Consulting  
 Agenda

1 Meeting Logistics

	Item
	Consulting Workshop 1 Agenda

	Date
	May 11-13, 2010 

	Time
	9:00 - 5:00 

	Location
	Foothill DeAnza

	Contact
	Noelle Hylton email: noelle.hylton@sungardhe.com 510.368.4086


2 Pre-Work

Recommended participants:

Advancement Topics

· Advancement implementation team

· Others with knowledge of or responsibility for procedures related to maintaining biographic and demographic information for advancement individuals and organizations

· Others with knowledge of or responsibility for procedures related to establishing campaigns and designations

· Others with knowledge of or responsibility for basic pledge and gift processing
Materials needed for this session:

These materials will be needed for this workshop.

	Reference Materials
	File Name

	Workbooks
	Workbooks covered to date

	PowerPoint

Presentations
	

	Other
	Validation spreadsheet 
User Guide-Reports and Processes (Banner Delivered Reports and Scripts) 


3 Purpose

The purpose of this first consulting session is to review and address the following topics:

· Advancement Individual and Organization Processing - Discussion and Decisions

· Campaign/Designation Structure

· Advancement Individual, Organization, Campaign, Designation and Pledge and Gift Processing Validation Tables

· Begin practicing Advancement interfaces

· Discussion of Rules for split credit 

· Discussion of Acknowledgement and Receipting needs

· Explanation of Banner Security Classes

· Discussion of Reporting Needs and Strategy

· Begin Data Mapping and Set Timelines for Test Conversion

· Resolution of Shared Data Issues

4 Desired Outcomes

After completing this workshop, the participants will be able to demonstrate a clear understanding of the following:

· Policies and procedures related to Advancement Individual and Organization processing

· Validation table values and rules
· Options for campaign/designation structure
· Split recognition credit based on the needs of the institution 
· Split recognition credit based on the needs of the donor 
· Review timeline for data migration and reporting activities
· Resolution of shared data issues
Post trip client assignments

· Complete Advancement Individual, Organization, Campaign and Designation validation tables

· Address Pledge and Gift/Pledge Payment validation tables

· Determine reporting needs 

· Begin mapping legacy data into Banner

· Begin documenting procedures
5 Agenda & Minutes

The following topics will be covered during the approximate timeframes (Day 1).
	Topic
	Time
	Owner
	Minutes

	· Spend ½ day with Francis reviewing topics covered to date.  Robin will let me know if we want to add ½ day to the session to ensure that we stay on track.  We can also stay late if needed each day or work through lunch. Robin and I will touch base prior to the visit and determine. 
	9:00-12:00

	Noelle Hylton
	Noelle Hylton and FHDA Advancement Implementation Team 

	· Review of set up – 

· AGACTRL 

· Rule Classes on ATVGIFT

· Rule Classes on ATVPLDG

· FOAPALs on ADADESG 

· Cashiering Session

· Feed Gifts to Finance
· View Additional Gift Information

· Gift Query Forms

· Reports
· Daily Wrap Up

	1:30 - 4:30
4:30 – 5:00
	Noelle Hylton
	Noelle Hylton and FHDA Advancement Implementation Team 


The following topics will be covered during the approximate timeframes (Day 2).
	Topic
	Time
	Owner
	Minutes

	· Review any training topics related to Advancement Individual and Organization Processing

· Address any shared data issues related to Advancement Individual and Organization Processing

· Determine how all Advancement Individual and Organization data entry forms will be used


	9:00-12:00
	Noelle Hylton
	Noelle Hylton and FHDA Advancement Implementation Team 

	· Review Advancement Individual and Organization validation tables

· Develop Campaign/Designation Structure

· Decide how solicitations will be tracked

· Review Campaign/Designation validation tables

· Daily wrap-up
	1:30-4:30
4:30 – 5:00
	Noelle Hylton
	Noelle Hylton and FHDA Advancement Implementation Team 


The following topics will be covered during the approximate timeframes (Day 3).
	Topic
	Time
	Owner
	Minutes

	· Continue working on Campaign and Designation validation tables
· Review any topics related to Pledge and Gift processing
· Determine how all Pledge and Gift forms will be used
· Review and set up rule form
· Review any topics related to Pledge and Gift processing
· Discussion of Acknowledgement and Receipting needs


	9:00-12:00
	Noelle Hylton
	Noelle Hylton and FHDA Advancement Implementation Team 

	· Review any topics related to Pledge and Gift processing
· Discussion of Acknowledgement and Receipting needs

· Explanation of Banner security classes 
· Begin data mapping and set timelines for test conversion

· Resolution of shared data issues

· Assignments for next visit

· Workshop wrap-up

	1:15-4:00
4:00 – 4:30

4:30 – 5:00


	Noelle Hylton
	Noelle Hylton and FHDA Advancement Implementation Team 


6 Decisions

7 Action Items

Describe Action Items or refer to separate action item spreadsheet

	Action Item
	Owner
	Due Date
	Status

	Complete assigned user exercises.
	
	
	

	Review existing related policies and procedures and begin developing new procedures to accompany Banner processing.
	
	
	

	Complete assigned validation tables and rules forms.
	
	
	

	Identify and discuss policy issues related to above topics
	
	
	


Due Date:

Status:  

8 Addendum – Validation Forms

This will be added during our session and reflected in the follow-up trip report. If there is any validation tables that you would like addressed during our session, please feel free to let me know.  Users are also encouraged to take notes during the session regarding any validation tables that they would like revisited.  We will also populate via the Master Validation spreadsheet. 

	Form Name
	Form Description
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