







Training Workshop One











Agenda

1 Meeting Logistics

	Item
	Training Workshop 1 Agenda

	Date
	Feb 2-4, 2010 

	Time
	9:00-5:00

	Location
	Foothill DeAnza Community College District–Training Room D270


2 Pre-Work

Recommended participants:
· Advancement Implementation Team

· Select staff that will be entering and querying data in the Banner system
· Technical staff responsible for the support of Banner Advancement
Materials needed for this session:

These materials will be needed for this workshop.

	Reference Materials
	File Name

	Workbooks
	AD_Overview_8_X_WB.pdf
GE_Fundamentals_8_X_WB.pdf

GE_SharedData_8_X_WB.pdf



	PowerPoint

Presentations
	AD_Overview_8_X_PPT.pdf

GE_Fundamentals_8_X_PPT.pdf

GE_SharedData_8_X_PPT.pdf

	Other
	Banner Advancement User Guide 

Advanc80X00u.pdf


3 Purpose

The purpose of the first training session is to define roles and expectations for the Advancement implementation team, review the Banner Advancement System Education Plan and discuss policies and procedures applicable to data entry of Advancement information.  In addition, the Advancement team will introduced to SunGard Higher Education resources that will help the team during the implementation.
4 Desired Outcomes

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

Banner Advancement Implementation Kickoff Topics

· The implementation process

· The consultant/client responsibilities

· The Advancement Education Plan

· The implications of rule and validation forms

· How to relate current polices and procedures to the manner in which Banner works

· SunGard Higher Education resources (e.g., Customer Support Center, listservs, documentation, training materials, etc.)
Training Topics

· Banner system navigation 

· Banner General system features: My Banner Menus, User Preferences, QuickFlow, Data Extraction, Job Submission and Review of Banner Advancement Reports

· Banner Advancement System Overview

· Banner Systems Shared Data

· Common Matching

· Overview of Advancement Interfaces

5 Agenda & Minutes

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

	· Introductions of all individuals present.

· Education plan review

· Expectations, roles, and responsibilities

· Resources discussion (users guide, training materials, consultant, On-Line Help, Actionline, listservs)

· Agenda review
· Advancement Control Form

	9:00-12:00
	Noelle Hylton
	FHDA Advancement Team Leads 

	· Discussion of the Banner “Donut”

· Shared data

· Discussion of common shared data challenges

· Shared Validation Tables – use and access Banner System Navigation

· Daily wrap-up

	1:00-4:30
4:30-5:00


	Noelle Hylton 
	FHDA Advancement Team Leads


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

	· Review of Day 1
· Practice Banner system navigation

	9:00-9:30

9:30-12:00

	Noelle Hylton 
	FHDA Advancement Team Leads

	· Review of Banner General System features

· My Banner

· User Preferences

· QuickFlow

· Data Extraction

· Job Submission

· Daily Wrap Up
	1:00-4:30
4:30-5:00
	Noelle Hylton
	FHDA Advancement Team Leads


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

	· Review of Day 2
· Common Matching
· About the Common Matching Process

· Using Common Matching

· Common Matching and Batch Loads

	9:00-9:30
9:30-12:00
	Noelle Hylton
	FHDA Advancement Team Leads

	· Introduction to Banner Advancement Interfaces
· Student to Advancement

· Advancement to Financial Aid

· Advancement to Finance

· Advancement to Human Resources

· Daily Wrap Up 
· Workshop wrap-up
	1:00-4:00
4:00-4:30

4:30-5:00
	Noelle Hylton 
	FHDA Advancement Team Leads


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, particularly those related to shared data, and data standards.
	
	
	


Due Date:

Status:  
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