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Foothill-De Anza CCD
                        
Training Agenda


Process Description: Defining the Institutional Catalog of Courses and Schedule of Classes

Banner Modules: Catalog, Schedule, Faculty Load Crossover, and Location Management Crossover

1. Meeting Logistics

	Item
	Description

	Date
	2/17/09-2/19/09

	Time
	8:30 a.m.-4:30 p.m.

	Location
	TBA


2. Attendees

	Role
	Name

	Facilitator
	Dottie Marron

	Other Participants
	Users responsible for entering and maintaining course catalog information and scheduling course sections.


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 SCT 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 the Course Catalog Workbook and Chapter 4, “Catalog Processes” in the Banner Student User’s Guide.
· Review the Schedule Workbook and Chapter 5, “Schedule Processes” in the Banner Student User’s Guide.
· Have a printed copy of the Catalog and Schedule Workbooks to bring to training for reference.
4. Purpose

· To become familiar with Banner Catalog and Schedule terminology.

· To review validation tables and application forms included in Banner’s Catalog and Schedule Modules.

· To begin hands-on training on how to enter and maintain courses in a catalog and build sections of courses in the academic year.

· To review validation tables and application forms used for the MIS Calendar, Course, Section, and Session extracts

5. Desired Outcomes

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

· Understand Banner uses of term and term control

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

· Understand the concepts, purpose and use of the Banner Class Schedule module
· Understand the concepts, purpose and use of the Faculty Load Module as it impacts the Schedule of Classes
· Understand the concepts, purpose and use of the Location Management Module as it impacts the Schedule of Classes 

· Demonstrate the standard processes and produce the standard reports in these modules  

6. Agenda Topics 

Day 1 2/17/2009

	Topic
	Time

	Introductions, Review Agenda
	8:30 – 9:45 

	“Course Catalog” Presentation/Discussion

· Set up: Validation Forms
· Duration Unit Validation Form (GTVDUNT)
· Catalog Approval Code Validation Form (STVAPRV)
· Attribute Validation Form  (STVATTR)
· Campus Code Validation Form (STVCAMP)
· Classification Code Validation Form (STVCCSL)
· CIP Code Validation Form (STVCIPC)
· Class Code Validation Form (STVCLAS)*
· College Code Validation Form (STVCOLL)*
· Course Status Code Validation Form (STVCSTA)
· Catalog Element One(-Five) Validation Form (STVCUDA-F)
· Department Code Validation Form (STVDEPT)*
· Division Code Validation Form (STVDIVS)
· Fee Type Validation Form (STVFTYP)
· Grading Mode Code Validation Form (STVGMOD)*
· Level Code Validation Form (STVLEVL)*
· Major, Minor, Concentration Code Validation Form (STVMAJR)*
· Occupational Course Code Validation Form (STVOCCS)
· Pre-Requisite Waiver Code Validation Form (STVPWAV)
· Repeat Status Code Validation Form (STVREPS)
· Term Restriction Code Validation Form (STVRTRM)
· Source/Background Institution Code Validation Form (STVSBGI)*
· Schedule Type Code Validation Form (STVSCHD)
· Subject Code Validation Form (STVSUBJ)
· Term Code Validation Form (STVTERM)*
· Test Code Validation Form (STVTESC)
· Taxonomy of Program Code Validation Form (STVTOPS)
· Test Score Percentile Type Validation Form (STVTSPT)
*Shared Table
	8:45 – 10:15

	Break
	10:15 – 10:30

	“Course Catalog” Presentation/Discussion, continued
· Day-to-Day

· Build or Change Course Catalog (SCACRSE, SCADETL, SCATEXT)

· Create Syllabus Information (SCASLYB)

· Enter MIS Course Extract values


	10:30 – 12:00

	Lunch
	12:00 – 1:30

	“Course Catalog” Presentation/Discussion, continued

· Day-to-Day

· Place, Change or Remove restrictions (SCARRES, SCASRES, SCAPREQ)

· Produce Reports
Reports:
· Bulletin Report (SCRBULT)


	1:30 – 2:00

	Break
	2:00 – 2:15

	Catalog Exercises
	2:15 – 3:00

	Review Exercises
	3:00 – 3:30

	Question/Answer Session
	3:30 – 4:30


Day 2 2/18/2009
	Topic
	Time

	“Class Schedule” Presentation/Discussion

· Set up: Validation Forms
· Duration Unit Validation Form (GTVDUNT)
· Instructional Method Validation Form (GTVINSM)
· Meeting Type Validation Form (GTVMTYP)
· Partition Code Validation Form (GTVPARS) *
· Scheduling Status Code Validation Form (GTVSCHS) *
· Academic Calendar Type Validation Form (STVACCL)
· Attendance Accounting Method Validation Form (STVACCT)
· Day Attribute One(-Five) Validation Form (STVATRA-E)
· Attribute Validation Form (STVATTR) 
· Block Code Validation Form (STVBLCK)
· Building Code Validation Form (STVBLDG)
· Campus Code Validation Form (STVCAMP)
· Class Code Validation Form (STVCLAS) *
· College Code Validation Form (STVCOLL) *
· Day of Week Validation Form (STVDAYS) *
· Institutional Type of Day Validation Form (STVDAYT)
· Department Code Validation Form (STVDEPT) *
· Division Code Validation Form (STVDIVS)
· Evaluation Question Code Validation Form (STVEVAL)
· Faculty Contract Type Code Validation Form (STVFCNT)
· Faculty Status Code Validation Form (STVFCST)
· Fee Type Validation Form (STVFTYP)
· Grading Mode Code Validation Form (STVGMOD)*
· Level Code Validation Form (STVLEVL) *
· Major, Minor, Concentration Code Validation Form (STVMAJR) *
· Meeting Time Code Validation Form (STVMEET)
· Part of Term Code Validation Form (STVPTRM)
· Room Status Code Validation Form (STVRMST)
· Special Approval Code Validation Form (STVSAPR)
· Schedule Contract Code Validation Form (STVSCCD)
· Schedule Type Code Validation Form (STVSCHD)
· Session Code Validation Form (STVSESS)
· Section Status Code Validation Form (STVSSTS)
· Subject Code Validation Form (STVSUBJ)
· Term Code Validation Form (STVTERM) *
· Test Code Validation Form (STVTESC)
· Taxonomy of Program Code Validation Form (STVTOPS)
· Test Score Percentile Type Validation Form (STVTSPT)
· Rules

· Term Control Form (SOATERM)

· Open Learning Section Default Rules (SOAORUL)

· Schedule Processing Rules (SSARULE)

*Shared Table
	8:30 – 10:30

	Break
	10:30 – 10:45

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

· Build and Change Traditional and Open Learning Course Sections:

· Scheduling a Section of a Course (SSASECT)
· Schedule Prerequisites and Test Scores (SSAPREQ)

· Schedule Detail (SSADETL)

· Schedule Restrictions (SSARRES)

· Creating Syllabus Information

· Link and cross list courses

· Create Blocks

· Enter Calendar information –(SSAACRL, SSAACCL)
· Create Faculty Member - SIAINST


	10:45 – 12:00

	Lunch
	12:00 – 1:30

	Additional Forms:

· Section Comment (SSATEXT)

· Schedule Evaluation (SSAEVAL)

· Calendar Form (SOACALD)

Reports:

· Term Roll Report (SSRROLL)

· Class Schedule Report (SSRSECT)

· Schedule Section Tally Report (SSRTALY)

· Schedule Purge (SSPSCHD)

· Section Level Fee Mass Population Process (SSPMFEE)

· Schedule Open Learning Rule Default Process (SSPRDEF)

Demonstration of Forms and Processes


	1:30 – 4:30

	
	


Day 3 2/18/2009
	Topic
	Time

	Schedule Exercises
	8:30 – 10:00

	Review Exercises
	10:00 – 10:30

	Break
	10:30 – 10:45

	Discussion – OLR versus Part of Term
	10:45 – 12:00

	Lunch
	12:00 – 1:30

	Consulting session - Catalog/Schedule workgroup only

· Review required and optional code validation forms

· Discuss Banner use of course levels and schedule types

· Identify courses for which CAPP Pre requisites would be used
	1:30 – 3:15

	Break
	3:15 – 3:30

	Wrap-up

· Review of Visit

· Plans for Next Visit

· Assignments

· Questions

	3:30 – 4:30


7. Document History

Revision Record
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