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Manual Auditing

Curriculum Worksheet

Project Overview
While curriculum revision provides programs with an opportunity to 
stay current in a changing landscape of healthcare, its 
implementation presents a challenge to effectively audit graduates.  
On paper, changes in program and course demographics (course 
number, title, credit hour and sequence) may seem to cause little 
impact because each graduating student is handled individually 
allowing for detailed exception handling as curriculum and courses 
are modified.  However, this method is time consuming and 
provides no opportunity to check progression or independently 
verify the validity of an audit without an exponential increase in 
effort.  

Implementing the BANNER Curriculum, Advising and Program 
Planning (CAPP) system, provided the University of Maryland 
School of Pharmacy (UMSoP) an opportunity to streamline the 
degree auditing process by:

 1)  Programmatically audit student progression 

 2) Provide a mechanism to systematically track course   
  substitutions and waivers associated with off-track or dual  
  degree students

 3)  Provide an opportunity for independent verification by the  
  University of Maryland Baltimore Registrar 

 4)  Eliminate the manual multi-person review process to certify 
  graduates

From the inception of the Doctor of Pharmacy program through 
the graduating Class of 2012, all auditing of student progression 
and graduation was completed manually by Student Affairs staff 
within UMSoP.  To ensure on-track student progression, audits of 
graduating students are conducted at the beginning and end of 
a student’s P4 year.  

When completed manually, the audit of an individual student 
would take Student Affairs staff 15 minutes on average to 
complete, assuming a student was not off-track or involved in a 
dual degree or other special program that required the 
reference of external transcripts or program agreements.  

The Case for CAPP
Ongoing refinement of the Doctor of Pharmacy curriculum 
including overall graduation requirements  and the impact of 
university regulations governing the assignment of course numbers 
has increased the complexity of certifying that a graduating 
student has met all of the requirements associated with his or her 
catalog.   Establishing an automated system to evaluate the 
completion of curriculum requirements through curricular 
refinements was necessary to ensure that audits were conducted 
efficiently.  

The Challenges of CAPP
Implementing changes that can be tracked programmatically in CAPP or 
a similar student information system requires an in-depth understanding 
of curricula and it’s permutations, including the management of off-track 
students and the system architectures that govern student academic 
history and progression.  

Planning and implementation of CAPP required an interdisciplinary 
working group comprised of members from Student Affairs, Academic 
Affairs, Campus IT staff and the University Registrar. This diverse group 
was essential to ensure that individuals with knowledge of school and 
university policies on student performance and progression, curricular  
requirements, and system architecture and future were all present during 
implementation and testing meetings.  

Manual Audit Workflow
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Decision Making 
Before developing CAPP, it is necessary to have a clear policy in place 
regarding credits. The policy should include sections on number of 
elective credits and institutional credits required for graduation. Also, a 
policy on transfer credits if allowed including the number and other 
restrictions.  

Next as you begin the CAPP process, consider the following:

 1)  What is the simplest method to break your curriculum into
  sections?

 2)  Will GPA minimums be tracked in CAPP or grades or both?

 3)  What is your timeline for this process?

 4)  How will these decisions be tracked and communicated to the
   working group?
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Managing Curricular Change
As the PharmD curriculum undergoes revisions, CAPP also needs to be revised to accurately 
represent the student’s completion of curriculum requirements.  Academic affairs staff and 
student affairs have developed a process that ensures that as courses are created or 
discontinued they are appropriately addressed within CAPP.  UMSoP staff meet with campus IT 
to review CAPP requirements according to student catalog terms annual prior to the initial 4th 
year graduation audits.  This ensures that any changes in requirements are addressed prior to 
audit activities.

Audit Worksheet (Paper-Based)

CAPP Audit Workflow (2014)
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Benchmarks
Implementation of an automated CAPP process led to a significant increase in efficiency in 
evaluating curriculum completion requirements.

Special Student Handling
Students who are off-track or completing dual degrees often will require manual verification 
as CAPP reports some requirements as “Not Met”.  A manual review of student records via 
student file or BANNER records is undertaken to reconcile any areas “Not Met”, and if 
actually “Met”, this is documented on the review.  This occurs for very few students (about 
5-6% of each class reviewed via CAPP thus far), and manual review of these documents is a 
fraction of the time needed previously for manual review.

IMPLEMENTATION AND
SUPPORT TIME COMMITMENT  Duration Total Time 

Initial Implementation 6 months 30 Hours

Testing  1 month 5 Hours

Annual Maintenance  2 weeks 3 Hours 

For our CAPP process, we decided to break the curriculum into didactic 
and experiential areas. Then each area was further broken down into 
required and elective groups. Each subset tracked the minimum number 
of credit hours needed as well as the minimum grade.

CAPP Audit Report

SELF REPORTED    
AUDIT CALCULATIONS    Total Conducted Total Time  Duration 

2014 Audit of Graduates 300   3 Hours 2 days    

2013 Audit of Graduates 322   5 Hours 5 days

2012 Audit of Graduates 316    79 Hours 3 weeks 

2011 Audit of Graduates 294   73.5 Hours 3 weeks

2010 Audit of Graduates 228   57 Hours 3 weeks
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Next Steps
Establishing methods to programmatically handle students who are off-track, enrolled in dual 
degree or pathway programs is the next step in the CAPP implementation.  This will involve 
detailed review of substitutions, waivers and study paths within BANNER.


