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Banner Financial Aid
Training Workshop 5
Agenda

Training Topics
· Return of Title IV Funds

· Title IV Authorizations

· Common Functions: Satisfactory Academic Progress (SAP)

· Student Employment

· Transfer Monitoring

Meeting Logistics

	Item
	Description

	Date
	June 30- July 2, 2009

	Time
	8:30 – 4:30

	Location
	Remote


Attendees

	Role
	Name

	Facilitator
	Carol Linsley, Senior Financial Aid Functional Consultant

	Other Participants
	· Financial Aid Implementation Team

· Technical staff responsible for support of Banner Financial Aid

· Institutional representatives responsible for Return of Title IV Funds for students who withdraw (Registrar’s Office, Student Accounts Office, Financial Aid Office)

· Person(s) responsible for defining, assigning, and collecting student tracking requirement documents, including Title IV Authorizations

· Person(s) responsible for development and application of the Satisfactory Academic Progress policy

· Financial Aid, Human Resources and Payroll staff responsible for authorizing placement and payment of student employees

· Person(s) responsible for processing Transfer Monitoring records




	Technical Requirements
	· A quality speaker phone if the learners will all participate in the same classroom

· A computer for each participant and a projector so that all participants can view the remote screen.

· Instructions for connecting to the virtual classroom are described in the ‘Connecting to the Virtual Classroom’ section of this agenda.




Pre-Work

· Read Chapter 2 – Processing in the Banner Financial Aid User Guide
· Read Chapter 4 – Reports and Processes in the Banner Financial Aid User Guide
· Read Title IV Handbook produced by SunGard Higher Education

· Obtain the following training materials.  
(Print or have available electronically during the workshop.)
	Reference Materials
	File Name

	Workbooks
	FA-Student Employment
FA-Transfer Monitoring

	PowerPoint

Presentations
	FA – Return to Title IV

FA – Satisfactory Academic Progress 

FA-Student Employment
FA- Transfer Monitoring

	Financial Aid User Guide
	Chapter 2 – Processing (Satisfactory Academic Progress Processing)
Chapter 2 – Processing (Student Employment Procedures)



	SunGard Handbooks
	Title IV Handbook


Purpose

· The purpose of this training workshop is to train on the Return of Title IV Process and Title IV Authorizations and the interaction between the Registrar, Bursar, and Financial Aid.  In addition, training will be provided on the setup and processing for Satisfactory Academic Progress, Student Employment and Transfer Monitoring.  
Desired Outcomes

After completing this workshop, the participants will be able to do the following:

Return of Title IV Funds
· Identify the rules and validation forms that support the Return of Title IV Funds in the Banner systems (Financial Aid, Student, Accounts Receivable)

· Identify students who have withdrawn (manually and through reports)

· Withdraw students; create withdrawal records in the Banner Student system online and batch processing
· Calculate the return of Title IV funds for those who have withdrawn (online and batch
· Produce associated reports that support Return of Title IV Funds
Creating and Maintaining Title IV Authorizations

· Create student authorizations for use of Title IV payments and credits in both the Banner Financial Aid system and alternatively in the Banner Accounts Receivable system
· Execute the process to load the students’ Title IV Authorizations from the Banner Financial Aid Requirements Tracking module to the Banner Accounts Receivable system
Common Functions: Satisfactory Academic Progress

· Identify the rules and validation forms that support SAP
· Execute the SAP calculation process online and batch

· Examine the results of the SAP calculation process using the online Banner Financial Aid system forms

Student Employment

· Identify the rules and validation forms that support Student Employment processing

· Create student referral forms and default information to the student authorization form

· Create employment authorization forms without referrals

· Manually enter and adjust payroll earnings 

· Execute the Student Employment/Human Resources payroll interface process

· Produce associated Student Employment reports
· Financial Aid to Human Resource and Payroll interface
Transfer Monitoring

· Identify the validation form that supports Transfer Monitoring

· Discuss criteria for a population selection to identify transfer students 

· Add students to Transfer Monitoring manually and via the automated process

· Extract records from the Transfer Monitoring form

· Review Transfer Monitoring data on Banner applicant forms

· Outline the steps involved with loading alert files

· Understand the purpose of the award validation process in monitoring student eligibility prior to disbursement

Connecting to the Virtual Classroom

	Invitation to Live WebEx Session


	Your consultant will send you an e-mail invitation to the scheduled training. The e-mail invitation will contain the following information:

· Topic

· Host 

· Date

· Time

· Session Number

· Session Password




	Log in into the Live WebEx Session


	There are several ways to log into the Live WebEx Session.

From your e-mail invitation:

· Click on attached link

· Click “Join”

· Enter your name and e-mail address information

· Enter session password

· Follow instructions that appear on your screen

Using the Session Number:

· Enter https://sungardhe.webex.com
· Enter Meeting number 

· Click on “JOIN”

· Enter your Name, E-mail Address and Session Password

Using the “Search For” Function:

· Enter https://sungardhe.webex.com
· Enter either the:

· Host Name

· Meeting Topic

· Any word in the meeting agenda

· Click “SEARCH”

· Locate your session and click “start”




	Day of Class Phone Instructions


	Please dial into the call using the information below:

US/Canada Toll Free - 800-653-7499

Conference ID – XXXXXXX
For additional local International dial in numbers direct your web browser to http://education.sungardhe.com/intldialin.
This information will also display once you log into the Live Session

	Experiencing Technical Difficulties?
	If you have technical difficulties or questions, you can contact technical support at 866-229-3239 or access http://support.webex.com



Agenda Topics  
Day 1 June 30, 2009
	Topic
	Time

	· Agenda review

· Follow-up from workshop 4 topics. 

· Return of Title IV Funds knowledge transfer of forms, processes and reports
· Title IV Authorizations knowledge transfer of forms, processes and reports
	9:00 – 12:00 p.m. 

	Lunch
	12:00 – 1:00 p.m.

	· Return of Title IV Funds hands-on

· Title IV Authorizations hands-on

· Transfer Monitoring knowledge transfer of forms, processes and reports 

· Transfer Monitoring hands-on

· Daily wrap-up
	1:00 – 4:00 p.m.


Day 2 July 1, 2009
	Topic
	Time

	· Any carry over topics from Day 1
· Satisfactory Academic Progress  knowledge transfer of forms, processes and reports 
	9:00 – 12:00 p.m.

	Lunch
	12:00 – 1:00 p.m.

	· Satisfactory Academic Progress hands-on 

· Daily wrap-up
	1:00 – 4:00 p.m.


Day 3 July 2, 2009
	Topic
	Time

	· Any carry over topics from Day 2
· Student Employment knowledge transfer of forms, processes & reports
	9:00 – 12:00 p.m.

	Lunch
	12:00 – 1:00 p.m.

	· Student Employment hands-on
· Review of follow-up issues

· Assignments for next visit

· Workshop wrap-up
	1:00 – 4:00 p.m.


Decisions

	Action Item

	Identify and discuss policy issues, particularly those related to Return of Title IV Funds and Authorizations, Satisfactory Academic Progress, Student Employment, and Transfer Monitoring.  Refer to the FA Task Log for specific decisions that should be made.  


Post Trip Client Assignments

	Action Item

	Refer to the FA Task Log and Trip Report for specific rule and validation tables that need to be completed.  
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