
1. CBS 
Parter 
Application 
Form 
(Potential partner 
completes form)

CBS Program 
Head notified of 

Applicant 
submission

Request for 
reference link and 

note sent to 
reference

4. Church- 
based 

Seminary  
Acceptance 
(Partner completes 

form)

Applicant receives 
receipt of submission, 
and notification that 
CBSrepresentative will 

be in touch

3. CBS
    Parter
    Application
    Form 
     Program Head
     Approves, Dates,
    "Signs" Smartsheet

2. PH Interviews
    Candidate

Applicant receives 
approval notice and 

link to CBS 
Acceptance Form

CBS Program Head 
notified of Partner 

submission and reference 
form completed

Partner receives 
confirmation of 

submission, and note 
re: reference form 

sent

5. Church- 
based 

Seminary 
Acceptance 

(PH Marks 
"Candidate added to 
CBS Orientation" on 

Smartsheet)

Partner 
receives 

notification they are 
moving to next step 
(orientation) and will 

receive invite to 
WIU 

6. Church- 
based 

Seminary  
Acceptance 

(TUMI enters 
Partner [as 

learner] in WIU 
and checks box in 

Smartsheet)

TUMI 
receives notification 
to enter Partner in 

WIU as learner

Program Head 
notified that Partner has 

been added to CBS 
Orientation in WIU

7. CBS 
Orientation 

(Partner 
completes CBS 
Orientation, and 

notifies CBS 
representative 
that they are 
ready for next 

step) 

FROM WIU: 
Partner receives 

invitation to WIU and 
Dean Training

9. Church- 
based 

Seminary  
Acceptance 

(PH reviews Site 
Finalization Form 

and marks Partner 
Accepted on form )

10. Church- 
based 

Seminary  
Acceptance 

(TUMI changes 
Partner dashboard 

and marks Candidate 
given CBS 

Dashboard content 
on Smartsheet)

Notification Legend

Program 
Head 

TUMI
Applicant 
/ Partner Reference

TUMI receives 
notification to change 

partner status in 
dashboard to CBS  

Partner

PHs, Exec 
team, Marketing 

notified new Partner 
accepted in  (incl. 
Background data)

How Does a CBS Program Head Accept an Applicant into 
Church-Based Seminary
Application Process with Smartsheets and Notifications

4a. CBS Reference Form 
Smartsheet

Reference completes form 
and notification sent to PH

Partner Application Smartsheet CBS Acceptance Form

Partner receives 
notification that their 
dashboard has been 

updated to Partner

8. CBS 
Site 

Finali- 
zation 
Form  
(Partner 

completes 
Smartsheet 

form)

Partner 
receives confirmation 

of submission, and that 
program representative 

will get in contact.

Program Head 
notified that Partner 
has complete Site 

Finalization Form

Not Automated: 
PH receives 

notification, meets 
with partner, sends 

them link to Site 
Finalization Form

FINAL STEP: VIRTUOUS ENTRY
Upon Final Approval (completion of #10), enter data into CRM
1. Go to Virtuous, look of Partner Org or Contact Name
2. List Date "Candidate Accepted" in field provided
3. Click on CBS for Accepted Program

Note: Steplist to be provided when Virtuous complete

Notification 
from WIU

PH Not Automated - 
Email notificatoin

Not Automatic: 
Bob/Gustavo will emai 

a welcome to TUMI 
letter
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