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Letter Generation


OVERVIEW
The Letter Generation module will let you generate a letter for a particular population in Banner. The letter is produced by combining Banner data generated and merging it with the letter generation template.  This data can be exported to an external file which can later be retrieved and inserted into the “mail merge” function in Word or WordPerfect or be generated from within Banner itself. 
A school may identify who needs a letter by a population selection or the pending letter process, both processes are mentioned below.

DEFINITIONS

The following definitions are useful for understanding the functions of the Population Selection module:

· Population selection. A set of rules used to select IDs from the Banner database to identify the recipients of the letter based on the defined criteria. A population selection is uniquely identified by an application, selection ID, and creator ID.
· Variable. A specific piece of data in the database and the set of rules used to select that data.  Examples of variables: First Name, Last Name, Mailing Address, City, State, Zip Code

· Paragraph. A paragraph in Banner is equitable to a part of a letter; for example:


For a Banner – Generated Letter – Name and Address paragraph; salutation paragraph; Body paragraph, 
Signature paragraph.


For a Merge in to another letter generation program – there would only be one defined paragraph in Banner 
containing all of the needed variables. The merge document would define where these variables are placed 
in the letter. These do not have to be in sequential order from Banner to the merge document.
· Letter. A specific type of communication you will send to students.  Examples: FA Award Letter; FA Missing Information Letter (MIL)

SET UP

Before completing day-to-day tasks associated with Banner Letter Generation, there are several forms and rules that need to be set or created.

· GLRSLCT- The Population Selection Definition Rules Form defines a Population Selection, which is a set of rules used to select IDs from the Banner database for reports, processes and letters. 
· GTVSYSI - The System Indicator Validation Form defines codes that identify the Banner applications used at your institution. Delivered by SunGard verify that ‘R’ for Financial Aid is listed.

· GLIVRBL – The Variable Inquiry Form is to view the deliverable Banner variables.  Most variables will already be set up in the Banner seed data.

· GLRVRBL - The Variable Rules Definition Form is used to define, maintain, and copy a variable. A variable is a specific piece of data in the database and the set of rules used to select that data. Variables are used to insert variable data into letters and reference sub-queries in application rules, population selection rules, and variable rules. The variables must be set up for your application (FINAID). 

· GLRAPPL - The Application Definition Rules Form defines an application, which is a functional area that controls Population Selections, populations and variables. Each application only has to be created once. 
· GTVPARA - The Paragraph Code Validation Form is used to define codes that identify the paragraphs used in Banner letters. Paragraph codes can be assigned to letters on the Letter Process Form (GUALETR). Will need multiple paragraphs for Banner processing, will need a minimum of one paragraph for Word merge.

· GUAPARA – The Paragraph Form will be used to build the paragraph by inserting text, formatting commands and variables. Do not need text and formatting commands if you are exporting your letters in Word.

· GTVLETR – The Letter Code Validation Form is to define codes that identify the letters you can generate in Banner. 

· Allow Duplicates – 

· Checking this box will allow duplicates of this letter to be requested or produced for a person. 

· If the Allow Duplicates checkbox is empty, no letter is generated for an ID selected if they have already received this letter for the aid year.  
· The Alternate Letter Code is not valid for Financial Aid Letters (this is for Advancement System only) 
· GUALETR – The Letter Process Form is to build the letter by attaching paragraphs to each letter code.  You only need one paragraph with all the variables if you will be exporting your letters to Word.
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CREATE LETTER USING A POPULATION SELECTION

· GLBDATA – Run population selection to extract letter recipients that you set up on GLRSLCT.

	
	Parameters
	Values

	01
	Selection Identifier 1
	Selection ID of population you want to extract

	02
	Selection Identifier 2
	(optional) Second Selection ID if using union/intersect/minus

	03
	New Selection Identifier
	(optional) New Selection ID of results

	04
	Description for New Selection
	(optional) New description of results

	05
	Union/Intersection/Minus
	(optional) relationship between 1st and 2nd Selection ID

	06
	Application Code
	Enter Application Code (FINAID)

	07
	Creator ID for Selection ID
	Who created the rules for the population selection

	08
	Detail Execution Report
	Blank for no detail; S-SQL; I-SQL and Inserts;

Y-paragraphs


· GLBLSEL- Letter Extract Process gathers all the variables needed in the specified letter for the population you selected.
	
	Parameters
	Values

	01
	Application Code
	Usually will be FINAID

	02
	Process Pending Letters
	Use N for population selection process

	03
	Letter Code
	Enter the Letter Code you wish to print

	04
	Selection ID
	Population Selection Identifier 

	05
	Creator ID
	Population Selection Identifier 

	06
	User ID
	Population Selection Identifier 

	07
	Term Code
	Enter Term Code

	08
	Aid Year
	Needed for FINAID letters (says optional but required for FINAID)

	09
	Address Selection Date
	Date which the address must be effective, if blank it will use the system date

	10
	Address Type
	Multiple parameter, what address do you want pulled and the priority you want them pulled, must have a number in front of type (1MA, 2PR, etc)

	11
	Detailed Error Report
	Y to see log files of students not processed

	12
	Detailed Execution report
	S-SQL, I-SQL and Inserts, Y-Paragraphs, Blank for None (Optional)


· GLRLETR – Letter Generation Print Report process will merge the gathered data from GLBLSEL into the letter you built and formatted in Banner.  You can also choose an option to create a file to download into Word for a mail merge. This file is viewable from Review Output if you ran GLRLETR to the DATABASE.  You can then open this document in a new window, save the .doc output as a text file and use this to merge to your letter template.  
	
	Parameters
	Values

	01
	Application Code
	Usually will be FINAID

	02
	Word Process Extract Options
	0-No Extract print from Banner, 1-MS Word, 2-Word Perfect

	03
	Print All Pending Letters
	N- pulls students when using a population selection

	04
	Letter Code
	Enter the letter code you wish to print, pull from GTVLETR

	05
	Sort Variable
	Choose a variable in the letter you wish to sort on, if left blank it will sort in PIDM order.  Note: The variable must be contained in your letter and you must put in the *prior to the variable name.  

	06
	Term Code
	Required, use current term 

	07
	Module Code
	The Module Code associated with the letters being printed; R-Financial Aid

	08
	Audit Indicator
	If you want a sample letter first, choose Y.  This will produce one sample letter or extract one student’s date for merge and will not update the mail form. In addition, it will not delete the output from GLBLSEL.  If you want all letters to print/extract, choose N.

	09
	Free Format Date 1
	(only used if printing out if Banner) if using a *Date1 variable in your letter, you can specify a date here

	10
	Free Format Date 2
	Same as above

	11
	Free Format Date 3
	Same as above

	12
	Aid Year Code
	Enter Aid Year Code; needed for FINAID letters


· RLRLETR- Award/Tracking Letter Indicator Reset Process. If you are pulling letters using the Tracking Flag on RRAAREQ or Award Flag on RPAAWRD, you will want to run this process to reset the flags for the same population you printed award letters for.  Make sure the letters printed successfully before you reset the flags.

	
	Parameters
	Values

	01
	Selection ID
	Code to identify the sub-population to work with

	02
	Application ID
	Usually FINAID

	03
	Creator ID
	Creator of the sub population to work with

	04
	Aid Year Code
	Aid Year you are working with

	05
	Award or Tracking Indicator
	Enter (A) for Awards; (T) for tracking or (B) for Both

	06
	User ID
	User of sub population


· RUAMAIL – The Applicant mail Form.  This mail form displays all FA Banner Generated Correspondence (either printed out of Banner or extracted to merge into word).  This form is Aid Year specific.  You can also use this form to initiate a letter.  The GLRLETR process populates this form.

· GUIMAIL – The mail Query Form.  Displays all letters generated for a student from anywhere in the college.  The GLRLETR process populates this form.
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POPULATION SELECTIONS SAMPLES

Award Letters:

RORSTAT_AWD_LTR_IND = ‘Y’ AND

RORSTAT_AIDY_CODE = &aidy_code

Tracking letter:

RORSTAT_TRK_LTR_IND = ‘Y’ AND

RORSTAT_AIDY_CODE = &aidy_code

Reminder Letter:

RORSTAT_TRK_LTR_IND = ‘N’ AND

RRRAREQ_TRST_CODE =  ‘R’  (status meaning Required) AND

RRRAREQ_STAT_DATE < &today’s date

Reminder Letters sent only once:

RORSTAT_TRK_LTR_IND = ‘N’ AND

RRRAREQ_TRST_CODE =  ‘R’  (status meaning required) AND

RRRAREQ_STAT_DATE < &today’s date AND

RRRAREQ_STAT_DATE > &last time you ran reminder letters

CREATING PENDING LETTERS

A Pending Letter is a letter with a null print date on a mail form.  It looks at GUIMAIL or RUAMAIL and looks for a specific letter code on that form without a mail date, meaning the letter is scheduled to print, but has not printed yet.  The other thing it looks for is the wait days, it does not print until after the number of wait days.  

Pending Letters have to be scheduled by someone.  The FA Staff can add a Pending Letter for a student on ROAIMMP or on RUAMAIL directly. 

· ROAIMMP Entry:

· Access ROAIMMP
· Verify Aid Year
· Enter Student ID
· Choose Next Block twice to navigate the Letter Generation block

· Choose appropriate Letter Code from GTVLETR

· Term Code will default to the active term may be changed

· Wait Days number of days to wait before generating letter

· Initials is the initials of the person signing the letter, optional, if used initials must be set up on STVINIT

· Save, this will save the information to RUAMAIL and GUIMAIL
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· RUAMAIL Entry:

· Access RUAMAIL
· Verify Aid Year
· Enter Student ID
· Choose Next Block
· The System will default to R for financial aid 

· The Aid Year will default to appropriate aid year that is in the Key Block

· Enter Module associated with this letter, R = Financial Aid 

· Choose the appropriate Letter Code from GTVLETR

· Initiated date will default to today’s date

· Print Date leave this blank it will populate once the letter has been extracted to print

· Wait is the number of days to process after the initiated date, optional

· Originator, will manually populate with “M” for manual entry once saved

· User will default to your user ID once saved

· Initials is the initials of the person signing the letter, optional, if used initials’ must be set up on STVINIT

· Save
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· GLBLSEL- Letter Extract Process gathers all the variables needed in the specified letter for the Pending Letters.

.
	
	Parameters
	Values

	01
	Application Code
	Usually will be FINAID

	02
	Process Pending Letters
	Y, This will pull students having this pending letter scheduled

	03
	Letter Code
	Enter the Letter Code you wish to print from GTVLETR

	04
	Selection ID
	Blank

	05
	Creator ID
	Blank

	06
	User ID
	Blank

	07
	Term Code
	Enter Term Code

	08
	Aid Year
	Needed for FINAID letters (says optional but required for FINAID)

	09
	Address Selection Date
	Date which the address must be effective, if blank it will use the system date

	10
	Address Type
	Multiple parameter, what address do you want pulled and the priority you want them pulled, must have a number in front of type (1MA, 2PR, etc)

	11
	Detailed Error Report
	Y to see log files of students not processed

	12
	Detailed Execution report
	S-SQL, I-SQL and Inserts, Y-Paragraphs, Blank for None (Optional)


· GLRLETR – Letter Generation Print Report process. You can choose an option to create a file to download into Word for a mail merge. This file is viewable from Review Output if you ran GLRLETR to the DATABASE.  You can then open this document in a new window, save the .doc output as a text file and use this to merge to your letter template.  
	
	Parameters
	Values

	01
	Application Code
	Usually will be FINAID

	02
	Word Process Extract Options
	0-No Extract print from Banner, 1-MS Word, 2-Word Perfect

	03
	Print All Pending Letters
	Y- pulls students who have this pending letter scheduled

	04
	Letter Code
	Enter the letter code you wish to print, pull from GTVLETR

	05
	Sort Variable
	Choose a variable in the letter you wish to sort on, if left blank it will sort in PIDM order.  Note: The variable must be contained in your letter and you must put in the *prior to the variable name.  

	06
	Term Code
	Required, use current term 

	07
	Module Code
	The Module Code associated with the letters being printed; R-Financial Aid

	08
	Audit Indicator
	If you want a sample letter first, choose Y.  This will produce one sample letter or extract one student’s date for merge and will not update the mail form. In addition, it will not delete the output from GLBLSEL.  If you want all letters to print/extract, choose N.

	09
	Free Format Date 1
	(only used if printing out if Banner) if using a *Date1 variable in your letter, you can specify a date here

	10
	Free Format Date 2
	Same as above

	11
	Free Format Date 3
	Same as above

	12
	Aid Year Code
	Enter Aid Year Code; needed for FINAID letters


LETTER GENERATION HINTS

· Variables and population selections used for letter generation must be housed under the same Application.

· Avoid using # and & in Banner letter text.  These formatting commands may shut down letter production.

· If the student address is missing or has expired, a letter will not generate for the student.  Check the GLBLSEL .log report for missing PIDM’s, which may reflect invalid addresses depending on the variable used.

· To distinguish messages in printed letters, you may want to add unique character in the descriptor field on RTVMESG:

· Type an asterisk or dash at the beginning of each message descriptor.

· * Copy of your birth certificate.

· - Copy of your birth certificate.

· The Award Flag (on award forms) is set when an award is made, adjusted, cancelled, or declined for funds where the Award Letter Flag is set on RFRMGMT. 

· Perkins Promissory Notes and other forms may be produced using the letter generation process.  Be sure to include an address variable for forms to generate.

· Individual letter names must be created for appropriate log records, but you may use the same variable listing for more than one letter (Ex. Initial tracking and tracking reminder letter).

· Use identical spelling for dynamic values in variables for the same letter to eliminate multiple prompts when running the letter (Ex. aidy_code vs. Aid_year_code).. 

SEND AN E-MAIL TO STUDENTS NOTIFYING THEM AN AWARD LETTER IS AVAILABLE
Banner Financial Aid 7.12 has a new process to provide the ability to send an e-mail mass mailing to students. This can only be used in the Banner Financial Aid application.

In order to send e-mails to students, you will need to create a population selection. The ROREMAL process reads the population selected and requires that the students have an email address defined on GOAEMAL. The student must also have a RORSTAT record for the aid year defined in the parameter for ROREMAL.

The ROREMAL process reports the outcome of all records selected. This includes all people in the population selection who do not have an e-mail address. No e-mail can be sent to these individuals, and a paper letter will need to be sent separately. The process does not report the e-mails returned because of invalid e-mail addresses. That information will be returned to the inbox of the “From” e-mail address. The exception to this is when the configuration of the e-mail server causes an Oracle error to be encountered which will produce an Error received message for the record and print the entire error in the log file so it may be reviewed.

When ROREMAL is run in Update mode and the e-mail letters sent, the letter code defined will be inserted in the mail table and visible on RUAMAIL with an Originator code of E - Email process.

SET UP

In order to send e-mails to students, you must complete some setup in Banner Financial Aid. New forms were created to support this process.

Review the following forms in Banner and enter the information indicated.

· GLRSLCT – Create a population selection to identify the students that need an award letter e-mail notification.
· RTVELTM – E-Mail Letter Module Validation Form is delivered with Module “R” for Financial Aid.  Do not update or delete.
· GTVLETR – Letter Code validation Form is used to create a letter code for the email.  This letter code will display on RUAMAIL and GUIMAIL for the student.
· RORELTR – E-Mail Letter Rules Form is used to define the letter.
· RORELTR – E-Mail Letter Format Rules Form is used to enter/format data to be contained in the e-mail letter.
· Sequence Numbers:  indicates which order you want each line to display. These sequence numbers cannot be updated later without removing the entire line.  Best practice is to use numbers on increments of 5 incase you need to add a line later.
· Formatting Commands: 
· New Paragraph – Starts a new paragraph in your email
· New Line – Starts a new line in your email
· Horizontal Rule – Insert variable or text to the right side of the email, the line that you see in the display letter will not be in the email once sent.
· Blank – Continues test on the same line as previous line.
· Variable: Student specific information from the ROVFAID view, can not add any additional variables.
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· Text: Test for the email. You can also enter a website to direct the student to Banner Self Service.  Maximum 250 characters. The website will display as a hyperlink in the email when entered as an internet address (example: https://yourcollege.edu:9090 )
PROCESS

· GLBDATA  – Run population selection to extract letter recipients that you set up on GLRSLCT.

	
	Parameters
	Values

	01
	Selection Identifier 1
	Selection ID of population you want to extract

	02
	Selection Identifier 2
	(optional) Second Selection ID if using union/intersect/minus

	03
	New Selection Identifier
	(optional) New Selection ID of results

	04
	Description for New Selection
	(optional) New description of results

	05
	Union/Intersection/Minus
	(optional) relationship between 1st and 2nd Selection ID

	06
	Application Code
	Enter Application Code (FINAID)

	07
	Creator ID for Selection ID
	Who created the rules for the population selection

	08
	Detail Execution Report
	Blank for no detail; S-SQL; I-SQL and Inserts;

Y-paragraphs


· ROREMAL – Financial Aid Email Process used to send the emails
	
	Parameters
	Values

	01
	Aid Year Code
	Enter Aid Year

	02
	Email Letter Code
	Enter Letter Code from RORLETR

	03
	Email Address Type Preference
	Choose the email type you wish to send to.  You can select more than one using the hierarchy principal.  Examples; 1MA, 2PERS, 3YAHOO. These email types come from GTVEMAL.

	04
	Student ID
	If sending to one student, enter the student ID. Leave blank if sending to a population selection

	05
	Application ID
	If sending to a population selection of students enter the Application ID. (Note: if sending to a population selection you would run GLBDATA first to gather that population selection)

	06
	Selection ID
	If sending to a population selection of students enter the Selection ID

	07
	Creator ID
	If sending to a population selection of students enter the Creator ID

	08
	User ID
	If sending to a population selection of students enter the User ID

	09
	Audit/Update Mode
	Enter A to view what the email looks like when sent. Enter U to send the emails and update the mail forms to show the email was sent

	10
	Email Subject Line
	Enter free form text for the Subject Line of the email

	11
	From Email Address
	Enter the email address this email is coming from. This will show as the sender when the student gets the email

	12
	Email Senders Name
	(Optional) Enter the name of the sender or office

	13
	Mail Host
	Enter your institutions mail host.  Note: this could be different depending on the type of email address you are sending to and the rules for your email system has in place regarding forwarding and blocking emails.  Work with your IT area to determine the correct email host.



NOTE:  Review the .lis file from the ROREMAIL process to view students who do not have an email address.  These students will need a paper letter sent to them separately.

· RLRLETR- Award/Tracking Letter Indicator Reset Process. If your population selection is identifying students who need an email award notification by using the Award Flag on RPAAWRD, you will want to run this process to reset the flag for the same population you sent the email notification for.  Make sure the emails sent successfully before you reset the flags.

	
	Parameters
	Values

	01
	Selection ID
	Code to identify the sub-population to work with

	02
	Application ID
	Usually FINAID

	03
	Creator ID
	Creator of the sub population to work with

	04
	Aid Year Code
	Aid Year you are working with

	05
	Award or Tracking Indicator
	Enter (A) for Awards;

	06
	User ID
	User of sub population


· RUAMAIL – Applicant Mail Form.  Will be updated with the letter code defined with an Originator Code of “E” for email process.
· GIUMAIL - The mail Query Form.  Displays all letters generated for a student from anywhere in the college.  
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