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[Institution Name]

Banner Student System

Simulation Registration Plan
PURPOSE:
Performing the simulation exercise of registration and all of the related functions will allow the Banner Student, Accounts Receivable (A/R), Housing and the Financial Aid Implementation Teams to test the Banner system and institutional procedures using the Banner system. In addition, it will allow the participants to better review the reports that Banner creates and evaluate the data that is available.  At the conclusion of the simulation exercises, student team members will meet to discuss recommended enhancements and execute all end of term processes.

PREMISE:

Participants will be members of the Student, Financial Aid, Housing and A/R Implementation Teams.  The simulation will take place at [institution and date].
SET-UP ISSUES:


1.
Participants and tasks

a)
Participants will be members of the Banner Student, Housing, Financial Aid and A/R Implementation Teams.

b)
Primary contact(s) should be available at all applicable "stations" in order to assist team members.  Please record the name of the primary contact for each module listed below:

Catalog/Schedule
_________________________

Recruiting
_________________________

Admissions
_________________________

Housing
_________________________

Registration
_________________________

Student Accounts (A/R)
_________________________

Financial Aid
_________________________

Technical Support
_________________________




Please indicate the number of participants for each module/area below 




(do not include primary contacts):

Catalog/Schedule
_____

Recruiting
_____

Admissions
_____

Housing
_____

Registration
_____

Student Accounts (A/R)
_____

Financial Aid
_____

Technical Support
_____


2.
Location(s)/ Date and Time for Simulation


Date: ________________

Start Time: ______  End Time: _______


Location(s): _______________________


3.
Database to be used: __________  Self Service Web Site Address: __________________________

The database should have all rules and validation tables, security turned “on”, catalog and schedule input, and (optionally) financial aid tables and academic history by [Enter Date].

4.
Hardware requirements

a)
Computers

Check that all computers in the simulation area have Banner accessible and all applicable user logins have been defined and tested.  

Number of systems that will be available for Recruiting: ________

Number of systems that will be available for Admissions: ________

Number of systems that will be available for Housing: ________

Number of systems that will be available for Registration: ________

Number of systems that will be available for Student Accounts: ________

b)
Dedicated printers

For printing schedules/bills - test sleep/wake process

Number of printers for Registration: _____

Number of printers for Student Accounts: ____

5. Registration task checklist

Please indicate who is responsible for each task and if the task is complete.  If the task has already been completed, indicate the person responsible for final verification. 

	Task
	Responsibility
	Completed

	General Tasks
	
	

	Ensure Job Submission is running
	
	

	Ensure Sleep/Wake Printers/Procedures are Set up
	
	

	Enable Common Matching Rules
	
	

	Review all General Person Validation Tables
	
	

	Complete End-User Training
	
	

	Complete End-User Procedures Manual
	
	

	Testing of Values
	
	

	Tasks
	Responsibility
	Completed

	Security
	
	

	Complete Security Documents
	
	

	Submit Security Documents
	
	

	Implement Security
	
	

	Task
	Responsibility
	Completed

	Recruiting Tasks
	
	

	Verify Communication Plan Rules
	
	

	Verify Curriculum Rules/Program Code Definitions
	
	

	Review all Recruiting Validation Tables
	
	

	Complete End-User Training
	
	

	Complete End-User Procedures Manual
	
	

	Finalize list of 'volunteers'
	
	

	Finalize instructions to volunteers (handout)
	
	

	Testing of Values
	
	

	Task
	Responsibility
	Completed

	Admissions Tasks
	
	

	Verify Admissions Checklist Rules (SAACHKB)
	
	

	Verify Admissions Decision Rules (SAADCSN)
	
	

	Review User Defined Flags and Fields
	
	

	Review Quick Entry Rules (SAAQKER)
	
	

	Verify Communication Plan Rules
	
	

	Review Curriculum Rules/Program Code Definitions
	
	

	Review Selective Admissions Rating Control Rules
	
	

	Review Selective Admissions Regionalization Rules
	
	

	Review Selective Admissions Administrator Control Rules
	
	

	Review all Admissions Validation Tables
	
	

	Complete End-User Training
	
	

	Complete End-User Procedures Manual
	
	

	Finalize list of 'volunteers'
	
	

	Finalize instructions to volunteers (handout)
	
	

	Testing of Values
	
	

	Task
	Responsibility
	Completed

	General Student Tasks
	
	

	Review Student Classification Rules (SGACLSR)
	
	

	Complete End-User Training
	
	

	Complete End-User Procedures Manual
	
	

	Finalize list of 'volunteers'
	
	

	Finalize instructions to volunteers (handout)
	
	

	Testing of Values
	
	

	Task
	Responsibility
	Completed

	Registration Tasks
	
	

	Maximum Hours - SFAMHRS
	
	

	Tuition and Fees - SFARGFE
	
	

	Enrollment Status Codes, Rules and Refunds
	
	

	Course Status Codes, Rules and Refunds
	
	

	Time Status Rules
	
	

	Classification Rules
	
	

	Block Registration Setup (if applicable)
	
	

	Wait-listing Rules
	
	

	Build Tuition and Fees Rules
	
	

	Registration Additional Fees
	
	

	Term and Housing Dates in STVTERM
	
	

	CRN Oneup Number - SOATERM
	
	

	In Progress Flag Checked - SOATERM
	
	

	"Permit Registration" Checked - SOATERM
	
	

	Hold Override Password Defined - SOATERM
	
	

	Registration Error Flags Finalized - SOATERM
	
	

	Fee Assessment options - SOATERM
	
	

	Part of Term and Census Dates - SOATERM
	
	

	Complete Scenario Documents:
	
	

	· Registration forms for Accepted Applicants
	
	

	· Registration forms for New Applicants
	
	

	· Registration forms for New Freshman
	
	

	· Registration forms for Continuing Students
	
	

	· Registration forms for Transfer Students
	
	

	· Registration forms for students with holds
	
	

	· Registration forms for students who have not been admitted
	
	

	· Registration forms for students who are trying to register for more courses than specified in SFAMHRS.
	
	

	· Registration forms with closed sections
	
	

	· Registration forms with time conflicts
	
	

	· Registration forms with duplicate sections
	
	

	· Registration forms for students with different residency status
	
	

	· Registration forms for students with residency exemptions (Rate codes)
	
	

	· Block Registration forms
	
	

	· Add/drop forms for course changes
	
	

	Complete End-User Training
	
	

	Complete End-User Procedures Manual
	
	

	Finalize list of 'volunteers'
	
	

	Finalize instructions to volunteers (handout)
	
	

	Testing of Values
	
	

	Task
	Responsibility
	Completed

	Catalog Tasks
	
	

	Completion of SHAGRDE
	
	

	Completion of STVGMOD
	
	

	Completion of Base Course Information-SCACRSE
	
	

	Completion of Co-Requisite Information
	
	

	Completion of Catalog Fees
	
	

	Completion of Equivalent Course Data
	
	

	Completion of Course Attributes
	
	

	Completion of Registration Restrictions
	
	

	Completion of Course Restrictions
	
	

	Completion of Pre-Requisite Information
	
	

	Completion of Test Score Restrictions
	
	

	Task
	Responsibility
	Completed

	Schedule Tasks
	
	

	Completion of Base Schedule Data - SSASECT
	
	

	Completion of Section Links
	
	

	Completion of Section Co-Requisite Data
	
	

	Completion of Schedule Fees
	
	

	Completion of Meeting Time Assignment
	
	

	Completion of Room Assignment
	
	

	Completion of Faculty Assignment
	
	

	Completion of Enrollment Counts/Reserved Seats
	
	

	Completion of Crosslisted Courses
	
	

	Completion of Block Schedules
	
	

	Completion of Section Level Text
	
	

	Completion of Section Level Prerequisites
	
	

	Completion of Section Level Course Restrictions
	
	

	Completion of Section Test Score Restrictions
	
	

	Complete Scenario Documents:
	
	

	· List of Closed Classes
	
	

	· List of Classes to be added/opened during reg.
	
	

	Print and distribute class schedule
	
	

	Tasks
	Responsibility
	Completed

	Housing Tasks
	
	

	Completion of Building Definition
	
	

	Completion of Room Definition
	
	

	Completion of Housing Attributes
	
	

	Completion of Housing Term Control Rules
	
	

	Completion of Room/Meal/Phone Rate Rules
	
	

	Completion of Room/Meal/Phone Assignment Rules
	
	

	Complete End-User Training
	
	

	Complete End-User Procedures Manual
	
	

	Complete Scenario Documents:
	
	

	· List of Students Requesting Housing
	
	

	Testing of Values
	
	

	Task
	Responsibility
	Completed

	Location Management/Faculty Load Tasks
	
	

	Completion of Building Definition
	
	

	Completion of Room Definition
	
	

	Completion of Classroom Attributes
	
	

	Create Instructor Definitions - SIAINST
	
	

	Task
	Responsibility
	Completed

	Enrollment Verification Tasks
	
	

	Complete Enrollment Verification Request Rules
	
	

	Complete Enrollment Verification Request Messages
	
	

	Complete End-User Training
	
	

	Complete End-User Procedures Manual
	
	

	Testing of Values
	
	

	Task
	Responsibility
	Completed

	Transcript Tasks
	
	

	Complete Transcript Types/Rules Form
	
	

	Complete End-User Training
	
	

	Complete End-User Procedures Manual
	
	

	Testing of Values
	
	

	Task
	Responsibility
	Completed

	Student Accounts
	
	

	Complete Detail Codes
	
	

	Complete End-User Training
	
	

	Complete End-User Procedures Manual
	
	

	Testing of Values
	
	

	· Accept Payment
	
	

	· Generate Receipts
	
	

	· Generate Schedule/Bill
	
	

	· Close and finalize cashiering session
	
	

	Task
	Responsibility
	Completed

	Financial Aid (optional)
	
	

	Memos
	
	

	Authorized (awarded) but not distributed
	
	

	Review disbursements and rules
	
	

	Review Full/Part Time Status
	
	

	EFC - minimal Pell
	
	

	EFC - minimal Pell for non-resident student
	
	

	"C" Flag student w/Pell eligibility
	
	

	Scenarios
	
	

	· Student with scholarship
	
	

	· Non-resident student
	
	

	· Third party student tuition contract with FA
	
	

	· Third party student tuition contract without FA
	
	

	Task
	Responsibility
	Completed

	Self Service Tasks (if applicable)
	
	

	Review and update all information text, help text and links
	
	

	Testing of Values
	
	

	Task
	Responsibility
	Completed

	Academic History Tasks (end of term processing)
	
	

	Review Grade Codes (SHAGRDE)
	
	

	Review Substitute Grades (SHAGRDS)
	
	

	Verify Repeat Rules (SHARPTR)
	
	

	Verify Academic Standing Rules (SHAACST)
	
	

	Verify Continuant Term Rules (SOACTRM)
	
	

	Complete End-User Procedures Manual
	
	

	Testing of Values and Processes:
	
	

	Grade students
	
	

	Roll Grades to Academic History
	
	

	Calculate GPA
	
	

	Repeat Course Process
	
	

	Academic Standing Update
	
	

	Student Type Update
	
	

	Grade Mailer Review.
	
	


It is recommended that between 100-200 "students" should be prepared for the simulation.  Registration forms should be prepared ahead of time to ensure that courses created with specialized requirements, financial aid recipients and special fee situations are all included in the simulation.  Additional copies of the registration and add/drop forms should be on hand for "students" to create their schedules at the time of the simulation.

Additionally, determine who will play "students" for the registration test.  Student workers are recommended (if possible) in addition to office staff as we are also looking for student input as to how the registration process and procedures operated during the test. 

6.
Reports to be run:

Review the following reports.

Registered, Not Paid Process (SFRRNOP)

Student Schedule Report (SFRSCHD)

Class Roster Report (SFRSLST)

Enrollment Verification Report (SFRENRL)

Look at standard reports in Banner for each module and decide which ones should be run at the end of the day.
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