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Meeting Agenda


Banner Document Management Suite Training
1 Meeting Logistics

	Item
	Description

	Date
	October 20 – 22, 2009

	Time
	9:00 – 4:30pm daily

	Location
	Foothill – De Anza Community College District, room TBD


2 Attendees

	Role
	Name

	Facilitator
	Louis Chen

	Minute Taker
	

	Scribe
	

	Time Keeper
	

	Other Participants
	BDMS Administrator(s), Key personnel from the business unit being trained

	Equipment Needed
	Training lab with instructor and student workstations, video projector, and scanner attached to instructor workstation with ISIS (preferred) or TWAIN driver installed.  
Instructor PC should have Oracle Client installed and ApplicationXtender installed, remote connectivity to the ApplicationXtender Web Access server (such as through Remote Desktop), and a network account that can access the storage location and is a local administrator on the workstation so client software can be installed (if necessary) prior to start of training.  
Instructor will also need a Banner account that has access to all areas of the relevant Banner module. 

Student workstations will need to be able to log in with the ability to download and install plug-in components of ApplicationXtender Web Access.




3 Pre-Work

· Determine the Banner instance that will be used for training and send information to Louis Chen at Louis.chen@sungardhe.com.
· Prepare sample or real documents to be scanned in training. Use of real or blank sample forms is useful so that training attendees will be able to look at documents relevant to their business area.  If bringing real documents, it is best to bring in documents for which data will exist in the Banner instance used for training.
4 Purpose

· Deliver functional training in Banner Document Management Suite.
5 Desired Outcomes

· Training participants will understand how to use Banner Document Management Suite to scan, index, retrieve, and manage documents in BDMS.  
· Training participants will have an understanding of the business rules that need to be built using BDMS and how to build the rules.

· BDMS will be configured to approximate how it will be used upon go-live

6 Agenda 

(Times are approximate)

	Topic
	Time
	Participants

	October 20, 2009 - Room TBD

	System Overview and Key Concepts

Basic End User Training 

· AppXtender Image Capture
· Batch scanning

· Batch tools

· Adding and deleting pages

· Batch indexing
	9:00 AM – 12:00 PM (with break)
	BDMS training participants, especially those who may be doing batch scanning.

	
Lunch
	12:00 – 1:00 PM
	

	Basic End User Training (Continued)

· AppXtender Document Manager
· Document retrieval

· Document manipulation

· Scanning new pages and documents

· Import and export capabilities

· Deleting documents

· Modifying indexes

· Check-in and check-out

· Creating new versions
	1:15PM – 5:00 PM (with break)
	BDMS training participants, especially those who may be doing scanning and indexing via ApplicationXtender Document Manager

	October 21, 2009 – Room TBD

	Basic End User Training (Continued)

· AppXtender Web Access
· AppXtender Web Access interface

· Review ApplicationXtender concepts in AppXtender Web Access
· Scanning and adding pages and documents in AppXtender Web Access
	9:00 – 12:00 PM (with break)
	BDMS training participants, especially those who may be doing scanning and indexing via AppXtender Web Access.


	Lunch
	12:00 – 1:00 PM
	

	Advanced Feature Training

· Cross-Application Queries

· Page Versions

· Document Revisions (Check-out)

· Rubber Stamps

· Admin Functions in WX

· Differences between Desktop Client and Web Client

BDMS Integration Training

· Banner, AppXtender Document Manager, and AppXtender Web Access
· New Banner Screens

· Building and or Changing Context Rules

· Exercises to build skill and comfort levels
Cumulative Review
	1:15 – 5:00 PM (with break)
	BDMS training participants, especially those will be indexing documents to Banner data and those who will be viewing the documents via Banner and/or AppXtender

	October 22, 2009 – Room TBD

	Advanced End user and Administrator training

· Application Generator

· Adding users

· Group security

· Building new applications

· Document level security

· Audit trail 

· Annotation groups 
	9:00 – 12:00 PM (with break)


	BDMS Team lead(s), decision makers, and BDMS Administrator(s).

	Lunch
	12:00 – 1:00 PM
	

	Configuration Workshop

Breakout meetings from 1.5 to 2 hours for each functional office that will be implementing.  We will configure the TST8 system  to approximate how the system will be used upon go-live.  This includes: 
· customizing delivered apps

· creating custom apps

· adding document types

· importing users

· setting up security groups

· assigning users to groups
· setting up context rules in Banner

· setting up linking rules in Banner

· Discussing best practices relative to each functional office
	1:15 – 5:00 PM
	BDMS Administrator, Key Representatives from Each functional office
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