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Foothill De Anza CCD
                        
Training Agenda


Process Description: Create selection criteria for use with reports or letters, define letters for standard processing or export
Banner Modules: Admissions, Recruiting, Student
1. Meeting Logistics

	Item
	Description

	Date
	3/31/2009-4/2/2009

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

	Location
	TBA


2. Attendees

	Role
	Name

	Facilitator
	Dottie Marron

	Other Participants
	Users in functional area responsible for letter production

Technical people responsible for support


3. Pre-Work

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

· Review Chapter 5, Population Selection “Overview” and “Definitions” topics in the Banner General User’s Guide
· Review Chapter 6, Letter Generation “Overview” topic in the Banner General User’s Guide
· Review Chapter 4, Job Submission “Overview” in the Banner General User’s Guide
· Have a printed or electronic copy of the Population Selection and Letter Generation Workbooks to bring to training for reference.

4. Purpose

· To become familiar with Banner Population Selection and Letter Generation terminology and concepts.

· To begin hands-on training on how use Banner Population Selection and Letter Generation

· To provide the knowledge needed to decide how Banner Letter generation can fit into the overall strategy for communicating

5. Desired Outcomes

· Understand the concepts, uses and purposes of Banner Population Selection and Letter generation

· Understand how to plan and build rules and information to fulfil a specific reporting or communication need
· Understand how to extract the data specified in a Banner letter

6. Agenda Topics 

Day 1 Tuesday, March 31, 2009

	Topic
	Time

	“Population Selection” Presentation/Discussion
· Overview

· Terminology

· Set-up:
· Rule and Validation Forms

· System Indicator Validation Table (GTVSYSI)

· Application Definition Rules Form (GLRAPPL)

· Population Selection Definition Rules Form (GLRSLCT)

· Object Definition Rules Form (GLROBJT)

· Variable Rules Definition Form (GLRVRBL)


	8:30-10:00 

	Break
	10:00.-10:15 

	“Population Selection” Presentation/Discussion, continued
· Day-to-Day
· Running a Population Selection (GLBDATA)

· Viewing Population Selection Results (GLAEXTR)

· Performing a Query on a Population (GLIEXTR)

· Adding or Deleting people to a population (GLAEXTR)

· Review Inquiry forms (GLIAPPL, GLISLCT, GLIOBJT)

· Demonstrate population selection techniques

· Review Job Submission functionality


	10:15 – 12:00

	Lunch
	12:00 – 1:30

	Population Selection Exercises
	1:30 – 2:30

	Break
	2:30 – 2:45

	Review Exercises
	2:45 – 4:15

	Question and Answer
	4:15 – 4:30


Day 2 Wednesday, April 1
	Topic
	Time

	“Letter Generation” Presentation/Discussion
· Overview

· Set-up:

· Rule and Validation Forms:

· Variable Rules Definition Form (GLRVRBL)

· Letter Code Validation Table (GTVLETR)

· Paragraph Code Validation Table (GTVPARA)

· Application Definition Rules Form (GLRAPPL)

· Population Selection Definition Rules Form (GLRSLCT)

· System Indicator Validation Table (GTVSYSI)


	8:30 – 10:30

	Break
	10:30 – 10:45

	“Letter Generation” Presentation/Discussion, continued
· Day-to-Day
· Define the contents of a paragraph (GUAPARA)

· Create the letter (GUALETR)

· Execute the Letter Extract process (GLBLSEL)

· Print/Export the Letter (GLRLETR)


	10:45 – 12:00

	Lunch
	12:00 – 1:30

	Letter Generation Exercises
	1:30 – 2:30

	Break
	2:30 – 2:45

	Review Exercises
	2:45 – 4:15

	Question and Answer
	4:15 – 4:30


Day 3 Thursday, April 2
	Topic
	Time

	Review process for creating a simple mail merge for export
· Create Letter Code (GTVLETR)

· Create Paragraph Code (GTVPARA)

· Create Variables (GLRVRBL)

· Create Paragraph Contents (GUAPARA)

· Add paragraph(s) to letter (GUALETR)

· Extract letter variables (GLBLSEL)

· Extract letter (GLRLETR)

· Create merge document using the Microsoft® Word “Wizard”

· Merge letters
	8:30 – 10:30

	Break
	10:30 – 10:45

	Export Exercise
	10:45 – 12:00

	Lunch
	12:00 – 1:30

	Review Communication Plan Processing
	1:30 – 2:00

	Break
	2:00 – 2:15

	Review Process (Population Selection through Letter Generation)
	2:15 – 4:00

	Wrap-up

· Review of Visit

· Plans for Next Visit

· Assignments

· Questions

	4:00 – 4:30
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