







Training Workshop Three











Agenda

1 Meeting Logistics

	Item
	Training Workshop 3 Agenda

	Date
	3/30/2010 – 4/1/2010

	Time
	9:00-5:00

	Location
	FHDA TBD 


2 Pre-Work

Recommended participants:
Advancement Topics

· Advancement Implementation Team

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

· Select staff with the knowledge of or responsibility for entering and maintaining pledge and gift information

· Technical staff responsible for the support of Banner Advancement

· Members from the Financial Aid and Finance offices may like to be included when the overview of the interfaces is discussed
Materials needed for this session:

These materials will be needed for this workshop.

	Reference Materials
	File Name

	Workbooks
	AD-Campaigns-8_X-WB.pdf

AD-Designations-8_X-WB.pdf

AD-PledgeProcessing-8_XWB.pdf

AD-GiftProcessing-8_X-WB.pdf

IF-AD_To_Finance-8_X-WB.pdf



	PowerPoint

Presentations
	Adv-PledgeProcessing-8_X_PPT.pdf

IF-AdvToFinanceInterface-8_XPPT.pdf



	Other
	Banner Advancement User Guide                                                    Validation Forms

Interfaces – Advancement to Finance Section

Campaigns

Designations

Pledge  and Gift/Pledge Payment 

Cashiering 


3 Purpose

The purpose of the second training session is to expand on the topics of Campaign and Designations which were introduced at the end of training workshop 1.   Through the discussion of Designations, we will see how BANNER Advancement interfaces with both BANNER Financial Aid and the Finance modules (either BANNER or non-BANNER finance).  We will then move on to entering basic pledges and gifts, review the processes and reports associated with pledge and gift entry, and wrap the session up with a review of the Feed to Finance process.
4 Desired Outcomes

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

Campaign Module

· Understanding Campaign structures

· Building Campaigns

· Associating Designations and Solicitation data with Campaigns

Designation Module

· Definition of a Designation

· Working with Designation Supervisors and adjustments

· Using the Stewardship Financial Aid link

· Designation Finance System Data

Gift and Pledge Modules

· Posting Pledges in Banner

· Using the Pledge/Gift Default Form

· Using the Pledge Mass Entry Form

· Posting Gifts in Banner

· Balancing, Closing, and Finalizing Cashiering Sessions

· Using Banner query forms to view gift and pledge information

Interface to Finance System

· Advancement Control Form

· Gift and Pledge Rule Classes

· Designation Finance Data

· Posting Gifts and Pledges

· Finalizing Cashiering Sessions

· Run the Pledge feed and Gift feed processes
5 Agenda & Minutes

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

	· Introductions of all individuals present.

· Discussion and questions of issues that have come up since the first workshop

· Agenda review

· Review of topics covered on previous visit

· Enter a person into BANNER – make them an Advancement Individual

· Enter a non-person into BANNER – make them an Advancement Organization

· Discussion of Designations

· Set up needed to Create Designations 

· Designation Validation Tables

· Shared Validation Tables

· Interface to Finance System - AGACTRL


	9:00-9:15
9:15-10:00
10:00-11:00
11:00-12:00
	Noelle Hylton
	FHDA Implementation Team

	· Creating Designations 

· Designation Form – the Designation Header Block – Adding code, name, restrict, web, college, type, VSE, Start and End dates, Status, Group, and Department.   

· Other information on the header block

· Designation IDs

· Designation Attributes

· Designation Financial Aid

· Designation Class Years

· Finance Information

· Designation Adjustments

· Designation Comments

· Designation Query Forms

· Daily wrap-up
	1:00-4:30
4:30-5:00


	Noelle Hylton
	FHDA Implementation Team


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

	· Review of Day 1

· Campaign Structures

· Discussion and Demonstration of Banner Campaign/Designation Structure.

· What is a campaign?  

· What should your structure be based on?  

· How do annual campaigns differ from capital/comprehensive campaigns?  

· What information is attached to campaigns, designations, pledges and gifts?

· Set up Needed to Create Campaigns – Validation Tables

· Creating Campaigns

· Campaign Header Form – Adding Campaign Type, Default Designation, Start and End dates, and Campaign Goals

· Adding Mail Codes to Campaigns

· Linking Designations to Campaigns 

· Tracking Expenses

· Tracking Solicitations Associated with Campaigns

· Tracking Solicitor Organizations Associated with Campaigns

· Tracking Solicitors Associated with Campaigns

· Campaign Comments

· Campaign Query Forms 

· Practical Scenarios – Set up a campaign and designations.   Link the designation(s) to your campaign
· Daily wrap-up

	9:00-10:00
10:00-12:00


	Noelle Hylton
	FHDA Implementation Team

	· Institution Split Credit Rules

· Individual Split Credit Rules

· Set up needed for Entering Pledges – Validation Tables

· Entering Pledges

· Entering a Pledge with a single Campaign/Designation

· Entering a Pledge with multiple Campaign/Designations

· Enter a Conditional Pledge

· Using Pledge Defaults

· Entering Solicitation Information

· Setting up Pledge Installments

· Assigning Hard Credit

· Assigning Soft Credit

· Pledge Auxiliary Amounts

· Pledge Associated IDs

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


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

	· Review of Day 2

· Mass entry of Pledges

· Set up needed for entering Gifts – Validation Tables

· Entering Gifts

· Entering a Gift with a single Campaign/Designation

· Entering a Gift with multiple Campaign/Designations

· Using Gift Defaults

· Enter a Pledge Payment

· Gift Associated IDs

· Gift Auxiliary Amounts

· Voiding and Adjusting simple Gifts, Pledges, and Pledge Payments
	9:00-10:00
10:00-12:00


	Noelle Hylton
	FHDA Implementation Team 

	· Interface to Finance/Financial Aid
· Review of set up – 

· AGACTRL 

· Rule Classes on ATVGIFT

· Rule Classes on ATVPLDG

· FOAPALs on ADADESG and Fund Codes
· Cashiering Session

· Feed Gifts to Finance

· Feed Pledges to Finance

· View Additional Gift Information

· Gift Query Forms

· Reports

· Review of follow up issues

· Assignments for next visit

· Workshop wrap-up
	1:00-3:00
3:00-4:00
4:00-4:30

4:30-5:00


	Noelle Hylton
	FHDA 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, particularly those related to shared data, and data standards.
	
	
	


Due Date:

Status:  
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