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Foothill De Anza Community College District 

Follow-up Report for May 11-13, 2010

Banner Advancement Consulting Session 1
Topics Covered To Date  

May 14, 2010

	Account Information

	Project name:
	Foothill De Anza Community College District 

	Prepared by:
	Noelle Hylton 

	
	Senior Banner Advancement Functional Consultant

	 
	Noelle.Hylton@sungardhe.com

	
	510.368.4086


	Distribution

	SunGard Higher Education 
	Senior Project Manager
	Debra Treacy 

	SunGard Higher Education
	Senior Technical Consultant
	Lee Millen 

	Foothill De Anza Foundation
	Assistant Director 
	Robin Lyssenko


	Objectives


· 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
	Progress Report

	Accomplishments


· Advancement Individual and Organization Processing - Discussion and Decisions

· We successfully reviewed and updated Individual and Organization Validation Tables.
· We discussed that the team will review the Quick Flows that were set up in TST8 and update accordingly. 

· Campaign/Designation Structure

· We discussed that year specific campaigns would be used.  In DonorWorks, campaigns are not always being used. Robin will address during her mapping session with Lee Millen how this will be mapped.  We discussed that campaigns could be created based on gift and pledge dates. 

· We reviewed how to create designation and campaigns and reviewed required fields.   

· We also reviewed the Designation Table Loader Information; we reviewed how this will be populated. 
· We discussed that the designation code #’s were going to mimic Finance’s fund #’s.  However, we reviewed that each fund also has a unique account for example: 

· Gala Event 

· Gala Auction 

· Gala Sales Ticket 

As a result, Advancement will not able to use the fund #, since this code must be unique.  We discussed the following options: 

1. Finance can create a FOAPAL for each designation 

2. Advancement can use their own designation codes; they can be numeric, alpha or both. 
Notes:  We met with Martin and we discussed that Advancement would use their own designation#; Robin will decide what format will be used.  We also discussed that the expenditure field may be used for storing scholarship accounting information.  We will review some additional fields where this can be stored.  I would prefer to store this in a different field, if this functionality is implemented in the future. 
Reviewed how to create auxiliary information via AGAGAUX and AGAPAUX.  We did this for the gala amounts that are non taxable.  We also reviewed how stocks are entered, we will need to revisit and I will see if I have a best practice on. 

· Advancement Individual, Organization, Campaign, Designation and Pledge and Gift

· We successfully reviewed how premium and auxiliary information will be entered in Banner. Robin will also review the supplemental document that was distributed during my last visit and we will review during my next visit.   We reviewed the following: 
· Gifts will be created on AGAGIFT or AGAGMAS

· Designations will be identified for taxable as well as non taxable contributions

· AGAGAUX will be populated with the amount that the gift was booked for as well as the current value

· AGAGAUX will be populated with the amount that the gift was booked for as well as the amount of the non taxable deductions
· We successfully reviewed how in honor and memory gifts will be entered.  The transactions will be populated as follows: 

· AGAGIFT or AGAGMAS and the gift class will = In Honor or In Memory Of 

· AGAGASC will be used and a type will = In Honor or In Memory of 

· The First and Last Name Fields are required (a searched will be conducted to search for a record).  If a record is not in Banner the gift processor will decide if a constituent record should be created.  If it is determined that a record will not 

Notes: A default Id of In Honor/In Memory of will need to be created in PROD.  Pledges will not be populated with in honor and in memory of data; Robin mentioned that this isn’t currently being tracked.    

· We successfully discussed how anonymous gifts will be entered.  This can be populated 2 ways: 

· AGAGMAS or AGAGIFT and gift class will = anonymous using the constituents record. 

Or 

· Create a Constituent Id with the name of Anonymous and record gifts under this id.  
Notes:  We will need to revisit during our next session.  Since, Kathy will be doing reporting for Organizations and Individuals we will want to discuss if it is necessary to breakdown these records rather than consolidating all anonymous gifts.  

We will also review this during our next visit.  
· We successfully reviewed how to enter 3rd party pledges via AGAPLDG in the Vehicle field.  

Notes:  We will review how 3rd party payments are entered during my next visit in June. 
· We successfully reviewed all validation tables covered to date.  While reviewing the CA Validation table I mentioned to Robin that approx 18 validation tables were missing from the spreadsheet.  I will be looking into and will send Robin the validation tables that were missing from the spreadsheet.  The following Validation tables were reviewed: 

	Validation Table
	Comment 

	ATVDONR
	Donor Works currently stores gift society information in this functionality.   In June we will be reviewing the Gift Society Module. 

	ATVDOTT
	 

	ATVEMPS
	

	ATVEXCL
	We discussed creating codes that are specific for mailings for example theatre arts.  These codes will be created post go-live.

	ATVEXRS
	This is used for wealth screening purposes or 3rd party ratings

	ATVFUND
	This will be used we may want to defer this to Laura and Jennifer to update. 

	ATVINCM 
	

	ATVIGRP
	Will add additional codes based on what is added on ATVFUND. 

	ATVJOBL
	

	ATVOCON
	

	ATVPRCD
	TBD if we will use this functionality 

	ATVVIPC
	TBD if we will use this functionality

	ATVPRTP
	TBD if we will use this functionality

	ATVSALU
	Preferred salutation we are thinking that this is how we want to store preferred salutation for dmsalutation_4

	ATVSICC
	

	ATVXREF
	I need to send Robin a better example

	GTVMAIL
	Will not be using, instead GTVLETR will be used and the SURLOAD process will be used.   This will not be needed for go-live. 

	GTVNTYP
	Waiting to hear back from the other areas if this functionality will be used.  If so, if Advancement owns the data will they be using the Current Name functionality or will alternate names be used? 

	GTVSUBJ
	We reviewed how this can be used for statement of purpose.  We will also address when we review the Prospect module for research information.  

	GTVZIPC
	

	STVACCG
	TBD if this functionality will be used for activities

	STVACTC
	Work in Progress-Remember this is a shared form so we should think about starting codes with IA%

	STVACTP
	TBD if this functionality will be used for activities

	STVASRC
	

	STVCAMP
	

	STVATYP
	Need to discuss with Core group what additional address types Advancement will need. We discussed Home, Business and Seasonal. 

	STVGEOD 
	

	STVGEOR
	

	STVHOND
	

	STVINIT 
	

	STVLEAD
	

	STVLGCY
	

	STVMAJR
	

	STVMRTL
	We discussed that this will be reviewed with the Banner Core group 

	STVNATN
	

	STVORIG
	

	STVRELG
	

	STVSBGI
	

	STVSTAT
	

	STVTELE
	

	ATVADJT
	

	ATVDATR
	Robin will work with Financial Aid and Review.  This doesn’t have to be done for go-live. 

	ATVDGRP
	Codes will be created based on division

	ATVDITP
	We reviewed codes for scholarship information.  We also discussed that budgeter information can also be stored here in the future. 

	ATVDSTA
	

	ATVDSTP
	

	ATVASSC
	

	ATVCMTP
	We will discuss with Laura and Jennifer if we need to add any additional codes

	ATVSCNT
	This is used for the Solicitor Organization module, which we will be holding off to train for now. 

	GTVEXPN
	

	ATVSOLC
	These codes should be year or time specific. 

	ATVSCRS
	

	ATVVSER
	VSE reports are currently not being used, but the group will eventually like to use.  Remember each designation must have this code populated; the default code can be used. 

	ATVAUXL
	

	ATVPCAT
	

	ATVCTYP
	

	ATVPCLS
	

	ATVPDUR
	

	ATVPRMD
	

	ATVPSTA
	

	ATVPLDG
	

	ATVPGVE
	

	ATVPACK
	

	ATVFISC
	

	ATVGACK
	

	ATVFREQ
	

	ATVGIFT
	We will work with Finance to address any additional gift types as well as populating the Rule Class Code

	ATVGCLS
	

	ATVSRCE
	

	ATVRSTA
	

	GTVLETR
	We will address during our upcoming session in June. 


· We discussed the various interfaces for Advancement.  The following is a breakdown of the projected test dates: 
· Advancement Feed to Finance – Scheduled for June 3 and will test continuously testing Rule Class Codes, Posting Modifiers and FOAPAL information. 

· Scholarship Processing –Estimated After Student Go-Live.  Robin will reach out to the Student area to coordinate a date.  We reviewed how we will link to their Fund Code via ADADESG/Financial Tab. 

· Student to Advancement – Estimated After Student Go-Live.  We discussed that this isn’t a priority.  The first time that this will be run post go-live is in June of 2011.  We should still try to meet with Student to test this functionality. 
· Payroll Deduction – The functional training is scheduled in August.  We should see if Payroll will be available during that time.  If not, we may want to see if they can meet in June or July. 

· We successfully discussed how split credit will be set up.  The following forms are used to set up split credit rules: 
· AGASPRL- This will be used for spouse contributions, so that whenever a spouse makes a pledge/gift the other spouse will get 100% soft credit 

· AGAIDRL- This can be used if there are ids’s that we need to have an individual split credit.  For example if someone is an owner of a company and they wish to get recognition credit this functionality can be used. 
· We successfully discussed Acknowledgement and Receipting needs
· We discussed that Banner Acknowledgment process could be used.  This will require us to identify fields that are needed for acknowledgement letters. 

· One rule can be set up for all letters and then the data can be exported outside of Banner using MSWord and using macros to tell it what letter should be used. 

· The other option is if the Banner Acknowledgement process is used then each rule can be created in Banner for each letter.  This will mean that the letter generation process will be run for each letter that is identified. 

· An additional option is that if the Banner Acknowledgement process is not being used then a 3rd party reporting tool can be used to populate acknowledgements/receipts.

Notes:  We will be reviewing during our upcoming session in June.  I will be demoing the Banner Acknowledgement process. 

· We briefly discussed Banner Security Classes.  A supplemental document was distributed on my 2nd visit.  We will spend more time discussing during our upcoming session in June.  
· We successfully discussed Reporting Needs and Strategy.  The following was discussed: 

· The team needs to determine if they will be able to use Banner delivered reports.  When the team originally saw the delivered reports, the feedback was that they had more flexibility in DonorWorks.  
· If they will use ODS/EDW and Argos for reporting.  If so, who will be creating these reports? 

· I gave Robin a template a few months ago and she is reviewing what reports she could use as a Banner delivered report as well as what reports will need to be created. Robin plans on addressing at the next Core meeting about when the team will get ODS/EDW and Argos training.  

· We started to discuss Data Mapping and Set Timelines for Test Conversion.  This will be addressed more during the Advancement Technical session.  Robin will need to see who will be assisting her with conversion and from there more realistic timelines can be built. 
· Resolution of Shared Data Issues
· We will be meeting with Finance to address to the feed in June.

· We reviewed the Student to Advancement Interface (APPSTDI); Robin wanted to know how we would be able to distinguish between an Alum and Alumni No Degree records.  I reviewed the parameters with her that is used for graduates vs. non graduates.  We also discussed that a different donor category will be populated.
· We still need to meet with other areas about testing the various interfaces.  As noted, we were asked to wait after Student Go-Live.  We will document further, once Robin touches base with the various areas. 
	  Progress Report

	Decisions Made and/or Actions Taken


Previous Training Sessions Decisions Made Prior to 05/14/2010 

Current Training Session 

Campaign Module

· Annual and capital campaigns will be used. 

· Robin and I discussed that we could map annual campaigns based on the date of the gift and pledge and populate accordingly to the correct campaign with the correct fiscal year.  

· Solicitation will be reviewed in Donor Works and they will also be populated in Banner.  We discussed that campaigns would be created that are year or time specific.  
· We identified the following campaigns and the team will continue to build and test: 

· Foothill Science Learning Institute

· Scholarships

Designation Module

· We successfully reviewed why a Designation Supervisor(s) would be used for expired designations when adjustments are required.  We also discussed that we would need to discuss if prior year adjustments would be allowed once the books are closed in Finance.  We will need to discuss with Finance during our next follow-up meeting. 

· Financial Aid and Advancement will meet to review the Financial Aid interface.  They will meet after the student go-live in May.  
· The Advancement team would still like to review the Endowment module – Advancement is interested in determining if this module will be used.  This was still being determined and Finance and Advancement will need to revisit.  

Notes:  The group decided that the following would be used to populate in the Designation form ADADESG: 

Designation Type

Permanently Restricted

Temporarily Restricted

Unrestricted


Designation Group



Scholarships



Annual Funds



Program Funds

Gift and Pledge Modules

· The team will review how to create gifts and pledges in Banner.  We are hoping that during my next visit in May that Francis will be trained on this module as well as other Banner functionality trained to date.  

· To date the following processes have been discussed and reviewed:

·  Payroll Deduction pledges (we will cover this in more detail during our June session)

· Split Designations for gifts and pledges

· Entango for automated credit card transactions

· Gift Annuities

· Pledge Payments

· In Honor/In Memory

· Anonymous and Exclusion codes 

· Gift-in-kinds

· Car donations

· Stocks and Securities

· Bequests

· 3rd party transactions

· The following Quick Flows were created: 

· IA_GPVAL

· IA_PLVAL 

· Document others created via FHDA website


Interface to Finance System

· Both Advancement and Finance teams will need to meet to review the interface.  

· Finance will need some assistance from SGHE on Rule Class Codes as well as Posting Modifiers.  
General Consulting

Robin and I reviewed the following: 


Gift and Pledge Validation Tables


Gift and Pledge Quick Flows


Self-Service for Advancement Officers (Laura and Jennifer will take a look at this functionality)


Salutations

· We will need to revisit if FHDA can create scripts internally to automate salutations, if not Robin will look on the Listserv to see what other schools are doing. 
· We also discussed that the APPSTDI process has a Salutation script built for individual salutations, so FHDA could use some of the code that already exist.  

Validation Tables/Processing 
· Robin will review and update the Validation spreadsheet for items covered to date. 
· The team will continue practicing all items covered to date and they will also review the Quick Flows that were created and give feedback during our session in March.
· Need to revisit how Board of Trustees will be stored via Donor Category or Activity or both. 
Prospect Management and Self-Service for Advancement Officers
· I reviewed with Jennifer and Laura how to use the Prospect Management module as well as how t navigate in Self-Service for Advancement Officers. 
Notes:  Our next session in June we will cover this in more detail.  I encouraged them both to practice and navigate so we can address during the session in June. 
Student to Alumni Interface 

· APPSTDI will be run for the 4 graduations that are used by DeAnza.  

· Robin, will get in touch with Shauna to discuss what parameters should be used for Foothill.  Robin will also discuss what information they are converting prior to our session in March.  
· As a best practice, APPSTDI will be run for each graduation as well as being run from the beginning of time (first graduation) through the current graduation on a continual basis to ensure that records don’t slip through the cracks. 

· We will need to make a decision on Name Types: Diploma, Legal and Advancement.  

· Foothill and DeAnza will meet to test the Student Roll Process and document any issues or concerns.  The goal is to have this done in May, once Student is live.  We also discussed, that we could use the session in May to address any outstanding items. 
· APPSTDI can also be used to roll graduates for conversion, Robin and the team will discuss further and we will revisit during my sessions in March and May.

· DeAnza is only converting academic history from 2004 and forward. 

Campaigns and Designations

· We will continue to discuss during our session in March.
· We will revisit the use of having year specific campaigns and how this can be converted, since campaigns aren’t being used in DonorWorks. 
· During our next session we will be reviewing the interfaces between Advancement, Finance and Financial Aid.  A representative for all offices should plan on attending this session.  
· Designation Statement of Purpose will be stored in the Designation Comment and Subject Code will need to be created via GTVSUBJ.
	Action Items and/or Assignments for SunGard Higher Education

	Date Assigned
	Description
	Owner 
	Critical Date for Completion
	Status

	5/14/2010
	Trip Report
	Noelle Hylton
	ASAP
	Completed

	5/14/2010
	Validation Table Samples
	Noelle Hylton
	ASAP
	Open 

	5/14/2010
	Review Geographic Regions
	Noelle Hylton
	ASAP
	Open 

	5/14/2010
	Donor Advised Funds
	Noelle Hylton
	ASAP
	Completed – emailed to Robin 

	4/05/2010
	Trip Report
	Noelle Hylton
	ASAP
	Completed

	4/05/2010
	Supplemental Document Advancement Feed to Finance
	Noelle Hylton
	ASAP
	Completed

	4/05/2010
	Wrap Up Call 
	Noelle Hylton 
	4/05/2010
	Completed

	2/26/2010
	Trip Report
	Noelle Hylton
	ASAP
	Completed

	2/26/2010
	Report Template
	Noelle Hylton
	ASAP
	Completed- attached

	2/28/2010
	Discuss Donor Works Conversion Data Functional and Technical
	Noelle Hylton
	ASAP
	Completed- Discussed on 3/8/2010

	3/1/2010
	Validation Spreadsheet
	Noelle Hylton
	ASAP
	Completed-Sent Robin e-mail. 

	3/8/2010
	E-mail Correspondence:

APASPUR

Milestone Review 

Agenda for week of March 30th
ATVSALU

ATVSICC
	Noelle Hylton
	ASAP
	Completed-Sent Robin e-mail. 

	2/05/2010
	Trip Report
	Noelle Hylton
	ASAP
	Completed

	2/05/2010
	Evaluation 
	Noelle Hylton
	ASAP
	Completed

	2/05/2010
	Common Matching Doc
	Noelle Hylton
	ASAP
	Completed

	2/05/2010
	Reporting Template
	Noelle Hylton
	ASAP
	Completed 

	2/05/2010
	SURLOAD
	Noelle Hylton
	ASAP
	Completed- send supplemental document

	2/05/2010
	Name Types
	Noelle Hylton 
	ASAP
	Completed- Sent supplemental document

	2/05/2010
	Parent Rollover Script
	Noelle Hylton
	ASAP
	Completed 

	2/05/2010
	Validation table spreadsheet
	Noelle Hylton 
	ASAP
	Completed- Distributed while on-site. 

	2/05/2010
	GPSYNCH
	Noelle Hylton
	ASAP
	Deferred to Debra Treacy

	2/05/2010
	Endowment Management 
	Noelle Hylton 
	ASAP
	Deferred to Debra Treacy

	
	
	
	
	


Status: New, Open, Completed, Cancelled, Deferred

	Action Items and/or Assignments for Foothill De Anza Community College District

	Date Assigned
	Description
	Owner 
	Critical Date for Completion
	Status

	5/14/2010
	Determine what instances will be used for example.  As discussed we should have 3 or 4 instances.
1-Test instance

2-Conversion Instance

3-Pre Production Instance

4-Production Instance

We also want to start migrating the completed validation tables to Production.  Robin will discuss at the Core Meeting.  We would also like to have an instance that we can test all Advancement interfaces.  This should also be discussed at the Core Meeting.
	Robin Lyssenko
	ASAP
	New 

	5/14/2010
	Work on Campaign and Designation Crosswalk 

Remember Campaigns will be manually added to Banner.  For conversion purposes we will need to determine what campaigns(s) to use. 
	Robin Lyssenko
	ASAP
	New 

	5/14/2010
	Determine what reporting tool will be discussed and when training will take place for Advancement users. 
	Robin Lyssenko
	ASAP
	New 

	
	
	
	
	

	4/05/2010
	Review Validation Tables for Gift and Pledge Processing
	Robin Lyssenko
	6/01/2010
	Open

	4/05/2010
	Determine when Finance and Advancement will meet to discuss the Feed to Finance interface
	Advancement and Finance
	ASAP
	Closed We will meet on June 3

	4/05/2010
	Determine when Financial Aid and Advancement will meet to discuss the Financial Aid interface
	Advancement and Financial Aid
	ASAP
	Open

	4/05/2010
	Practice! Practice! Practice!
	Banner Advancement Team
	
	Open

	4/05/2010
	Review Quick Flows created during our session
	Banner Advancement Team
	6/01/2010
	Open

	2/26/2010
	Discuss with Shauna from Foothill graduation process and dates.
	Robin Lyssenko
	3/29/2010
	Open 

	2/26/2010
	Review Quick Flows create to date and Practice.  Be prepared to give feedback during our session in March.
	Banner Advancement Implementation Team
	3/29/2010
	On-going

	2/26/2010
	Review and update validation tables covered to date for Individual and Organization Processing
	Banner Implementation Team
	3/29/2010
	On-going

	2/26/2010
	Identify reports needed for go-live and determine if Banner Canned report can be used or if a custom report is needed.
	Banner Implementation Team
	On-going
	Open

	2/26/2010
	APPSTDI certificate testing.  Ensure that the roll picks up certificate degrees.
	Banner Advancement Implementation Team
	5/01/2010
	Open

	2/05/2010
	Review Current Policies and Procedures as it relates to Shared Data Topics: 

Name Type

Address

Phone

Email 
	Banner Advancement Implementation Team 
	2/22/2010
	Open

	2/05/2010
	Spend time navigating in Banner before 2/23/2010 training session.  
	Banner Advancement Implementation Team
	2/22/2010
	Completed


Status: New, Open, Completed, Cancelled, Deferred

	Concerns / Decisions to be made

	Description
	Owner
	Target Date for Closure
	Action Plan

	Reporting still hasn’t been addressed.  We need to identify how many reports are needed for go-live and who will be writing the reports.  
	Banner Advancement Implementation Team
	ASAP
	Discuss at Banner Core Meeting 

	We will be switching our agenda around for the weeks of :  May 31st (June 1st-3rd) - We will be going over the Prospect Management Agenda (scheduled for 6/28)
June 28th (June 29-July 1) - Switch to the Remote consulting that was in August - 20 hours, but we would like Noelle to come on site.  (and we are fine in making it for 2 full days).
August  16th (17th -19th) - Agenda that was slated for May - Advanced Gift Processing

	Banner Advancement Implementation Team
	Complete
	


	Supplemental Documents 


Report Template
	Upcoming Session


June 1-3, 2010
The purpose of this training session is to demonstrate the Advancement Prospect Management module so participants will have an understanding of how BANNER helps them manage their prospects and volunteers.  We will then move on to how the Self Service product for Advancement Officers facilitates the entry of prospect information via the web.  We will review additional functionality that is offered in gift and pledge processing by expanding on the topics of Gift and Pledge entry which were introduced in training workshop 2.   We will then move on to the entry of more specialized pledges and gifts including Third Party Payments, the setting up and paying of Matching Gift claims, Conditional pledges and payments, the payment of payroll deduction pledges from the Human Resources module will be reviewed (we will cover this in a later session), and perform adjustments to pledges, gifts, and pledge payments.  We will also build rules for the Acknowledgement Process and go through an overview of Letter Generation for the purposes of producing Acknowledgment Letters. Additionally, we will review any outstanding validation tables that have been covered to date.  We will also be meeting with the Finance area to discuss the Advancement Feed to Finance.  Lastly, we will demonstrate the set up and use of the Gift Society module so as gifts and pledges are received and entered into BANNER, society levels can be updated on a daily basis.

Desired Outcomes

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

Prospect Management Module

· Create Prospects and add General Information to their Records

· Add research information to a Prospect’s record

· Set up Proposals and Projects for their Prospects

· Track Contacts and Moves and enter Call Reports

· Build Strategy Plans

Advancement Web Tailor

· Understand how to Set Advancement Web Tailor rules

Self-Service Advancement Professional

· Set up Prospect Profiles

· Search for Prospects

· Enter and View Contacts and Moves

Gift and Pledge Modules

· Review posting of basic pledges and gifts in BANNER

· Review Cashiering Sessions

· Review Pledge and Payment/Gift Feed to Finance

· Additional Gift and Pledge details

· Third Party Payments

· Adjustments to Pledges, Pledge Payments, and Gifts

Matching Gifts

· Matching gift controls on the Advancement Control Form

· Matching Gift information for Matching Gift Organizations

· Creating Matching gift claims

· Paying Matching gift claims

Gift and Pledge Acknowledgement Overview

· Overview of the BANNER Acknowledgement Process

· Building Acknowledgement Rules

Related Interfaces

· Advancement Feed to Finance

· Human Resources Feed to Advancement

Gift Society Module (if time permits)
· Create Gift Societies in BANNER

· Build Gift Society Rules

· Apply rules to Constituents as their giving history builds

	Hours Billed


	Preparation
	2.0

	Travel
	3.0

	On-Site Consulting
	26

	Off-Site Consulting
	3.0

	Follow-Up
	2.0

	TOTAL
	36
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