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 Foothill-De Anza CCD
                        
Training Agenda


Process Description: Entering and Maintaining Recruiting and Admissions Data

Banner Modules: Recruiting, Admissions (including Communication Plans and Tape Load Processing) and Curriculum Rules
1. Meeting Logistics

	Item
	Description

	Date
	February 10-February 12, 2009

	Time
	8:30-4:30

	Location
	Banner Training Room


2. Attendees

	Role
	Name

	Facilitator
	Dottie Marron

	Other Participants
	Users responsible for entering and maintaining recruitment and admissions data.


3. Pre-Work

· Attendees should have completed Banner Navigation Training or an equivalent course and be able to navigate in the Banner system.

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

· Have the Help Center in Banner accessible

· Have an electronic copy of the Banner Student and Banner General User’s guides available for reference.

· Review Recruitment Workbook and Chapter 9, “Recruiting Procedures” from the Banner Student User Guide.

· Review Admissions Workbook and Chapter 10, “Admissions Procedures” from the Banner Student User Guide.
· Have a printed copy of the Recruiting and Admissions Workbooks to bring to training for reference.

4. Purpose

· To become familiar with Banner Recruitment and Admissions terminology.

· To review validation tables and application forms included in Banner’s Recruitment and Admissions Modules.

· To review and discuss validation tables and control forms included in communication plans.

· To review and discuss validation tables and control forms included in tape load processing.

· To begin hands-on training on how to enter and maintain recruitment and admissions data in Banner

· To review validation tables and application forms used for the MIS Matriculation Extract (if not covered during General Person training)

5. Desired Outcomes

· Consolidate and demonstrate the knowledge and skills obtained since the previous visit

· Understand the concepts, purpose and use of the Banner Recruitment module

· Understand the concepts, purpose and use of the Banner Admissions module
· Understand the concepts, purpose and use of Communication Plans 
· Understand the concepts, purpose and use of Tape Load Processing
· Demonstrate the standard processes and produce the standard reports in these modules  

6. Agenda Topics 

Day 1 Tuesday, February 10, 2009

	Topic
	Time

	“Recruitment” Presentation/Discussion
· Set up:  Validation Forms
· Recruiter Code Validation Form (STVRECR)

· Recruit Type Validation Form (STVRTYP)
· Recruiting Internal Status Code Validation Form (STVRSTA)

Shared Tables (Cross System or Cross Module):

· Student Type Code Validation Form (STVSTYP)

· Residence Code Validation Form  (STVRESD)

· Campus Code Validation Form (STVCAMP)

· College Code Validation Form (STVCOLL)

· Major, Minor, Concentration Code Validation Form (STVMAJR)

· Degree Code Validation Form (STVDEGC)

· Department Code Validation Form (STVDEPT)

· Diploma Type Code Validation Form  (STVDPLM)

· Originator Code Validation Form (STVORIG)

· Outside Interest Code Validation Form  (STVINTS) 

· Education Level Code Validation Form  (STVEDLV)

· Education Goal Validation Form (STVEGOL)

· Contact Type Code Validation Form (STVCTYP)

· Source Contact Person Type Code Validation Form (STVPTYP)

· Appointment Result Code Validation Form (STVRSLT)

· Admission Type Code Validation Form  (STVADMT)

· Background Institution Characters Validation Form (STVBCHR)

· Cohort Code Validation Form  (STVCHRT) 

· Student Attribute Validation Form  (STVATTS)

· Source/Background Institution Code Validation Form (STVSBGI)

· High School Subject Code Validation Form  (STVSBJC)

· Session Code Validation Form (STVSESS)

· Site Code Validation Form  (STVSITE)

· Test Accommodation Validation Form  (STVTEAC)

· Test Form Validation Form  (STVTEFR) 

· Test Instrument Validation Form  (STVTEIN)

· Test Purpose Validation Form  (STVTEPR) 

· Test Code Validation Form (STVTESC)

· Admissions Test Score Source Code Validation Form (STVTSRC)
· Quick Flow Code Validation Form (GTVQUIK)

Self Service Tables:

· HTML Letter Module Validation Form (STVELMT)
· Web Prospect Type of Study Validation Form (STVTOST)

· Web Acknowledgement Validation Form (STVWACK)

· Web Prospect Information Selection Validation Form (STVWPIC)

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


	8:30 – 10:30

	Break
	10:30 – 10:45

	· Day-to-Day (Demonstration of Processes): 

· Capturing Biographic/Demographic Data (General System Review)

· General Person Identification Form (SPAIDEN)

· Common Matching (General System Review)

· Common Matching Form (GOAMTCH)

· Capturing Information on Prospective Applicants

· Prospect Summary (SRASUMI)
· Recruit Prospect Information Form (SRARECR)

· Quick Recruit Form (SRAQUIK)

· Source/Visits Prospect Form (SRASRCE)
· Recruiters Prospect Form (SRARINF)

· Capturing Educational Background Information
· Source Information 
· Source/Background Institution Base (SOASBGI)
· Source/Background Institution Year (SOABGIY)

	10:45 – 11:30

	Banner Student Demo
	11:30-12:30

	Lunch
	12:30 – 1:30

	· Day-to-Day: 
· Capturing Educational Background Information (continued)
· Prior High School (SOAHSCH)

· Prior College (SOAPCOL)

· Test Score Information Form (SOATEST)
· Entering Recruiter Appointments
· Person Appointments/Contacts (SOAAPPT)
· Recruiters Appointments/Visits (SRARAPT)
Reports:

· Rec/Enroll Analysis-How I Learned Report (SRRENRH)

· Recr/Enrl Analysis-Source/Recr Report (SRRENRL)

· Recruits Never Applied to Institution Report (SRRINQR)

· Communication Plan Processing Report (SORCPLN)

	1:30 – 2:30

	Recruiting Exercises
	2:30-3:00

	Break
	3:00 – 3:15

	Curriculum Rules and Concepts 
· Validation Tables:

· Curriculum Status Validation Form (STVCSTS)

· Learner Module Validation Form (STVLMOD)

· Learner Field of Study Type Validation Form (GTVLFST)

· Learner Curriculum Activity Validation Form (STVCACT)
· Forms:

· Curriculum Rules Control (SOACTRL)

· Curriculum Rules (SOACURR)

· Learner Curriculum Query (SOILCUR)

	3:15 – 4:30


Day 2 Wednesday, January 21, 2009
	Topic
	Time

	Communication Plan Discussion
· Creating Material Rules
· Validation Tables:

· Letter Code Validation Form (GTVLETR)

· Material Code Validation Form  (STVMATL)
· Duplicate Material Code Validation Form  (STVDPMR) 

· Initials Validation Form  (STVINIT) 

· Rule Forms:

· Duplicate Material Rules (SOADPMR)

· Material Rules (SOAMATL)

· Plan Organization (SOACGRP, SOACPLN)
· Validation Tables:

· Communication Group Code Validation Form  (STVCGRP)
· Communication Plan Code Validation Form  (STVCPLN)

· Plan Assignment (SOACOMM, SOAPLAN)
· Mass Entry of Mail Records (SURLOAD)

· Communication Removal Process (SURDELT)


	8:30 – 10:15

	Break
	10:15 – 10:30

	“Admissions” Presentation/Discussion
· Set up: Rules and Validation Forms


	10:30 – 12:00

	Lunch
	12:00 – 1:00

	“Admissions” Presentation/Discussion, continued
· Day-to-Day:

· Entering an Application (SAAADMS)

· Assigning a Decision (SAADCRV, SAADCSN, SARBDSN, SARDCSN)

· Performing a Quick Admit (SAAQUIK)


	1:00 – 2:30

	Break
	2:30 – 2:45

	Additional Forms/Processes:

· Guardian Information (SOAFOLK)

· Application Supplemental Information (SOASUPL)

· Admissions Application Summary (SAASUMI)

· Student Review Summary (SOASRVW)


	2:45 – 3:15

	Overview Selective Admissions

· Communication Load and Removal

· Secondary School Tracking

· Admissions Rating/Batch Entry

· Regionalization

· Process Geographic Regions, Administrators and Ratings


	3:15 – 4:30


Day 3 Thursday, February 12, 2009
	Topic
	Time

	Reports:

· Admissions Count by College/Major (SARACTM)

· Admissions Application Report (SARADMS)

· Admissions High School Report (SORHSRP)

· Admission Purge (SAPADMS)

· Appointment Purge Process (SOPAPPT)

· AMCAS Reports

· Source/Background Summary Report (SORSBSM)

· Prior College Summary Report (SORPCSM)
· MIS Matriculation Extract Set Up


	8:30 – 10:30

	Break
	10:30 – 10:45

	MIS Matriculation Set Up
· Validation Forms

· Service Provider Validation Form (STVSPRV)

· Services Exemption Validation Form (STVSSEP)

· Service Code Validation Form (STVSSER)

· Service Group Validation Form (STVSSGP)

· Service Result Validation Form (STVSSRS)

· Services Status Validation Form (STVSSST)

· Goal Validation Form (STVGOAL)

· Need Attribute Validation Form (STVNATT)

· Need Referral Validation Form (STVNDRF)

· Needs Validation Form (STVNEED)
· Service Attribute Validation Form (STVSATT)

· Services Provided Validation Form (STVSEPR)

· Goal Attribute Validation Form (STVGATT)
· Time Required Validation Form (STVTREQ)
· Support Services Forms

· Support Services Detail Form (SEADETL)

· Service Group Assignment Form (SEAASGN)

· Goal Attributes and Comments Form (SEAGDTL)

· Need Attributes and Comments Form (SEANDTL)

· Service Attributes and Comments Form (SEASDTL)

· Service Group Rules (SEASSGP)

	10:45 – 12:00

	Lunch
	12:00 – 1:00

	Admissions Exercises
	1:00 – 2:00

	Review Admissions Exercises
	2:00 – 2:30

	Break
	2:30 – 2:45

	Search Tape Load Processing

· Electronic Prospect Load (SRTLOAD)
· Interface Code Validation Form (STVINFC)

· Electronic Data File and Tape Validation Form (STVTAPE)

· Tape Field Position Rule Form (SRATPFD)

· Electronic Prospect Validation Form (STVPREL)

· Electronic Prospect Match Process (SRRSRIN)

· Electronic Prospect Purge (SRTPURG)

· Tape Field Names Validation Form (Tape Load Menu) (STVTPFD)

· Electronic Data File & Tape Validation Form (Tape Load Menu) (STVTAPE)
	2:45 – 3:30

	Wrap-up

· Review of Visit

· Plans for Next Visit

· Assignments

· Questions

	3:30 – 4:30
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