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Foothill De Anza CCD
                        
Training Agenda


Process Description: Set up Self Service for student prospects and applicants.
Banner Modules: Self Service for Prospects and Self Service for Admissions.
1.
Meeting Logistics

	Item
	Description

	Date
	May 26-May 29, 2009

	Time
	8:30 a.m.-4:30 p.m.

	Location
	TBA


2. Attendees

	Role
	Name

	Facilitator
	Dottie Marron

	Other Participants
	Users responsible for entering, maintaining and reviewing prospect and applicant records.


3. Pre-Work

· Complete Banner Navigation Training

· Complete Banner Recruiting and Admissions Training

· Review Self Service Prospects and Admissions workbooks, “Process Introduction” sections.

· Have the ability to log into the Banner Student System with necessary User ID and password.

· Have the ability to access the Banner “Homepage” through Self Service

· Have the Banner documentation available in the Help Center in Banner

· Have the Self Service Student User Guide available for reference.
4. Purpose

· To become familiar with Banner Self-Service terminology.

· To review validation tables and application forms included in Banner’s different modules that control the Self Service products being discussed.

· To begin hands-on training on how to enter data using the World Wide Web and the Banner Self Service Products

5. Desired Outcome 

· Familiarize the participant with SCT Banner Self-Service for Prospects and Admissions modules. Each participant will learn to identify primary functions offered and will follow the processes necessary to enter appropriate information into SCT Banner via the Web. 

· Familiarize the participant with the set up requirements for both areas.
6. Agenda Topics
Day 1 May 26, 2009
	Topic
	Time

	Review the agenda, gain consensus, and adjust
	8:30 a.m.-8:45: a.m.

	Review PowerPoint Presentation

· Self-Service for Prospects
	8:45 a.m.-10:00 a.m.

	Break
	10:00 a.m.-10:15 a.m.

	Review of Control, Rule and Validation Forms to Set Up 

· Web for Prospect Selection Rules (SRAWPRO)

· Web for Prospect Display Rules (SRAWPDS)

· Electronic Prospect Validation Form (STVPREL)

· Web Acknowledgement Validation Form (STVWACK)

· Web for Prospect How I Learned Validation Form (STVLEND)

· Web for Prospect Acknowledgement Letter (SRAWACK)

· Web Prospect Information Validation Form (STVWPIC)

· Interface Validation Form (STVINFC)

· Outside Interest Code Validation Form (STVINTS)

· Source/Background Institution Validation Form (STVSBGI)

· Material Codes Validation Form (STVMATL)

· Electronic Admissions Application Rules (SAAERUL)

· Source/Background Institution Base Form (SOASBGI)

· Web for Prospects Default Options (SRAPRED)- Optional
 
	10:15 a.m.-12:00 p.m.

	Lunch
	12:00 p.m.-1:30 p.m.

	Review Matching and Loading Prospect Records into Banner

· Electronic Prospect Match (SRRSRIN)

· Migrate Electronic Prospects (SRRPREL)                  


	1:30 p.m.-3:00 p.m.

	Break
	3:00 p.m.-3:15 p.m.

	Review Viewing Prospect Load Process 

· Electronic Prospect Inquiry Form (SRIPREL)

· Electronic Prospect Detail Form (SRAPREL)

	3:15 p.m.-4:00 p.m.

	Review Electronic Purge Process

· Electronic Prospect Purge Process (SRTPURG)


	4:00 p.m.-4:15 p.m.

	Question/Answer Session
	4:15 p.m.-4:30 p.m.


Day 2 May 27, 2009
	Topic
	Time

	Self Service for Admissions

Review Power Point Presentation
	8:30 a.m.-10:00 a.m.

	Break
	10:00 a.m.-10:15 a.m.

	Review of Control, Rule and Validation Forms to Set Up

· Admissions Request Checklist code Validation Form (STVADMR)

· Admission Application Status Code Validation Form (STVAPST)

· Admission Application Decision Code Validation Form (STVAPDC)

· Address Role Privileges Form (GOAADRL)

· Web Application Type Codes (STVWAPP)

· Web Application Term Display Control Form (SOAATRM)

· Web Application Customized Lists Form (SAAWADP)

· Web Application Section Validation Form (STVWSCT)

· Electronic Admissions Application Rules (SAAERUL)

· Electronic Web Applicant Default Rules (SAAWADF)

· Electronic Applicant Web Calendar Rules (SAAWATR)

· Admissions Web Calendar Rules (SAAWAAD)

· EDI Cross Reference Rules (SOAXREF)

· EDI Cross Reference Curriculum Rules (SOAXCUR)

· Admissions Web Page Element Validation Form (STVWSCF)

· Existing or Incoming Student Data Mapping Control (SOAEQUI)

· Web Application Customized Curriculum Form (SAAWCUR)

· Electronic Admissions Procedure/Routine Control (SAAECRL)

· Web User Defined Questions (SAAWUDQ)


	10:15 a.m.-12:00 p.m.

	Lunch
	12:00 p.m.-1:30 p.m.

	Review of Rule and Validation Forms, cont’d.
	1:30 p.m.-3:00 p.m.

	Break
	3:00 p.m.-3:15 p.m.

	   Review Loading Applicant Records into Banner 

· Electronic Application Verify/Load Process (SARETMT)
· Electronic Application Process Form (SAAEAPS)

	3:15 p.m.-4:30 p.m.


Day 3 May 28, 2009
	Topic
	Time

	Review of Electronic Applicant Records

· Electronic Application Submitted Form (SAAETBL)
	8:30 a.m.-10:00 a.m.

	   Review Loading Applicant Records into Banner 

· Electronic Application Verify/Load Process (SARETMT)
· Electronic Application Process Form (SAAEAPS)
	8:30 a.m.-10:00 a.m.

	Break
	10:00 a.m.-10:15 a.m.

	Quick Start Processing Discussion

· If used, enable Automated Processing Rules on the Electronic Applicant Web Default Rules Form (SAAWADF)
· Create letters to be used on the Format HTML Letter Rules form (SOAELTR)
	10:15 a.m.-12:00 p.m.

	Lunch
	12:00 p.m.-1:30 p.m.

	Self Service for Prospect and Self Service for Admissions Workshop

· Hands-on exercises
	1:30 p.m.-3:00 p.m.

	Break
	3:00 p.m.-3:15 p.m.

	Hands-on Exercises cont’d.
	3:15 p.m.-4:30 p.m.


Day 4 May 29, 2009
	Topic
	Time

	· Catalog Homework Review
	8:30 a.m.-10:00 a.m.

	Break
	10:00 a.m.-10:15 a.m.

	· Schedule Homework Review
	10:15 a.m.-12:00 p.m.
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