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Foothill De Anza CCD

Training Agenda


Process Description: Management of the student’s academic history information.

Banner Modules: Academic History, Graduation, Transfer Articulation

1. Meeting Logistics

	Item
	Description

	Date
	October 6-9, 2009

	Time
	T-Th 8:30 a.m.-4:30 p.m., Fr 8:30 a.m.-12:00 p.m.

	Location
	TBA


2. Attendees

	Role
	Name

	Facilitator
	Dottie Marron

	Other Participants
	Users responsible for entering and maintaining academic, transfer and graduation records. Note: participation of academic advisors to be discussed with the institution prior to invitations being sent.


3. Pre-Work

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

· Attendees should have completed the Catalog, Schedule, Registration and General Learner system education prior to this training or be familiar with that baseline functionality. 

· 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 Banner Student User’s Guide, Chapter 13, “Academic History Procedures”, “Transfer Articulation Procedures”, “Graduation Procedures” and “Graduate Student Tracking Procedures”

· Have a printed copy of the Academic History and Transfer Articulation Workbooks to bring to training for reference.

· Have a copy of a legacy transcript for comparison purposes.

4. Purpose

· To become familiar with the place and purpose of Banner Academic History in overall Banner Student functionality. 

· To become familiar with the functionality housed in Banner Academic History 

· To become familiar with Banner Academic History terminology.

· To become familiar with Banner Transfer Articulation terminology.

· To review the validation tables, rules forms, and application forms included in Banner’s Academic History and Transfer Articulation.

· To begin hands-on training on how to enter and maintain Academic History, Transfer History and the student’s graduation record.

5. Desired Outcomes

· Consolidate and demonstrate the knowledge and skills obtained since the previous training session.

· Understand the primary forms in Academic History used for the student’s institutional credit. 

· Understand the additional forms in Academic History used to portray other aspects of the student’s Academic History (e.g. non-course requirements, transcript events and comments, etc.)

· Understand “End of Term” processing in Academic History, including entering grades, rolling grades, calculating term and level GPAs, etc.

· Understand the maintenance of the student’s Academic History records (e.g. grade changes, etc.).

· Print the student’s academic transcript.

· Understand the various query forms in Academic History.

· Understand the Transfer Articulation process in Banner, including the following

· Enter/maintain transfer course work for a student or applicant

· Define a transfer institution

· Define transfer grades

· Define transfer courses

· Create transfer equivalency information

· Associate the transfer articulated courses to a student

· Associate transfer credit to the student’s Academic History record.

· Review the various validation and rules forms for Academic History,  Transfer Articulation and Graduation.
· Generate a number of reports and processes for the above areas.
6. Agenda Topics 

Day 1 – Tuesday, October 6      




       
	Topic
	Time

	Introductions
	8:30-8:40

	“Academic History” Presentation/Discussion

· Introduction to Academic History

· Introduction to the main forms for the student’s institutional credit:

· Term Course Maintenance Form (SHAINST)

· Course Maintenance Form (SHATCKN)

· Course Summary Form (SHACRSE)

· Degree and Other Formal Awards Form (SHADEGR)
Academic History” Presentation/Discussion, continued

· Reviewing selected validation and control forms:

· Grade Code Maintenance Form (SHAGRDE)

· Grade Change Reason Code Validation Form (STVGCHG)

· Grade Comment Form (STVGCMT)

· Grade Mode Validation Form (STVGMOD)

· Grade Code Substitution Form (SHAGRDS)
	8:40-10:00 

	Break
	 10:00-10:15

	“Academic History” Presentation/Discussion, continued

· Continuation of the above

· Questions and answers


	10:15-12:00 

	Lunch
	 12:00-1:30

	“Academic History” Presentation/Discussion, continued

· Maintaining the student’s institutional credit:

· Enter and roll grades:
· Class Roster Form (SFASLST)
· Grade Roll to Academic History (SHRROLL)
· Other methods of entering grades (Self Service, 3rd party software)
· Change, maintain grades:
· Term Course Maintenance Form (SHAINST)
· Course Maintenance Form (SHATCKN)
· Course Summary Form (SHACRSE)
· Incomplete grade processing (SHAINCG, SHRCINC)
	1:30-3:00 

	Break
	3:00-3:15 

	“Academic History” Presentation/Discussion, continued

Hands-on practice with sample data 

· Entering and maintaining the student’s degree information:

· Degree and Other Formal Awards Form (SHADEGR)

· Review selected validation forms (STVDEGS, STVGRST)

· Additional forms in Academic History:

· Transcript Events and Comments Form (SHATCMT)

· Qualifying Papers Form (SHAQPNO)

· Academic Non-Course Form (SHANCRS)

· Hands-on practice with sample data
· Questions and wrap-up for the day


	3:15-4:30 


Day 2 – Wenesday, October 7
	Topic
	Time

	“Academic History” Presentation/Discussion, continued

· Brief review of the previous day’s material
· Calculating the student’s GPAs in Academic History:

· Term Course Maintenance Form (SHAINST)

· Calculate GPA Process (SHRCGPA)

· Recalculate GPA Process (SHRGPAC)

· Producing the student’s academic transcript:
· Pre-Banner Summary Hours and GPA Form (SHAPCMP)

· Transcript Events and Comments Form (SHATCMT)
· Transcript Request Form (SHARQTC)

· Transcript Population Selection (SHRTPOP)

· Academic Transcript Report (SHRTRTC)

· Transcript Request Status (SHARQTS)

· Self Service options

· Questions and answers

· Hands-on practice with sample data


	8:30-10:00 

	Break
	 10:00-10:15

	“Academic History” Presentation/Discussion, continued

· “End of Term” processing in Academic History:

· Enter grades

· Roll grades

· Repeat course processing

· Repeat / Multiple Course Rules Form (SHARPTR)

· Repeat Course Check Process (SHRRPTS)

· Calculate GPAs

· Calculate GPA Process (SHRCGPA)

· Recalculate GPA Process (SHRGPAC)

· Calculate the student’s Academic Standing

· Academic Standing Rules Form (SHAACST)

· Calculate Academic Standing Process (SHRASTD)

· Viewing Grades

· Self Service View Grades

· Grade Mailer Process (SHRGRDE)

· Update Student Type

· Continuant Terms Rules Form (SOACTRM)

· Student Type Update Process (SHRTYPE)
· Update Progress Evaluation and Combined Academic Standing (SHRPREV)
Questions and answers
	10:15-12:00 

	Lunch
	 12:00-1:30

	“Academic History” Presentation/Discussion, continued

· Brief review of the previous day’s material
· Review of selected query forms in Academic History:

· Term Sequence History Form (SHATERM)

· Subject Sequence History Form (SHASUBJ)

· Academic Status Query Form (SHASTAT)

· Course History by Term/Campus (SHATRMC)

“Graduation” Presentation 

· Introduction to Graduation Processing:

· Degree and Formal Awards (SHADEGR)

· Diploma (SHADIPL)

· Ceremony (SHACRMY)

· Ceremony Attendance (SHACATT)

· Ceremony Query (SHACRMQ)

· Ceremony Attendance Query (SHACATQ)

· Ceremonies By Attendee Query (SHACPRQ)

· Mass Entry (SHAMDEG)

· Mass Entry Ceremony Attendance (SHAMCAT)

· Mass Entry Diploma (SHAMDIP)

· Mass Update Diploma (SHAMUDI)

· Mass Update Ceremony (SHAMUCA)
· Roll Learner to Outcome (SHRROUT)

· Self Service Graduation Introduction

· Self Service Graduation Application Display Rules (SHAGADR)

· Graduation Application Display Rule Selection (SHAGADS)

· Graduation Application Eligibility Rules (SHAGELR)

· Graduation Application Form (SHAGAPP)
· Graduation Control Forms:

· Graduation Default Control (SHAGRDD)

· Attendee Size Classification Rules (SHASIZE)
	1:30-3:00 

	Break
	3:00-3:15 

	Set up: Ceremony Validation Tables

· Ceremony Type Code Validation Form (STVCERT)
· Ceremony Dress Validation Form (STVDRES)

· Awarding Institution Code Validation Form (STVINNM)

· Measurement Validation Form (STVMEAS)

· Academic Dress Size Validation Form (STVSIZE)

· Academic Dress Type Validation Form (STVTYPE)

Set up: Ceremony Validation Tables, continued
Set up: Controls

· Graduation Default Control (SHAGRDD)

· Attendee Size Classification Rules (SHASIZE)


	3:15-4:30 


Day 3 – Thursday, October 8
	Topic
	Time

	“Transfer Articulation” Presentation/Discussion

· Introduction to Transfer Articulation:

· Transfer Course Form (SHATRNS)

· Transfer Articulation Processing:

· Review validation forms:

· Transfer Level Validation Form (STVTLVL)

· Calendar Type Code Validation Form (STVCALD)

· Acceptance Practice Validation Form (STVACPR)

· Institutional Accreditation Status Validation Form (STVACST)

· Transfer Articulation Course Status Form (STVTAST)

· Transfer Articulation Institution Form (SOABGTA)

· Transfer Grade Code Maintenance (SHATGRD)

· Transfer Institution Catalog Entry Form (SHATATC)

· Transfer Course Articulation Form (SHATATR)

· Transfer Articulation Attributes (SHATRTA)

· Transfer Articulation Evaluation (SHATAEQ)


	8:30-10:00 

	Break
	 10:00-10:15

	Continue Transfer Articulation 

· Viewing the student’s transfer credit in Academic History:

· Transfer Course Form (SHATRNS)

· Term Sequence History Form (SHATERM)

· Subject Sequence History Form (SHASUBJ)

· Academic transcript

· Hands-on practice

· Questions and answers

· Identification of possible issues
	10:15-12:00 

	Lunch
	 12:00-1:30

	Continuation of Transfer Articulation (if needed)

Academic History conversion/data entry

· Pre-Banner Summary Hours and GPA Form (SHAPCMP)

· Course Maintenance (SHATCKN)


	1:30-3:00 

	Break
	3:00-3:15 

	Academic History exercises
	3:15-4:00 

	Wrap-up

· Review of the specific validation and control forms identified / discussed during this training session

· Review of the various jobs / processes identified / discussed during this training session 

· Review of Visit

· Plans for Next Visit

· Assignments

· Questions

· Evaluation Form
	 4:00-4:30


Day 4 – Friday, October 9
	Topic
	Time

	· Faculty Load/HR Interface 
	8:30-10:00 

	Break
	 10:00-10:15

	· Faculty Load/HR Interface
	10:15-12:00 


7. Document History
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Addendum

Academic History Validation Forms

*Denotes Shared Table

	Form Name
	Form Description

	GTV SDTB
	Tables With Existing SD Attributes

	STVASTD
	Academic Standing Codes

	STVCAST
	Combined Academic Standing Codes

	STVCOLL*
	College Codes

	STVDEGC*
	Degree Codes

	STVDEPT*
	Department Codes

	STVEXAM
	Examination Codes

	STVGCHG
	Grade Change Codes

	STVGCMT
	Grade Comment Codes

	STVGMOD
	Grade Mode Codes

	STVLEVL*
	Level Codes

	STVMAJR*
	Major, Minor, Concentration Codes

	STVPREV
	Progress Evaluation Codes

	STVPTRM
	Part of Term Codes

	STVREPS
	Repeat Status Codes

	STVSCHD*
	Schedule Type Codes

	STVSTAT*
	Student Status Codes

	STVSTYP*
	Student Type Codes

	STVSUBJ*
	Subject Codes

	STVTERM*
	Term Codes

	STVWRSN
	Withdrawal Reason Codes

	STVTPRT
	Transcript Type Codes

	STVTRNS
	Transcript Name Source Codes


Academic History Control/Rules Forms

	Form Name
	Form Description

	SHAGRDE
	Grade Code Maintenance Form

	SHAGRDS
	Grade Substitution Maintenance Form

	SHAINCG
	Incomplete Grade Rules

	SHAACST
	Academic Standing Rules

	SHAGCOL
	Grade Mailer Status/Error Correction

	SHARPTR
	Repeat/Multiple Course Rules

	SOACTRM
	Continuant Terms Rules Form

	SHACTRL
	Academic History Control Form

	SHAGEDI
	EDI Academic Grade Qualifier Form

	SHAGRUL
	Grade Book Rule Definition Form

	SHARTYP
	Rule Type Definition Form 

	SHARPAR
	Grade Book Rule Parameter Definition Form

	SHAGPAR
	GPA Display Rules

	SMAPRLE
	Program Rules

	SOACTRL
	Curriculum Rules Control Form

	SOACURR
	Curriculum Rules

	SORCACT
	Curriculum Activity Status Rules

	SORLCDF
	Curriculum User Default Rules

	SORCSTS
	Curriculum Even Status Rules

	SHATPRT
	Transcript Type Rules

	SHAWTRR
	Web Transcript  Request Rules

	SHRTRNS
	Transcript Name Source Rules

	STVXLBL
	EDI Cross Reference  Label Codes


Transfer Articulation Validation Forms

*Denotes Shared Table

	Form Name
	Form Description

	STVSBGI*
	Source/Background Institution Codes (high schools, colleges)

	STVTERM*
	Term Codes

	STVLEVL*
	Level Codes

	STVHLWK
	Highest Level of Work Codes

	STVACPR
	Accreditation Practice Codes 

	STVCALD
	Transfer Articulation Calendar Types

	STVTAAU
	Transfer Articulation Acceptance Authority

	STVTLVL
	Transfer Institution Level Codes

	STVACST
	Institutional Accreditation Status Codes

	STVPRGA
	Program Accreditation Codes

	STVBLCK
	Block Codes

	STVBLDG*
	Building Codes

	STVCAMP
	Campus Codes

	STVCHRT
	Cohort Codes

	STVCLAS*
	Class Codes

	STVCOLL*
	College Codes

	STVDAYS*
	Days of the Week

	STVDAYT
	Institutional Type of Day Codes

	STVDEGC*
	Degree Codes

	STVDEPT*
	Department Codes

	STVDIVS
	Division Codes

	STVEVAL
	Evaluation Question Codes

	STVFCNT
	Faculty Contract Type Codes

	STVFCST
	Faculty Status Codes 

	STVFTYP
	Fee Types

	STVGMOD*
	Grading Modes

	STVLEVL*
	Level Codes

	STVMAJR*
	Major, Minor, Concentration Codes

	STVMEET
	Meeting Time Codes

	STVRATE
	Student Fee Assessment Rate Codes

	STVRESD
	Residency Codes

	STVRTRM
	Term Restriction Codes

	STVRMST
	Room Status Codes

	STVPTRM
	Part of Term Codes

	STVSAPR
	Special Approval Codes

	STVSCCD
	Schedule Contract Codes

	STVSCHD
	Schedule Type Codes

	STVSESS
	Session Codes

	STVSSTS
	Section Status Codes

	STVSUBJ*
	Subject Codes

	STVATTR
	Degree Program Attributes

	STVTAST
	Transfer Articulation Course Status Codes

	STVTERM*
	Term Codes

	STVTESC*
	Test Codes

	STVTOPS
	Taxonomy of Program Codes

	STVTSPT
	Test Score Percentile Types

	STVVTYP*
	Visa Types


Transfer Articulation Control/Rules Forms

	Form Name
	Form Description

	SMAPRLE
	Program Rules

	SHAGRDE
	Grade Code Maintenance Form


Graduation Validation Forms

*Denotes Shared Table

	Form Name
	Form Description

	STVDEGS
	Degree Status Codes

	STVTERM*
	Term Codes

	STVACYR
	Academic Year Codes

	STVGRST
	Graduation Status Codes

	STVGAST
	Graduation Application Status Codes

	STVGADR
	Graduation Application Display Rule Codes

	STVMAJR*
	Major, Minor, Concentration Codes

	STVDEGC*
	Degree Codes

	STVLEVL*
	Level Codes

	STVCOLL*
	College Codes*

	STVDEPT*
	Department Codes

	STVHOND
	Departmental Honor Codes

	STVHONR
	Institutional Honor Codes

	STVSUBJ*
	Subject Codes

	STVDIVS*
	Division Codes

	STVCOMS
	Committee/Service Status Codes

	STVCOMF
	Committee Member Role/Function Codes

	STVROLE
	Role Definition Codes

	STVNCRQ
	Non-Course Requirement Codes

	STVNCST
	Non-Course Requirement Status Codes

	STVINNM
	Awarding Institution Codes

	STVCERT
	Ceremony Type Codes

	STVATYP*
	Address Types

	GTVZIPC*
	Zip/Postal Codes

	GTVNTYP*
	Name Type Codes

	STVNATN*
	Nation Codes

	GTVSYSI*
	System Indicator Codes

	STVETYP*
	Event Type Codes

	STVSITE*
	Site Codes

	STVBLDG*
	Building Codes

	STVRDEF
	Room Attribute Codes

	STVDRES
	Ceremony Dress Codes

	STVSIZE
	Academic Dress Size Codes

	STVTYPE
	Academic Dress Type Codes

	STVMEAS
	Measurement Codes

	STVGAST
	Graduation Application Status Codes

	GTVLETR
	Letter Codes

	GTVPARA
	Paragraph Codes

	STVINTS
	Initial Codes

	STVMECL
	Mass Entry Column Codes


Graduation Control/Rules Forms

	Form Name
	Form Description

	TSADETC
	Detail Code Control Form

	SMAPRLE
	Program Codes

	SOACURR
	Curriculum Rules

	SOACTRL
	Curriculum Rules Control Form

	STVCACT
	Curriculum Activity Status Codes

	STVCSTS
	Curriculum Status Codes

	GLRVRBL
	Variable Rule Definitions

	GLRSLCT
	Population Selection Rules

	SHAGRDD
	Graduation Default Control Form

	SHASIZE
	Attendee Size Classification Rules

	SHAGADR
	Self –Service Graduation Application Display Rules

	SHAGADS
	Graduation Application Display Rule Selection

	SHAGELR
	Graduation Application Eligibility Rules
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