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Introduction

mEEm

Course goal

The goal of this workbook is to provide you with the knowledge and practice to manage
student housing and other buildings at your institution. The workbook is divided into three
sections:

e Introduction

e SetUp

o Day-to-Day Operations

Course objectives

At the end of the Set Up section, you will be able to

o identify Location Management/Housing control, rules, and code validation
forms

e create and analyze Housing control and rules

o define housing/meal/phone rates

o define housing assignment and assessment rules.
At the end of the Day-to-Day section, you will be able to

o define buildings and rooms

e create housing and meal applications

e create and maintain room, meal, and phone assignments

¢ identify the Location Management/Housing queries and reports.
See the Fee Assessment workbook for information on Fee Assessment.
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Intended audience

Residence Life Personnel and other personnel responsible for student housing and
maintaining classroom information

Prerequisites

To complete this course, you should have

e completed the Education Practices computer-based training (CBT) tutorial Banner 8
Fundamentals, or have equivalent experience navigating in the Banner system

e administrative rights to create and perform the necessary set up in Banner

© SunGard 2004-2008 Location Management - Housing
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Process Introduction
[ |

About the process

The Location Management process provides the capability for your organization to create
and maintain buildings ands rooms that are used to make assignments to classes, to

residence life students or to any other persons, and to organization events and functions
within events.

Flow diagram

This diagram highlights the processes used to manage buildings and housing within the
overall Student process.
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Personnel involved in the process

Multiple offices may use the Location Management module. Personnel from several
administrative areas across your organization would share responsibility for performing the
functions available within the module: Residence Life personnel for housing related records;
Registrar’s office personnel or personnel from another academic area for assigning
classrooms to class sections; and the Bursar or other designated personnel from the Student
Accounts Receivable office for creating and maintaining housing fee assessment
functionality.

© SunGard 2004-2008 Location Management - Housing
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Set Up

mEEm

Introduction

The purpose of this section is to outline the setup process and detail the procedures to set
up your Banner Student System.

Objectives

At the end of this section, you will be able to

¢ identify Location Management/Housing control, rules, and code validation
forms

e create and analyze Housing control and rules
o define housing/meal/phone rates

o define housing assignment and assessment rules.

© SunGard 2004-2008 Location Management - Housing
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Location Management/Housing
[

Control, rule and code validation forms

Before performing day-to-day activities related to Location Management/Housing records, a
number of forms require your organization’s data to be entered first.

The following control, rule and code validation forms are used frequently in the Location
Management/Housing module. Review these forms and practice entering information in

each.

Form Description Banner Name
Building Code Validation STVBLDG
Building/Room Attribute Code Validation STVRDEF
Room and Meal Application Type Validation STVARTP
Room Status Code Validation STVRMST
Room Assignment Status Code Validation STVASCD
Room Rate Code Validation STVRRCD
Housing Application Status Code Validation STVHAPS
Meal Rate Code Validation STVMRCD
Meal Assignment Status Code Validation STVMSCD
Phone Rate Code Validation STVPRCD
Phone Assignment Status Code Validation STVPSCD
Campus Code Validation STVCAMP
County Code Validation STVCNTY
College Code Validation STVCOLL
Department Code Validation STVDEPT
Site Code Validation STVSITE
State/Province Code Validation STVSTAT
Term Code Validation STVTERM
Detail Code Control TSADETC

© SunGard 2004-2008 Location Management - Housing
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Building Code Validation
. :

Purpose

The Building Code Validation Form (STVBLDG) is used to create, update, and delete building
codes, for example, Biology Building, Gymnasium, and Residence Hall. Other forms use
these codes, which describe the various buildings belonging to the institution. You can
create or update these codes only from this form.

Banner form

'E_E Building Code Walidation STWBLDG 8.0
Description ¥R Msg  Activity Date
= |Adam\an Graduate Center | ‘DS*JUL*1994 =
[aTHLET |athletic Fields | [11-APR-1989
[BIoL [Biology Building [ [09-JAN-1995
By [Bernie Test Building | 20-NOV-2000
[cox [cox Hall | 11-5EP-1390
[easT [East Hall for Fine Arts [ [11-APR-1989
[cRranT |[Grant Hall | 27-FEB-1991
[Hark |Harkness commons | [07-JuL-1994
|HEINTZ |Heintz Gymnasium [ [07-AUG-1957
[ [Humanities Hall | [19-JAN-1995
[mGLe [Inglewaod apartments | 25-FEB-1991
[arman [1arman Memarial hall [ 27-FER-1891 -
|keLser |kelsey Residence Hall | [09-0CT-1990
[Lacava Lacava campus center | [05-JUL-1994
[Lancas [Dabney 5 Lancaster Library [ [07-ALIG-1957
Lauren |Lauren Residence Hall | [09-0CT-1990
[ [Benjamin Clark Hall | [19-1AN-1995
[tErOY [Leroy Residence Hall [ 28-14N-1895
[Ln |Lindsay Rall | [06-TUL-1534
[maTH [mathematics Hall | [19-1AN-1995
[MENDAL [Mendal auditariurn [ [14-aPR-1987
[mor [Merison Hall | [06-TUL-1534
[moRTH [morth Hal | [10-APR-1987 S
Building code
_Recard: 147 || | =05C=

© SunGard 2004-2008 Location Management - Housing
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Exercise 1

An inventory of buildings and rooms is necessary for assigning housing as well as
classrooms. The Building names must first exist in the Building Code Validation Form
(STVBLDG).

Follow these steps to complete the process.

1. Access the Building Code Validation Form (STVBLDG).

2. Perform an Insert Record function.

3. Define your own building by entering information into the Code and Description
fields.
Example: JS_RH - John Smith’s Residence Hall.

4. Enter a value into the VR field, (Voice Response Message code).

5. Note that the activity date is automatically populated with today’s date.

6. Click the Save icon.

7. Click the Exit icon.

Exercise 2

Create a classroom building for the History department.

Follow these steps to complete the process.

1.

8.

9.

10.

11.

12.

Access the Building Code Validation Form (STVBLDG).
Perform an Insert Record function.

Using your initials and your name, enter a code and a building name in the Code
and Description fields.

Example: JS_HH John Smith’s Hall of History.
Enter a value into the VR field, (Voice Response Message code).
Note that the activity date is automatically populated with today’s date.

Click the Save icon.

© SunGard 2004-2008 Location Management - Housing
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13. Click the Exit icon.

© SunGard 2004-2008 Location Management - Housing
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Building/Room Attribute Code Validation

Purpose

The Building/Room Attribute Code Validation Form (STVRDEF) is used to create, update,
and delete building and room attribute codes, for example, Auditorium, Music Room,
Chemistry Lab, 2 Bedroom, Apartment, and Handicap accessible. You can create and
update these codes only from this form.

Banner form

"o Building/Room Attribute Code Validation STWRDEF 8.0

Code Description
‘2 Bedrooms

|SBR ‘3 Bedrooms

[sPRT | |apartment

|AUD ‘Auditnrium

|AU ‘nudioz"b‘\sual Equiped
[pBC [Basketball Court
[peF [Baseball Field

[pLee Biclogy Lab

[cLae | [chemistry Lab
|CONF ‘Conference Room
|CPL ‘Computar Lab
|DATA ‘Data Show Equiped

[porm  [Dorm Room

|ELAB ‘Electrunics Lab

[Fer [Football Field

|FOOD ‘Fond Service Facility

|GC£\ ‘Gen Class w/Audiovisual Equip
|GCL ‘General Classroorm

|GLAB ‘Geology Lab

|GMN ‘Gymnastics Equipment

|GYM ‘Gymnasium

|HNDI ‘Hand\cap Accessible

Auto
Schedule

m

0 e o A A A

Scheduler
Number  Activity Date

24-FEB-1991
24-FEB-1991
29-J4N-1995
05-MAY-1990
GEm=TT.
05-MAY-1990
05-MAY-1990
19-J4N-1995
19-J4N-1995
O6-JUL-1994
o5 mav-1830
07-JuL-1994
11-3EP-1990
19-J4N-1995
05-MAY-1990
07-JUL-1994
o5 mav-1830
05-MAY-1990
19-J4N-1995
05-MAY-1990
05-MAY-1990
20-JUL-1994

IEEEEEEEEEEEEEEEEEEEE

Building/Room Attribute Code
Recard: 17 (.

| <08C*

© SunGard 2004-2008
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Steps
Follow these steps to define the Building/Room Attribute Codes.
1. Access the Building/Room Attribute Code Validation form (STVRDEF).
2. Perform an Insert Record function.

3. Using your initials and your name, enter a code and an Attribute Name in the Code and
Description fields. Once a building/room attribute code record has been saved, the
code entered in this field cannot be changed. Once this code has been used in any other
record, the building/room attribute code record cannot be deleted.

Example: JS HND John Smith’s Handicapped Accessible.

4. Select the Auto Schedule checkbox if applicable. Checkbox used to specify whether this
building/room attribute is to be extracted for input into the Schedule25 process when
the schedule type is assigned to a CRN. This checkbox also controls the operation of the
Scheduler Number field.

5. Note the Scheduler Number field. If the Auto Schedule checkbox is checked, this field
will be automatically populated with a unique one-up number, if the Schedule25 Code is
null when the attribute record is saved. Of, if desired, you can enter a unique one-up
number. If the Auto Schedule checkbox is unchecked, this field will be blank.

Use the Resequence option on the Option Menu to resequence the value in the
Scheduler Number field. This process will overwrite the existing code and replace it in
sequence starting with a value of 01.

6. Note that the Activity Date is automatically populated with today’s date.

7. Click the Save icon.

8. Click the Exit icon.

© SunGard 2004-2008 Location Management - Housing
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Room and Meal Application Type Validation
[

Purpose

The Room and Meal Application Type Validation Form (STVARTP) is used to create, update,
and delete codes for room and meal application types.

The Location Management/Housing module uses this form to validate the room and meal
application types, for example, Housing Only and Meal Plan Only.

Banner form

Code Description Room Meal Activity Date

HCME| |H0using and Meal Request [ vt 11-5EP-1990 =1
[Hous [Housing only Request 7] O 11-SEP-1990
[mEAL [Meal only Request 7 11-SEP-1990

OooOonoonon
I R R |

Steps

Use the following steps to Define the Room and Meal Application Types.
1. Access the Room and Meal Application Type Validation Form (STVARTP).
2. Perform an Insert Record function.

3. Using your initials and your name, enter a code and an application type in the Code and
Description fields.

Example: JS_MH John Smith’s Meal and Housing Request.

4. Select the Room checkbox, indicating that a housing assignment can be made on the
Room Assignment Form (SLARASG).

5. Select the Meal checkbox, indicating that a meal assignment can be made on the Meal
Assignment Form (SLAMASG).

© SunGard 2004-2008 Location Management - Housing
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6. Note that the Activity Date is automatically populated with today’s date.
7. Click the Save icon.

8. Click the Exit icon.

© SunGard 2004-2008 Location Management - Housing
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Room Status Code Validation
[ ]

Purpose

The Room Status Code Validation Form (STVRMST) is used to create, update, and delete
room status codes, and the ability to /nactive a Room for example, Room being repaired.
You can create and update these codes only from this form.

Banner form

’E_E Room Status Code Validation STYRMST 8.0 (BANS_WIN)

Code Description Inactive Activity Date

Active L] 06-1AN-1995 =
06-1AN-1995

(]

Inactive

O oo

WTW?

Steps
Use the following steps to add a Room Status Code.
1. Access the Room Status Code Validation Form (STVRMST).
2. Perform an Insert Record function.

3. Using your initials and your name, enter a code and a Room Status Code in the Code
and Description fields.

Example: JS_IN John Smith’s Inactive.
Note: Once a room status code record has been saved, the code entered in this field
cannot be changed. Once this code has been used in any other record, the room status
code record cannot be deleted.

4. Select the Inactive checkbox, indicating that a room assigned this status is inactive.

5. Note that the Activity Date is automatically populated with today’s date.

6. Click the Save icon.

© SunGard 2004-2008 Location Management - Housing
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7. Click the Exit icon.

© SunGard 2004-2008 Location Management - Housing
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Room Assignment Status Code Validation
[

Purpose

The Room Assignment Status Code Validation Form (STVASCD) is used to create, update,
and delete codes for room assignment statuses. It is used by other forms to validate the
room assignment status codes, for example, Active, Inactive, and Withdrawn. You can
create or update these codes only from this form.

Banner form

()
o
=%
@

Description Count In Usage Activity Date

<

21-JUL-1994 =
21-JL-1954
Z21-J1L-19%4

‘Ac’cive Assignment

‘Inact\ve Assignment

‘Withdrawn Assignment

ERREEL

o T B B

Steps
Use the following steps to set a Room Assignment Status Code.
1. Access the Room Assignment Status Code Validation Form (STVASCD).
2. Perform an Insert Record function.

3. Using your initials and your name, enter a code and a Room Assignment Status Code in
the Code and Description fields.

Example: JS_AC John Smith’s Active Assignment.

Note: Once a room assignment status code record has been saved, the code entered in
this field cannot be changed. Once this code has been used in any other record, the
room assignment status code record cannot be deleted.

4. Select the Count in Usage checkbox, indicating that this room assignment status will
affect room usage.

5. Note that the Activity Date is automatically populated with today’s date.

© SunGard 2004-2008 Location Management - Housing
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6. Click the Save icon.

7. Click the Exit icon.

© SunGard 2004-2008 Location Management - Housing
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Room Rate Code Validation
B .

Purpose

Room Rate Code Validation Form (STVRRCD) is used to create, update, and delete room
rate codes, for example, Suite - Term Rate, Single Room - Daily Rate, and Apartment -
Monthly Rate. Use the checkboxes for Month, Day, or Term to specify how the rate is to be
assessed. You can create and update these codes only from this form.

Banner form

"TmRoom Rate Code Validation STVRRCD 8.0 (BANS
Code Description Month  Day Term Activity Date
|CUnfarence-$100 per day [ [ Ll 06-JUL-1994 =

[c200  [conference-$200 per day ] 7 [ T TR T=r=r
|C350 |Conference- $350 per day [ | ’m
24-FEB-1991
] v 24-FEB-1991
m T [earEB1vo1

O Od
<
|

|DBLD |D0ub|e Room-Daily Rate

|DBLT |DUuble Room-Term Rate

Y

[MNTH  [apartment-Monthly Rate

[s6L0  [single Room-Daily Rate [ 7 O |za-FEB-1001
[seLT  [single Room-Term Rate m O ¥ [za-FEB-1991
[TPLD [Triple occupancy-Daily Rate I W 0 24-FEB-1591
|TPLT |Trip|e Ceccupancy-Term Rate [ O I 24-FEB-1991
- ST —
| 0o o o [
—y o o 8 [

Steps
Use the following steps to enter a Room Rate Code.
1. Access the Room Rate Code Validation Form (STVRRCD).
2. Perform an Insert Record function.

3. Using your initials and your name, enter a code and a Room Rate Code in the Code and
Description fields.

Example: JS DBLT John Smith’s Double Room-Term Rate.

Note: Once a room rate code record has been saved, the code entered in this field
cannot be changed. Once this code has been used in any other record, the room rate
code record cannot be deleted.

© SunGard 2004-2008 Location Management - Housing
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4. Select the Term checkbox, indicating that this room rate will be assessed on a Term
basis.

5. Note: If Month or Day checkbox is checked, the rate will be assessed on a Monthly or
Daily basis, respectively.

6. Note that the Activity Date is automatically populated with today’s date.
7. Click the Save icon.

8. Click the Exit icon.

© SunGard 2004-2008 Location Management - Housing
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Housing Application Status Code Validation
[

Purpose

Housing Application Status Code Validation Form (STVHAPS) is used to create, update, and
delete housing application status codes, for example, Active Application, Inactive
Application, and Withdrawn Application. The Location Management/Housing module uses
this form to validate housing application statuses. You can create or update these codes
only from this form.

Housing applications with a status code with the Inactive checkbox selected cannot be
assigned to a room, meal plan or phone.

Banner form

Code Description Inactive Activity Date
|Active Application [ ’m =l
’F |Inact|ve Application v ’m
’W |W\thdrawn application v ’m
[ 0 L
[ 0 L
[ I

Steps
Use the following steps to create a Housing Application Status Code.
1. Access the Housing Application Status Code Validation Form (STVHAPS).
2. Perform an Insert Record function.

3. Using your initials and your hame, enter a code and a Housing Application Status Code
in the Code and Description fields.

Example: JS_IN John Smith’s Inactive Application.

Note: Once a housing application status code record has been saved, the code entered
in this field cannot be changed. Once this code has been used in any other record, the
housing application status code record cannot be deleted.

© SunGard 2004-2008 Location Management - Housing
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4. Select the Inactive checkbox, indicating that this housing application in Inactive, and
cannot be assigned to a room, meal plan or phone plan.

5. Note that the Activity Date is automatically populated with today’s date.
6. Click the Save icon.

7. Click the Exit icon.

© SunGard 2004-2008 Location Management - Housing
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Meal Rate Code Validation

Purpose

The Meal Rate Code Validation Form (STVMRCD) is used to create, update, and delete meal
rate codes, for example, Breakfast Only, Lunch Only, and Lunch and Dinner Only. Use the
checkboxes for Month, Day, or Term to specify how the rate is to be assessed. You can
create and update these codes only from this form.

Banner form

" Meal Rate Code validation STWMRCD 8.0 (B4

Code Description Month Day Term Activity Date
[10 Meals & Week-Daily Rate Bl B B 26-FEB-1991 -
|1DT |lD Meals 3 Week-Term Rate O [ v ’m
[150 [15 Meals 2 Week-Daily Rate O & [ [26-FEE-1901
|15T |15 Meals a Week-Term Rate [ [ v 24-FEB-1991
|20D |20 Meals a Week-Daily Rate O v [ ’m
|20T |20 Meals a Week-Term Rate [ [ v 24-FEB-1991
s |5 Meals a Week-Daily Rate O W [ [zeFER-1991
|5T |5 Meals a Week-Term Rate O [ v ’m
e [Daily Rate-Breakfast Only [ 24FEB-1001
|DD |Da||y Rate-Dinner Only O v [ 24-FEB-1991
|DL |Dai|y Rate-Lunch only O e O ’m
| SR w—
| ST w—
] CEC = —

Steps
Use the following steps to enter a Room Rate Code.
1. Access the Meal Rate Code Validation Form (STVMRCD).
2. Perform an Insert Record function.

3. Using your initials and your name, enter a code and a Room Rate Code in the Code and
Description fields.

Example: JS_10T John Smith’s 10 Meals a Week-Term Rate.

Note: Once a meal rate code record has been saved, the code entered in this field
cannot be changed. Once this code has been used in any other record, the meal rate
code record cannot be deleted.

© SunGard 2004-2008 Location Management - Housing
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4. Select the Term checkbox, indicating that this meal rate will be assessed on a Term
basis.

Note: If Month or Day checkbox is checked, the rate will be assessed on a Monthly or
Daily basis, respectively.

5. Note that the Activity Date is automatically populated with today’s date.
6. Click the Save icon.

7. Click the Exit icon.

© SunGard 2004-2008 Location Management - Housing
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Meal Assignment Status Code Validation
[

Purpose

The Meal Assignment Status Code Validation Form (STVMSCD) is used to create, update,
and delete meal assignment status codes, for example, Active, Inactive, and Withdrawn.
When the Prevent Roll checkbox is selected, it will prevent meal assignments with that meal
assignment status code from rolling forward via the Assignment Roll Process (SLRROLL).

Banner form

Code Description Prevent Roll  pctivity Date
‘nctive Assignrment [l ’m =l
’F ‘Inact\ve Assignrent v ’m
’W ‘Withdrawn Assignrent [ ’m
[ O L
[ O L
g o ]

Steps
Use the following steps to create a Meal Assignment Status Code.
1. Access the Meal Assignment Status Code Validation Form (STVMSCD).
2. Perform an Insert Record function.

3. Using your initials and your name, enter a code and a Meal Assignment Status Code in
the Code and Description fields.

Example: JS_IN John Smith’s Inactive Assignment.
Note: Once a meal assignment status code record has been saved, the code entered in
this field cannot be changed. Once this code has been used in any other record, the

meal assignment status code record cannot be deleted.

4. Select the Prevent Roll checkbox, indicating that this meal assignment status is
Inactive, and is not to be rolled forward via the Assignment Roll Process (SLRROLL).

5. Note that the Activity Date is automatically populated with today’s date.

6. Click the Save icon.

© SunGard 2004-2008 Location Management - Housing
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7. Click the Exit icon.
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Phone Rate Code Validation
[ ]

Purpose

The Phone Rate Code Validation Form (STVPRCD) is used to create, update, and delete
phone rate codes, for example, Private Line - Monthly Rate, Shared Phone - Daily Rate, and
Phone Charge - Term Rate. Use the checkboxes for Month, Day, or Term to specify how
the rate is to be assessed. You can create and update these codes only from this form.

Banner form

Code Description Month Day Term Activity Date
|Dai|y Rate-Party Line [ [ [ 24-FEB-1991 =
[PRUD [Private Line-Daily Rate [ O 24-FEB-1001
PRYM  [Private Line-Montly Rate ¥ 1 1 [za-Fe-19m1
[PRUT  |Private Rate-Term Rate 00 W [za-rer-ism
PT(D [Daily Rate-Party Line [ . 24-FEB-1991
PTM  [Party Line-Montly Rate ¥ [0 [ [eaFEe-1901
PTeT [Party Line-Term Rate 0 [ W |za-FEB-1001
sHRD [shared Phone-Daily Rate [ O 24-FEB-1001
|sHRM  [shared Phone-Monthly Rate ¥ 1 1 [za-Fe-19m1
|SHRT  |shared Phone-Term Rate 00 W [za-rer-ism
m— SR —

| o o o [ ]
| SN —

Steps
Use the following steps to enter a Phone Rate Code.
1. Access the Phone Rate Code Validation Form (STVPRCD).
2. Perform an Insert Record function.

3. Using your initials and your name, enter a code and a Phone Rate Code in the Code and
Description fields.

Example: JS _PRVT John Smith’s Private Line-Term Rate.

Note: Once a phone rate code record has been saved, the code entered in this field
cannot be changed. Once this code has been used in any other record, the phone rate
code record cannot be deleted.

4. Select the Term checkbox, indicating that this phone rate will be assessed on a Term
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basis.

Note: If Month or Day checkbox is checked, the rate will be assessed on a Monthly or
Daily basis, respectively.

5. Note that the Activity Date is automatically populated with today’s date.
6. Click the Save icon.

7. Click the Exit icon.
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Phone Assignment Status Code Validation
[

Purpose

The Phone Assignment Status Code Validation Form (STVPSCD) is used to create, update,
and delete phone assignment status codes, for example, Active, Inactive, and Withdrawn.
The Phone Assignment Form (SLAPASG) uses this form to validate the phone assignment
status codes. You can create and update these codes only from this form.

Banner form

Code Description Prevent Roll  Activity Date
|Activa Assignment L] ’m =l
’F |Ina|::t|ve Assignrment [ ’m
'W |Withdrawn Assignrment r ’m
[ O r
[ O r
[ ] O r
[ R S

Steps
Use the following steps to create a Phone Assignment Status Code.
1. Access the Phone Assignment Status Code Validation Form (STVPSCD).
2. Perform an Insert Record function.

3. Using your initials and your name, enter a code and a Meal Assignment Status Code in
the Code and Description fields.

Example: JS_IN John Smith’s Inactive Assignment.

Note: Once a phone assignment status code record has been saved, the code entered
in this field cannot be changed. Once this code has been used in any other record, the
phone assignment status code record cannot be deleted.

4. Select the Prevent Roll checkbox, indicating that this phone assignment status is
Inactive, and is not to be rolled forward via the Assignment Roll Process (SLRROLL).

5. Note that the Activity Date is automatically populated with today’s date.

6. Click the Save icon.
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7. Click the Exit icon.
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Campus Code Validation
[

Purpose

The Campus Code Validation Form (STVCAMP) is used to create, update, and delete campus
codes, for example, Main Campus, Downtown Campus, and Foreign Campus. This form is
used by other forms to validate the campus codes. You can create or update these codes
only from this form. The District field is validated against the District/Division Code
Validation Form (GTVDICD).

Banner form

8 Campus Code Walidation STVCAMP 8.0 (BA
Code Description District Activity Date
M

‘Annandala ,— ’m =
’F ‘Testing campus code w/ 2 chara '_ ’m
ABC Testing Me Gill l— ’m
’B_ ‘Blacksburg ,— ’m
’C_ ‘Charlottesvi\le - changedto h l— ’m
b [Downtown [ ] 03-1AN-1995
E [East side |— [o3-3an-1995
N [Highland [ [24-3un-1991
W ‘Campus code ,— ’m
W in ] foa-san-1395
’O_ ‘Oﬁ-campus l— ’m
[w lwest side [ ] 03-1AN-1995
[ \ [ r
[ \ [ L

Steps
Use the following steps to create a Campus Code.
1. Access the Campus Code Validation Form (STVCAMP).
2. Perform an Insert Record function.

3. Using your initials and your name, enter a code and a Campus Code in the Code and
Description fields.

Example: JSM John Smith’s Main.

Note: Once a campus code record has been saved, the code entered in this field cannot
be changed. Once this code has been used in any other record, the campus code record
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cannot be deleted.

4. Select the District drop down arrow, opening the Search window for this field to
access the District/Division Code Validation (GTVDICD) list.

5. Select the District Code, then click on OK.
6. Note that the Activity Date is automatically populated with today’s date.
7. Click the Save icon.

8. Click the Exit icon.
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County Code Validation
[ ] .

Purpose

The County Code Validation Form (STVCNTY) is used to create, update, and delete county
codes, for example, Delaware, Montgomery, and Luzerne. This form is used by forms in
several modules to validate the county codes. These codes can be created or updated only
from this form.

Banner form

e Walidation
Code Description Activity Date
[Chester [71-mar-1987 4]
ooz [Mantgomery [31-mar-1987
a0z [Delaware [31-mar-1987
004 Missoula [03-80G-1987
|oos [Roanake [10-AUG-1987
|oos [orange [10-AUG-1987
007 [Franklin [10-AUG-1987
oo (Okaloosa [10-AUG-1987
|aos Harris [10-AUG-1987
010 Polkc [10-a0G-1987
[p11 Lorain [18-DEC-1987
o1z Fairfax [21-180-1088 -
o1z (Centre [04-30n-2930
014 [Berks [o4-1Un-1930
|o1s Philadelphia [04-30n-1330
016 Lehigh [04-1Un-1930
17 allegheny [04-10n-1390
o1z (wayne [04-30n-1990
012 [Westchester [07-180-1001
[ozo [Bucks [07-18n-1951
[oa ITest Client County [15-AUG-2005
111 Test county [12-0cT-2008
[1111 Test 2 [12-0cT-2008 =
County code | J
Record: 147 | . | =08C>

Steps
Use the following steps to create a County Code.
1. Access the County Code Validation Form (STVCNTY).

2. Perform an Insert Record function.
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3. Using your initials and your name, enter a code and a County Code in the Code and
Description fields.

Example: JSM John Smith’'s Montgomery.
Note: Once a county code record has been saved, the code entered in this field cannot
be changed. Once this code has been used in any other record, the county code record
cannot be deleted.

4. Note that the Activity Date is automatically populated with today’s date.

5. Click the Save icon.

6. Click the Exit icon.
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College Code Validation
[

Purpose

The College Code Validation Form (STVCOLL) is used to create, update, and delete college

codes, for example, College of Engineering, College of Law, and College of Music. Several

other forms use this form to validate college codes. You can create or update college codes
only from this form.

Banner form

"mCollege Code Validation STVCOLL 8.0 (BAN
Voice Response System  Canadian Statistics MIS
Code Description Message Number Required Code District Activity Date
M

m Mo collage Designated \ i r [ 29-APR-1987 <
’E |Not used in standing ‘ [ ’7 ’_ ’m
’E |Cn|\ege of Agriculture ‘ [ ’7 ’_ ’m
[an [college of allied Health \ O [ ] 10-J4H-1995
’H |COHege of Architecture ‘ O ,7 ,7 ,m
’E |COHege of Arts & Sciences ‘ O ’7 ’_ ’m
’E |Cn|\ege of Business ‘ O ’7 ’_ 10-J4N-1995
E |Cont\nuwng Education ‘ O ’7 ’_ ’m
’W |Schoo\ of Dentistry ‘ O ,7 ,7 ,m
[0 [college of Education \ 0 [ ] [ ] 10-14N-1995
’W |Cn|\ege of Engineering ‘ [ ’7 ’_ ’m
W |Law School ‘ [ ’7 ’_ ’m
=3 [school of Medicine \ O [ ] 10-J4H-1995
’W |COHege of Mursing ‘ O ’7 ’_ ’m
[ | \ o [ [ r
[ | \ = . [ [

Steps
Use the following steps to create a College Code.
1. Access the College Code Validation Form (STVCOLL).
2. Perform an Insert Record function.

3. Using your initials and your name, enter a code and a College Code in the Code and
Description fields.

Example: JSAS John Smith’s College of Arts and Sciences.

Note: Once a college code record has been saved, the code entered in this field cannot
be changed. Once this code has been used in any other record, the college code record
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cannot be deleted.

4. Enter the number assigned to the Voice Response message assigned to this college code
into the Voice Response Message Code field.

5. Note whether the System Required checkbox should be checked. This checkbox
specifies whether this value is required by the system. If this checkbox is checked, the
validation table record cannot be deleted. Once this checkbox is checked, it cannot be
unchecked.

6. If required, enter the five-digit code representing the college code that has been defined
and used on the Annual University Full-Time Teaching Staff Survey into the Canadian
Statistics Code field. Enter the code that identifies the institution’s college to Stats
Canada.

7. Enter the district/division associated with this college in the MIS Code field. The MIS
district code is used with the Banner Human Resources CA-MIS module for the
Employee Assignment Extract Process (PEPAEXT) for the assignment information file.
This field is for CA-MIS reporting purposes only. Valid values should be entered on the
GTVDICD form.

Note: Select the Search button for this field to access the District/Division Code
Validation (GTVDICD) list.

8. Activity Date is automatically populated with today’s date.
9. Click the Save icon.

10. Click the Exit icon.
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Department Code Validation
[ ] .

Purpose

The Department Code Validation Form (STVDEPT) is used to maintain department codes,
for example, History Department, Counseling Department, and Undeclared. Other forms
use this form to validate the department codes, and You can create or update the
department codes only from this form.

Banner form

’25 Department Code Yalidation STWDEPT 8.0 (BAM

Code Description System Req VYR Msg No  Activity Date

B |undeclared v | |03-38m-13995 B
laccT  [accounting m | [z8-20n-1995

[aRT  [art I [ [z8-1Un-1395

BIOL  [Biclogy O | [28-10n-1995

BUs  [Business O | [28-30n-1995

cE [adult and Continuing Education I [ [04-18n-1505

[cHEM  [chemistry I | [z8-10N-1395

lc1s  [computer & Infarmation Systems O | [z8-20n-1995

lcoun  [counseling [ [ [z8-1Un-1395

DR&M  [Drama O | [28-10n-1995

[Econ  |Economics O | [28-30n-1995 |
[EDUC  [Education O [ [z8-1Un-1505

[EMGL  [English I | [z8-10N-1395

[Encr  [Engineering m | [z8-20n-1995

‘ENGT |Engineering Technology O | |28-JUN-1995

[FREM  |French O | [28-10n-1995

HIST  |History O | [28-30n-1995

HUM  [Humanities O [ [z8-1Un-1505

Law  [Law m | [z8-10N-1395

MaTH  [Mathematics m | [z8-20n-1995

Mus  [Music Department [ [ [10-34n-1395

sl [Music O | [28-10n-1995 -

Department code. | J
Recard: 117 | | =08C*

Steps
Use the following steps to create a Department Code.
1. Access the Department Code Validation Form (STVDEPT).

2. Perform an Insert Record function.
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3. Using your initials and your name, enter a code and a Department Code in the Code
and Description fields.

Example: JSLAW John Smith’s Law.

Note: Once a department code record has been saved, the code entered in this field
cannot be changed. Once this code has been used in any other record, the department
code record cannot be deleted.

4. Note whether the System Required checkbox should be checked. This checkbox
specifies whether this value is required by the system. If this checkbox is checked, the
validation table record cannot be deleted. Once this checkbox is checked, it cannot be
unchecked.

5. Enter the number assigned to the Voice Response message assigned to this department
code into the Voice Response Message Code field.

6. Activity Date is automatically populated with today’s date.
7. Click the Save icon.

8. Click the Exit icon.
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Site Code Validation

Purpose

The Site Code Validation Form (STVSITE) is used to maintain information for sites, including
site names and addresses. Other forms use this form to validate the site codes, which you
can create or update only from this form.

Banner form

s Code Validation STWSITE 8.0 (BANS
Site Code: Description: |Downtown site Activity Date: 16-FEB- 1086 -
Street Line 1: [12 Market Street
Street Line 2: |c/0 J0hn Smith

Street Line 3: |

City: Philadelphia State or Province: |PA ElPennsy\vania
ZIP or Postal Code: 19887 EI
Nation: B Other Description: |

Site Code: W Description: |Edge of Town Site with Long De Activity Date: ’m
Street Line 1: |
Street Line 2: |
Street Line 3: |

City: Lexington State or Province:  |Ky ElKentucky
ZIP or Postal Code: 40069 EI

Nation: EI Other Description: |

Activity Date:

Site Code: l_ Description:
Street Line 1:
Street Line 2:
Street Line 3:

City: State or Province: F
ZIP or Postal Code: F
Nation: F Other Description:

]

1

Site Code |
Record: 1/2 (. | z08C>

Steps
Use the following steps to create a Site Code.
1. Access the Site Code Validation Form (STVSITE).
2. Perform an Insert Record function.

3. Using your initials and your name, enter a code and a Site Code in the Code and

© SunGard 2004-2008 Location Management - Housing
Page 42



Description fields.
Example: JSO1 John Smith’s Main Site.

Note: Once a site code record has been saved, the code entered in this field cannot be
changed. Once this code has been used in any other record, the site code record cannot
be deleted.

4. Enter up to three lines for the street address where indicated.
5. Enter the City for the Address in the City Field.

6. Enter the Code for the State of Province in which the address is located. Use the
Search button for this field to access the State/Province Code Validation (STVATYP) list.

7. Enter the Zip or Postal Code in which the address is located. When a valid ZIP or postal
code is selected from the ZIP/Postal Code Validation Form (GTVZIPC), the combination
of city, state/province, and nation information that exists in GTVZIPC defaults into the
appropriate fields. The related information does not default in when the ZIP/postal code
is entered manually. Use the Search button for this field to access the ZIP/Postal Code
Validation Form (GTVZIPC).

8. Enter the Nation Code for the country in which the address is located. Use the Search
button for this field to access the Nation Validation (STVNATN) list.

9. Enter the name of the foreign country in which the site is located in the Other
Description field, if the site is located in a foreign country.

10. Activity Date is automatically populated with today’s date.
11. Click the Save icon.

12. Click the Exit icon.
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State/Province Code Validation
|

Purpose

The State/Province Code Validation Form (STVSTAT) is used to create, update, and delete
state and province codes, for example, Delaware, British Columbia, and Pennsylvania.
Forms in several modules use this form to validate the state and province codes. You can
create and update these codes only from this form.

Banner form

EDI IPEDS Canadian Activity

Code Description Equivalent State Code Statistics Code Date

23 [Testing [ 15-0cT-ZOOZ &
,T |M\Iitary - Americas ,7 ,7 ,7 ,m
) [alberts |— - - T,
,F |Austra|ian Capitol Territory ’_ ’— ’— ’m
'F |M\Iitary - Europe ’_ ’— ’— ’m
e (alseka |— ) ) [os-ocT-1987
[a [alabama [ 18-AUG-1987
,T |M\Iitary - Pacific ,7 ,7 ,7 ,m
) ppop— |— - - Foavasser ]
,F |American Samoa ’_ ’— ’— ’m
e [arizana ) ) ) Re-auciser
,? |Br|t|sh Colurnbia ’_ ’— ’— ’m
[ea |california [ D5-MAY-1987
W |Nurthern Mariana Islands ,7 ,7 ,7 ,m
'F |Cnlorado ’? ’— ’— ’m
,r |Cnnnecticut ’_ ’— ’— ’m
'? |Cana| Zone ’_ ’— ’— ’m
,F |D\str|ct of Colurmbia ’_ ’— ’— ’m
[oe [pelaware [ D5-MAY-1987
o Florida ﬁ i i lo6-mav-1357
,FR— |Fore\gn State ’_ ’— ’— ’m -

StateiProvince code. | J
Recard: 17 (. | <08C*
Steps

Follow these steps to define the State/Province Codes.
1. Access the State/Province Code Validation form (STVSTAT).

2. Perform an Insert Record function.
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3. Using your initials and your hame, enter a code and an State/Province Name in the
Code and Description fields. Once a state/province code record has been saved, the
code entered in this field cannot be changed. Once this code has been used in any other
record, the state/province code record cannot be deleted.

Example: JS1 John Smith’s State.

4. Enter the EDI SPEEDE/EXPRESS state and province code value. This field equates the
EDI SPEEDE/EXPRESS state and province code values to the institution's state and
province codes. When an institutional code is not equated with an EDI code, this field
should be blank. The EDI equivalent value will be used in the transmission of transcript
information electronically via EDI. These values are defined in the third party EDI
SPEEDE/EXPRESS Implementation Guide under data element #156.

5. Enter the student IPEDS reporting code. This field is used in the production of the IPEDS
First Time Residency Report (SHRIRES) Web upload file, which is produced in
conjunction with the report output.

6. Enter the five-digit code representing the state or province code defined and used on
the Annual University Full-Time Teaching Staff Survey associated in the Canadian

Statistics Code field. Enter the code that identifies the state/province for the state or
province to Stats Canada.

7. Note that the Activity Date is automatically populated with today’s date.
8. Click the Save icon.

9. Click the Exit icon.
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Term Code Validation

Purpose

The Term Code Validation Form (STVTERM) is used to create, update, and delete term
codes. Forms throughout the Student System use this form to validate term codes.

Housing term start and end date ranges must be defined and associated with term codes on
this form. You can create and update these codes only from this form.

Term codes must be numeric, and the codes must be constructed so that they maintain the
appropriate sequence of terms. On this form, term codes are displayed in descending
order, with the highest term first.

Banner form

’EETEt‘rn Code Validation STWTERM 8.0
Term Term Term Academic Housing Housing
Term Description Start Date End Date Type Year Start Date End Date
= = ] [~ =] =
The End of Time 01-JAN-2999 15-MAY-2999 |— 9999 01-14N-2999 15-MAY-2099 (=]

Financial Aid Process Year: [9999 Term: r Period: - v System Required Activity Date: |03-JAM-1995
Term Term Term Academic Housing Housing
Term Description Start Date End Date Type Year Start Date End Date
= = [] (7] = =
200920 Spring 2009 of 0809 Aid Year 10-JAN-2009 15-MAY-2009 2009 10-14N-2009 15-MAY-2009

Financial Aid Process Year: |0509 Term: r Period: ’_ - ’_ [[1System Required Activity Date: ’m
Term Term Term Academic Housing Housing
Term Description Start Date End Date Type Year Start Date End Date
= = M M = =
200910 |Fa|| 2008 of 0809 Aid Year 01-SEP-2003 15-DEC-2008 |— 2009 01-SEP-2008 15-DEC-2008
Financial Aid Process Year: 0509 Term: E Period: ’_ - ’_ [/ System Required Activity Date: ’m
Term Term Term Academic Housing Housing
Term Description Start Date End Date Type Year Start Date End Date
= = (] M = =
200820 Spring 2008 of 0708 Aid vear 01-JAN-Z00& 30-MAY-Z08E |— 2008 01-14N-2008 30-MAY-Z008
Financial Aid Process Year: (0708 Term: E Period: - [ System Required Activity Date: |05-DEC-2006
Term Term Term  Academic Housing Housing
Term Description Start Date End Date Type Year Start Date End Date
= = [~] M = =
200810 Fall 2007 of 0708 Aid vear 01-SEP-2007 Z0-DEC-2007 2008 01-s5EP-2007 Z0-DEC-Z007
Financial Aid Process Year: 0708 Term: E Period: - [ System Required Activity Date: |05-DEC-z006 =

Term code
Record: 177

| =0BC=

Steps

Follow these steps to define the Term Code.
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1. Access the Term Code Validation form (STVTERM).
2. Perform an Insert Record function.

3. Using your initials and your name, enter a code and a Term Name in the Code
and Description fields. Once a term code record has been saved, the code
entered in this field cannot be changed. Once this code has been used in any
other record, the term code record cannot be deleted.

Example: 99JS0001 John Smith’s Term.

4. Enter the Term Start Date. This is the first date on which classes meet for this
term. Double-click in the field or select the Calendar button for this field to
display a calendar that can be used to select the date.

5. Enter the Term End Date. This is the last date on which classes meet for this
term. Double-click in the field or select the Calendar button for this field to
display a calendar that can be used to select the date.

6. Enter the EDI/SPEEDE/EXPRESS session code (type of session) associated with
this term code. The value will default from the Academic History Control Form
(SHACTRL) and can be overridden. Type codes are used in transmission of
transcript information electronically via EDI. Select the Search button for this
field to access the Term Type Validation (STVTRMT) list.

7. Enter the code of the academic year to which this term code is assigned. Select
the Search button for this field to access the Academic Year Validation
(STVACYR) list.

8. Enter the Housing Start Date. This is the first date for housing, meal plan, and
phone assignments associated with this term. Double-click in the field or select
the Calendar button for this field to display a calendar that can be used to
select the date.

9. Enter the Housing End Date. This is the last date for housing, meal plan, and
phone assignments associated with this term. Double-click in the field or select
the Calendar button for this field to display a calendar that can be used to
select the date.

10. Enter the Financial Aid Process Year. This is the code of the aid year with which
this term is associated. Since financial aid is processed by aid year, institutional
terms must be associated with a value in this field.

11. Enter the Financial Aid Term. This is the code of the term for interfacing with a
third-party financial aid system, if applicable. This field is not required for Banner
Financial Aid.

12. Enter the Financial Aid Period (Beginning). This is the code of the beginning
period for interfacing with a third-party financial aid system, if applicable. This
field is not required for Banner Financial Aid.
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13. Enter the Financial Aid Period (Ending). This is the code of the ending period for
interfacing with a third-party financial aid system, if applicable. This field is not
required for Banner Financial Aid.

14. View the System Required checkbox, which is used to specify whether this value
is required by the system. If this checkbox is checked, the validation table record
cannot be deleted. Once this checkbox is checked, it cannot be unchecked.

15. Note that the Activity Date is automatically populated with today’s date.

16. Click the Save icon.

17. Click the Exit icon.
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Detail Code Control

Purpose

The Detail Code Control Form (TSADETC) is used to establish detail codes. Each detail code
is defined as a charge or a payment, assigned to a user-defined category and application of
payment information, and can be given data entry default information. The accounting
information associated with each detail code on this form is used by the Accounting Feed
Process (TGRFEED).

The detail code information on this form must be established prior to using any of the other
Accounts Receivable application forms since they access the detail code information from
this form.

The Location Management/Housing module uses detail codes for housing fees.

Banner form

"25 Detail Code Control Form - Student TSADETC 8.0 (BAMS
Detail Code: |Loyo|a Fall Tuition Charges [ merm Based Pay Type: WE] fad -]
Defaults
Type: E Refund Code: v Like Term Tax Type: E
Category: TUI El |v Direct Deposit [Like fid Year [ Title IV Amount:
Grant Type: l:l v Refundable [ 'GL Enterable | Institutional Charges Term: EI
Priority: 999 I Receipt I« Active [ 'Exclude Invoice Print | Effective Date: =
| Payment History
Detail Code: |E|Ul4 |Loyo|a Fall Tuition Business [ Term Based Pay Type: WE]
Type: E Refund Code: [ Like Term Tax Type: E Defaults
Category: TUI El [ Direct Deposit [TLike &id Year [ Title I¥ Amount: -
Grant Type: l:l [« Refundable [GL Enterable | Institutional Charges Term: B
Priority: 999 |« Receipt v Active [ | Exclude Invoice Print Effective Date: @
[ Payment History
Detail Code: |0015 |Luyula Student Activity Fee [ Term Based Pay Type: WEI Default
eraults
Type: E Refund Code: E [ Like Term Tax Type: E
Category: FEE El || Direct Deposit [ ILike Aid Year [ Title IV Amount:
Grant Type: l:l v Refundable [ GL Enterable ¥ Institutional Charges Term: EI
Priority: 999 v Receipt v Active [ Exclude Invoice Print Effective Date: @ =
[~ Payment History
Detail chargefpayment code |
Record: 147 | . | =08C>
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Steps

Follow these steps to define a Detail Code.

1.

2.

3.

8.

Access the Detail Code Control — Student form (TSADETC).

Perform an Insert Record function.

Using your initials and your name, enter a code and a descriptive Name in the Code and
Description fields. Some changes are prevented: for example, you will not be able to
delete a Detail Code after it has been used to create a Receivable transaction. If a Detail
Code has not been used to create a transaction but has been used in a rule table (such
as Fee Assessment via SFARGFE) you can delete the code only after you remove the
code from the rules.

Example: JS001 John Smith’s Detail Code.

Enter the Category. This field specifies the category to which the detail code belongs
(for example, fees, grants, or tuition). Choices come from the Detail Charge/Payment
Category Code Validation (TTVDCAT) list.

Enter the Grant Type. This pull-down list specifies the type of transaction associated
with the grant. The value in the Category field must be GRNin order to use this field.

Choices are:
B (Billing)--Billing transaction. This detail code will be used by the billing process.

W (Withholding)--Withholding transaction. This detail code will be used by the
billing process.

P (Paymeni)--Payment transaction. Enter this detail code on the Research
Accounting Payments Entry Form (FRAAREV) to process payments.

T (Transfer)--Transfer transaction. Enter this detail code on FRAAREV to process
transfers.

R (Refund)--Refund transaction. Enter this detail code on FRAAREV to process
refunds to the agency.

Set the Priority associated with this transaction.

Enter the Refund Code. Permitted values are Y (generate a refund automatically),
(generate a refund manually), £ (detail code is a PLUS loan refund code), or blank
(transaction is not a refund).

Note: Only one active detail code can exist with a Refund Code value of ~.

Note the Direct Deposit checkbox. This checkbox is only selected if any refunds
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should be direct deposited. This applies only to users of Banner’s Automated Clearing
House feature.

9. Note the Refundable checkbox. This checkbox is only selected to indicate that the
refundable amount will be included in Refund Processing (TSRRFND) and in housing
refund calculations.

10. Note the Receipt checkbox. This is selected to indicate that a receipt number will be
generated when the code is used.

11. Note the display-only Term Based checkbox. When selected, the General Ledger
Interface Window will allow a term-based designator to be assigned to each accounting
distribution.

12. Note the Like Term checkbox. When selected, restricts payments to apply only to
charges from the same term. This is used primarily for financial aid that is awarded to
cover current term charges.

13. Note the Like Aid Year checkbox. When selected, restricts payments to apply only to
charges from terms within the same Aid Year (as defined on STVTERM, Financial Aid
Process Year), with a preference for the matching term.

14. Note the GL Enterable checkbox. When selected, indicates that accounting
information may be specified when creating miscellaneous transactions (TSAMISC).

15. Note the Active checkbox. When selected, indicates whether the detail code is active
or inactive. Banner only allows transactions to be entered which have detail codes that
are active at the time of entry. A transaction entered with a detail code that is
subsequently made inactive will still be processed. If you try to enter a transaction with
a detail code that is currently inactive, however, Banner will display the error message
Detall code is inactive.

Choices for this field are:
selected (default)--The detail code is active and will be processed by the system.

cleared--The detail code is inactive.Banner will prevent you from entering it on
any form or as a parameter for any process that updates or inserts data into the
database.

16. Enter the Pay Type by using the Search feature to select a payment type code from the
Detail Code Payment Type Validation window.

17. Enter the Tax Type to track tuition fees which are eligible for T2202A Canadian tax
reporting. Choices come from the Tax Code Validation Form (TTVTAXT).

18. Select the Title 1V checkbox if the Detail Code is to be used to process Title 1V Financial
Aid credits.

19. Select the Institutional Charges checkbox for Detail Codes that represent Institutional
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Charges under Title 1V Aid programs.

20. Select the Payment History checkbox to include transactions with this Detail Code in
the payment history.

21. Fill in the Default Monetary Amount. This is the default amount filled in for
transactions with this Detail Code.

22. Fill in the Default Term. This is the default term used for new transactions with this
Detail Code.

23. Fill in the Default Effective Date. This is the default date used for new transactions
with this Detail Code.

24. Click the Save icon.

25. Click the Exit icon.
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Creating and Analyzing Housing Control and

Rules
B

Rule forms

Before some housing related processes can be performed, there are several control and
rules forms that need to be defined.

The following control and rules forms play important roles in the Location
Management/Housing module. Review these forms and practice entering information in

each.
Form Description Banner Name
Room/Meal/Phone Rate Code Rules SLALMFE
Housing Term Control SLATERM
Room Assignment Status SLAASCD
Meal Assighment Status SLAMSCD
Phone Assignment Status SLAPSCD
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Room/Meal/Phone Rate Code Rules
|

Purpose
The Room/Meal/Phone Rate Code Rules Form (SLALMFE) is used to create the rules to be
used in the assessment of dorms, meals, and phones assignments. These rules provide the
ability to apply different assessment rules by term.

Before entering data on this form, validation codes must be created with the valid rate
codes for assessment.

e Room Rate Code Validation Form (STVRRCD)
e Meal Rate Code Validation Form (STVMRCD)

e Phone Rate Code Validation Form (STVPRCD)

Banner form

% Room/Meal/Phone Rate Code Rules SLALMEE 8.0 (BANGY [l e oo K|
Term: (200720 [~ Spring Term 2006 (200720)
Room Rate Code Rules
Minimum Maximum

Rate Type Description Detail Code Base Rate Charge Charge

-] 7] .
3 Double Room-Daily Rats HOUS \ 20,0000 | 0.00 99,999.93
[ [ [ \ | |
[ [ [ \ | |
[ [ [ \ [ r
[ L [ | | [
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Steps

This procedure covers the defining of the assessment rates for Housing, Meals and Phones.
This must be completed before assessment can be performed either on-line or using the
Batch Room/Meal/Phone Assessment Process (SLRFASM).

Follow these steps to define housing/meal/phone rates.

1.

2.

3.

10.

11.

12.

13.

14.

15.

Access the Room/Meal/Phone Rate Code Rules Form (SLALMFE).
Enter the term or use the Search button to find one.
Perform a Next Block function to access the Room Rate Code Rules block.

Enter an appropriate Housing Rate code in the Rate field or select it from the list of
values

Note: LOV is validated against STVRRCD.

Enter an appropriate code in the Detail Code field or select it from the LOV
(validated against TSADETC).

Note: The detail code must be an HOU category detail code.

Enter the appropriate dollar amount of the charge in the Base Rate, Minimum
Charge, and Maximum Charge fields.

Click the Save icon.

Enter any additional Housing rates as desired for the term.

Click the Save icon.

Perform a Next Block function to access the Meal Rates Codes Rules block.

Enter an appropriate Meal Rate code in the Rate field or select it from the LOV
(validated against STVMRCD).

Enter an appropriate code in the Detail Code field or select it from the LOV
(validated against TSADETC).

Note: The detail code must be an MEA category detail code.

Enter the appropriate dollar amount of the charge in the Base Rate, Minimum
Charge, and Maximum Charge fields.

Click the Save icon.
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16. Enter any additional meal rates as desired for the term.
17. Perform a Next Block function to access the Phone Rate Codes Rules block.

18. Enter an appropriate Phone Rate code in the Rate field or select it from the LOV
(validated against STVPRCD)

19. Enter an appropriate code in the Detail Code field or select it from the LOV
(validated against TSADETC).

Note: the detail code must be an PHO category detail code.
20. Click the Exit icon to exit the Room/Meal/Phone Rate Code Rules Form (SLALMFE).
21. Access the Housing Term Control Form (SLATERM).
22. If the Allow On-Line Fee Assessment checkbox is not selected, select it.
23. Click the Save icon.

24. Click the Exit icon.
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Housing Term Control
[ ]

Purpose

The intent of the Housing Term Control Form (SLATERM) is to allow for the control of
certain housing assignment and assessment attributes. These attributes include the ability
to permit assignments, the ability to assess housing, meal plan, and phone assessments,
the effective date to be used for the assessments, and the roommate sequence number.

Banner form

"W Housing Term Control SLATERM 2.0 (BANS)

Term: [EMEEY [¥| Spring Term 2006 (200720)

Housing Term Control

[ Permit On-Line Assignments

[ a&llows On-Line Fee Assessment

Fee Assessment Effective Date: @
Original Charge Cutoff Date: @

Roommate Sequence Number:
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Steps

Follow these steps to define housing assignment and assessment control functionality.

=

Access the Housing Term Control Form (SLATERM).
2. If the Permit On-Line Assignments checkbox is not selected, select it.

3. If you had to select the Permit On-Line Assignments checkbox, click the Save
icon.

4. Click the Exit icon.
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Room Assignment Status
[

Purpose

The intent of the Room Assignment Status (SLAASCD) is to provide the rules associated
with room assignment status for a specific term. These statuses are user-defined.

Note: Prior to entering data on this form, the status codes must have been entered on the
Room Status Code Validation Form (STVRMST). While the validation form spans time, the
Room Assignment Status Form is specific for a term. This allows the user to modify the
status information from one term to the next.

Banner form

’E_E Room Assignment Status SLAAL
Term: (200720 ¥ Spring Term 2006 (200720)
Room Assignment Status
Assignment Count In
Status Usage Description Start End
(] = =
[ Active Assignment 01-14M-2005 30-MAY-2007 =1
N (| Inactive Assighment 01-JAN-2005 F0-MAY-2007
[ 0 L [
[ o L r
[ 0 [ .
[ 0 [ [
[ o 7 =
Room Assignment Status Refund
Assignment
Status Start End Refund
= =
[ | | (1A
Assignment status code; press LIST for valid codes
Record: 172 [ .. | Listofvalu... | | =0sC=
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Steps
Follow these steps to define room assignment status functionality for the selected term.

1. Access the Room Assignment Status Form (SLAASCD).

2. Select the Term you created in a previous exercise from the drop down list.

3. Perform a Next Block function to move to the Room Assignment Status block.
4. Select the Assignment Status from the Search window.

5. For each Assignment Status selected, note the settings of the Count in Usage
checkbox, and the Start and End dates for the status.

6. Perform a Next Block function to move to the Room Assignment Status Refund
block.

7. Define the Assignment Status for refunds for this term.
8. Click the Save icon.

9. Click the Exit icon.
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Meal Assignment Status
[ ]

Purpose

The intent of the Meal Assignment Status Form (SLAMSCD) is to provide the rules
associated with a student’s meal status. Statuses are user-defined.

Note: Prior to entering data on this form, the status codes must have been defined on the
Meal Assignment Status Code Validation Form (STVMSCD). While the validation form spans
time, the Meal Assignment Status Form is specific for a term. This allows the user to modify
the status information from one term to the next.

Banner form

Term: |2007z20 [7 Spring Term 2006 {200720)

Meal Assignment Status

Assignment

Status Prevent Roll Description Start End
[~] = =
[ Active Assignment 01-1AN-2007 J0-MAT-2007 A
’F [ Inactive Assignment ’m ’m
’E [ Withdrawn Assignment ’m ’m
[ r . .
[ o r r
[ = . .
[ = ] (1=
Meal Assignment Status Refund
Assignment
Status Start End Refund
= =
=3 | [~
Assignment status code; press LIST for valid codes. | ]
Record: 1/3 (. .| Listofval.. | | z08C»
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Steps
Follow these steps to define meal assignment status functionality for the selected term.

1. Access the Meal Assignment Status Form (SLAMSCD).

2. Select the Term you created in a previous exercise from the drop down list.
3. Perform a Next Block function to move to the Meal Assignment Status block.
4. Select the Assignment Status from the Search window.

5. For each Assignment Status selected, note the settings of the Count in Usage
checkbox, and the Start and End dates for the status.

6. Perform a Next Block function to move to the Meal Assignment Status Refund
block.

7. Define the Assignment Status for refunds for this term.
8. Click the Save icon.

9. Click the Exit icon.
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Phone Assignment Status
[ ]

Purpose

The intent of the Phone Assignment Status Form (SLAPSCD) is to provide the rules
associated with a student’s phone status. Statuses are user-defined.

Note: Prior to entering data on this form, the status codes must have been defined on the
Phone Assignment Status Code Validation Form (STVPSCD). While the validation form
spans time, the Phone Assignment Status Form is specific for a term. This allows the user
to modify the status information from one term to the next.

Banner form

EPhone Assignment Status SLAPSCD 8.0 (BAN:

Term: |[2007Z0 [7 Spring Term 2006 (200720)

Phone Assignment Status

Assignment

Status Prevent Roll Description Start End
(7] = =
(i m [o1-3an-2007 [so-mav-zooz =
[ 0 [ [
[ o [ [
[ = r r
[ 0 | |
[ o [ [
[ = [ (I I

Phone Assignment Status Refund

ﬂSSSIg:tf::nt Start End Refund

= =
[ [ L [
[ . L [
[ r L [
[ . L [
[ . L [
[ [ L [
[ r - [ =
FRM-40350: Query caused no records 1o be retrieved. | J
Recard: 111 | .| Listofvai.. | | =08C=
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Steps
Follow these steps to define phone assignment status functionality for the selected term.

1. Access the Room Assignment Status Form (SLAPSCD).

2. Select the Term you created in a previous exercise from the drop down list.

3. Perform a Next Block function to move to the Phone Assignment Status block.
4. Select the Assignment Status from the Search window.

5. For each Assignment Status selected, note the settings of the Count in Usage
checkbox, and the Start and End dates for the status.

6. Perform a Next Block function to move to the Phone Assignment Status Refund
block.

7. Define the Assignment Status for refunds for this term.
8. Click the Save icon.

9. Click the Exit icon.
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Self Check

Directions

Use the information you have learned in this workbook to complete this self-check activity.

Question 1

The Building Code Validation Form (STVBLDG) is used to create, update, and delete building
codes.

True / False

Question 2

Where do you define whether a rate is a term rate, monthly rate, or daily rate?

What type of detail code must be used for each rate?

Question 3

Using the Building Code Validation Form, you can specify that
A. the maximum capacity of a room is greater than the standard capacity.
B. a building is handicap-accessible.
C. a building has different wings.

D. All of the above.
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Question 4

What form is used to indicate that you will be using the Batch Housing/Meal/Phone
Assessment Process?

Question 5

The Room/Meal/Phone Rate Code Rules Form allows you to define Housing, Meal, and
Phone Rates for a term.

True / False
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Answer Key for Self Check

Question 1

The Building Code Validation Form (STVBLDG) is used to create, update, and delete building
codes.

True

Question 2

Where do you define whether a rate is a term rate, monthly rate, or daily rate?

On the appropriate Rate Validation Tables — STVRRCD (Room Rates), STVMRCD
(Meal Rates), STVPRCD (Phone Rates).

What type of detail code must be used for each rate?

HOU type for Housing, MEA for Meals, PHO for Phones.

Question 3

Using the Building Code Validation Form, you can specify that
A. the maximum capacity of a room is greater than the standard capacity.
B. a building is handicap-accessible.
C. a building has different wings.

D. All of the above.

Question 4

What form is used to indicate that you will be using the Batch Housing/Meal/Phone
Assessment Process?

The Housing Term Control Form (SLATERM). The Allow On-Line Fee Assessment
must NOT be selected.
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Question 5

The Room/Meal/Phone Rate Code Rules Form allows you to define Housing, Meal, and
Phone Rates for a term.

True
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Day-to-Day Operations

11 [

Section goal

The goal of this section is to explain the regular process and detail the procedures to enter
and maintain student housing and classroom information.

Objectives
At the end of this section, you will be able to
o define buildings and rooms
e create housing and meal applications
e create and maintain room, meal, and phone assignments

¢ identify the Location Management/Housing queries and reports.
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Process Introduction
[ |

Introduction

The Location Management/Housing process supports the creation and definition of Banner
Student buildings and rooms, Residence Life housing activities related to room, meal, and
phone assignments and assessment, and classroom definition and the maintenance of these
records within Banner Student.

Flow diagram

This diagram highlights the processes used to define and manage buildings and rooms,
Residence Life housing related assignments, and classroom related activities.

- O . 0.

e SN I T G—

Define buildings Chnmp_lete Conduct Enter room and
and rooms ousing housing lottery meal application
application process records

|
'W‘%’ Legend
= Residence
Lite
(?i? = Student

o. .

Create room,

- . meal, and phone
éj\% Bursar's Assess fees ", P
Office assignment
records

© SunGard 2004-2008 Location Management - Housing
Page 70



What happens

The stages of the process are described in this table.

Stage Description

Residence Life and other personnel

1 Define buildings and rooms to be used for housing, class sections,
and other events.

Students

2 Complete housing application.

Residence Life personnel

3 Conduct lottery process to assign housing for current and new
students.

Residence Life and other personnel

4 Enter room and meal application records.

5 Create room, meal, and phone assignment records.

Bursar’s Office

6 Assess fees.
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Defining a Residence Hall Building
[ .

Purpose

The Building Definition Form (SLABLDG) is used to build and maintain data about all the
buildings used in Location Management for housing assignments, classrooms, and event
scheduling. This form not only defines the building in the system, but also keeps track of
attributes, categories, the building address and comments about the building, which may be
helpful when making room assignments.

Banner form

A Building Definition SLABLDG 8.0 (BANS

Building: |KELSEY F|Ke|sey Residence Hall

Building Definition

Campus: IFEI Main

Site: I_E

Capacity: 200 Maximum: 200 Gender: & pMale ' Female ' Mot Applicable
College: I_E

Department: liEl
Partition: I—El
Room Rate: I—El
Phone Rate: EI

Street Line 1: |Residency Lane

Street Line 2: |Barmer University

Street Line 3: |

City: fawen

State or Province:ITEl Pennsylvania ZIP or Postal Code: WEI

County Code: liEl

Phone: l_l—’— Key Number: ’—
Campus code associated with the building; press LIST for valid codes. | J
Record: 171 [ .. | Listofvam.. | | =osC=
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Steps

Follow these steps to complete the process.

1.

2.

10.

11.

12.

13.

Access the Building Definition Form (SLABLDG).

Enter the building code you defined in a previous exercise in the Building field or
select it from the list of values (LOV).

Perform a Next Block function.

Select one of the radio buttons in the Gender radio button group to specify whether
the entire building is for males, females, or N/A for both.

Enter information about the building’s location using the various fields.
Click the Save icon.

Select Building Attributes from the Options menu to access the Building
Attributes, Category, and Comments window.

Select the attribute code for “Non-smoking Room” from the LOV in the Attributes
field.

Enter appropriate category values to indicate that there is a 1%, 2" and 3" floor
category for this building.

Perform a Next Block function.
Enter an appropriate Building Comment.
Click the Save icon.

Click the Exit icon.
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Defining a Residence Hall Room
. :

Purpose

After defining the building in the system, rooms need to be assigned to the building, along
with their attributes, category, and comments. An attribute will allow you to assign
students or events to a room that best match their needs.

The Room Definition From (SLARDEF) is used to define rooms by term including capacity,
type and building categories, and attributes.

Banner form

m Room Definition SLARDEF 8.0 (BANE
Building: EHKeIsey Residence Hall Room: ’7@ Term: I—EI
Room Definition
New Term: ’—[T From Term: ’— To Term: ’— =
Description: | N N
Capacity: l— Maximum: l— Dimensions
Gender: T'Male T Female ® Not Available Width (feet):
Room Type: ' Residence Hall T Classroom  C Other Length (feet):
Area(Square Feet):
College: I_F
Department: | |~
Status: [ =
Category: I—F
Partition: ’7[7
Room Rate: I—F
Phone Rate: I—F
Phone: l_ ’— ’—
Uutility Rate:
Time Period: (Mone) -
Priority: ’—
Key Number: l— =
Building code; press LIST for codes, Count Query Hits for existing rooms. | J
Record: 111 | ] ... | Listofvalu.. | | <0gC=
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Steps

Follow these steps to complete the process.

1.

2.

10.

11.

12.

13.

Access the Room Definition Form (SLARDEF).

Enter the building code that you defined in a previous lesson in the Bldg field or
select it from the list of values (LOV).

Enter a room number in the Room field.
Perform a Next Block function.
Enter a term code in the New Term field or select one from the LOV.

Enter room information including a Description, Capacity, and Room Type using
the fields provided.

Result: The system automatically populates the appropriate fields with some
information about the building.

Enter other room qualities in the fields Dimension, Utility Rate, Period, Phone,
and the Key Number.

Note: The Priority field is used with Batch Room Scheduling.
Click the Save icon.
Click Room Attributes from the Options menu.

Enter room attributes, start and end dates and times for an inactive period (for
example, for the summer), and comments.

Click the Save icon.

Click the Exit icon.
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Creating a Room and Meal Application
[

Purpose

The Dorm Room and Meal Application Form (SLARMAP) is where all housing application
information originates. The room and meal application information entered and maintained
here is the basis for all room and meal plan assignments made within the Location
Management and Housing Module. Room and meal applications may be made for a specific
term or span a range of terms. Applications may be entered for students and non-students.

The student must be entered on the Dorm Room and Meal Application Form (SLARMAP)

before the actual room assignment can be made. Note that the application status must be
Active.

Banner form

ID: [z10009506 [~ ][abbe, Anthony Term: [~

Dorm Room and Meal Application

Application Status: I_[T Application Status Date: ’7
Application Type: I—F Priority: l—
From Term: ’—F To Term: ’—F Add Date: ’7@
Meal Plan: I—F Gender: ' Male

' Female

' Not available

Preferences

Campus: I—F

Building: I—F

Category: I—F

Room: liﬁ

R te S e Number: ,7 [ Accepted

Press LIST farterms; CQH for Application Query. |
Record: 111 | ] ... | Listofvalu.. | | «0gC=
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Steps

Follow these steps to complete the process of assigning the student to the building and
room you created previously.

1. Access the Dorm Room and Meal Application Form (SLARMAP).
2. Enter a student ID in the 1D field or use the Search button to find one.

3. Note: Your instructor will provide a list of valid student ID numbers if you do not
have your own student set up in the system.

4. Enter the term or use the Search button to access one.
5. Perform a Next Block function.

6. Enter the "Active Application” status code in the Application Status field or select
it from the list of values (LOV).

7. Enter the “Housing and Meal Plan Request” type code in the Application Type field
or select it from the LOV.

8. If the term code from the key block is not displayed in the From Term field, enter it
or select it from the LOV.

9. Enter a term in the To Term field or select one from the LOV. This should be the
same or later than the term in the From Term field.

10. Enter the building and room information that you created in the previous exercises.
If necessary, use the Search button to find the values.

11. Click the Save icon.

12. Click the Exit icon.
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Creating Roommate Applications
[

Purpose

The Roommate Application Form (SLARMAT) is used to create and maintain roommate
applications by term that will be used in the batch scheduling process. Only one roommate
application record needs to exist for the group of individuals requesting to be scheduled
together.

Banner form

Term: EI R ate Seq e Number: EI

Roommate Application

[I_D Last Name First Name Gender  Applied Priority Acceptance

-

| | \ L m 0 8
| | \ [ o O -:
| | \ [ o o &2

Roommates Room Preference(s)

Campus: [7 Category: [7
Building: F Room: F

Roommate Room Attributes

nttlimutes Description Must Match
A
[ [~
[ m B
- : 5
Term code (format YYYyTT); press LIST for valid codes. |
Recard: 101 | .| Listofvam.. | | =08C=
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Steps

Follow these steps to complete the process.

1.

2.

3.

10.

11.

12.

13.

14.

15.

16.

Access the Roommate Application Form (SLARMAT).

In the key block, enter the term for which the roommate application will apply.
Type the word ADD in the Roommate Sequence Number field.

Perform a Next Block function.

Enter the IDs for the applicants that wish to room together.

Click the Save icon.

Perform a Next Block function.

Click the Down Arrow icon next to the Building field to add a building preference.

Perform a query on the SLABQRY form, locate your residence hall building, select it,
and return it to SLARMAT.

Click the Save icon.
Perform a Next Block function to access the Roommate Room Attributes window.

Perform a LOV function, locate the 2 Bedroom attribute, and select it to return it to
Room Attributes window.

Click the Save icon.
Perform a Next Block function to return to the Roommate Application block.
Repeat this process for the next roommate record.

When completed, click the Exit icon to exit the form.
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Creating and Maintaining Room Assignments
B .

Purpose

The Room Assignment Form (SLARASG) is used to create and maintain the information
pertaining to applicants’ room assignments.

Banner form

[*] 1 [z10009506 [~ ][abbe, anthony

Term:

Gender: MALE Date: 04-APR-2008 @ Deposit:

From Term: To Term: Status: ’_ |

Room Assignments

Term: EI From: @ To: @ Status: ’_EI Status Date: @ =

[T Override Restrictions [ Prevent Roll [ Overload [ Charge Accepted [T Assessment Required
Building: EI Room: EI Phone: Source: I:I Room Plan: E
Days: Months: Terms:

Term:  oRom [ @ e [ E staws: [ ¥ stawspate:[ @

[ Override Restrictions [ Prevent Roll [ overload [ charge Accepted [ Assessment Required
Building: [T Room: [7 Phone: Source: l:l Room Plan: [7
Days: Months: Terms:

Term: [ [ Fom: [ [F T [ = status: [ ¥ StatusDate: [ [&

[JOverride Restrictions [l Prevent Roll [Joverload [Icharge Accepted [J Assessment Required
Building: F Room: F Phone: Source: l:l Room Plan: F
Days: Months: Terms:

1

Assignment Term; press LIST for valid codes. |
Record: 111 | 1 . | Listorvaw.. | | =05C=
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Steps
Follow these steps to complete the process.

1. Access the Room Assignment Form (SLARASG).

2. In the key block, enter the term for which the room assignment is being made and
the room applicant ID.

3. Perform a Next Block function.

4. Result: The system populates the appropriate fields with any available information
from the student’s room application on SLARMAP (Room and Meal Application form).

5. Enter the assignment status code in the Status field by accessing the code values
using the Down Arrow icon. Choose and return an active status code to the
Status field.

6. Access the Available Room Query form (SLASGNQ) by performing a search function
using the Down Arrow icon next to the Building field. Choose and return an
available building and room to the Building and Room field.

7. Update the existing defaulted room rate code in the Rate field a different one or
enter a rate code, if blank.

8. Click the Save icon.
9. From the Options Menu, access the Room Assessments window.

10. Click on the Review Assessments indicator to review the assessment associated to
the rate code assigned.

11. Perform a Previous Block function.
12. Click the Process Assessment indicator to assess fees for the rate code assigned.
Note: The System will perform an automatic Save function.

13. Perform a Rollback function to enter the next assignment or click the Exit icon to
exit the form.
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Creating and Maintaining Meal Assignments
[

Purpose

The Meal Assignment Form (SLAMASG) is used to create and maintain the information
pertaining to the applicant’s meal assignments for a specific range of terms. Assignments
can be made for students and non-students. All meal assignments for the range of terms
indicated on the applications are displayed and available for update.

Banner form

signment ¢

Term: EI 1D: |210009506 E”Abbe, Anthony Date: 04-APR-2008
Application From Term: To Term: Application Status: |_| Deposit: 0.00

Meal Assignments

Term: F Start Date: F End Date: [_ [~ Prevent Roll =
Status: I_[T [_ Meal Plan: [7 Days: Months: Terms:

[ charges Accepted [ Assessment Required Assignment Source: © Online T Batch  ® None

Term: ~ Start Date: [ End Date: = O Prevent Roll
Status: I_F [_ Meal Plan: F Days: Months: Terms:

[ charges Accepted [ Assessment Required Assignment Source: © Online T Batch T Mone

Term: ] Start Date: [Z End Date: = OPrevent Roll
Status: ,7[7 [ Meal Plan: [~ Days: Months: Terms:

[ charges Accepted [ Assessment Required Assignment Source: © Online T Batch T Mone

Term: (] Start Date: [ End Date: = CPrevent Roll
Status: I_[T [_ Meal Plan: F Days: Months: Terms:

[ Charges Accepted [ Assessment Required Assignment Source: © Online T Batch U Mone
Term code; press LIST farvalid codes |
Recard: 1/1 (. .| Listofval.. | | z08C>
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Steps
Follow these steps to complete the process.

1. Access the Meal Assignment Form (SLAMASG).

2. Enter a term for which the meal assignment is being made and the meal applicant
ID.

3. Perform a Next Block function.

4. Result: The system populates the appropriate fields with any available information
from the meal application record on SLARMAP (Room and Meal Application form).

5. Enter the assignment status code in the Status field by accessing the code values
using the Search icon. Choose and return an active status code to the Status field.

6. Enter a meal plan code in the Meal Plan field or update the existing defaulted meal
plan code to one that is different.

7. Click the Save icon.
8. Select Meal Assessments from the Options menu.

9. Click the Review Assessments indicator to review the assessment associated to
the rate code assigned.

10. Perform a Previous Block function.
11. Click the Process Assessment indicator to assess fees for the rate code assigned.
Note: The System will perform an automatic Save function.

12. Perform a Rollback to enter the next meal assignment or click the Exit icon to exit
the form.
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Creating and Maintaining Phone Assignments
[

Purpose

The Phone Assignment Form (SLAPASG) is used to create and maintain the information
pertaining to an applicant’s phone assignments. Assignments can be made for students and
non-students. All phone assignments that are associated to the application start and end
terms are displayed.

Banner form

’2_9 Phone

Term: [=] ID:  [z10009506 [*][abbe, Anthany Date: 04-APR-2008
Application From Term: To Term: Application Status: l_ Deposit: 0.00

Phone Assignments

Term: [_ Start Date: [_ End Date: [_ [ Prevent Roll Assignment Source:
Status: l_[_ [ Phone Rate: [ Days: Months: Terms:
Telephone: [_ Account Number: [ ICcharges Accepted [ | Assessment Required

1

Term: [_ Start Date: [_ End Date: [_ [ Prevent Roll  Assignment Source:
Status: l_[_ [_ Phone Rate: [_ Days: Months: Terms:
Telephone: [_ Account Number: [ Charges Accepted [ Assessment Required

1.

Term: [_ Start Date: [_ End Date: [_ [ Prevent Roll  Assignment Source:
Status: [ [ Phone Rate: [ Days: Months: Terms:
Telephone: [_ Account Number: [Jcharges Accepted [ Assessment Required

Term: [_ Start Date: [_ End Date: [_ [ Prevent Roll  Assignment Source:
Status: l_[_ [ Phone Rate: [ Days: Months: Terms:
Telephone: [_ Account Number: [Jcharges Accepted [ Assessment Required =]

Il

Enter the object name; Press LIST for listing
Record: 141 [ . | <05C=
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Steps
Follow these steps to complete the process.

1. Access the Phone Assignment Form (SLAPASG).

2. Enter the term for which the phone assignment is being made and the phone
applicant ID.

3. Perform a Next Block function.

Result: The system populates the Term field using the term entered in the key
block.

4. Point the cursor to the Phone Status field and enter the phone status code by
accessing the available status codes using the Down Arrow icon. Choose and
return the code to the Phone Status field.

5. Point the cursor to the Phone Rate field and enter the phone rate code by
accessing the available rate codes using the Down Arrow icon. Choose and return
the code to the Phone Rate field.

6. Point the cursor to the Phone field and enter the area code, 7 digit telephone
number, and extension, if appropriate.

7. Click the Save icon.
Note: Optionally, an account number may be entered into the Account field.
8. Select Phone Assessments from the Options menu

9. Click the Review Assessments indicator to review the assessment associated to
the rate code assigned.

10. Perform a Previous Block function.

11. Click the Process Assessment indicator to assess fees for the rate code assigned.
The System will perform an automatic Save function.

12. Perform a Rollback function to enter the next meal assignment or click the Exit
icon to exit the form.
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Defining a Classroom Building
] .

Purpose
The Building Definition Form (SLABLDG) is used to build and maintain data about all the

buildings used in Location Management for housing assignments, classrooms, and event
scheduling.

Banner form

% Building Definition SLABLDG 8.0 (BA

Building: |KELSEY F|Ke|sey Residence Hall

Building Definition

campus: ’M_El Main

Site: I_El

Capacity: z00 Maximum: 200 Gender: @ pale ' Female “'Not Applicable
College: ’_E

Department: I—El
Partition: [ 7
Room Rate: I—EI
Phone Rate: E

Street Line 1: |Residency Lane

Street Line 2: |Banner University
Street Line 3:
City: [Mavern

State or Province:,?El Pennsylvania ZIP or Postal Code: WEI
County Code: ’—EI

Phone: lilili Key Number: ’7

Campus code associated with the building; press LIST for valid codes. |
Recard: 101 | .| Listofvam.. | | =08C=
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Exercise

Define a classroom building located on the Main Campus that can maintain a capacity of 750
people up to a maximum of 800. This building is where the majority of the History
department’s classes are held. The building is handicap-accessible and contains an East and
West wing.

Follow these steps to complete the process.

1. Access the Building Definition Form (SLABLDG).

2. Enter the building code you defined in a previous exercise in the Building field or
select it from the list of values (LOV).

3. Perform a Next Block function.

4. Select the N/A radio button in the Gender radio button group to indicate that
gender is not applicable to this building.

5. Enter this information in the appropriate fields:
e Campus: M (Main)
e Capacity: 750
e Maximum: 800
e Department: HIST
6. Enter a street address for the building.
7. Click the Save icon.

8. Select Building Attributes from the Options menu to access the Building
Attributes, Category, and Comments window.

9. Select the attribute code for “Handicap Accessible” from the LOV in the Attributes
field.

10. Perform a Next Block function.
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11. Enter the information in the specified fields, which are all free-form text:
o Category (first line): East
e Description (first line): East Wing
e Category (second line): West
e Description (second line): West Wing
12. Perform a Next Block function.
13. Enter a free-form comment on the first line in the Building Comments block.
14. Click the Save icon.

15. Click the Exit icon.
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Defining Classrooms
B :

Purpose

The Room Definition Form (SLARDEF) is used to define rooms by term including capacity,
type and building categories (if entered for the Building on SLABLDG), and attributes.

Banner form

= Room Definition SLARDEF 8.0 (BA

E”Kelsey Residence Hall Room: E‘ Term: E‘

Building:

Room Definition

New Term: [7 From Term: To Term:

Description:

I3

Capacity: I— Maximum: . Dimensions

Gender: C'Male T Female @ Not Available Width (feet): [

Room Type: T Residence Hall T Classroom  © Other Length (feet): ’—
Area({Square Feet): ’7

College: I_F

Department: v

Status: [ =

Category: [+

Partition: F

Room Rate: I—F

Phone Rate: I—F

Phone: l_ ’— ’—
’7

Utility Rate:

Time Period:

Priority:

Key Number: =
Building code; press LIST for codes, Count Query Hits for existing rooms. |
Record: 111 | . | Listorvaw.. | | =osc=
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Steps

Follow these steps to complete the process.

1. Access the Room Definition Form (SLARDEF).

2.

10.

11.

12.

Enter the building code for the building that you defined in a previous exercise in the
Bldg field or use the Search icon to find it.

Enter 200 in the Room field.
Enter a term code in the Term field or select one from the list of values (LOV).
Perform a Next Block function.
Enter a term code in the New Term field or select one from the LOV.
Enter the information in the appropriate fields:

e Description: 100 History Hall

e Capacity: 30

e Maximum: 35

e Gender: NVA

e Room Type: Classroom

e Status: A (Active)
Click the Save icon.

Select Room Attributes from the Options menu to access the Attributes, Inactive
Dates, & Comments window.

Note: The room already has an attribute of Handicap Accessible. Because the
building was assigned this attribute, the attribute defaults to each room when
defined within the building.

Enter a second room attribute by selecting the attribute code for “General
Classroom” from the LOV in the Attribute field.

Click the Save icon.
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13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

Select Room Definition from the Options menu to return to the main form
window.

Click the Rollback icon to return to the key block.
Enter 101 in the Room field.
Perform a Next Block function.
Enter a term code in the New Term field or select one from the LOV.
Enter the information in the appropriate fields:

o Description: 101 History Hall

e Capacity: 30

e Maximum: 35

e Gender: NVA

o Room Type: Classroom

e Status: A (Active)
Click the Save icon.

Select Room Attributes from the Options menu to access the Attributes, Inactive
Dates, & Comments window.

Enter a second room attribute by selecting the attribute code for “Computer Lab”
from the LOV in the Attribute field.

Click the Save icon.

Select Room Definition from the Options menu to return to the main form
window.

Click the Rollback icon to return to the key block.
Enter 702 in Room field.
Perform a Next Block function.

Enter a term code in the New Term field or select one from the LOV.
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28. Enter the information in the appropriate fields:
e Description: 102 History Hall
e Capacity: 200
e Maximum: 220
e Gender: NVA
e Room Type: Classroom
e Status: A (Active)
29. Click the Save icon.

30. Select Room Attributes from the Options menu to access the Attributes, Inactive
Dates, & Comments window.

31. Enter a second room attribute by selecting the attribute code for “Auditorium” from
the LOV in the Attributes field.

32. Click the Save icon.

33. Click the Exit icon.
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Using Location Management/Housing Reports

and Queries
|

Query forms and delivered reports

These queries and reports are used frequently in the Location Management/Housing

Module.

Form Description Banner Name
Dormitory Address Creation Report SLRDADD
Active Housing Assignments Report SLRHLST

Batch Room/Meal/Phone Assess SLRFASM
Report

Assignment Roll Process SLRROLL
Batch Scheduler SLRSCHD
Housing Purge SLPHOUS

ACS Housing Interface SLRBACS
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Dormitory Address Creation Report
[ .

Purpose

The Dormitory Address Creation Report (SLRDADD) is used to create dormitory address
information from the housing assignments. The address associated with the dormitory
assignment is maintained in the Building Definition Form (SLABLDG). This job will create a
dormitory address for each active room assignment that falls within the requested room
assignment date.

Note: The process checks records to prevent a new dormitory address from being created if
a record of the type selected in the parameters exists with no effective dates. For example,
if a Dormitory Address (DO) exists with no effective dates and the Dormitory Address
Creation Report is run for the term 200410, and a new DO address is to be created based
on the person’s assignments, an error message is generated, and no update will occur.

Banner form

"5 Process Submission Controls GIAPCTL 8.0 (BANS) iriefrieie e ieeieeieieieeieleieleieleieleieleieleieleieleielelelelelelelelelelelelelelelelelelele el e el e el el el ele el el elelefelelelelelefelelelelel 3¢

Process: |SLRD»\1DD F|Dorm\tory Address Creation Parameter Set: F

Printer Control

EI Special Print: Lines: |55 Submit Time:

Printer:

Parameter Values

Number Parameters VYalues
d ;]
’T |Process Term ‘200510 =
[0z [Reom assignment Date [20-1UL-2004
’F |nddress Type ‘DO
’E |nddress Source ‘
[ \
[ \
[ \
[ \ &

LEMGTH: & TYPE: Character O/R: Required M/S: Single
Enter the term during which room assignments exist,

Submission

[ Save Parameter Set as MName: Description: “'Hold ® Submit
Destination Printer, DOUBLE-CLICHK for available printers, NOPRIMT for no printout, DATABASE to review on-line. |
Recard: 111 (. | Listofvalu.. | | <08C*
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Steps
Use the following steps to run the Dormitory Address Creation process.
1. Access the Dormitory Address Creation Process (SLADADD).
2. If desired, select the Parameter Set that was previously saved, (use the Search
window to select the desired Parameter Set). All sets linked to the signed-on user
ID and job or report are available.

3. Perform a Next Block function to access the Printer Control Block.

4. Select Database from the LOV in the Printer field. This field indicates the
destination printer for output from the job or report.

Warning: Leave this field blank for jobs and reports that run with sleep/wake
processing. For these kinds of jobs and reports, enter the printer code as a
parameter.

Choices: Choices come from the Printer Validation (GTVPRNT) list. You can also use
these values:

blank - Use the system printer.
NOPRINT - Skip printing.

DATABASE - Save output for viewing on the Saved Output Review Form
(GJIREVO).

5. Note the Special Print field. This value comes from the Special Print Stock field
on the Process Maintenance Form (GJAJOBS). It can be changed.

Choices: For special forms, use the specific operating system forms command. Other
choices are:

LANDSCAPE (default) - Print across the wide side of the paper.
PORTRAIT - Print across the narrow side of the paper.
Note: This option is not available for Windows NT Server.
6. Note the Lines field. This denotes the number of lines per page and comes from
the Lines Per Page field on the Process Maintenance Form (GJAJOBS). It can be

changed. The default value is 55.

7. Note the Submit Time field. This is the Time when the job or report will be
submitted for processing.

8. Perform a Next Block to access the Parameter Values Block. If a Parameter Set
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

has been selected, these values are already filled in, and you may skip to the
Submission Block.

Select the Process Term by using the Search window for the term value (STVTERM
opens, the appropriate term code is highlighted and the Select Record function is
performed). This is the term during which the Room Assignments exist.

Enter the Room Assignment Date in the form DD-MON-YYYY. This is the date
during which the Room Assignments exist.

Select the Address Type from the Search window (STVATYP opens, the appropriate
address type is highlighted and the Select Record function is performed). This is
the address type to be used in creating the addresses.

Select the Address Source from the Search window (STVASRC opens, the
appropriate address source is highlighted and the Select Record function is
performed). This is the source for the address to be used in creating the addresses.

Perform a Next Block function to access the Submission Block.

Note the Save Parameter Set checkbox. It indicates whether the parameter
values should be saved as user-level defaults for the job or report. If you have one
set of defaults for the job or report, select this check box and leave the As fields
blank. If you have more than one set of defaults for the job or report, select this
check box and enter the name and description of the job parameter set in the As
fields.

Note the Hold/Submit Radio Buttons. They indicate whether the job or report is
held for later processing or run immediately. If the Hold button is selected, the
report or process is held for later processing from the operating system. A sequence
number appears in the Auto Hint when you Save the record. Use this number when
you submit the job from the operating system. If the Submit button is selected,
the job or report will be processed immediately when you Save the record.

Select the Submit radio button.
Select the Save icon.

Note the name of the report output in the lower left portion of the window:

Select Review Output [GJIREVO] from the Options Menu.
Enter the Report name you recorded above in the File Name field.
After reviewing the report, click on the Exit icon.

Click on the Exit icon again.
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Active Housing Assignments Report
. :

Purpose

The Active Housing Assignment Report (SLRHLST) is used to list all of the active housing
assignments.

Banner form

"8 Process Submission Contrals GIAPCTL 8.0 (BA

Process: |SLRHLST F|Active Housing Assignrents Parameter Set: F

Printer Control

Printer: || EI Special Print: Lines: |55 Submit Time:

Parameter Values

Number Parameters Yalues
] M
E |Process Term |199901 =
E |R00rn Assignrment Date |
(03 [report Sequence B
[o4 [nddress selection Date [15-38n-2003
E |Address Hierarchy |1MA
E |Se|ectinn Identifier |
E |App|ication Code |
E |Craator (] | ~

LENGTH: 6 TYPE: Character O/R: Required M/S: Single

Submission

[ Save Parameter Set as Name: Description: “'Hold ® Sybmit

Destination Printer; DOUBLE-CLICK for available printers, NOPRINT for no printout, DATABASE to review on-line.
Record: 141 | .| Listofvalu.. | | <0gC=

Steps
Use the following steps to run the Active Housing Assignments Report.
1. Access the Active Housing Assignments Report (SLRHLST).

2. If desired, select the Parameter Set that was previously saved, (use the Search
window to select the desired Parameter Set). All sets linked to the signed-on user
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ID and job or report are available.
3. Perform a Next Block function to access the Printer Control Block.

4. Select Database from the LOV in the Printer field. This field indicates the
destination printer for output from the job or report.

Warning: Leave this field blank for jobs and reports that run with sleep/wake
processing. For these kinds of jobs and reports, enter the printer code as a
parameter.

Choices: Choices come from the Printer Validation (GTVPRNT) list. You can also use
these values:

blank - Use the system printer.
NOPRINT - Skip printing.

DATABASE - Save output for viewing on the Saved Output Review Form
(GJIREVO).

5. Note the Special Print field. This value comes from the Special Print Stock field
on the Process Maintenance Form (GJAJOBS). It can be changed.

Choices: For special forms, use the specific operating system forms command. Other
choices are:

LANDSCAPE (default) - Print across the wide side of the paper.
PORTRAIT - Print across the narrow side of the paper.
Note: This option is not available for Windows NT Server.

6. Note the Lines field. This denotes the number of lines per page and comes from
the Lines Per Page field on the Process Maintenance Form (GJAJOBS). It can be
changed. The default value is 55.

7. Note the Submit Time field. This is the Time when the job or report will be
submitted for processing.

8. Perform a Next Block to access the Parameter Values Block. If a Parameter Set
has been selected, these values are already filled in, and you may skip to the
Submission Block.

9. Select the Process Term by using the Search window for the term value (STVTERM
opens, the appropriate term code is highlighted and the Select Record function is
performed). This is the term during which the Room Assignments exist.

10. Enter the Room Assignment Date in the form DD-MON-YYYY. This is the date
during which the Room Assignments exist. This field is not required.
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

Select the Report Sequence from the Search window (The list of parameter values
opens, the appropriate report sequence value is highlighted and the Select Record
function is performed). This is the order in which the report is to be sequenced.
The sequence can be by Name, by ID number or by Building/Room.

Set the Address Selection Date in the format DD-MON-YYYY. This field is not
required.

Enter the Address Hierarchy from the Search window for the Address Type code
(STVATYP opens, the appropriate address type code is highlighted and the Select
Record function is performed). This is the Priority and the Address Type. There
must be a number indicating priority placed in front of the selected Address Type
code.

Enter the Selection Identifier by entering the name of a Population Selection if
you wish to limit the population on which you are reporting. (See the workbook
Banner Student 8.0 Population Selection for more on creating a Population
Selection). This field is not required.

Enter the Application Code for the Population Selection identified in the previous
field. This field is not required.

Enter the Creator ID of the individual who created the sub-population. This field is
not required.

Perform a Next Block function to access the Submission Block.

Note the Save Parameter Set checkbox. It indicates whether the parameter
values should be saved as user-level defaults for the job or report. If you have one
set of defaults for the job or report, select this check box and leave the As fields
blank. If you have more than one set of defaults for the job or report, select this
check box and enter the name and description of the job parameter set in the As
fields.

Note the Hold/Submit Radio Buttons. They indicate whether the job or report is
held for later processing or run immediately. If the Hold button is selected, the
report or process is held for later processing from the operating system. A sequence
number appears in the Auto Hint when you Save the record. Use this number when
you submit the job from the operating system. If the Submit button is selected,
the job or report will be processed immediately when you Save the record.

Select the Submit radio button.
Select the Save icon.

Note the name of the report output in the lower left portion of the window:

Select Review Output [GJIREVO] from the Options Menu.
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24. Enter the Report name you recorded above in the File Name field.
25. After reviewing the report, click on the Exit icon.

26. Click on the Exit icon again.
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Batch Room/Meal/Phone Assess Report
[ ] .

Purpose

The Batch Room/Meal/Phone Assess Report (SLRFASM) is used to provide batch assessment
for room, meal, and phone charges.

Note: The process automatically populates the Original Indicator to Y'when the first time
assessment occurs for a specific detail code, for the student, for the term, and for all
assessments prior to the Original Charge Cutoff date established for a term on the
SLATERM.

Banner form

Process: |SLRFP\SM F|Batch Room/Meal/Phone Assess Parameter Set: F
Printer Control
Printer: EI Special Print: Lines: |[55 Submit Time:
Parameter Yalues
Number Parameters Values
d ]
01 [rerm z00z01 =~
0z |Prucess Indicator ‘°.v‘o
03 [update Bills i
o4 |Sort Sequence ‘N
| \ 0
LEMWGTH: & TYPE: Character O/R: Required M/S: Single
Submission
["'Save Parameter Set as Name: Description: “'Hold ® Submit
Destination Printer; DOUBLE-CLICK for available printars, NOPRINT for no printout, DATABASE to review on-line |
Recard: 1/1 (. .| Listofval.. | | z08C>
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Steps
Use the following steps to run the Batch Room/Meal/Phone Assessment process.
1. Access the Batch Room/Meal/Phone Assessment Process (SLRFASM).
2. If desired, select the Parameter Set that was previously saved, (use the Search
window to select the desired Parameter Set). All sets linked to the signed-on user
ID and job or report are available.

3. Perform a Next Block function to access the Printer Control Block.

4. Select Database from the LOV in the Printer field. This field indicates the
destination printer for output from the job or report.

Warning: Leave this field blank for jobs and reports that run with sleep/wake
processing. For these kinds of jobs and reports, enter the printer code as a
parameter.

Choices: Choices come from the Printer Validation (GTVPRNT) list. You can also use
these values:

blank - Use the system printer.
NOPRINT - Skip printing.

DATABASE - Save output for viewing on the Saved Output Review Form
(GJIREVO).

5. Note the Special Print field. This value comes from the Special Print Stock field
on the Process Maintenance Form (GJAJOBS). It can be changed.

Choices: For special forms, use the specific operating system forms command. Other
choices are:

LANDSCAPE (default) - Print across the wide side of the paper.
PORTRAIT - Print across the narrow side of the paper.
Note: This option is not available for Windows NT Server.
6. Note the Lines field. This denotes the number of lines per page and comes from
the Lines Per Page field on the Process Maintenance Form (GJAJOBS). It can be

changed. The default value is 55.

7. Note the Submit Time field. This is the Time when the job or report will be
submitted for processing.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

Perform a Next Block to access the Parameter Values Block. If a Parameter Set
has been selected, these values are already filled in, and you may skip to the
Submission Block.

Select the Term by using the Search window for the term value (STVTERM opens,
the appropriate term code is highlighted and the Select Record function is
performed). This is the term during which the Room/Meal/Phone Assessments exist.

Enter the Process Indicator in the form O (for only Outstanding Assessments) or
% (for ALL Assessments).

Set the Update Bills parameter to either Y or N. If set to Y, bills for the selected
population will be updated with the assessments.

Set the Sort Sequence parameter to | or N. | causes the output to be sorted in ID
number order, N causes the output to be sorted in Name order.

Perform a Next Block function to access the Submission Block.

Note the Save Parameter Set checkbox. It indicates whether the parameter
values should be saved as user-level defaults for the job or report. If you have one
set of defaults for the job or report, select this check box and leave the As fields
blank. If you have more than one set of defaults for the job or report, select this
check box and enter the name and description of the job parameter set in the As
fields.

Note the Hold/Submit Radio Buttons. They indicate whether the job or report is
held for later processing or run immediately. If the Hold button is selected, the
report or process is held for later processing from the operating system. A sequence
number appears in the Auto Hint when you Save the record. Use this number when
you submit the job from the operating system. If the Submit button is selected,
the job or report will be processed immediately when you Save the record.

Select the Submit radio button.
Select the Save icon.

Note the name of the report output in the lower left portion of the window:

Select Review Output [GJIREVO] from the Options Menu.
Enter the Report name you recorded above in the File Name field.
After reviewing the report, click on the Exit icon.

Click on the Exit icon again.

© SunGard 2004-2008 Location Management - Housing

Page 103



Assignment Roll Process
. :

Purpose

The Assignment Roll Process (SLRROLL) is used to roll one term’s room, meal, and phone
assignments forward to another term.

Banner form

Submission Controls GIAPCTL 2.0 (B

Process: ‘SLRROLL F|Assignment Roll Process Parameter Set: F

Printer Control

EI Special Print: Lines: |[55 Submit Time:

Printer:

Parameter Values

Number Parameters Values
] M
[or | [From Term [z00310 (]
[z [roTerm [zooa10
,F |Repurt Mode |U
E |Ro|| Room Assignrnents |Y
E |Room Assignment Status Code |AR B
IF [Room assignment Status Date [z0-a06-2003
’F |Rn|l Meal Assignments |N
’E |Mea| Assignment Status Code | -

LENGTH: & TYPE: Character OfR: Reqguired M/S: Sinale
Term from which existing assignments will be selected.

Submission

['save Parameter Set as Name: Description: “'Hold ® Submit

Destination Printer; DOUBLE-CLICK for available printers, MOPRINT for no printout, DATABASE to review an-line. |
Record: 111 | ] ... | Listofvalu.. | | «0gC=

Steps
Use the following steps to run the Assignment Roll process.
1. Access the Assignment Roll Process (SLRROLL).

2. If desired, select the Parameter Set that was previously saved, (use the Search
window to select the desired Parameter Set). All sets linked to the signed-on user
ID and job or report are available.
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3. Perform a Next Block function to access the Printer Control Block.

4. Select Database from the LOV in the Printer field. This field indicates the
destination printer for output from the job or report.

Warning: Leave this field blank for jobs and reports that run with sleep/wake
processing. For these kinds of jobs and reports, enter the printer code as a
parameter.

Choices: Choices come from the Printer Validation (GTVPRNT) list. You can also use
these values:

blank - Use the system printer.
NOPRINT - Skip printing.

DATABASE - Save output for viewing on the Saved Output Review Form
(GJIREVO).

5. Note the Special Print field. This value comes from the Special Print Stock field
on the Process Maintenance Form (GJAJOBS). It can be changed.

Choices: For special forms, use the specific operating system forms command. Other
choices are:

LANDSCAPE (default) - Print across the wide side of the paper.
PORTRAIT - Print across the narrow side of the paper.
Note: This option is not available for Windows NT Server.

6. Note the Lines field. This denotes the number of lines per page and comes from
the Lines Per Page field on the Process Maintenance Form (GJAJOBS). It can be
changed. The default value is 55.

7. Note the Submit Time field. This is the Time when the job or report will be
submitted for processing.

8. Perform a Next Block to access the Parameter Values Block. If a Parameter Set
has been selected, these values are already filled in, and you may skip to the
Submission Block.

9. Select the From Term by using the Search window for the term value (STVTERM
opens, the appropriate term code is highlighted and the Select Record function is
performed). This is the term from which existing assignments will be selected.

10. Select the To Term by using the Search window for the term value (STVTERM
opens, the appropriate term code is highlighted and the Select Record function is
performed). This is the term for which new assignments will be created.
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

Enter the Report Mode parameter. Choices are A (Audit) or U (Update). If Ais
selected, new records for the specified term will not be created.

Set Roll Room Assignment to indicate whether the Room Assignment record
should be rolled to the new term. Settings are Y (Roll to new term) or N (Do not roll
to new term).

Enter Room Assignment Status Code, using the Search window to access the
Room Assignment Status Codes (STVASCD opens, the appropriate Room Assignment
Status Code is highlighted, and the Select Record function is performed). This field
is optional.

Enter the Room Assignment Status Date in the format DD-MON-YYYY. This field
is optional.

Set Roll Meal Assignment to indicate whether the Meal Assignment record should
be rolled to the new term. Settings are Y (Roll to new term) or N (Do not roll to new
term).

Enter Meal Assignment Status Code, using the Search window to access the
Meal Assignment Status Codes (STVMSCD opens, the appropriate Meal Assignment
Status Code is highlighted, and the Select Record function is performed). This field
is optional.

Enter the Meal Assignment Status Date in the format DD-MON-YYYY. This field
is optional.

Set Roll Phone Assignment to indicate whether the Phone Assignment record
should be rolled to the new term. Settings are Y (Roll to new term) or N (Do not roll
to new term).

Enter Phone Assignment Status Code, using the Search window to access the
Phone Assignment Status Codes (STVPSCD opens, the appropriate Phone
Assignment Status Code is highlighted, and the Select Record function is
performed). This field is optional.

Enter the Phone Assignment Status Date in the format DD-MON-YYYY. This
field is optional.

Perform a Next Block function to access the Submission Block.

Note the Save Parameter Set checkbox. It indicates whether the parameter
values should be saved as user-level defaults for the job or report. If you have one
set of defaults for the job or report, select this check box and leave the As fields
blank. If you have more than one set of defaults for the job or report, select this
check box and enter the name and description of the job parameter set in the As
fields.

Note the Hold/Submit Radio Buttons. They indicate whether the job or report is
held for later processing or run immediately. If the Hold button is selected, the
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report or process is held for later processing from the operating system. A sequence
number appears in the Auto Hint when you Save the record. Use this number when
you submit the job from the operating system. If the Submit button is selected,
the job or report will be processed immediately when you Save the record.

24. Select the Submit radio button.

25. Select the Save icon.

26. Note the name of the report output in the lower left portion of the window:

27. Select Review Output [GJIREVO] from the Options Menu.
28. Enter the Report name you recorded above in the File Name field.
29. After reviewing the report, click on the Exit icon.

30. Click on the Exit icon again.
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Batch Scheduler
. :

Purpose

The Batch Scheduler Report (SLRSCHD) is used to create dormitory housing assignments in
batch mode, based on the applicant’s preferences.

Note: You must run the COBOL program SLRSCHE.pco first, to create a temporary
assignment file of data to be used in running SLRSCHD.

Banner form

subrnission Controls GIAPCTL 8.0

Process: ‘SLRSCHD F|Batch Scheduler Report Parameter Set: F

Printer Control

E Special Print: Lines: |[55 Submit Time:

Printer:

Parameter Values

Number Parameters Values
] M
|Prucess Term |200510 =
|Report Order |N
|Repor‘t Made |A

|Room Rate Code |

|Rnnm Assignment Status Code

|
[Room assignment status Date [
| |
| |

LEMNGTH: & TYPE: Character O/R: Required M/S: Single
Enter the term for which assignments will be created.

1|

BREEEEEE

Submission

[(Save Parameter Set as MName: Description: “'Hold ® Submit

Destination Printer, DOUBLE-CLICK for available printars, NOPRINT for no printout, DATABASE to review on-line. |
Record: 101 | | Listofvai.. | | =08C*

Steps
Use the following steps to run the Batch Scheduler.

1. Access the Batch Scheduler Process (SLRSCHD).
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2. If desired, select the Parameter Set that was previously saved, (use the Search
window to select the desired Parameter Set). All sets linked to the signed-on user
ID and job or report are available.

3. Perform a Next Block function to access the Printer Control Block.

4. Select Database from the LOV in the Printer field. This field indicates the
destination printer for output from the job or report.

Warning: Leave this field blank for jobs and reports that run with sleep/wake
processing. For these kinds of jobs and reports, enter the printer code as a
parameter.

Choices: Choices come from the Printer Validation (GTVPRNT) list. You can also use
these values:

blank - Use the system printer.
NOPRINT - Skip printing.

DATABASE - Save output for viewing on the Saved Output Review Form
(GJIREVO).

5. Note the Special Print field. This value comes from the Special Print Stock field
on the Process Maintenance Form (GJAJOBS). It can be changed.

Choices: For special forms, use the specific operating system forms command. Other
choices are:

LANDSCAPE (default) - Print across the wide side of the paper.
PORTRAIT - Print across the narrow side of the paper.
Note: This option is not available for Windows NT Server.

6. Note the Lines field. This denotes the number of lines per page and comes from
the Lines Per Page field on the Process Maintenance Form (GJAJOBS). It can be
changed. The default value is 55.

7. Note the Submit Time field. This is the Time when the job or report will be
submitted for processing.

8. Perform a Next Block to access the Parameter Values Block. If a Parameter Set
has been selected, these values are already filled in, and you may skip to the
Submission Block.

9. Select the Process Term by using the Search window for the term value (STVTERM
opens, the appropriate term code is highlighted and the Select Record function is
performed). This is the term for which assignments will be created.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

Set the Report Order parameter to N, |1 or P. N causes the report to be sorted in
Name order, | causes the report to be sorted in ID Number order and P causes the
report to be sorted in Priority order.

Enter the Report Mode parameter. Choices are A (Audit) or U (Update). If Ais
selected, new records for the specified term will not be created.

Enter the Room Rate Code for the assignments created by using the Search
window for the room rate code (STVRRCD opens, the appropriate rate code is
highlighted and the Select Record function is performed).

Enter the Room Assignment Status Code for the assignments created by using
the Search window for the Room Assignment Status code (STVASCD opens, the
appropriate room assignment status code is highlighted and the Select Record
function is performed).

Enter the Room Assignment Status Date in the form DD-MON-YYY.
Perform a Next Block function to access the Submission Block.

Note the Save Parameter Set checkbox. It indicates whether the parameter
values should be saved as user-level defaults for the job or report. If you have one
set of defaults for the job or report, select this check box and leave the As fields
blank. If you have more than one set of defaults for the job or report, select this
check box and enter the name and description of the job parameter set in the As
fields.

Note the Hold/Submit Radio Buttons. They indicate whether the job or report is
held for later processing or run immediately. If the Hold button is selected, the
report or process is held for later processing from the operating system. A sequence
number appears in the Auto Hint when you Save the record. Use this number when
you submit the job from the operating system. If the Submit button is selected,
the job or report will be processed immediately when you Save the record.

Select the Submit radio button.
Select the Save icon.

Note the name of the report output in the lower left portion of the window:

Select Review Output [GJIREVO] from the Options Menu.
Enter the Report name you recorded above in the File Name field.
After reviewing the report, click on the Exit icon.

Click on the Exit icon again.
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Housing Purge
[ ] .

Purpose

The Housing Purge Process (SLPHOUS) will purge the housing applications, and the
housing, meal plan, and phone assignments for the user specified terms and activity dates.
These assignment assessments must have been processed and accepted in the Accounts
Receivable module.

The user may choose either of two options: option 1 is a purge by term, and option 2 is a
purge by term and activity date.

Banner form

Subrnission Controls GIAPCTL 8.0 [

Process: |SLF‘HOUS F|Hnusing Module Purge Parameter Set: F

Printer Control

Printer: | EI Special Print: Lines: |55 Submit Time:

Parameter Values

Number Parameters Values
d ]
E |Process Term ‘ =
E |Purga Option ‘
’F |Actwity Date ‘
’E |Run Mode ‘
[ \
(] \
[ \
L] \ =

LEMWGTH: & TYPE: Character O/R: Required M/S: Single

Submission

["'Save Parameter Set as Name: Description: “'Hold ® Submit
Destination Printer; DOUBLE-CLICK for available printars, NOPRINT for no printout, DATABASE to review on-line |
Recard: 1/1 (. .| Listofval.. | | z08C>
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Steps
Use the following steps to run the Housing Module Purge.
1. Access the Housing Module Purge Process (SLPHOUS).
2. If desired, select the Parameter Set that was previously saved, (use the Search
window to select the desired Parameter Set). All sets linked to the signed-on user
ID and job or report are available.

3. Perform a Next Block function to access the Printer Control Block.

4. Select Database from the LOV in the Printer field. This field indicates the
destination printer for output from the job or report.

Warning: Leave this field blank for jobs and reports that run with sleep/wake
processing. For these kinds of jobs and reports, enter the printer code as a
parameter.

Choices: Choices come from the Printer Validation (GTVPRNT) list. You can also use
these values:

blank - Use the system printer.
NOPRINT - Skip printing.

DATABASE - Save output for viewing on the Saved Output Review Form
(GJIREVO).

5. Note the Special Print field. This value comes from the Special Print Stock field
on the Process Maintenance Form (GJAJOBS). It can be changed.

Choices: For special forms, use the specific operating system forms command. Other
choices are:

LANDSCAPE (default) - Print across the wide side of the paper.
PORTRAIT - Print across the narrow side of the paper.
Note: This option is not available for Windows NT Server.

6. Note the Lines field. This denotes the number of lines per page and comes from
the Lines Per Page field on the Process Maintenance Form (GJAJOBS). It can be
changed. The default value is 55.

7. Note the Submit Time field. This is the Time when the job or report will be
submitted for processing.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

Perform a Next Block to access the Parameter Values Block. If a Parameter Set
has been selected, these values are already filled in, and you may skip to the
Submission Block.

Select the Process Term by using the Search window for the term value (STVTERM
opens, the appropriate term code is highlighted and the Select Record function is
performed). This is the term for which assignments will be created.

Set the Purge Option parameter to 1 or 2. 1 causes the records to be purged by
term, 2 causes the records to be purged by term and activity date

Enter the Activity Date in the form DD-MON-YYYY. This field is optional.

Enter the Run Mode parameter. Choices are A (Audit) or U (Update). If Ais
selected, records for the specified term or term and activity date will not be purged.

Perform a Next Block function to access the Submission Block.

Note the Save Parameter Set checkbox. It indicates whether the parameter
values should be saved as user-level defaults for the job or report. If you have one
set of defaults for the job or report, select this check box and leave the As fields
blank. If you have more than one set of defaults for the job or report, select this
check box and enter the name and description of the job parameter set in the As
fields.

Note the Hold/Submit Radio Buttons. They indicate whether the job or report is
held for later processing or run immediately. If the Hold button is selected, the
report or process is held for later processing from the operating system. A sequence
number appears in the Auto Hint when you Save the record. Use this number when
you submit the job from the operating system. If the Submit button is selected,
the job or report will be processed immediately when you Save the record.

Select the Submit radio button.
Select the Save icon.

Note the name of the report output in the lower left portion of the window:

Select Review Output [GJIREVO] from the Options Menu.
Enter the Report name you recorded above in the File Name field.
After reviewing the report, click on the Exit icon.

Click on the Exit icon again.
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ACS Housing Interface
[

Purpose

The ACS Housing Interface Report (SLRBACS) reads Banner files and extracts the specified
data into a file for use by the Applied College Systems (ACS) Housing Information System
(HIS). The printed output is shown in a control report with totals of the records sent. A
transaction file is also produced, which is formatted and ready to be run through the ACS
HIS. This reduces the amount of data entry required in the Housing Information System.

Banner form

"5 Process Submission Controls GIAPCTL 8.0 (BANE) Jiei it T el

Process: |SLRBACS [7|ACS Hausing Interface Parameter Set: [7

Printer Control

Printer: | EI Special Print: Lines: Submit Time:

Parameter Values

Number Parameters Values
(7] ]

’T |Term code ‘ =
[z [address selection date 04-APR-2008

’E |nddress types ‘

[ \

[ \

[ \

L \

[ \ -

LENGTH: &6 TYPE: Character O/R: Required M/S: Single
Term code used ta select housing application recards.

Submission

[ Save Parameter Set as MName: Description: “'Hold ® Submit
Destination Printer; DOUBLE-CLICK for available printers, MOPRIMT for no printout, DATABASE to review an-line. |
Record: 111 [ .. | Listorvam... | | zosC=

Use the following steps to run the ACS Housing Interface Report.
1. Access the ACS Housing Interface Report (SLRBACS).

2. If desired, select the Parameter Set that was previously saved, (use the Search
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window to select the desired Parameter Set). All sets linked to the signed-on user
ID and job or report are available.

3. Perform a Next Block function to access the Printer Control Block.

4. Select Database from the LOV in the Printer field. This field indicates the
destination printer for output from the job or report.

Warning: Leave this field blank for jobs and reports that run with sleep/wake
processing. For these kinds of jobs and reports, enter the printer code as a
parameter.

Choices: Choices come from the Printer Validation (GTVPRNT) list. You can also use
these values:

blank - Use the system printer.
NOPRINT - Skip printing.

DATABASE - Save output for viewing on the Saved Output Review Form
(GJIREVO).

5. Note the Special Print field. This value comes from the Special Print Stock field
on the Process Maintenance Form (GJAJOBS). It can be changed.

Choices: For special forms, use the specific operating system forms command. Other
choices are:

LANDSCAPE (default) - Print across the wide side of the paper.
PORTRAIT - Print across the narrow side of the paper.
Note: This option is not available for Windows NT Server.

6. Note the Lines field. This denotes the number of lines per page and comes from
the Lines Per Page field on the Process Maintenance Form (GJAJOBS). It can be
changed. The default value is 55.

7. Note the Submit Time field. This is the Time when the job or report will be
submitted for processing.

8. Perform a Next Block to access the Parameter Values Block. If a Parameter Set
has been selected, these values are already filled in, and you may skip to the
Submission Block.

9. Select the Term Code by using the Search window for the term value (STVTERM
opens, the appropriate term code is highlighted and the Select Record function is
performed). This is the term for which assignments will be created.

10. Enter the Address Selection Date in the form DD-MON-YYY. This field defaults to
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

the system date.
Enter the Address Types. Up to two types may be entered.
Perform a Next Block function to access the Submission Block.

Note the Save Parameter Set checkbox. It indicates whether the parameter
values should be saved as user-level defaults for the job or report. If you have one
set of defaults for the job or report, select this check box and leave the As fields
blank. If you have more than one set of defaults for the job or report, select this
check box and enter the name and description of the job parameter set in the As
fields.

Note the Hold/Submit Radio Buttons. They indicate whether the job or report is
held for later processing or run immediately. If the Hold button is selected, the
report or process is held for later processing from the operating system. A sequence
number appears in the Auto Hint when you Save the record. Use this number when
you submit the job from the operating system. If the Submit button is selected,
the job or report will be processed immediately when you Save the record.

Select the Submit radio button.
Select the Save icon.

Note the name of the report output in the lower left portion of the window:

Select Review Output [GJIREVO] from the Options Menu.
Enter the Report name you recorded above in the File Name field.
After reviewing the report, click on the Exit icon.

Click on the Exit icon again.
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Summary
[

Let’s review

As a result of completing this workbook, you have

e identified Location Management/Housing control, rules, and code validation
forms

e created and analyzed Housing control and rules

o defined housing/meal/phone rates

o defined housing assignment and assessment rules

e defined buildings and rooms

e created room and meal applications

e created and maintained room, meal, and phone assignments

¢ identified the Location Management/Housing queries and reports.

Next step

Now you are ready to begin determining what information related to your buildings and
rooms, Residence Life records, and classroom records will be implemented within the
Banner Student Location Management/Housing module. Decisions will need to be made
based upon your organization’s needs as to which code validation forms and control and
rules forms will be used as well as what your values will be on these forms.
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Self Check
|

Directions

Use the information you have learned in this workbook to complete this self-check activity.

Question 1

What Banner form do you use to record information about a building?

Question 2

If your institution has defined a “non-smoking” code, how do you specify that a building is a
non-smoking building?

Question 3

How would you indicate that a building could be used for married student housing?

Question 4

Which form allows you to define a specific room in a building?
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Question 5

If the gender for a building is specified as “N/A” because it houses both male and female
students, but you want to indicate that particular rooms (for example, all the rooms on a
particular floor) are for either males or females, what do you need to do?

Question 6

How do you specify that a room is not to be available during a certain period?

Question 7

What forms do you need to use if a student has requested a specific residence room?

Question 8

How can you specify that a room assignment should be for more than one term?
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Question 9

How do you create a new room on the Room Definition Form (SLARDEF)?

Question 10

Why would you see an attribute already listed in the Attributes, Inactive Dates, & Comments

window of the Room Definition Form (SLARDEF) if you are defining a room for the first
time?

How can you enter an additional attribute?

Question 11

Which report is used to create dormitory housing assignments in batch mode, based on the
applicant’s preferences?

A. Dormitory Address Creation Report (SLRDADD)
B. Active Housing Assignments Report (SLRHLST)
C. Batch Room/Meal/Phone Assess Report (SLRFASM)

D. Batch Scheduler Report (SLRSCHD)
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Answer Key for Self Check

Question 1

What Banner form do you use to record information about a building?

Building Definition Form (SLABLDG)

Question 2

If your institution has defined a “non-smoking” code, how do you specify that a building is a
non-smoking building?

Specify the “non-smoking” code in the Attribute field on the Building Attributes,

Category, and Comments window.

Question 3

How would you indicate that a building could be used for married student housing?
Define the gender on the Building Definition Form (SLABLDG) as Not Available
(N/A) and leave it as N/A on the Room Definition Form (SLARDEF).

Question 4

Which form allows you to define a specific room in a building?

Room Definition Form (SLARDEF)

Question 5

If the gender for a building is specified as “N/A” because it houses both male and female
students, but you want to indicate that particular rooms (for example, all the rooms on a
particular floor) are for either males or females, what do you need to do?

Specify the gender for the particular rooms on the Room Definition Form
(SLARDEF).
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Question 6

How do you specify that a room is not to be available during a certain period?

Specify start and end dates and times for the inactive period in the Attributes,
Inactive Dates, & Comments window of the Room Definition Form (SLARDEF).

Question 7

What forms do you need to use if a student has requested a specific residence room?
e Dorm Room and Meal Application Form (SLARMAP)
e Housing and Term Control Form (SLATERM)

¢ Room Assignment Form (SLARASG)

Question 8

How can you specify that a room assignment should be for more than one term?

Enter a term code in the To Term field of the Dorm Room and Meal Application
Form (SLARMAP) that is later than the one in the From Term field.

Question 9

How do you create a new room on the Room Definition Form (SLARDEF)?

Enter the room number in the Room field, then defining it in the Room Definition
block and the other windows as necessary.

Question 10

Why would you see an attribute already listed in the Attributes, Inactive Dates, & Comments
window of the Room Definition Form (SLARDEF) if you are defining a room for the first
time?

If an attribute was already assigned to the building in which the room is located.

How can you enter an additional attribute?

Enter an additional attribute on the next line. (You can insert a new record if
there are already multiple attributes set and you want to set another one.)
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Question 11

Which report is used to create dormitory housing assignments in batch mode, based on the
applicant’s preferences?

A. Dormitory Address Creation Report (SLRDADD)
B. Active Housing Assignments Report (SLRHLST)
C. Batch Room/Meal/Phone Assess Report (SLRFASM)

D. Batch Scheduler Report (SLRSCHD)
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Appendix

mEEN
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Forms Job Aid

Form Full Name Use this Form to...
Control, Rule and Code Validation Forms
Create, update, and delete building codes, such as Biology

STVBLDG Building Code Validation Building, Gymnasium and Residence Hall.
Create, update and delete building and room attribute codes,
STVRDEF Building/Room Attribute Code Validation such as Auditorium, Music Room, Chemistry Lab, 2 Bedroom,

Apartment or Handicap Accessible.
Create, update and delete codes for room and meal application

STVARTP Room and Meal Application Type types, such as Housing Only or Meal Plan Only.
Validation
Create, update and delete room status codes, such as Inactive
STVRMST Room Status Code Validation or Room Being Repaired or Available.
Create, update and delete codes for room assignment statuses,
STVASCD Room Assignment Status Code such as Active, Inactive or Withdrawn.
Validation
Create, update and delete room rate codes, such as Suite —
STVRRCD Room Rate Code Validation Term Rate, Single Room — Daily Rate or Apartment — Monthly
Rate.
Create, update and delete housing application status codes, such
STVHAPS Housing Application Status Code as Active Application, Inactive Application or Withdrawn
Validation Application.
Create, update and delete meal rate codes, such as Breakfast
STVMRCD Meal Rate Code Validation Only, Lunch Only or Lunch and Dinner Only.
Create, update and delete meal assignment status codes, such
STVMSCD Meal Assignment Status Code Validation as Active, Inactive or Withdrawn.
Create, update and delete phone rate codes, such as Private
STVPRCD Phone Rate Code Validation Line — Monthly Rate, Shared Phone — Daily Rate or Phone

Charge — Term Rate.
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Form Full Name Use this Form to...

Create, update and delete phone assignment status codes, such
STVPSCD Phone Assignment Status Code as Active, Inactive or Withdrawn.

Validation

Create, update and delete campus codes, such as Main Campus,
STVCAMP Campus Code Validation Downtown Campus or Foreign Campus.

Create, update and delete county codes, such as Delaware,
STVCNTY County Code Validation Montgomery or Luzerne.

Create, update and delete college codes, such as College of
STVCOLL College Code Validation Engineering, College of Law or College of Music.

Maintain Department codes such as History Department,
STVDEPT Department Code Validation Counseling Department or Undeclared.

Maintain information for sites, including site names and
STVSITE Site Code Validation addresses.

Create, update and delete state and province codes, such as
STVSTAT State/Province Code Validation Delaware, British Columbia or Pennsylvania.

Create, update and delete term codes, such as 200920 Spring
STVTERM Term Code Validation 2009 of 0809 Aid Year or 200810 Fall 2007 of 0708 Aid Year.

Establish Detail codes. This module uses detail codes to define
TSADETC Detail Code Control housing fees.

Rule Forms

Create and maintain the rules used in the assessment of dorms,
SLALMFE Room/Meal/Phone Rate Code Rules meals and phones assignments. Validation codes must be

created on STVRRCD, STVMRCD and STVPRCD first.

Control certain housing assignment and assessment attributes,
SLATERM Housing Term Control including permitting assignments, assess housing, meal plan and

phone assessments, setting the effective date for assessments

and the roommate sequence number.

Set and maintain the rules associated with room assignment
SLAASCD Room Assignment Status status for a specific term. Status codes must be set up on

STVRMST first.

Set and maintain the rules associated with a student’s meal
SLAMSCD Meal Assignment Status status. Codes must be set up on STVMSCD first.
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Form Full Name Use this Form to...
Set and maintain the rules associated with a student’s phone
SLAPSCD Phone Assignment Status status. Status codes must be set up on STVPSCD first.
Day-to-Day Forms
Build and maintain data about all the buildings used in Location

SLABLDG Building Definition Management for housing assignments, classrooms and event

scheduling.

Define rooms by term, including capacity, type and building
SLARDEF Room Definition categories and attributes.

Enter and maintain room and meal application information for a
SLARMAP Dorm Room and Meal Application particular student. Must be created before room assignment can

be made.

Create and maintain roommate applications by term used in the
SLARMAT Roommate Application batch scheduling process.

Create and maintain information pertaining to applicants’ room
SLARASG Room Assignment assignments.

Create and maintain information pertaining to the applicant’s
SLAMASG Meal Assighment meal assighments for a specific range of terms.

Create and maintain information pertaining to an applicant’s
SLAPASG Phone Assignment phone assignments.

Reports and Queries
Create dormitory address information from the housing
SLRDADD Dormitory Address Creation Report assignments. (Address is maintained in SLABLDG).
List all of the active housing assignments.

SLRHLST Active Housing Assignments Report

Provide batch assessment for room, meal and phone charges.
SLRFASM Batch Room/Meal/Phone Assess Report

Roll one term’s room, meal and phone assignments forward to
SLRROLL Assignment Roll Process another term.

Create dormitory housing assignments in batch mode, based on
SLRSCHD Batch Scheduler the applicant’s preferences.

Purge housing applications, housing, meal plan and phone
SLPHOUS Housing Purge assignments for the user specified terms and activity dates.

. e e
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Form Full Name Use this Form to...
Read Banner files and extract the specified data into a file for
SLRBACS ACS Housing Interface use by the Applied College Systems (ACS) Housing Information
System (HIS).
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Terminology
]

Control form

A Control form provides the ability for end users to indicate what functionality related to a module’s processing functionality will be
invoked.

Rules form

A Rules form provides the ability for end users to define your institution’s information that will allow Banner the capability to consistently
apply the information to the appropriate records.
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