ – ensure = PC

· ‘Batch Date’ = today

· ‘Minutes’ – details of 

change, initials + date

Online transcript 

will refresh 

automatically

Manually add 

proficiency in ‘Award 

Name’ field as per 

SAW screen shot 

(on original email to 

Registry)

3

(degree class 

change)

Run PSA — options 18 + 7

PSA screen — Use academic 

year of original award

Option 7 — Next award date

Student’s record 

completed once 

award approved

Awaiting 

documents from 

student (IMA on 

file)?

No

Upon receipt of documents 

Student Records 

Remove IMA warning on file.

Graduation Team

Print and send certificate + transcript to student.

 

Graduation Team

Print and send 

certificate + transcript 

to student 

Yes

End

Students with IMA alerts 

are highlighted in green 

on award list
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6 

(page 6)

Contact College, ask to:

· Change mark 

· Run PSA academic 

year of original 

award and original 

award date

5 

(overall avg 

change)

Check ‘Award 

Status’ in SAW

If Agreed or 

Conferred

· Run standard letter asking student to return 

transcript (no need for new certificate)

· Add IMA warning  to entire student record 

(SITS + SRS) advising not to print 

documents / give references for student

· Delete CER record

Update SPI record — 

remove Agreed PIT + 

Decision Date, update 

‘Process Status’ to 

Incomplete

Delete SAW 

Did average go 

up or down?

Do not need 

transcript back

Up

No

Down

Yes

Certificate + 

transcript been 

sent to student?

Undo completion 

across SCE/SCJ/

SPR records

If only average changed and all dates 

staying the same – no need for 

certificate to be returned and re-

issued as classification not changing
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Amend mark in 

SMRU – add minute 

indicating details of 

change and why + 

initials and date

Graduation Team

Print and send transcript 

to student 

Online transcript 

will automatically 

be refreshed

Awaiting 

transcript from 

student (IMA 

warning on file)?

No

6

(overall avg 

change)

Complete 

student’s record 

(entire process)

Run PSA — options 18 + 7

Main PSA screen — Use academic 

year of original award 

Option 7 — Ensure to use original 

award date

(as per SAW screen shot sent to 

Registry)

Manually add 

proficiency in ‘Award 

Name’ field as per 

SAW screen shot 

(on original email to 

Registry)

End

SPI screen — update:

· ‘Actual PIT’ – ensure = PC

· ‘Batch Date’ = today

· ‘Minutes’ – details of 

change, initials + date

No need to send 

award for approval 

as only average 

changed

Upon receipt of transcript

Student Records 

Remove IMA warning on file.

Graduation Team

Print and send  transcript to student.

 

Yes
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