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Executive Summary

Introduction

During the on-site sessions, participants first reviewed current process information, followed by the Banner functional consultant giving a high-level overview of appropriate Banner functionality and answering any participant questions.
Next, cross-functional process models were constructed to represent how participants believe current processes might look once Banner is implemented, understanding these may change once a more comprehensive understanding of the software is gained. These models are intended as high-level process maps and were composed and validated by session participants.
This document includes gap analyses which evaluate the degree to which the delivered SunGard Higher Education information system functionality does not accommodate current or desired FHDACCD business practices.  
Recommendations are made for implementing Banner Financial Aid. Many recommendations are based on participant-identified process hindrances and desired improvements listed in the current process summary sections. Please note that these recommended practices are based on our experience with similar institutions and represent “successful practices”.  These recommendations are not an absolute blueprint for system configuration; they are rather recommendations to guide you in your choices as you build your own system.
Summary of Key Findings and Recommendations

The following high-level Financial Aid processes were examined during on site information gathering interviews held December 9 – 11, 2008:
1. Processing Financial Aid Applications
2. Managing Requirements Tracking and Communication
3. Processing Pell and ACG
4. Processing Loans
5. Managing Continuing Eligibility for Financial Aid
6. Packaging and Disbursing Financial Aid
7. Administering the Student Employment Program
In general, almost all of the FHDA’s Financial Aid processes can be accommodated by SGHE Banner Financial Aid baseline functionality. Process improvements will be seen immediately because of the integrated architecture of the new information system.  The remainder can be accommodated by a combination of Banner Financial Aid and/or certain accessory products.

Here are the overarching findings identified during the sessions:

Processing Financial Aid Applications

New functionality with the BOGW from the California Solutions Center will allow a more systematic method of determining BOG eligibility.
Banner logs needs analysis changes/corrections for extract and sends them to the federal processor, eliminating the need to make corrections in CPS rather than the student system.
Managing Requirements Tracking and Communication

To resolve the issue of no good way of personalizing exactly what the student needs to do, develop descriptive tracking statuses for document errors.  For example, “I” could have the status description: document incomplete, “”N” could have the status description: document not signed.  These status descriptions will display with the document name in Self-Service.

Banner allows live URL links in Self-Service.  These links may be used in several areas, including lender sites, tracking documents and general information.

Processing Pell and ACG

Banner functionality has a transfer monitoring system which allows schools to batch send Transfer Monitoring Requests to NSLDS. Transfer monitoring alerts will be sent directly to a designated e-mail.  This will assist in preventing overpayment due to mid-year transfer.

Banner’s award maintenance form, RPAAWRD, displays the total aid for the aid year on one form.  In addition, the term tab displays all awards for the aid year by term disbursement.  Summer can be included in the aid period/period of enrollment when applicable.

Processing Loans

Students will be able to view complete account information in Self-Service.  The account information lists each transaction by date.  As Banner disburses by term, there would be a separate entry for each term.

There are many options available for schools choosing to handle Loan Entrance Counseling by an online method.  Banner FA Self-Service provides the ability to link a URL and instructions to a tracking requirement.   

Managing Continuing Eligibility for Financial Aid

Per Dorothy Marron, the SunGard Student Consultant, Foothill and De Anza will share a Banner instance but will use student level, course level, and term codes to segregate data by college.  This will insure that students have separate registration, grade, and total unit information.  Because the information exists within the same instance, SAP RORRULES should be able to incorporate this information into the SAP calculation.  Please work with the Financial Aid and Student Technical Consultants to develop these complex rules.
Packaging and Disbursing Financial Aid

Consider using Banner as intended (i.e., disbursement flows through the student account, paying any outstanding charges; aid becomes a refund process).

Consider starting disbursement the week before term start.

FHDA is concerned that disbursement of aid to student accounts will result in a delay in students receiving money.  This process can be streamlined and timed to benefit the students and performs many system checks which are currently performed manually. In addition, students will no longer receive a refund for the term which must be used to pay a FHDA balance due for the term as the Banner refund will be reduced by the amount owed.
Administering the Student Employment Program
Currently lack of integration between SIS and HRS requires a lot of manual data entry (e.g., adjusting both award and HR screens). The integrated nature of the Banner product will alleviate some duplication of tasks as each system is drawing upon the same database for student information.
Banner will post earnings to financial aid as long work study authorizations and HR job forms remain in sync with the position number and suffix.

Within this report, specific recommendations are made as to how to apply technology to ameliorate some of the technical concerns articulated during the interviews.  However some “outside of the box” brainstorming will need to be applied to some of the human relations issues discussed above.  The Banner Financial Aid implementation process itself, because of its cross functional nature, may be a good platform for the frank discussion of these issues. 

	Process Name:
	Processing Financial Aid Applications

	
	

	Interview Date:
	December 9, 2008

	
	

	Client Attendees:
	Name
	Title
	Email

	
	Cindy Castillo
	DA: FA Director
	castillocindy@deanza.com

	
	Kevin Harral
	FH: FA Director
	harralkevin@foothill.edu

	
	Janet Schmidt
	DA: Fin Aid Asst
	schmidtjanet@fhda.edu

	
	Dawna O’Malley
	DA: Fin Aid Asst
	o’malleydawna@deanza.edu

	
	Kevin Murphy
	FH: FA Coordinator
	murphykevinm@foothill.edu

	
	Joe Ngo
	DA: Fin Aid Asst
	ngojoe@deanza.edu

	
	Patricia Monoik
	FH: Fin Aid Asst
	monoikpatricia@foothill.edu

	
	Joyce Feldman
	DA: Fin Aid Asst
	feldmanjoyce@deanza.edu

	
	Sarah Corrao
	DA: Fin Aid Asst
	corraosarah@deanza.edu

	
	Ryan Bellan
	DA: Fin Aid Outreach
	bellonryan@deanza.edu

	
	Nicholas Huynh
	DA: Fin Aid Asst
	huynhnicholas@deanza.edu

	
	Karen Hunter
	DA: Fin Aid Asst
	hunterkaren@deanza.edu

	
	Nina Van
	DA: Fin Aid Outreach
	vannina@fhda.edu

	
	Thao Nguhen
	DA: Fin Aid Asst
	nguyenthao@fhda.edu

	
	Sheila Coyne
	Programmer Analyst
	Coynesheila@fhda.edu

	
	Josephine Christensen
	FH: Fin Aid Outreach Middlefield
	christensenjosephine@foothill.edu

	
	Inna Witrop
	FH: Fin Aid Outreach
	Witropinna@foothill.edu

	
	Christy Godinez
	FH: Fin Aid Asst
	godinezchristy@foothill.edu

	
	

	Notes on Current Process:
	Data sheet = initial intake form

Upload ISIRs into SIS PLUS, using EdTech (DA) or EdExpress (FH) using preset parameters (e.g., override existing email address).

Run Z Writer (“Doc Track”) to initiate tracking record.

FH: notification by postcard; DA: by email or postcard if email unknown (runs mailing labels)

Financial aid application procedure independent of admissions process.

DA: packages regardless of admission application; must be in eligible program (tracking issue)

FH: will package if applicant exists in the system

Application Volume:

· DA: 9,200 ISIRS/yr

· FH: 3,500 ISIRS/yr

For aid purposes, students are assigned to the campus to which they are admitted.  Overawarding due to awards from both colleges is not common.

BOG: handled as award but in AR classified as third party

Follow Federally-identified verification plus some institutional criteria

Campus Differences:

Very minor (e.g., different procedures for calculating timeframe)

	
	

	Customer Concerns / Hindrances:
	· Students may not know they have been awarded a BOG; see no dollar amount in self service

· Students awarded BOG still receive email saying additional documentation needed

· Students not notified when new tracking item needed or award made; have to check self service

· When student views self service, FAFSA data may not have been loaded into SIS; time lag

· Confusion between FAFSA and institutional email/address; students assume if fixed on FAFSA, automatically fixed in SIS (or vice versa)

	
	

	Staff Concerns / Hindrances:
	· BOGS: applicant must be admitted to the college but could be awarded based on FAFSA data

· Separate BOG application

· Educational goal: issue if applicant not admitted to the institution

· Having to go through third party software to download ISIRS; causes delays

· Have to manually calculate SAP

· FH: have to manually change residency (NR on FAFSA, R in SIS)

· “Fixed” FAFSAs do not override previous ones

· Revisiting subsequent EFCs is manual

· Have to hand code ACG for tracking

· Have to manually calculate timeframe (total hours)

· Have to make corrections in CPS rather than the student system

· Have to manually indicate verification done; system doesn’t keep track of items received

· System may not recognize student has already been awarded a BOG A or B; have to hand cancel the “C”; only one BOG can be awarded

	
	

	Improvements:
	· Outreach: consider using Banner prospective student module to work with unadmitted FA applicants
· Better communication from system to the student so student doesn’t have to continually check self service

· Ability for FA to receive notification of residency changes 

· Ability to make corrections in a single system

· Ability for system to link the different BOGS, prevent more than one award

· Ability to know if student is eligible to receive a renewal CAL grant

	
	

	Interfaces:
	Multiple Z Writers to interface SIS with other databases

	
	

	Stand-alone databases:
	· SIS

· EdConnect

· EdTech

· Web Grant (CAL grants)

	
	

	Issue:
	Need to agree with Student area on which addresses will be used for what purposes, and who will “own” them
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Description of tasks and decisions associated with the process

1.  Student completes an online FAFSA.

2.  CPS processes the FAFSA, 3.) sends the student a notification email with a link to the ISIR data, and 4.) sends the ISIR to the Financial Aid Office’s SAIG mailbox.

5.  FA downloads the file and 6.) uploads it to Banner.

6.  Banner creates a financial aid record for the student.

7.  FA reviews the ISIR load.  If there are suspended records, FA 9.) manually processes the ISIRS and 11.) deletes the suspended records.  If there are no suspended records, FA 10.) packages Board of Governor Grant (BOG) students.

Is the student selected for verification?  If yes go to #14 , if no proceed to the next question.

Is any other adjustment needed? If yes go to #12 , if no the process ends.

12. FA determines what additional information is needed and notifies the student.

13. Student provides requested information.

14. FA analyzes the information and 15.) modifies the ISIR data in Banner.

16. Banner logs the ISIR changes, 17.) creates a correction file and produces reports.

18. FA transmits the corrections to CPS.

19. CPS receives the updates, makes the corrections, and 20.) sends updates to FA via the SAIG mailbox.

21.  FA receives the updated file, and the process returns to Step 5.
Recommendations
· Both Cindy Castillo and Kevin Harral have registered for the BFINAID ListServe to solicit information from other Banner users. There is a broad base of knowledge in the Banner Financial Aid community. The ListServ allows direct access to this knowledge base.  If users other than the Financial Aid Directors will use the ListServ, is advised that a protocol be established for submitting questions to the ListServ. 

· Designated Financial Aid staff should attend portions of Banner Student system, Accounts Receivable and Human Resource training to understand various Admissions, Registrar, Accounts Receivable and Human Resource values that will be used.  For example, admission to the institution is a factor in Financial Aid file processing, staff should understand what the admission decision sequence is and how the Registrar will define active/inactive students.  Attending training in other Banner systems is particularly important for FHDA because of the ‘one-stop’ handling of aid disbursements and student employment.  The relational nature of Banner results in the decisions made in each Banner system impacting processing in other systems.

· All potential Banner users should have exposure to Banner Navigation prior to attending Financial Aid training.  
· IT staff should plan to be available during Financial Aid training sessions for technical assistance.  Banner Financial Aid processing relies heavily on running processes, communicating with third party software systems, the use of population selections and SQL rule writing. 

· Designated Financial Aid staff should attend as much Common Matching training as possible.  Financial Aid staff will use this approach during ISIR data load matching as well as from the SPAIDEN Identification Form to create records for lenders.  
· Staff from other departments should plan to attend Financial Aid Functional Training sessions when training topic is related to their area, such as:

· Accounts Receivable/Finance during Funds Management

· Accounts Receivable/Finance during Disbursement

· Accounts Receivable/Finance during Return of Title IV Funds training

· Human Resources/Payroll during Student Employment training, etc. 

· Eliminate the EdExpress software.  Banner will accommodate all basic federal aid processes required by federal regulations and will eliminate the need for two separate software systems.  You will still need EdConnect as your transmitting tool.  
· As Banner is an integrated database, there Financial Aid professionals can direct view student information such as: 

· Academic history

· Residency statuses

· High school information/details (if housed in SOAHSCH)

· Current enrollment information

· Discuss Common Matching rules with Admissions and Student personnel to determine an institutional policy regarding which ISIR fields should be matched against General Person fields in order to prevent duplicate IDs. A representative from Financial Aid should attend the Common Matching training for the Student Module to get a feel of this feature. Common Matching rules can be created to match on several fields such as: 

· Social Security Number

· Date of Birth

· Last Name

· First Name

· Address

· As FHDA has decided that all records will be loaded to Banner, consult with Recruitment staff to see if Banner should create Recruitment Records in addition to General Person records.  
· Financial Aid dataload processes allow users to load incoming address, telephone, email, and Social Security Number data to existing General Person records if those data items are missing from the existing records.  These options must be decided in conjunctions with Student System staff.
· Understand the concept of ‘current record’.  Banner Financial Aid system has the ability to load unlimited EDE records for a particular student.  Only one of the EDE records may be flagged as ‘current’ (used to determine need). FHDA can change a non-current EDE record to current very easily if needed.

· Once the basic ISIR record is loaded into Banner, automated processes exist to accommodate the steps required to:

· Post and monitor the receipt of necessary tracking documents

· Generate missing information letters/e-mails
· Assist with verification activities and generate necessary EDE corrections

· Assign cost of attendance/budgets

· Measure and communicate satisfactory academic progress (SAP) standing on both an annual and quarter-by-quarter basis

· Determine and monitor Pell Grant eligibility

· Report awarding and disbursement activity to the COD

· Account for and monitor anticipated additional resources 

· Package institutional aid 

· Package campus-based awards

· Notify student of eligibility and awards

· Record student response to the acceptance, modification, or rejection of offered aid
· Process loan applications

· Communicate loan eligibility using CommonLine data standards
· Communicate Work/Study authorizations to the HR/Payroll office in the event that student employee management resides with Human Resources.
· Manage and account for funds being awarded

· Disburse eligible funds to student accounts

· Monitor enrollment changes that affect eligibility

· Automatically adjust eligibility based on enrollment/status changes

· Calculate and process required Title IV returns as applicable

· Make all corrections in Banner.  Staff with appropriate security can update the needs analysis forms in Banner (RNANAxx, RNAPRxx, RNAVRxx, RNAOVxx) and can make corrections at any time.  The logging and extract process to send the corrections via EdConnect should be run on a regular basis per the departmental process flow.    
· Determine if FHDA will ‘lock’ records.  Staff can set record lock on current EDE record so that additional changes cannot be made and subsequent EDE records will not load as current records.
· Establish requirements tracking groups for both verified student populations and non-verified student populations.  Utilize the Batch Grouping process to determine and assign students to the appropriate tracking group based upon institution specific criteria.  The Batch Grouping process will also assign tracking documents to the student’s record (tax returns, verification worksheets etc.).  The tracking documents assigned are specified by tracking group.  

· The Budgeting module calculates and assigns cost of attendance values to each applicant based on budget components in effect at FHDA (e.g., tuition, fees, room and board, etc.). FHDA will need to determine all possible budget groups for their population and what budget components should be included in all budget groups.

· An unrestricted number of Budget components can also be posted to selected students manually and/or through the Batch Posting functionality to support unique budgeting circumstances. Batch Posting could be useful when posting special costs for selected students.

· The Packaging module in Banner permits you to define packaging groups, the funds that are to be given to each group and the order in which they are to be given. FHDA will need to determine what funds will be auto-packaged, e.g., work study and loans, and which funds will be packaged manually, e.g., scholarships.

· Banner Letter Generation or E-Mail can produce and track notices such as:

· Award Letters

· Revised Award Letters

· SAP Letters

· Document Tracking Letters

· Scholarship Letters

· Loan Information Letters

Additional Recommendations Based on the BPA discussion:

Students may not know if they have been awarded a BOG and if awarded, see no dollar amount in self-service at the start of the quarter.
Recommendation: New functionality with the BOGW from the California Solutions Center will allow a more systematic method of determining BOG eligibility.  Once determined, the BOG can be entered on the student’s account through several methods: fund award, institutional exemption or financial aid resource.  Once setup and methodology is determined, the BOG can be tied to specific fee assessment or detail codes to prevent an over credit to the student account.  Funds, exemptions and resources can be viewed in Self-Service with the proper set-up.

Students awarded BOG still receive email saying additional documentation needed (although ineligible for aid requiring documentation)
Recommendation: RRRGREQ tracking group rules form establishes the required documents for tracking groups such as Independent/Verified and Dependent/Not-Verified.  Establish a tracking group for students eligible for BOG only.  This will prevent auto-assignment tracking documents which are unnecessary.

Students not notified when new tracking item needed or award made.
Recommendation: Banner set-up can include tracking documents and awards which flag a tracking letter or award letter indicator.  Use population selections to find students with changes and notify student to view Self-Service.  After each notification, the indicator can be batch posted to null.

BOGS: applicant must be admitted to college but could be awarded based on FAFSA data.
Recommendation: Establish fund awarding rules and/or disbursement rules which check admission status.

Separate BOG application.
Recommendation: New functionality with the BOGW from the California Solutions Center will allow a more systematic method of determining BOG eligibility.  

Educational goal: issue if applicant not admitted to the institution.
Recommendation: Develop population selections which identify students who are not admitted to college. Batch-Post tracking requirement to prevent inappropriate packaging.  Once admitted, use a population selection to identify students admitted who still have an unsatisfied ‘admit’ tracking requirement and batch post the requirement to a satisfied status.

Having to go through third party software to download ISIRS; causes delays.

Recommendation: Banner works with EdConnect to send and receive files to the federal processor.

Have to manually calculate SAP.
Recommendation: SAP can be calculated and posted through the RORSAPR process.

FH: must manually change residency when inconsistent between institution and FAFSA.
Recommendation: Use population selections to find inconsistencies. Batch-post the corrections where appropriate.

“Fixed” FAFSAs do not override previous ones.
Recommendation: Load new transactions as current record until packaged.  Once packaged, lock record to keep valid transaction as current record.

Revisiting subsequent EFCs is manual.

Recommendation: Develop report which identifies a change in EFC for later transaction.  Report should not list those verified by FHDA.  Review would still require some manual review, but unnecessary ‘look-ups’ can be minimized.

Have to manually calculate timeframe (total hours).

Recommendation: Banner will calculate total institutional, transfer and overall units completed. Develop data standard with Admissions/Records Offices for entry of prior institutions. For students who have prior credits which are not listed by Admissions/Records utilize non-year specific user defined fields which can be used with SAP time frame calculations or fund awarding rules.

Have to make corrections in CPS rather than the student system.
Recommendation: Banner logs needs analysis changes/corrections for extract and sends them to the federal processor.

System may not recognize that student has been awarded a BOG A, B or C. Have to hand cancel the BOG C as only one BOG can be awarded.

Recommendation: Utilize the fund category functionality with fund awarding rules to prevent duplicate BOGs.

	Process Name:
	Managing Requirements Tracking and Communication

	
	

	Interview Date:
	December 9, 2008

	
	

	Client Attendees:
	Name
	Title
	Email

	
	Cindy Castillo
	DA: FA Director
	castillocindy@deanza.com

	
	Kevin Harral
	FH: FA Director
	harralkevin@foothill.edu

	
	Janet Schmidt
	DA: Fin Aid Asst
	schmidtjanet@fhda.edu

	
	Dawna O’Malley
	DA: Fin Aid Asst
	o’malleydawna@deanza.edu

	
	Kevin Murphy
	FH: FA Coordinator
	murphykevinm@foothill.edu

	
	Joe Ngo
	DA: Fin Aid Asst
	ngojoe@deanza.edu

	
	Patricia Monoik
	FH: Fin Aid Asst
	monoikpatricia@foothill.edu

	
	Joyce Feldman
	DA: Fin Aid Asst
	feldmanjoyce@deanza.edu

	
	Sarah Corrao
	DA: Fin Aid Asst
	corraosarah@deanza.edu

	
	Ryan Bellan
	DA: Fin Aid Outreach
	bellonryan@deanza.edu

	
	Nicholas Huynh
	DA: Fin Aid Asst
	huynhnicholas@deanza.edu

	
	Karen Hunter
	DA: Fin Aid Asst
	hunterkaren@deanza.edu

	
	Nina Van
	DA: Fin Aid Outreach
	vannina@fhda.edu

	
	Thao Nguhen
	DA: Fin Aid Asst
	nguyenthao@fhda.edu

	
	Sheila Coyne
	Programmer Analyst
	Coynesheila@fhda.edu

	
	Josephine Christensen
	FH: Fin Aid Outreach Middlefield
	christensenjosephine@foothill.edu

	
	Inna Witrop
	FH: Fin Aid Outreach
	Witropinna@foothill.edu

	
	Christy Godinez
	FH: Fin Aid Asst
	godinezchristy@foothill.edu

	
	Tung Duong
	FH: Fin Aid Asst
	duongtung@foothill.edu

	
	

	Notes on Current Process:
	Basic tracking: verified or non-verified, plus tracking based on “C” flags.  Runs in batch maintenance process.

· Admission flag added

ID applicants over the timeframe (initially Z Writer, manually added after documentation submitted and analyzed).  Done because Admissions hasn’t entered transfer transcripts, if applicable

· May check NSLDS data

Intake staff manually update tracking screens as documents received.

Documents: most received are hard copy; fax and email accepted

Process is the same for both colleges; different document names (tied to TouchNet message).  FH does additional tracking after awarding due to the way loans are processed.

	
	

	Customer Concerns / Hindrances:
	· If reapplying, have to list college history, etc. again; data doesn’t roll from prior student record

· Confusion on what is needed

	
	

	Staff Concerns / Hindrances:
	· Transcripts: all concerned parties should know at any time whether they are in the system (impacts FA regarding SAP-timelines, loans—ACG year definition)

· No way to do low income certification automatically

· Must use programmer to change self service messages (TouchNet) or change elements 

· No easy way to opt out of certain tracking requirements (e.g., professional judgment)

· No good way of personalizing exactly what student needs to do (e.g., “mother’s signature missing on 1040” as opposed to “missing information on 1040”) (greatest hindrance)

· Can’t give student live link to connect to TouchNet; have to give URL, student has to type in

· Have to manually add BOG Cs (awarding concern)

	
	

	Improvements:
	· Document imaging; ability for students to directly enter documents into institutional document imaging system

· Ability to create tracking code for low income certification, ACG, manual extensions (currently done manually)

· Ability for concerned entities (e.g., student help programs such as Puente and EOPS) to have access to financial aid application status

· Way for system to notify FA if student has already completed a requirement through another office

· Ability to view degree progress in order to determine SAP

· Ability for system to waive selective service registration requirement based on birthday and veteran status

· Ability to roll some data once, other data by year (e.g., payment information)

	
	

	Interfaces:
	TouchNet to SIS (Z Writer)

	
	

	Stand-alone databases:
	· SIS

· TouchNet

	
	

	Issues:
	· Discuss with Admissions how much of the previous student record could be rolled into a new admission application to eliminate student re-entering data

· Discuss with Admissions timing of review/data entry of transfer transcripts 
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Description of tasks and decisions associated with the process

1.  Financial Aid Office evaluates the current tracking groups record.  If groups need to be created manually, FA 2.) runs batch posting and tracking rules as part of the ISIR load procedure.  If not, Banner 3.) assigns the tracking groups to students.

4.  Banner identifies students based on requirements tracking criteria and 5). batch posts any additional requirements to students’ records.

If tracking needs to be revised based on new ISIRs, the process returns to Step 2, if not Banner 6.) creates notifications and emails them to students.

After the student 7.) reviews and returns the required information, FA 8). Images and indexes the documents and 9). updates Banner.

If all required documents have been submitted, the process flows into Packaging; if not, FA 10). communicates the need for additional documents to the student and the process returns to Step 6.
Recommendations
· Financial Aid staff should compile a list of all required documents including documents that may be requested for receipt of a specific fund, such as a “Thank You” for a scholarship.

· Financial Aid staff needs to determine what statuses will be used in the receipt of tracking documents. 

· Use student emails to establish an initial communication which directs them to the web for information about tracking requirements, forms, awards and award requirements.

· When possible, include the URL in tracking document set-up, RTVTREQ.

· Plan for conversion of one-time tracking documents, i.e., entrance interviews, birth certificates, etc., with the Banner Financial Aid Technical consultant during his/her scheduled visit.

· Create tracking groups based on dependency status, verification status, admission status, etc., as appropriate and meaningful to the FHDA institutional process. Include tracking groups for students ineligible for federal funds.

· Further utilize tracking groups with document rules on RRRGREQ to auto assign tracking documents for the student. 

· Utilize RORRULES to create a batch grouping process to assign students into appropriate tracking groups after the EDE data load processing.  

· Develop a population selection for: ISIR_LOAD_&date. Use this population selection when batch posting tracking documents for students with SAR C-flags.  

· Students with rejected ISIR records can be grouped into a separate tracking group and FA processing suspended until such time as a valid ISIR is received.  Include students in this tracking group during tracking group assignment to determine if student has an official ISIR as a later transaction.

· Add any additional tracking requirements by manually posting to the students record or batch posting, using the Population Selection and Batch Posting processes.  

· Set up fund specific documents, which can be assigned at the time of offering or accepting a certain fund to prevent disbursement of that fund only.  An example of this feature is to attach the Entrance Counseling requirement to the student loan funds. 

· Identify processes in the requirements tracking area that would benefit from Workflow implementation, e.g., all documents complete and file is ready for review.

· Students can be notified via e-mail to check FA Self-Service for any outstanding requirements. 

· Missing item notification can be produced at regular intervals, as determined by the Financial Aid Office, and can be limited to a certain number by using a Banner FA user defined field as a counter or student population selections can be developed to identify students who have new tracking requirements by using the ‘tracking letter’ indicator.

· The RUAMAIL and GUIMAIL forms in Banner will display a history of the e-mails and/or letters that have been sent to the student from Financial Aid and all modules, respectively.  The name of the letter, the user who produced the letter and the date the letter was printed, will display so that all users with access to these forms can see all communications that have been produced through Banner letter generation or Banner e-mail process.  

· The comments form (RHACOMM) allows users to enter electronic notes in the student file.  Although all users with access to RHACOMM can view the notes, only the user who entered the comment can update or delete the notes. Comments can be categorized by established categories.  Comments can be printed in report format by various parameters by using the RHRCOMM process.

Additional Recommendations Based on the BPA Discussion:

Students confused on what is needed to complete tracking requirement.

Recommendation: Banner functionality allows instructions to be attached to each tracking requirement.  These instructions can be accessed in FA Self-Service.  In addition, a URL can be attached to the tracking requirement which is accessed from FA Self-Service by clicking on the requirement name.

Transcripts: all concerned parties should know at any time whether they are in the system.

Recommendation: Develop data standards with Admissions/Records.  Banner Student System provides recording site for prior institutions.

No way to do low income certification automatically.

Recommendation: Develop population selections which find students with inordinately low income. Batch post a specific tracking document or select for verification by batch posting appropriate tracking group.

Must use programmer to change Self-Service messages in Touch Net or to change elements.

Recommendation: Banner messages are controlled by Financial Aid users.  Access to change validation forms usually held by a few high level users.

No easy way to opt out of certain tracking requirements (e.g. professional judgment).

Recommendation: Banner tracking requirements have a number of attached set-up parameters.  These parameters can be used to stop processes such as packaging, aid memo and disbursement.  These can also allow the collection of a ‘once’ document to satisfy current and future aid year requirements.  Once a tracking requirement is entered, it will remain until action is taken in batch or manually.  If a tracking requirement is no longer needed because the student has changed his/her mind, this must be ascertained by the Financial Aid Office or by student notification.  Banner FA Self-Service Questions and Answers could be used to ask a group of students a specific question.  Banner will allow many creative solutions to the individual needs of FHDA.

No good way of personalizing exactly what student needs to do (e.g. ‘mother’s signature missing on 1040’ as opposed to ‘missing information on 1040’).

Recommendation: Develop descriptive tracking statuses for document errors.  For example, “I” could have the status description: document incomplete, “”N” could have the status description: document not signed.  These status descriptions will display with the document name in Self-Service.

Can not give student live link to connect to Touch Net; have to give student the URL which must be typed into new browser.

Recommendation: Banner allows live URL links in Self-Service.  These links may be used in several areas, including lender sites, tracking documents and general information.

BOG C has to be manually awarded.

Recommendation: New BOGW functionality in process to determine BOG eligibility more systematically.  New forms will store award eligibility and allow end users to view which BOG eligibility has been met.  BOG funds could be grouped into a fund category with awarding and disbursement rules which auto award and prevent duplicate awards.

	Process Name:
	Processing Pell and ACG

	
	

	Interview Date:
	December 10, 2008

	
	

	Client Attendees:
	Name
	Title
	Email

	
	Cindy Castillo
	DA: FA Director
	castillocindy@deanza.com

	
	Kevin Harral
	FH: FA Director
	harralkevin@foothill.edu

	
	Janet Schmidt
	DA: Fin Aid Asst
	schmidtjanet@fhda.edu

	
	Dawna O’Malley
	DA: Fin Aid Asst
	o’malleydawna@deanza.edu

	
	Kevin Murphy
	FH: FA Coordinator
	murphykevinm@foothill.edu

	
	Joe Ngo
	DA: Fin Aid Asst
	ngojoe@deanza.edu

	
	Patricia Monoik
	FH: Fin Aid Asst
	monoikpatricia@foothill.edu

	
	Joyce Feldman
	DA: Fin Aid Asst
	feldmanjoyce@deanza.edu

	
	Nicholas Huynh
	DA: Fin Aid Asst
	huynhnicholas@deanza.edu

	
	Karen Hunter
	DA: Fin Aid Asst
	hunterkaren@deanza.edu

	
	Nina Van
	DA: Fin Aid Outreach
	vannina@fhda.edu

	
	Thao Nguhen
	DA: Fin Aid Asst
	nguyenthao@fhda.edu

	
	Sheila Coyne
	Programmer Analyst
	Coynesheila@fhda.edu

	
	Josephine Christensen
	FH: Fin Aid Outreach Middlefield
	christensenjosephine@foothill.edu

	
	Inna Witrop
	FH: Fin Aid Outreach
	Witropinna@foothill.edu

	
	Christy Godinez
	FH: Fin Aid Asst
	godinezchristy@foothill.edu

	
	Tung Duong
	FH: Fin Aid Asst
	duongtung@foothill.edu

	
	Nancy Chao
	DA: Cashiering Srv Supervisor
	

	
	

	Notes on Current Process:
	Processing Pells

1.  Once tracking items complete, processors (case load assigned by alphabet) perform verification

2.  Processors make ISIR corrections, as necessary

3.  Processors perform manual packaging

· Enter programs/pay codes/packaging codes/at home-away from home code/timeframe code on award screen

· Have to check transcript to determine packaging code

· Have to adjust spring if Pell awarded for summer (summer is header)

· Run Z Writer program to assign budget

· Manually enter data into SIS (screen 313) to populate COD data

4.  “Unit check” – procedure of confirming dollar amounts with units; done using Z Writer.  Done prior to disbursement

5.  Disbursement occurs

Volume: award 2500 (DA) and 800 (FH) per year

Summer is separate award period; develop packages on paper and enter into system as appropriate

Some students could have Pell reduced, then reduced again for SAP

Using Formula 1 for Pell; don’t bridge terms, fit open entry courses into 

Most aid goes directly to students via check

Processing ACGs
· Currently very few awarded

· Have to track awarding from one year to the next

· Very convoluted due to nature of program, regs constantly changing

DA: do blanket emails to students notifying of potential eligibility

	
	

	Customer Concerns / Hindrances:
	Students don’t see complete information in self service (e.g., award details, disbursement date)

	
	

	Staff Concerns / Hindrances:
	· Have to manually adjust non-resident budgets

· Special program not always known at time student is awarded Pell

· Payments on time and retro payments have to be handled differently (students complete FA application after term has begun)

· For midyear transfers from another school, have to manually set flag so don’t overpay 

· Have to manually clear “C” flags on separate screen (data not shared)

· Can’t see all terms together (have to use another screen to see Summer)—separate award periods

· Consortiums: no term by term flags, have to save future term information

· No good way of personalizing information (e.g., exact disbursement date, SAP explanation)

	
	

	Improvements:
	· Way to simulate disbursement based on enrollment changes; would need SAP component

· Ability for student to see entire disbursement detail in self service (e.g., prior disqualifications)

· Ability to handle multi-year Pells (concept of Pell units no longer exists)

· Ability for system to count number of terms and units Pell/ACG have been awarded

	
	

	Interfaces:
	None

	
	

	Stand-alone databases:
	· SIS

· Excel spreadsheet for ACGs (done because can’t override COD)

· COD (ACGs)

	
	

	Potential Policy Changes:
	Consider freezing units
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Updates Banner

Current State Model

Description of tasks and decisions associated with the process

1.  Banner runs the Pell and ACG processes for potential packaging, notifying FA when the jobs are complete.

2.  FA processes ISIR changes, 3.) validates student eligibility, and 4). makes awards.  The process then flows into Disbursement.
Recommendations
· Pell Grant funds are awarded as a separate process using the RPEPELL (Pell Calculation Process) process.  This process may be run in batch or online.  The RPEPELL process is run prior to running the RPEPCKG process.  New functionality in the Pell process allows for unused portions of Pell to be automatically packaged to a fourth quarter. 

· The Pell Awarding Process calculates a Pell award based on the delivered Pell Grant Payment Schedule table, RORPELL.

· FHDA will have the flexibility to award students either upon estimated enrollment levels reported by an applicant or with a default estimated enrollment level for all applicants.  It is recommended that all Pell grants are awarded assuming full-time status.

· Pell awards should be automatically accepted on behalf of the student in order to reduce the amount of manual intervention required by Financial Aid personnel. Accepted or modified awards will be automatically flagged for extraction by the Pell Originations process to ensure all originations are transferred to COD.
· All originating and correcting of Pell records should be done through Banner. Even though COD allows updates to student-specific origination and disbursement data via the COD Web site, these changes will not be supported by Banner. If changes are made to a student record directly via the Web, Banner data and COD will not match.
· The automated Origination process will ensure only those records not yet transmitted or transmitted and needing update are extracted for transmission to COD. Baseline Banner functionality identifies origination records to be sent to COD, establishing a record for each potential Federal Pell Grant recipient at the school. The origination record also serves to verify the student’s eligibility for the grant. The system will automatically flag student records which need an origination record sent. COD reviews the origination record to make sure that the student is eligible for a Federal Pell Grant and returns the accepted, corrected, or rejected records to the institution. Baseline Banner functionality also reports the detail from these origination acknowledgment records, importing the information into the Financial Aid module.  The origination process also alerts COD when multiple schools intend to award a Federal Pell Grant to the same student.
· Banner functionality also allows for the immediate online correction of existing Pell awards whenever the Pell EFC, Pell budget, estimated enrollment level, or aid period changes for an applicant. This process is also initiated whenever the Needs Analysis data elements of Year in College, Citizen Status, or 1st Bachelor’s Degree fields are changed for an applicant already awarded.
· The overall process can be set up to automatically monitor current NSLDS-reported Pell activity at other institutions during the current year and base eligibility, such as required undergraduate standing, no prior BS degree, good SAP standing, and all requirements met.  Full-time award disbursements will also be pro-rated automatically based on actual enrollment, as part of the disbursement process.
Additional Recommendations Based on the BPA Discussion:
Students do not see complete information on Self-Service.

Recommendation: Self-Service will display award information by fund and term, and by overall award.  General information can include department disbursement dates. Students can also view their student account activity.  The student account lists transactions as they occur and would list refund activity by date.

Non-resident budgets require manual adjustment.

Recommendation: Determine whether FHDA will identify non-resident students by budget group or by adding a ‘non-resident’ budget component amount to a standard cost of attendance.  A separate budget group will allow RORRULES to identify non-resident students during the budget grouping process.  If the number of non-resident students is few and non-residency is generally determined after packaging, batch posting a budget component may serve the needs of the school.

Special programs are not always known at the time student is awarded Pell.

Recommendation: Banner functionality verifies at time of disbursement that the student program has been coded as “financial aid eligible”. Population Selections can be used to identify students who have an “ineligible program” disbursement reject and subsequently require a revision to their award.

Payments on-time and retro payments have to be handled differently.

Recommendation: Banner disbursement process, RPEDISB, is run by term (quarter).  Regardless of the time of the aid year, Banner will verify what aid has all disbursement requirements met and disburse that aid.  Aid which fails a disbursement edit, other than disbursement date, will show the undisbursed fund and the first disbursement reject on ROIDISB.

For midyear transfers from another school, have to manually set flag so grant is not overpaid.
Recommendation: Banner functionality has a transfer monitoring system which allows schools to batch send Transfer Monitoring Requests to NSLDS. Transfer monitoring alerts will be sent directly to a designated e-mail.  This will assist to prevent overpayment due to mid-year transfer.

All terms can not be seen together as summer term is listed on a different screen and separate award period. 

Recommendation: Banner’s award maintenance form, RPAAWRD, displays the total aid for the aid year on one form.  In addition, the term tab displays all awards for the aid year by term disbursement.  Summer can be included in the aid period/period of enrollment when applicable.

Consortiums can not be flagged by term.

Recommendation: Banner functionality displays financial aid units of enrollment by term on ROAENRL.  Each term has a separate indicator for consortiums.

No good way of personalizing information (e.g. exact disbursement date, SAP explanation)

Recommendation: Banner Self-Service allows students to view awards, account information, outstanding documents, submitted documents, and SAP status.  Live URL links can be used to provide direct access to detailed instructions or forms. FHDA can further personalize student information through selected population web text.  Although a personalized disbursement date does not appear beside each fund awarded, Financial Aid and Student Accounts Receivable offices can develop population selections when refunds are created.  This population of students can be sent an email with general text notifying the student that a check or direct deposit has been created.

	Process Name:
	Processing Loans

	
	

	Interview Date:
	December 10, 2008

	
	

	Client Attendees:
	Name
	Title
	Email

	
	Cindy Castillo
	DA: FA Director
	castillocindy@deanza.com

	
	Kevin Harral
	FH: FA Director
	harralkevin@foothill.edu

	
	Janet Schmidt
	DA: Fin Aid Asst
	schmidtjanet@fhda.edu

	
	Dawna O’Malley
	DA: Fin Aid Asst
	o’malleydawna@deanza.edu

	
	Kevin Murphy
	FH: FA Coordinator
	murphykevinm@foothill.edu

	
	Joe Ngo
	DA: Fin Aid Asst
	ngojoe@deanza.edu

	
	Patricia Monoik
	FH: Fin Aid Asst
	monoikpatricia@foothill.edu

	
	Joyce Feldman
	DA: Fin Aid Asst
	feldmanjoyce@deanza.edu

	
	Nicholas Huynh
	DA: Fin Aid Asst
	huynhnicholas@deanza.edu

	
	Karen Hunter
	DA: Fin Aid Asst
	hunterkaren@deanza.edu

	
	Nina Van
	DA: Fin Aid Outreach
	vannina@fhda.edu

	
	Thao Nguhen
	DA: Fin Aid Asst
	nguyenthao@fhda.edu

	
	Sheila Coyne
	Programmer Analyst
	Coynesheila@fhda.edu

	
	Josephine Christensen
	FH: Fin Aid Outreach Middlefield
	christensenjosephine@foothill.edu

	
	Inna Witrop
	FH: Fin Aid Outreach
	Witropinna@foothill.edu

	
	Christy Godinez
	FH: Fin Aid Asst
	godinezchristy@foothill.edu

	
	Tung Duong
	FH: Fin Aid Asst
	duongtung@foothill.edu

	
	

	Notes on Current Process:
	Loan types:

· Perkins

· Stafford (sub and unsub)

· Alternative (private)

· PLUS

· Book/Emergency Loan

Perkins: handled as a fund disbursement (manage funds, do entrance/exit interviews, billing and collections)

1.  creates fund

2.  pay through regular disbursement process

3.  does additional tracking 

Stafford:

1.  Financial Aid packages as possible award

2.  Student accepts loan

· FH: student referred to Web to execute promissory note, entrance counseling, print loan acceptance form.  Low default rate by nature of the programs; uses ELM for disbursement, having online prom note streamlines the procedure

· DA: student prints prom notes, hold personal interviews in small groups, students accept loan by initialing exact amount on entrance interview form.  Done to maintain low default rate; different student population.

3.  Financial Aid manually posts loan on award screen and sets up system for receipt of disbursement (so Cashier can input check number, amount, etc.)

4.  Before disbursing, Cashier checks SAP, holds, etc.

· Unsub excluded from EFC calculation 

Alternative

1.  Student contacts lender for loan approval

2.  Lender sends FA school certification

3.  FA enters loan into award screen and returns school certification to lender

4.  Cashier receives disbursement check; Financial Aid “co-signs” check

5.  FA mails check to student.

PLUS

1.  FA makes award for possible loan (DA only; FH: student initiated)

2.  FH: Parent does online MPN; lender does credit check (DA: paper)

3.  Cashier receives disbursement check; Financial Aid “co-signs” check

5.  FA mails check to parent.

Book Loans (DA)
Funded by interest on Foundation-endowed account.

1.  Student comes to FA to indicate interest in loan, does promissory note

2.  FA puts charge on and issues student voucher

3.  Student goes to bookstore with voucher

4.  FA reconciles voucher with charge amount so student can pay through payment gateway

· $10 late repayment charge

Emergency Loans (FH)
Funded by student fees, approved by student government.  Recipients must be full time students with identifiable emergency; only one loan ($200) per quarter. 

1.  Student comes to FA to indicate interest in loan, fills out request form

2.  FA approves request and submits to Student Accounts

3.  Student Accounts cuts check, notifies FA

4.  FA picks up check and notifies student

5.  Student picks up check

· 30 day repayment

· Loan often not repaid; revision of procedure being discussed to remedy this

	
	

	Customer Concerns / Hindrances:
	· Students want access to more online information: exact disbursement date, where check will be mailed, which terms loan is for

· Some students want to do MPN electronically

	
	

	Staff Concerns / Hindrances:
	· SIS does not show loan disbursement by term, only by year (TouchNet interface)

· Want to do online entrance counseling 

	
	

	Improvements:
	· Ability to have bookstore loan charges posted directly to student account

· Ability to award possible loan, student can accept/deny, links to follow through rest of process electronically but still provide for students wanting more interaction with staff to receive it.  Would include automatic package adjustment for the next option.

· Ability for system to determine/re-determine unsubsidized portion of loan

· Ability to tailor make own entrance/exit sessions

	
	

	Interfaces:
	None; manual data entry

	
	

	Stand-alone databases:
	· SIS

· ELM (FH)

	
	

	Potential Policy Changes:
	None identified
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Description of tasks and decisions associated with the process

Perkins Loans
1.  FA creates the Perkins fund and 2). does additional required tracking after the disbursement process.

Stafford Loans
1.  Financial Aid Office packages the Stafford as a possible award and 2). refers the student to the FA website for specific information.

3.  Student executes the promissory note, entrance counseling, and loan acceptance online.

Note: DeAnza would like to retain the option for personal interaction
4.  FA manually posts the loan on the Banner award form and 5). sets up Banner for receipt of the loan disbursement.

6.  Cashier receives the disbursement check, 7). checks SAP and holds, then releases the money for disbursement.

Alternative Loans
1.  Student contacts the lender for loan approval.

2.  Lender sends FA a school certification and the loan check.

3.  Cashier receives the check and 4). FA mails it to the student.

Book Loans (DeAnza)

1.  Student self initiates the loan process by coming to FA and executing a promissory note.

2.  FA puts on charges and issues a voucher, with which the student 3). purchases books.

3.  FA reconciles the voucher with the charge amount.

Emergency Loans (Foothill)

1.  Student self initiates the loan process by coming to FA and completing a request form.

2.  Once FA approves the request, Student Accounts 3.) cuts a check and notifies FA.

4.  FA picks up the check and notifies the student.

5.  Student picks up the check.
Recommendations
· Implement the Banner Electronic Loan processing module using CommonLine format for Stafford Loans: Subsidized, Unsubsidized and PLUS. Electronic Loan processing will streamline processes both for staff and students. 
· Determine whether alternative loans will be handled manually or electronically. Alternative loan processing with a variety of lenders and differing fee amounts can be accommodated in Banner by setting up loan funds specific to each lender, if so desired.  If FHDA wants to continue to receive paper checks for Alternative Loans and enter them into Banner, a single lender code identified as ‘Alternative Loan’ can be used for all lenders and manual applications created in Banner on RPALAAP. 

· Adopt the Hold and Release process for Electronic Loans.  Utilizing the Hold and Release processes will reduce the amount of loan funds that are delivered to Accounts Receivable but need to be returned to the lender.    

· Include Accounts Receivable staff in the training on loan set up and day to day processing.  Have selected FHDA Financial Aid staff attend Student training sessions where calculation of grade level and treatment of transfer credits will be discussed. These have a direct impact on loan processing.

· Decide whether to award loans through the automated packaging processes in Banner. Awarding of loan funds can be accommodated as part of the automatic packaging process or manual awarding process. 
· Decide whether to auto package additional Unsubsidized loan or to add additional Unsubsidized loans manually student by student.
· Create an Entrance Interview requirement as a one-time document in the Banner Tracking module and tie it to the Subsidized and Unsubsidized loan funds in the Funds Management module.

· Convert satisfied Entrance and Exit requirements from the legacy system.

· Use fund award messages to communicate with students about any additional steps which must be completed before loan disbursement.  Fund messages appear on the award letter and in Self Service.

· Determine whether students will accept/decline offered loans through FA Self-Service.  Once a student submits a decision regarding loan acceptance, the student can not change the amount accepted or reverse the decision.  Develop a procedure for receiving and processing requests for loan changes.

· Determine procedures for new borrowers to choose a lender. Banner FA Self-Service provides the set-up option to allow new borrowers to choose a lender.  RPRLNDR can set-up active lenders with URL links for students.

· Attach Loan Entrance tracking requirement to accepted loan funds.  Tracking documents, such as Entrance Interview, can be tied to the awarding of the fund and set up as one-time documents in the Tracking Module.  This way, any time a Stafford loan fund is accepted, the Entrance Interview requirement is posted as outstanding on the student’s tracking record, RRAAREQ.  The student will be able to view the outstanding requirement in Self Service.  Instructions and a URL address can be attached to the requirement. Flag the document as a one-time document, completion of the document will continue to be satisfied through subsequent years in the Tracking Module.

· Determine whether Loan Entrance Counseling will continue to occur in person, in a classroom environment or whether this will be moved to web counseling.  Develop appropriate procedures for satisfying the Loan Entrance tracking requirement.  

· Communicate with ELM about conversion to Banner and discuss the procedures for sending batch loan files, certification requests, hold/release files, lender codes and electronic change transaction files.

· Default guarantors can be set for each lender that is defined as a non-person in the Banner General Person module. FHDA should discuss with ELM the best way to populate the lender/guarantor code.  Once a loan has been awarded and accepted by a student, the Banner loan application (RPAELAP) can be created in batch or online directly by FHDA. 

· Awarding edits include hard coded federal eligibility criteria, such as student grade level limits and NSLDS information regarding aggregate loan limitations, defaults, and overpayments. The student grade level is determined using the ‘year in college’ information from the FAFSA.

· Because the FAFSA ‘year in college’ is used by Banner to determine the maximum offered loans, it is important to verify grade level prior to packaging loans. Develop a Population Selection to identify inaccurate information and Batch Post ‘year in college’ to students who report junior, senior or beyond status to assure that their loan amounts will be awarded at the freshman or sophomore level.

· Use the full time COA originally created by Banner Budget Grouping.  Student demographic data, budget information, grade level, etc, is populated on the loan application form (RPAELAP) automatically and draws from ISIR data, cost of attendance data and student data that exists in the Banner system.

· The Institution can set a default status of ‘Ready’ if no further manual review is required and the loans can then be extracted with a batch process and the file transmitted to ELM.

· If manual review is required before sending the loan application to the lender/processor, the default status can be set to ‘Not Ready’. FHDA staff can then review the data before extraction, reset the status to ‘Ready’ and, as an optional step, initial the online loan application form for an audit trail.  Once the next extract process is run, all loans in ‘Ready’ status will be extracted.

· Loan awarding references the student’s grade level as reported on the FAFSA.  At the time the loan is extracted the grade level for the award will be compared with the grade level on the SGASTDN record and, if it does not match, an error report will be produced and the loan will not be extracted until the problem is resolved. OSFA and the Student Team need to determine at what point in the implementation the academic history will be converted to correctly calculate student’s grade level.

· First year, first time borrower functionality is delivered in baseline Banner.  The loan processes check the student’s grade level, Banner/NSLDS loan disbursement records and automatically apply the 30 day disbursement hold if required by federal regulations.

· FHDA can establish a variety of loan processing status codes to meet the needs of their students.  Anticipated disbursement dates are set by term and can be viewed by the student in Self Service based on the dates established by FHDA during set up. 

· After loan records are extracted from Banner, the file is sent through the lender/processor software.  Response files are received from ELM and uploaded directly into Banner.  The loan application form is updated, at that time, with information from the lender and can be viewed by staff.

· For PLUS and Alternative Loans, the parent and/or student initiates the loan application process using the lender website and the school receives a certification request. FHDA can view the certification requests in lender software or print a report of such requests.

· The report can be used to review the student’s eligibility for the loan based on other aid that has been awarded and enter PLUS/Alternative loan amount on the student’s award form.

· A Banner loan application can be created, either in batch or online, and the status can default to Certification Request on the RPAELAP form.  The parent information (and student information if no ISIR on file) will be manually entered here before the certification request can be extracted and returned to the lender or processor.

· Based on the disbursement dates established by the FHDA, the lender/processor will send an EFT roster at the appropriate time that can be loaded into Banner. The upload process places the student’s disbursement information into a temporary table and the total dollar amount in the payment receipt form.  Once the EFT funds have been confirmed, the posting process can be run.

· The posting process loads the disbursement information into the permanent tables.  The information will be displayed on the individual student’s disbursement form. (RPALDSB) Records that error out will be printed on a report and can be viewed online.  Student disbursements, not suspended, will be paid to the student’s account when the disbursement process (RPEDISB) is next run. Disbursing edits check to ensure that student is enrolled in at least half-time status.

· Disbursement records that are suspended (cannot be matched in Banner) can be manually reviewed online, the errors corrected and the posting/disbursement process run again. If the funds were sent in error, the funds can be returned to the lender.

· As part of the loan application creation process, FHDA can choose to use the Hold/Release functionality in Banner. Initial status can be set to Hold Request (HR) or Release Request (RR) when the loan application is created. Hold and Release allows FHDA to request from ELM only the loan proceeds for students who are currently eligible for disbursement using the Banner disbursement edits. Alternatively, Release Request can be structured to Release all loans other than those excepted by FHDA. FHDA can decide whether they will use HR or RR.

· A Response File from lender/processor updates the status to Hold Accept (HA) or Release Accept (RA).

· Just prior to the disbursement date, FHDA can run the disbursement report (RPEDISB report) to validate that student continues to be eligible.  Based on the disbursement edits, the school will create a release file to be sent to ELM for loans in HA status if no disbursement error conditions exist and will create a hold for a student in RA status if disbursement error conditions exist.

· Students’ loan proceeds are released to FHDA and disbursed to the student according to the process outlined in ‘Loan Disbursement’ above.

· Banner supports Electronic Loan Change Processing including loan cancellation and reallocation between Sub and Unsub, disbursement cancellation and others.

· Electronic Loan Change transactions can be requested for Stafford, Plus and Alternative loans.

· Refund checks for loan funds can be automated in Banner whether funds are returned electronically or by check to the lender, if loan funds are disbursed to a student’s account.  FHDA Financial Aid Office and Accounts Receivable/Payable should decide the best way to process these returns on a timely basis.

· Banner allows the institution to:

· Disburse loan funds to a student’s account

· Create a reversing entry on the student’s loan record

· Set the feed indicator for that entry

· Post the amount to the student account with a detail code that signifies a charge for the amount to be returned.  The return amount can then be transferred from the school’s account to the loan clearing account for the lender to retrieve.

· If FHDA wishes to return funds by check, Banner requires the set up of three detail codes.  When the reversing entry is created on the student’s loan record and the disbursement process is run, a charge is entered on the student account for the return amount.  A payment for the return amount is entered on the lender account and a charge code generates the Accounts Payable check to the lender/guarantor.  Then, a check is produced for return to lender.

· In addition to the output from the processes discussed above, Banner also provides the following reports to maintain compliance with federal loan regulations:

· Aging of Non-disbursed Loans- This report displays loan disbursements that have been received but have not been fed to the student’s account.  Number of days between receipt of funds and the day of the report is displayed to assist in the determining that funds must be returned.

· Exceptions – Students Not Fully Funded -This lists students with received amounts less than the expected amount of the loan.  It can also be run to identify discrepancies between the calculated disbursement amounts and the disbursement amounts returned by the lender/processor in the response file.

· Loan Summary Report - This report lists loans for students and can be categorized by any combination of fund code, loan status code or lender ID. 

Additional Recommendations Based on the BPA Discussion:
Students want access to more online information: exact disbursement date, where check will be mailed, term associated with loan disbursement.

Recommendation:  Banner Self-Service provides detailed information to the student in various places.  Students can be educated to use the Self-Service functionality and on FHDA procedures.  General information can include information regarding FHDA student address policies and timing of disbursements.  Review the Student Accounts Receivable functionality to determine the best means for FHDA to refund aid to students.  Refunds can be processed by term or by aid year.

Some students want to complete MPN online.

Recommendation: Banner functionality allows URL links to be associated with lender names.  Once a lender is chosen, the link provides direct access to the lender website for MPN completion.  Lenders will often work with the school to provide a school specific website.  Once the MPN is completed, the lender sends this information to the servicer.  This information is included in the uploaded response files, updating the RPAELAP record with the MPN completion.

SIS does not show loan disbursement by term, only by year in Touch Net.

Recommendation: Students can view account information in Self-Service.  The account information lists each transaction by date.  As Banner disburses by term, there would be a separate entry for each term.

Want to do online entrance counseling.

Recommendation: There are many options available for schools choosing to handle Loan Entrance Counseling by an online method.  Banner FA Self-Service provides the ability to link a URL and instructions to a tracking requirement.   

	Process Name:
	Managing Continuing Eligibility for Financial Aid

	
	

	Interview Date:
	December 10, 2008

	
	

	Client Attendees:
	Name
	Title
	Email

	
	Cindy Castillo
	DA: FA Director
	castillocindy@deanza.com

	
	Kevin Harral
	FH: FA Director
	harralkevin@foothill.edu

	
	Janet Schmidt
	DA: Fin Aid Asst
	schmidtjanet@fhda.edu

	
	Dawna O’Malley
	DA: Fin Aid Asst
	o’malleydawna@deanza.edu

	
	Kevin Murphy
	FH: FA Coordinator
	murphykevinm@foothill.edu

	
	Joe Ngo
	DA: Fin Aid Asst
	ngojoe@deanza.edu

	
	Patricia Monoik
	FH: Fin Aid Asst
	monoikpatricia@foothill.edu

	
	Joyce Feldman
	DA: Fin Aid Asst
	feldmanjoyce@deanza.edu

	
	Sarah Corrao
	DA: Fin Aid Asst
	corraosarah@deanza.edu

	
	Ryan Bellan
	DA: Fin Aid Outreach
	bellonryan@deanza.edu

	
	Nicholas Huynh
	DA: Fin Aid Asst
	huynhnicholas@deanza.edu

	
	Karen Hunter
	DA: Fin Aid Asst
	hunterkaren@deanza.edu

	
	Nina Van
	DA: Fin Aid Outreach
	vannina@fhda.edu

	
	Thao Nguhen
	DA: Fin Aid Asst
	nguyenthao@fhda.edu

	
	Sheila Coyne
	Programmer Analyst
	Coynesheila@fhda.edu

	
	Josephine Christensen
	FH: Fin Aid Outreach Middlefield
	christensenjosephine@foothill.edu

	
	Christy Godinez
	FH: Fin Aid Asst
	godinezchristy@foothill.edu

	
	

	Notes on Current Process:
	Probation status:

· Probation

· Conditional probation: meets quarterly requirements but cumulative GPA below 2.0.  Student must appeal for it.  Can continue for multi terms as long as cum GPA rises

· Extended probation: successfully appealed for subsequent quarter and in that quarter.  No appeal procedure.

Probation criteria more strict than academic probation criteria

	
	

	Customer Concerns / Hindrances:
	· Students see limited online information on reason for probation

· May not know of grade changes

· Have to physically notify FA of reinstatement

	
	

	Staff Concerns / Hindrances:
	· May not know grade changes, student needs to notify

· Have to manually determine SAP and anticipated awards for consortium students (SIS can’t merge records)

· Have to manually calculate SAP for any students with “no passes” (no pass vs. “F” grade)

· Difference between campuses in determination of ¾ time (being reconciled)

· SAP status doesn’t roll from term to term (want lifetime SAP code)

	
	

	Improvements:
	· Ability for system to automatically remove student from conditional probation

· Ability for system to automatically determine and progressively update SAP

· Ability for system to automatically notify of grade changes

· Ability for system to simulate “what ifs”  (if student drops class, this happens)

· Ability for system to warn student of SAP penalty if drops class

· Ability for system to use FA-specific calculation for SAP (e.g., “C”s and “F”s)

	
	

	Interfaces:
	None

	
	

	Stand-alone databases:
	SIS

	
	

	Potential Policy Changes:
	Consider whether 0.0 unearned quarter GPA meets federal minimum SAP standards
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Description of tasks and decisions associated with the process

Managing Timeline SAP
1.  Financial Aid Office becomes aware that the student is close to completing 120 units.  If this is the case for the current aid year, FA 2). creates and posts a tracking (appeal) document, sending the student notification.  If this is not the case, the process ends.

2.  Student downloads the appeal document, completes it, prints out the education plan, and 4). submits them to FA.

5.  FA updates the student’s packaging timeframe, if the appeal is approved.  If it is denied, FA puts the student’s packaging status on hold.

Managing Quarterly SAP

1.  FA runs the Banner SAP program.

Does the student meet current term SAP?  If yes the process ends, if no go to the following question.

Is the student currently on probation?  If yes, 2). FA sends the student notification of disqualification status.  If no, 4). FA puts the student on probation and sends notification.

3.  Student submits a petition, which 5). FA reviews.  If the appeal is approved, 6). FA repackages aid and notifies the student.  If it is denied, 7). the student reinstates self based on SAP and 8). notifies FA of reinstatement.
Recommendations

· Invite all staff involved in Satisfactory Academic Process (SAP) measurement to the Banner Common Functions system training session.  
· Determine whether each campus will maintain unique SAP policy and statuses or merge to a single policy and list of valid statuses. Per the student consultant, Foothill and De Anza will share a Banner instance but have campus specific student level, course level, and term codes to segregate data by college.
· Determine the SAP status codes and translation.  The Banner SAP module has an “optional” SAP Translation Rules Form, RORSTRF. This form allows the SAP process to compare the newly calculated SAP status to the prior SAP status.  If a new translation status exists, Banner will replace the calculated status with the translated status.  In FHDA SAP policy, a student who does not successfully compete the term review is put on probation and allowed to remain eligible for financial aid for that term.  A second, sequential, unsuccessful term would result in the student’s disqualification from financial aid eligibility.  The translation function would work well with this policy in this manner: 

· prior term good standing, calculated term probation, translated status probation

· prior term probation, calculated term probation, translated status disqualified

· Determine your policy regarding which students will be monitored via SAP.  Progress may be measured in Banner for:

· All students enrolled at the school

· For the term of measurement or

· Only for students who have a financial aid file open for the year

· Population selection may be used to further limit measurement to only those students who are enrolled and have a financial aid record for the year.

· Define which type(s) of aid will be impacted by an assigned status. RTVSAPR allows the school to chose which aid is impacted by status code.

· As eligibility some financial aid funds is not determined by SAP status, RFRMGMT provides a packaging option to override SAP status.  

· Work with the Registrar during the transition to Banner. The Banner SAP module makes use of a form in the Student module called SHAGRDE.  The SHAGRDE form allows the University to determine whether specific grading statuses (e.g., A, B, C, D, F, certain drops, withdrawals or remedial grades) are to be considered as Hours Attempted, Hours Passed, and/or Hours Earned for degree purposes.  This will allow the Financial Aid Office to consider remedial-type course work as either passed or not passed, while not considering the same course as earned or unearned for degree (or classification) purposes.  The Financial Aid Director is encouraged to work in cooperation with the Registrar to ensure that the necessary grading statuses are set up appropriately to allow FHDA to measure SAP progress in compliance with required federal rules and regulations.  
· Banner automatically posts a default SAP code for students without a code during the data load process.  The default code is established on ROAINST. Determine whether FHDA will manually review each new student or post a good SAP status for new students.

· SAP statuses can be manually updated or batch posted by authorized staff members.  Approved appeal can be updated individually or batch posted.  The population selection for the batch posting can be generated or manual.

· Determine method of student notification, whether SAP letters or email notifications or both.  If using letter generation, develop appropriate variables for data extraction and Word letter templates.  If using ROREMAL notification, develop appropriate e-mail letters.
· Once posted in Banner, students can view SAP status on FA Self-Service. Use web tailor to provide link to SAP policy and Appeal instructions.
Additional Recommendations Based on the BPA Discussion:
Students see limited online information on reason for probation.

Recommendation: Students can view SAP status in FA Self-Service.  The status description can provide an explanation of the status.  For detailed information, use web tailor to provide a link to school’s SAP policy and detailed status explanations. A link to the Appeal Form could also be provided in the SAP policy.

Student must physically notify Financial Aid Office when self-reinstated when a term is completed successfully.

Recommendation: Banner SAP translation rules, RORSTRF, will accommodate disqualified students who are able to self-reinstate by completing a term at their home campus.  Students who complete a term elsewhere will be required to notify their home campus.

May not know grade changes, student needs to notify.

Recommendation: SAP calculation is performed after grades for the term are rolled into academic history.  Once the SAP calculation is performed, grades are not reviewed for changes without running the process again.  Work with the Registrar to develop a procedures to notify the Financial Aid Office when a grade changes.

Have to manually determine SAP and anticipated awards for consortium students as SIS can not merge records.

Recommendation: Per Dorothy Marron, the SunGard Student Consultant, Foothill and De Anza will share a Banner instance but will use student level, course level, and term codes to segregate data by college.  This will insure that students have separate registration, grade, and total unit information.  Because the information exists within the same instance, SAP RORRULES should be able to incorporate this information into the SAP calculation.  Please work with the Financial Aid and Student Technical Consultants to develop these complex rules.

Have to manually calculate SAP for students with ‘no passes’.

Recommendation: Work with Registrar to develop consistent means of documenting students who unofficially withdraw from school.  Banner SAP module includes reports which will identify students who do not complete any courses successfully for the quarter.

SAP status does not roll from term to term (want a lifetime SAP code)

Recommendation: The most recent SAP calculation will appear on the current ROASTAT form for the student.  The term used for the calculation displays beside the SAP status code.

Students who are SAP disqualified may still be able to view award on FA Self-Service.

Recommendation: The SAP status will display for students under Financial Aid Eligibility in FA Self-Service.  The SAP status does not control whether awarded aid can be viewed.  To prevent disqualified students from viewing award, use a population selection to identify impacted students and batch post a null indicator on the RPAAWRD Info Access indicator.
	Process Name:
	Packaging and Disbursing Financial Aid

	
	

	Interview Date:
	December 11, 2008

	
	

	Client Attendees:
	Name
	Title
	Email

	
	Cindy Castillo
	DA: FA Director
	castillocindy@deanza.com

	
	Kevin Harral
	FH: FA Director
	harralkevin@foothill.edu

	
	Janet Schmidt
	DA: Fin Aid Asst
	schmidtjanet@fhda.edu

	
	Dawna O’Malley
	DA: Fin Aid Asst
	o’malleydawna@deanza.edu

	
	Kevin Murphy
	FH: FA Coordinator
	murphykevinm@foothill.edu

	
	Joe Ngo
	DA: Fin Aid Asst
	ngojoe@deanza.edu

	
	Patricia Monoik
	FH: Fin Aid Asst
	monoikpatricia@foothill.edu

	
	Joyce Feldman
	DA: Fin Aid Asst
	feldmanjoyce@deanza.edu

	
	Sarah Corrao
	DA: Fin Aid Asst
	corraosarah@deanza.edu

	
	Ryan Bellan
	DA: Fin Aid Outreach
	bellonryan@deanza.edu

	
	Nicholas Huynh
	DA: Fin Aid Asst
	huynhnicholas@deanza.edu

	
	Karen Hunter
	DA: Fin Aid Asst
	hunterkaren@deanza.edu

	
	Nina Van
	DA: Fin Aid Outreach
	vannina@fhda.edu

	
	Thao Nguhen
	DA: Fin Aid Asst
	nguyenthao@fhda.edu

	
	Sheila Coyne
	Programmer Analyst
	Coynesheila@fhda.edu

	
	Josephine Christensen
	FH: Fin Aid Outreach Middlefield
	christensenjosephine@foothill.edu

	
	Inna Witrop
	FH: Fin Aid Outreach
	Witropinna@foothill.edu

	
	Christy Godinez
	FH: Fin Aid Asst
	godinezchristy@foothill.edu

	
	Nancy Chao
	DA: Cashiering Srv Supervisor
	

	
	

	Notes on Current Process:
	Current process is very manual because the SIS automated packaging piece was never set up.  At the time, there was concern over student account accuracy; hence FA doing disbursement rather than Cashier.

Packaging order:

· BOG

· Pell

· SEOG

· ACG

· CAL grant

· EOPS 

· Scholarships

· Work study/Perkins/Stafford

Students not having submitted a FAFSA are charged term fees; typical fee amount is $50

Disbursement run weekly starting first week of quarter (10 days prior for loans)

	
	

	Customer Concerns / Hindrances:
	· Delay in students receiving award money; 1 week lag between credit posting and disbursement release

· No good way of personalizing information (e.g., exact disbursement date)

· Cant see disbursements details
· Disbursement bypasses remaining balance due (because of immediate posting of credit/debit)

· Students want disbursement week before term start; would have to develop AR procedure

	
	

	Staff Concerns / Hindrances:
	· Process is heavily manual (awarding, adjustments, disbursement)

· Delay in students receiving award money

· Because adjustments are manual, no automated way to recalculate payment (cant wait until 2-3 weeks after term start)

· No good way to notify students on probation that their disbursement may be delayed (Winter to Spring big issue)

· Complications with banks (e.g., bank closed, transmittal doesn’t go through)

· Retro payments: issue with comingling with regular disbursements

· Staffords:  DA relies on students to figure out they have not received a check (FH: checks rosters against ELM data)

· No good way to reconcile all checks mailed with checks negotiated; government wants money returned

	
	

	Improvements:
	· Speed up the disbursement process

· Use automated packaging; reduce/eliminate manual work

	
	

	Interfaces:
	None

	
	

	Stand-alone databases:
	· SIS

· ELM (FH)

	
	

	Potential Policy Changes:
	· Consider using Banner as intended (i.e., disbursement flows through student account, paying any outstanding charges; aid becomes a refund process)

· Consider starting disbursement the week before term start

NOTE: don’t want any policy change that would delay disbursements any more than they are currently or cost more
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Description of tasks and decisions associated with the process

Packaging Process
1.  Financial Aid Office sets up packaging guidelines in Banner and 2). determines cost of attendance by aid period and housing status.

3.  FA runs the Banner autopackaging and Pell processes.

4.  FA adds in student specific awards, 5). auto accepts grants, and 6). posts a message with instructions for other awards for the student on Luminus.

After loans and work study have been awarded, FA 8). verifies students have completed all requirements, then 9), runs the Banner enrollment and SAP verification jobs.

Disbursement Process
10.  FA runs the Banner job to post awards to student accounts.

11.  TBD runs the Banner refund process for aid-related funds.

12.  Finance produces direct deposit advice and checks, then 13). mails students refund checks or sends the direct deposit file to the clearing house.
Recommendations

· Have selected Financial Aid Office staff attend Registration, Fee Assessment, and AR training provided by the Banner Student Consultant
· Determine packaging group codes for validation form. Packaging group codes will be used to auto award funds.  Foothill and De Anza have separate federal and institutional funds so must establish school specific packaging group codes.  Packaging group codes can be assigned to students through batch, online of manually.  For batch assignment and online assignment, RORRULES are used. 
· Assign the appropriate fund codes and min/max fund amounts to each group with the RPRGFND form. Pell is a separate process, do not include in RPRGFND rules. If fund awarding RORRULES exist, the auto-packaging process will check rules before awarding fund.  
· Rule-based packaging allows for automated awarding of funds at any time of the year. The process may be run for all students or Population Selections may be used to award only students who meet selective user-defined criteria.

· Additional rules for fund awarding and disbursement can be written to reference data in the Banner Student system, ISIR data or both, as needed to meet institutional packaging requirements.

· Determine which awarded funds will be set to auto-accept on RFRMGMT. Funds which are not auto-accepted can be web accepted by the student or manually updated by FHDA staff.  The practice at FHDA is to auto-accept grants and scholarship.

· The Batch Grouping process can be used to assign a budget group to student awards after the EDE Data Load process.  The grouping process will assign Cost of Attendance as determined by budget RORRULES. Determine best criteria for grouping student COA: residency, housing status, academic program.  
· The packaging process includes Banner coded rules which will prevent packaging Title IV funds for students who do not meet the Federal regulation for criteria such as SAP, remaining unmet need and eligible program.  Additional fund awarding or disbursement criteria may be set up through RORRULES.

· The batch process for auto-packaging has a parameter to run in ‘Simulate’ or ‘Update’ mode.  This permits the user to review the packaging process results without updating the database. This may be used when packaging a single student by putting the student in a manual population selection.

· Consider packaging all students as full-time and allowing the system to pro-rate selected funds according to the student’s enrollment. Federal loans will not pay unless the student meets the half time enrollment requirement.

· Adjustments to awarding rules can be done throughout the aid year as needed.  These adjustments will only be active for awards made post adjustment. Awards made prior to rule adjustment will remain awarded per rules in place at the time of the award.
· Banner also contains an automated COD Full-Participant Pell Grant eligibility process (RPEPELL) to determine appropriate Pell Grants.  The overall process can be set up to automatically monitor current NSLDS-reported Pell activity at other institutions during the current year and base eligibility, such as required undergraduate standing, no prior BS degree, good SAP standing, and all requirements met.  Full-time award disbursements will also be pro-rated automatically based on actual enrollment, as a part of the disbursement process.

· Determine the process of canceling awards if student does not attend.  Banner auto-cancellation process will cancel funds in offered status for the aid period awarded. Accepted awards can not be canceled through this process.
· Use the Manage Funds Form (ROAMGMT), to view fund balances for funds as a whole or by their various source and type sub-categories. This will assist in managing the fund balances to determine if the funds are reaching their allocation prior to running batch packaging.

· Prior to determining the BOGW set-up, selected Financial Aid Office staff should attend AR training on Contacts and Exemptions.  Third party payments and tuition waivers may be entered through a Banner fund code or through the Contract and Exemption functions in the Student Accounts Receivables system.  The AR features provide for estimated and actual posting of award amounts back to the RPAARSC Resource screen in Banner Financial Aid.  Discuss and decide on practicality of the Contract and Exemption features after Financial Aid training.

· Build population selections to identify students for award notification. Award notification generally follows the packaging process.  FHDA plans to eliminate paper letters and utilize the e-mail function in Banner.  Complete the appropriate e-mail letter set-up.

· Determine when a revised award notification should be sent.  An award letter flag can be set automatically as funds are awarded or adjusted. This is set up on a fund-by-fund basis on RFRMGMT.

· Generally, the role of the Financial Aid Office in disbursement of aid ends when the aid is credited to the student account.  The refund process and check/direct deposit creation is part of the Student Accounts Receivable Cashiering function.  The entire scope of aid disbursement currently resides with the Financial Aid Offices of FHDA.  If these tasks are to remain with the Financial Aid Offices, staff must be identified for Banner AR training.

· Determine how Accounts Receivable module will apply aid memos or authorizations to student billing. The disbursement process can produce three different levels of fund output which Student Accounts may choose to include on the student bill. Funds appear as:

· Memos: A memo is a fund that cannot be paid because a disbursement requirement has not been met (excluding the scheduled disbursement date); a memo can be set up to reduce the balance showing on the bill, but not as a payment to reduce the ledger balance;

· Authorizations: An authorization is a fund whose disbursement requirements have been met, but for which the scheduled disbursement date has not arrived; an authorization also can be set up to reduce the balance showing on the bill, but not as a payment to reduce the ledger balance; and

· Payments: payments reduce the balance due on the bill and the ledger.
· The available output from the baseline Banner Disbursement process is a disbursement reject report and enables staff to resolve various disbursement reject conditions.  Examples may include; enrollment level below required number of hours, failure to complete entrance interview, ineligible program of study, failure to meet SAP tests, or verification is not complete.  

· Determine whether a cut-off date will be applied to fund disbursement. The Banner Financial Aid System provides and maintains federal rule tables to prevent disbursement of federal funds when students do not meet federal regulations. In addition, Banner provides functionality to automatically ‘backout’ funds that have been disbursed to the student’s account if they subsequently fail the federal rules. This ‘back out’ feature can optionally be turned off when a pre-defined cutoff or census date arrives.  

· Administrative staff for all offices working with disbursed aid should regularly coordinate memo expiration dates, disbursement dates and cutoff dates for each quarter.  Any funds that do not disburse according to global settings may be set up on the fund-specific RFRASCH scheduling form. 
· Pell Grant funds are awarded as a separate process using the RPEPELL (Pell Calculation Process) process.  This process may also be run in batch or on-line.  The RPEPELL process is run prior to running the RPEPCKG process. 

· Develop a schedule to run the RORCALC report.  Banner contains an over-award report that identifies all students, or those with federal awards, where awards have exceeded unmet need.
Additional Recommendations Based on the BPA Discussion:
Student concerned that disbursement details are not seen.

Recommendation: Banner Student Self-Service displays student account information by transaction detail.

Students want disbursement a week before term start.

Recommendation: Banner allows school to determine disbursement date and percentage of fund disbursed globally or by fund.  A review of in-house processes would be required.

Process of packaging and disbursing aid is heavily manual.

Recommendation: Banner batch grouping processes can eliminate much of the manual assignment of aid.  The time spent in accurately determining tracking, budget, and packaging groups and associated RORRULES is rewarded by the reduction of manual entries.

Delay in students receiving money.

Recommendation: FHDA is concerned that disbursement of aid to student accounts will result in a delay in students receiving money.  This process can be streamlined and timed to benefit the students and performs many system checks which are currently performed manually. In addition, students will no longer receive a refund for the term which must be used to pay a FHDA balance due for the term as the Banner refund will be reduced by the amount owed.
Adjustments to aid are manual and do not auto-calculate payment (refund).

Recommendation: Once adjustments are made to the student award, the disbursement/refund process will recalculate the refund/repayment amount.

No good way to notify student on probation that their disbursement may be delayed pending posting of grades.

Recommendation: Use population selections to identify impacted students and send an e-mail notification.

Retro-payments: issue with comingling with regular disbursements.

Recommendation: Banner disbursement process is run by term/quarter.  The process will identify funds which have all disbursement requirements met.

Once a loan has been certified, De Anza must rely upon students to self-identify when funds are not received.

Recommendation: De Anza will follow Foothill and utilize ELM services.  ELM provides roster with EFT for comparison and review.  In addition, reports and population selections can be developed from the data on the RPAELAP to identify certified loans which remain unfunded.

No good way to reconcile all checks mailed with checks negotiated. Federal funds which are not paid to students must be returned.

Recommendation: Banner Accounts Receivable and Finance have means of identifying state-dated or non-negotiated checks.  Develop policies and procedures for the timely review and reconciliation of these checks.

	Process Name:
	Administering the Student Employment Program

	
	

	Interview Date:
	December 11, 2008

	
	

	Client Attendees:
	Name
	Title
	Department

	
	Cindy Castillo
	DA: FA Director
	castillocindy@deanza.com

	
	Kevin Harral
	FH: FA Director
	harralkevin@foothill.edu

	
	Dawna O’Malley
	DA: Fin Aid Asst
	o’malleydawna@deanza.edu

	
	Kevin Murphy
	FH: FA Coordinator
	murphykevinm@foothill.edu

	
	Patricia Monoik
	FH: Fin Aid Asst
	monoikpatricia@foothill.edu

	
	Nina Van
	DA: Fin Aid Outreach
	vannina@fhda.edu

	
	Thao Nguhen
	DA: Fin Aid Asst
	nguyenthao@fhda.edu

	
	Josephine Christensen
	FH: Fin Aid Outreach Middlefield
	christensenjosephine@foothill.edu

	
	Christy Godinez
	FH: Fin Aid Asst
	godinezchristy@foothill.edu

	
	Nancy Chao
	DA: Cashiering Srv Supervisor
	

	
	Rachel Tai
	Payroll Tech II
	

	
	Ly Luu
	Payroll Tech II
	

	
	

	Notes on Current Process:
	Financial Aid performs all personnel functions for student employees (FWS, Department-funded student workers)

No overtime for student employees

	
	

	Customer Concerns / Hindrances:
	Student can’t see real time allocation and earnings online

	
	

	Staff Concerns / Hindrances:
	· Lack of integration between student and HR systems; requires a lot of manual data entry (e.g., adjusting both award and HR screens)

· Manual checks: system doesn’t post earnings to financial aid system

· Supervisor can’t see real time allocation and earnings online

· Multiple assignments with overlapping hours

· Many potential duplicates in SIS and HRS

· Have to hand enter international students

· Missing timesheets (most frequently encountered staff issue)

	
	

	Improvements:
	· Ability to simulate earnings up to a certain future point

· Ability for system to monitor number of hours worked per week

· Ability for supervisors to verify available FWS funds for student workers before offering employment

· Ability for system to add together FH and DA enrolled units to clarify FICA-Medicare exemption

· Online time entry (eliminate missing paper timesheets)

· Ability for supervisor to evaluate student employee

· Automate step increases and budget changes

· Ability for system to identify/monitor international student workers according to particular restrictions

	
	

	Interfaces:
	None; manual data entry

	
	

	Stand-alone databases:
	· SIS

· HRS

	
	

	Potential Policy Changes:
	None identified
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Description of tasks and decisions associated with the process

Federal Work Study Program

1.  FA posts open positions via PeopleAdmin and 2) offers qualified students potential FWS award.

3.  Student goes to FA for placement; 4). FA screens the student and enters an online referral to the department.

5.  Department interviews the student and accepts the online referral.

6.  Student completes a student employment packet.

Note: at DeAnza the student files paperwork after being hired

7.  FA “accepts” the award in Banner, 8). sets up work authorization, and 9). sets up the Banner job to integrate the position with FWS authorization.

Once 10). the student has entered hours worked online and the payroll process has been run, FA 12). runs the Banner job to link FWS earnings to the award and 13). runs a report to identify necessary adjustments.

If adjustments are needed, 14). FA manually either adjusts the award or changes the position number, then 15). Payroll adjusts the payroll entries.  If no adjustments are needed, Banner automatically clears the student to be paid and adjusts the award.

District Student Employee Program

1.  Department interviews and accepts the student.

2.  Student completes a student employment packet and submits it to FA.

After 3). FA has set up the assignment in Banner HR and 4), the student has entered hours worked online, 5). Payroll process payroll and 6). Banner automatically makes any needed adjustments and 7). clears the student to be paid.
Recommendations

· Banner Student Employment is designed for Financial Aid to authorize a student to work prior to a record being created in payroll.  In the case of FHDA, both of theses functions are currently being performed in the Financial Aid Office.  Appropriate Financial Aid staff should attend HR training on personnel setup.

· Consider using job referrals or to permit staff to set up employment authorizations directly without a referral. This module can be used to manage both work-study (FWS) and non work-study (campus employment) positions. 
· Associate the tracking documents with the work-study funds on the Funds Management form to allow for the work-study tracking documents (I-9, W-4) to seamlessly update the aid applicant’s tracking screen upon awarding the work-study funds. 
· Student Employment will create a student employment work authorization record for those students who are requesting employment.  The work authorization is attached to the amount of awarded work-study. This way the authorized earnings cannot exceed the award-accepted amount within the FA Student Employment module.  
· Work-study students may work in any combination of placements at the same time; federal work-study and campus work-study etc. Determine the number of position codes associated with student employment, whether the position codes will be generic or specific to the department.

· Utilize the Authorization Report to report information regarding students that have been authorized to work to make sure HR forms coincide.
· Make sure that each worker’s position number and suffix match the set-up in HR to ensure that the RJRLOAD process is able to load payroll earnings to the Student Employment module.  Loading the payroll earnings into the Student Employment module will provide the following information:

· Automatically updates the Financial Aid work history records with actual earnings on the Student Employment Work History Form.

· Automatically updates the fund balances with actual earnings on the Fund Budget Inquiry Form.

· Automatically updates the award paid amounts and the term paid amounts on the student award record as represented on the Award Form and Package Maintenance Form.
· Automatically collect Federal Work Study data for the Fiscal Operations Report
· Execute the Pay Period Report to assist supervisors in monitoring student earnings by department.  This report will provide comparative information on authorized hours and amount versus remaining hours and amount.  The report could be utilized to monitor work-study earnings.
· Execute the Earnings Control Report to provide a listing of hours worked by pay period.
· Correction and/or adjustments to payroll earning can be applied to a work-study student’s record within the Student Employment module.
· The Banner General Letter Generation process may be used with population selections to extract work authorizations and departmental information stored in the Banner Student Employment module forms to create placement letters.
· Discuss conversion of one-time documents such as I-9, W4, and employment application that may be recorded in your current system.
Additional Recommendations Based on the BPA Discussion:
Student can’t see real time allocation and earnings online.

Recommendation: Timesheets and earnings are under the HR module.  To ensure desired set-up, coordinate with Human Resources.  Students will be able to view awarded work study funds, however, the paid amount reflected will only be as up to date as the last RLRLOAD process.  This process occurs after Payroll has designated a payroll date as complete, Financial Aid staff then runs RJRLOAD to load the information into Banner Financial Aid.

Lack of integration between student and HR systems; requires a lot of manual data entry (e.g., adjusting both award and HR screens)

Recommendation: The integrated nature of the Banner product will alleviate some duplication of tasks as each system is drawing upon the same database for student information.
Manual checks; system does not post earnings to financial aid.

Recommendation: Banner RJRLOAD process will accomplish this task as long work study authorizations and HR job forms remain in sync with the position number and suffix.

Multiple assignments with overlapping hours.
Recommendation: Implementation of on-line timesheets may prevent overlapping hours for multiple assignments.  Work with Human Resources consultant to determine set-up.

Many potential duplicates in SIS and HRS.

Recommendation: Integrated nature of Banner product will prevent duplicate records for a student when data standards are maintained for the creation of General Person Records through common matching.

Have to hand enter international students.

Recommendation: The student employment module can be used all students regardless of financial aid eligibility or financial aid application.

Missing timesheets.

Recommendation: Use of on-line timesheets will streamline the approval process and eliminate lost timesheets.
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