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	Objectives


· The purpose of this training workshop is to train on the advanced functionality available in the Financial Aid Self-Service module

· Train on Self Service E-Mail Process 
· Training on Needs Analysis
	 Progress Report

	Accomplishments and Notes


The Team worked hard during this Workshop and successfully created a communication flow using the Self-Service Email process for both colleges.  They trained on the Advanced Self Service processes.  As we completed training in the TRAIN instance the Team updated the Banner 8 TEST instance with any final changes and decisions.  We met with Rob Bailey and Kathy Kyne to review the pros and cons of using baseline Banner processes to separate the colleges.  The Team continued to update and refine their procedures in the Process Narrative.  In addition, they have created some additional documents to record their processing decisions including: a processing spreadsheet that contains more detail on the operations of each process, and the prototype of an end user manual that contains specific directions and screen prints.   
The System was updated prior to my visit to Banner 8 and CALB 8 in the TEST instance.  The Banner TRAIN instance is still at Banner 7 but was still usable for this visit.  
Self-Service Email

During this consulting visit we reviewed the forms and processes in Self-Service used for communicating with groups of students.

Self Service Email Set Up Forms
	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.   


	GTVLETR
	Letter Code validation Form is used to create a letter code for the email.   

	RORELTR
	Mail Letter Rules Form is used to define the letter

	RORELTF
	E-Mail Letter Format Rules Form is used to enter/format data.   



Self Service Email End User Forms

	GLBDATA
	Run population selection to extract letter recipients  



	ROREMAL
	Financial Aid Email Process used to send the emails

	RLRLETR
	Award/Tracking Letter Indicator Reset Process

	RUAMAIL
	View date and name of email sent to recipients


FHDA will be communicating with students primarily through Email.  Students will use Self-Service to view their missing requirements and financial aid awards.  The Team has decided to use the email address provided by the students on their FAFSA and will load that address to SPAIDEN as Email Type – ‘FA’ (Financial Aid).  Students without email addresses will receive a postcard and will be expected to provide an email address in order to receive subsequent communications. 
The Team built and tested an initial Email process intended to communicate with students as soon as their first FAFSA was received and documents are posted to their account.  Each college will communicate with all their applicants and students with a FAFSA that included the school codes of both colleges.  They also built a postcard process which will find students without Active Email addresses.  The postcard process uses standard Letter Generation.  A subsequent email process still needs to be developed during the next Consulting visit.
Initial Notice Process
Step 1 Run the popsel to find students with the tracking letter indicator checked and the Document RRREREQ_TREQ_CODE = FAFSA and the RCRAPP1_CREATE_DATE => the latest Dataload date

Step 2   Run the popsel to find students as above who have valid and active emails where email type  = ‘FA’

Step 3 Run ROREMAL to send emails to those students.  Use the mail host MERCURY.FHDA.EDU
Step 4 Subtract the students with valid emails (step 2) from the popsel with all students with FAFSAS (step 1) to create output for postcard labels.

Step 5 Run the standard letter generation processes GLBLSEL, and GLRLETR and word merge to create postcard labels

Popsels
Popsel 1 All students with FAFSA and Create date is the Dataload date
Select RORSTAT_PIDM

From RORSTAT

RORSTAT_TRK_LTR_IND = 'Y' AND
RRRAREQ_TREQ_CODE = ‘FAFSA’ AND

RCRAPP1_CREATE_DATE => &Create_date
RORSTAT-AIDY_CODE = &aidy_code

Popsel 2 Students as in Step 1 who also have active Email Addresses
Select GOREMAL_PIDM

From GOREMAL,  RORSTAT

RORSTAT_TRK_LTR_IND - 'Y' AND
RRRAREQ_TREQ_CODE = ‘FAFSA’ AND

RCRAPP1_CREATE_DATE => &Create_date
GOREMAL_EMAL_CODE = ‘FA’ AND

GOREMAL_STATUS_IND = 'A' AND

RORSTAT_AIDY_CODE = &aidy_code AND

GOREMAL_PIDM = RORSTAT_PIDM

Popsel 3 – Subtract Popsel 2 from Popsel 1 to create list for the postcard letter generation process 
Step 5.Run RLRLETR with the TRACK_FLAG popsel to uncheck the Tracking Flag on RRAAREQ for all students in Popsel 1.  (Be sure that the emails and post cards process worked prior to running RLRLETR, since once the letter flag is turned off on RRAAREQ it cannot be recreated.)
Advanced Self Service

The Team is not yet sure how they will use the messaging, questions and answers, and Terms and Conditions and other capabilities in Self Service.  They will have a better idea once they have worked with Luminus.  We reviewed the multiple options for displaying information on multiple tabs in the Award module as well as the specific types of information that the Team wants to display.
Creating Messages in Financial Aid Self-Service

In the Self Service module messages can be created to display for distinct groups of students.  SQL is used to write the selection criteria for the group.  We reviewed and practiced creating messages using the following forms and processes.

         Messages on Self-Service Set Up Forms

	ROAINST
	Set Tabs and options for students to view in Self-Service

	RTVWTXT
	Create a name for your message Rule

	RORWTXT
	Tab 1 - Write the SQL query , validate, and test the rule

	
	Tab -2 Select the tab to display the message and write the text for the message

	RTVWVAR
	Create a name for your web Variable

	RORWVAR
	Write and test  the SQL for the Variable

	RORWTAB
	Assign a sequence number to the rule 

	Access Self-Service to view messages
	


The Team was eager to write and view messages on the web. We tested and viewed a message for students based on dependency status using the following SQL   

SELECT RCRAPP1_YR_IN_COLL FROM RCRAPP1

WHERE RCRAPP1_CURR_REC_IND = ‘Y’

AND RCRAPP1_AIDY_CODE =: AIDY AND

RCRAPP1_PIDM =: PIDM
This SQL returned the values for the Banner Year in College ‘1’,’2’ and a message was created for each of the values.
Each member built their own SQL query and message and viewed the output for selected students on Self Service.
Additionally we reviewed the process for writing web Variables and returned a variable for the amount of PLUS eligibility for a dependent student.  We were able create a PLUS message and to view the amount in Self-Service. 
Questions and Answers in Self-Service

Self-Service can be used to write questions for students to view and to collect answers from students.  In addition, outside resources and comments can be entered by students and viewed and responded to by financial aid office staff.  We reviewed the following forms:

Questions and Answers in Self Service Set Up Forms

	RTVWEBQ
	Create a question name

	RORWBQA
	Write the question

	
	Set up the answer to stop/not-stop processing of aid

	RTVINFC
	Create name of outside Resources (optional)


Questions and Answers End User Forms

	RPAINFO
	Review and respond to answers

	
	Process into RPAARSC outside resources

	RPAARSC
	View outside resources


The Team members practiced creating their own questions and answers.  They understand that once an answer to a question is submitted a notice is displayed to students on the web that the message has not been reviewed.  The answers must be reviewed and managed by Financial Aid Office staff on the RPAINFO form to turn off that message to students.

Needs Analysis

In the Need Analysis module, the student’s financial need is calculated based on the difference between the packaging budget and the calculated Expected Family Contribution (EFC) from the Federal Methodology (FM). This module provides the user with the following features: 

· A transaction log maintains an online log of all changes. The module calculates need analysis through:

· Online or Batch Calculations.

· EDE Corrections – When changes impact calculations this feature eliminates the need to enter the same changes in both the Need Analysis and Electronic Data Exchange (EDE) segments.

· On-line simulation of financial need
· Override capability
The following forms, processes and reports were reviewed.   

Need Analysis Setup Forms

	ROAINST
	Institutional Options Form

	RNRGLxx
	INAS Global Policy Options  (delivered script)



Need Analysis End User Forms

	RNANAxx
	Need Analysis

	RNAPRxx
	Need Analysis Processing

	RNARSxx
	Need Analysis Results

	RNAOVxx
	Applicant Override

	RNIAPPL
	Applicant Need Analysis Application Inquiry

	RNINSLD
	Applicant Student Loan Data Inquiry

	RNINAIQ
	Calculated Need Analysis Detail Inquiry

	RNIMSxx
	Miscellaneous Results Inquiry

	ROASTAT
	Applicant Status Form

	ROAPELL
	Applicant Pell Grant Form

	RNATMNT
	NSLDS Transfer Monitoring Application

	RNASLxx
	Student Loan Data System Form

	ROAIMMP
	Applicant Immediate Process



Need Analysis Reports & Processes

	RNEINxx
	Need Analysis Calculation Process

	RNRVRFY
	Verification Discrepancy Report – Not reviewed.


The Team practiced all the steps in verification and file review:

· Viewing the current status on ROASTAT

· Correcting/or viewing the current record in RNANAxx, and locking the record

· Creating overrides in RNAOVxx for dependency, recalculating EFC, and loading a new Current Record

· Running simulation in RNAPRxx and viewing the outcome in RNARSxx and ROARMAN

· Setting the Verification Flag on ROAPELL.

· Building and running a Quick Flow to facilitate the file review process.

FHDA reviews all files and plan to continue to this procedure in Banner. Corrections will be made on FAAccess.  Students with corrections will have their FAFSA requirement set to P for pending.  When the ISIR is returned with the updated corrections through EDE the FAFSA requirement will be updated to a U (satisfied).   Once corrections are reviewed the record will be manually locked by the Processor and will be ready to package. The Packaging processes will look for locked records.
No final decision was made on how to determine which ISIRS to review once the records are locked.  
Issues

BOTH students
The colleges need to identify those students who applied to both Foothill (FH) and DeAnza (DA). The Population Selection is used to identify students and to batch post the College Code (BOTH) to the User Defined table. (BOTH)    Currently it uses the ‘M’ – for minus to subtract out the students who applied to both colleges. This does not work well because it is dependent upon timing so the results are unsatisfactory.    Carol wrote a variable to replace this subtraction to find students with the DA or FH federal college choice on their FAFSA.  This variable is a more reliable way to find these students and does not rely on timing. 
Common Matching

As each college loaded their FAFSA’s they found that the percent of students in the Suspense file was unworkable because there are so few address matches.  The Team is considering whether to remove the address match from the list of rules used in the matching process.  The address match may improve once the actual general person and general student conversion has been completed.  Cindy will consult with the CORE team and complete more testing before a decision is made.  

FHDA PROCEDURE – Dataload through Correction Processing

The following are the procedures for FHDA.  FHDA will be building on this data throughout the implementation and will add onto this procedure list with delivered processes and reports and new processes and reports that are created internally.

Dataload

1. Draw down files from mailbox

2. Create and/or concatenate 0910 esar.tap file at the DOS prompt

3. FTP 0910esar.tap to $DATA_HOME or use some other process to move the files to 0910esar.tap
4. Change ROAINST to match the College
5. RCPDTMP - Optionally clear temp file

6. RCBTP 10 - load records to the temp table

7. RCPMTCH – match records from temp file to general person in Banner

8. RCRTP10 – populate permanent records in Banner for matched and new people (optional)
9. RCRSUSP – work suspense records

10. RCRTP10 - populate permanent records in Banner for matched and optionally new people

11. ROPUSER – Is not required in Banner 8 if the flag is checked on ROAINST
Requirements Tracking
1. GLBDATA – Run college specific Popsels based on college choice (COLLEGE_CODE_FH, COLLEGE_CODE_DA, COLLEGE_CODE_BOTH
2. RORPOST – Select college specific category for college 
3. RPRBPST – Batch post user defined field Value 1 with the college code with College Code or Both code
4. GLBDATA – find people who need a tracking group  run READY_TRACK  specific to each college
5. RORGRPS – put people in population selection from #1 into tracking groups and assigns tracking requirements

6. GLBDATA – Run NEW_EDE popsel

7. RORPOST – select batch posting rules for people in #3 using category CCODE

8. RORBPST – batch post requirements to applicants

9. GLBDATA – find people in ‘DEFAULT’ group to manually review applicants not assigned to tracking group

10. RORAPLT – report people in #5

11. GLBDATA - Run additional Popsels for individual documents (DA_ATOB, DA_DEP_INCOME_CERT, DA_IND_INCOME_CERT, FH_ATOB, FH_DEP_INCOME_CERT, FH_IND_INCOME_CERT, PJ_DEPRV_OTHER)  
12. RORPOST -  Select category 

13. RORBPST – Batch post all additional documents to RRAAREQ
Budgeting 

1. GLBDATA – find people who need a budget group run the READY_TO_BUDGET popsel specific to each college.
2. RORGRPS – put people in population selection from #1 into Budget Groups which assigns a budget 
Banner Need Analysis
Note:  FHDA is planning to continue to make corrections on FAAccess. 
1. Quick Flow – FAVER - possible
a. ROASTAT – general info 

b. RRAAREQ – view documents requested

c. RNANA10 – view ISIR information
d. RNASL10 – review NSLDS

e. RNIMS10 – review comment codes

f. RNARS10 – review reject

g. ROAPELL – mark as verified

h. RRAAREQ – satisfy documents place a ‘P’ on the FAFSA form to indicate that the corrections are expected

i. RNANA10– review ISIRs that have been returned with corrections and lock the  record

If corrections are made in Banner follow this process:
2. RLRLOGG – log all changes to REACORR & logging forms

3. REBCD10 – create batch
4. FTP – correction file
	Supplemental Documentation


	Attendance
	

	Name
	
Title
	E-Mail Address 
	Day 1
	Day 2
	Day 3

	Cindy Castillo
	DA: FA Director
	castillocindy@deanza.edu
	X
	X
	X

	Kevin Harral
	FH: FA Director
	harralkevin@foothill.edu
	X
	X
	X

	Kevin Murphy
	FH: FA Coordinator
	murphykevin@foothill.edu
	X
	X
	X

	Nina Van
	DA: Fin Aid Outreach
	vannina@fhda.edu
	X
	X
	X

	Sheila Coyne
	CS: Programmer Analyst
	Coynesheila@fhda.edu
	X
	X
	X

	Susan Bloom
	DA: Assistant Director
	bloomsusan@fhda.edu
	X
	X
	X

	Tung Duong
	FH: Fin Aid Asst
	duongtung@foothill.edu
	X
	X
	X


	Action Items and/or Assignments for SunGard Higher Education

	Date Assigned
	Description
	Owner 
	Critical Date for Completion
	Status

	01/30/09
	Send documents for Dataload preparation
	Carol Linsley
	1/22/2009
	Complete

	1/30/09
	Coordinator with Remote DBA on Financial Aid release  7.13.0.1 and CALB 7.6
	Carol Linsley Randy Teschler
	2/24/09
	Complete

	3/17/2009
	Sample Rules are needed to Assign students to correct residency groups
	Carol Linsley
	4/27/09
	Open



	3/27/09
	Provide calendar of Banner releases to coordinate with future agenda.
	Carol Linsley
	4/15/09
	Open

	5/1/2009
	Build a variable for use in the College Code Popsel
	Carol Linsley
	5/1/2009
	Complete

	Action Items and/or Assignments for FHDA CCD

	Date Assigned
	Description
	Owner 
	Critical Date for Completion
	Status

	1/30/2009
	Review Current Release of Banner and decide when to upgrade to  Banner 8 and CALB 8
	FA Implementation Team and FHDA Project Manager
	4/27/2009
	Complete

	1/30/2009
	Prepare for Dataload during the next visit.  
	FA Implementation Team and FHDA IT
	02/24/2009
	Complete

	1/30/2009
	Review and Practice Banner Navigation in preparation for next Training visit
	FA Implementation Team
	02/24/2009
	Complete

	1/30/2009
	Prepare list of documents used for Financial Aid Tracking.  Documents with different messages and instructions must have unique names.
	FA Implementation Team
	02/24/2009
	Complete

	02/27/09
	Decide when you want to start bringing in 09/10 ISIRS into TRAIN .   I recommend that you are able to do this during the first Consulting visit scheduled for 3/24/09
	FA Implementation Team
	3/17/09
	Open

	02/27/09
	Review whether to install an FTP process to move the files to prevent the blank line in the 0910ESAR.tap file.  It seems that your current process will not give us the desired outcome.


	FA Implementation Team and IT
	3/17/09
	Complete and using a script provided by Ken W to remove the extra line

	02/27/09
	Enter more of the Comment Codes on the RORPOST table in TRAIN using the model from the training this week
	FA Implementation Team
	3/17/09
	Complete 

	02/27/09
	Have available at the next Training the 0910 academic and processing calendars for both colleges available. 

Review your student budgets and budget components for 09/10 and have them available.   

	FA Implementation Team
	3/17/09
	Complete

	02/27/09
	Assure that you and the Team have security access to the TEST system
	FA Implementation Team
	3/17/09
	Complete

	02/27/09
	Work with IT to get a  Generic ID established  


	FA Implementation Team
	3/17/09
	Complete

	02/27/09
	Decide how to manage and post any outputs from Banner that you want to share with the college FA staff.  We talked some about printing out reports, posting them on a shared drive etc.


	FA Implementation Team
	3/17/09
	Open

	02/27/09
	Review the included document ‘ FA Interface’ as a guide to working with the STUDENT team to identify and begin to build the Tables in the other System that apply to you as we discussed .


	FA Implementation Team
	3/17/09
	Open

	02/27/09
	Review the document on Student Employment to consider how your role with HR will be different. 


	FA Implementation Team
	3/17/09
	Complete

	02/27/09
	Review the TASK LOG.  Each module is outlined in detail with some questions to think about as you consider any changes in procedures.
	FA Implementation Team
	3/17/09
	On-Going

	3/20/09
	Decide how to manage students that apply to both colleges
	FA Team Leads 
	3/27/09
	Complete

	3/20/09
	Complete the list of Tracking Documents.  Decide whether any college specific documents are needed and enter on RTVTREQ
	FA Implementation Team
	3/27/09
	Complete

	3/20/09
	Complete the Messages and enter on RTVTREQ
	FA Implementation Team
	3/27/09
	Complete

	3/20/09
	Complete the RORMESG form to associate the Documents with the Messages
	FA Implementation Team
	3/27/09
	Complete

	3/27/09
	Practice Dataload, resolving suspense and completing Tracking and Budgeting Processes.  Test outcomes and identify any issues. 
	FA Implementation Team
	4/27/09
	Open

	3/27/09
	Update TASK Log for Dataload, Tracking and Budgeting. Identify  issues
	FA Implementation Team 
	4/27/09
	Open

	5/1/2009
	Review financial aid funds that will be used in Banner in preparation for funds management/packaging training.  Continue discussion about which scholarships will be ‘Funds’ and which will be ‘Resources’
	FA Implementation Team
	6/1/2009
	Open

	5/1/2009
	Add the variable to current College Code popsels and test the outcome
	FA Implementation Team
	5/10/2009
	Open

	5/1/2009
	Review Common matching using an ‘address’ for a matching rule once General Person has been converted to TEST
	FA Implementation Team
	
	Open

	5/1/2009
	Review the FA email type with the Student team to determine how students may update that email address
	Cindy, Kevin
	6/1/2009
	Open

	5/1/2009
	Develop a subsequent Email delivery process
	FA Implementation Team
	During next consulting workshop
	Open





















































	Foothill DeAnza Community College District
	SunGard Higher Education 
	5/1/2009

	Financial Aid Implementation
	Confidential and Proprietary
	Page 1 of 11



[image: image1.jpg]