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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 Finance, and for bridging any gaps which may have been identified by the gap analyses.  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 Student processes were examined during on site information gathering interviews held December 1 - 3, 2008:
1. Managing Faculty Workload
2. Creating Courses 
3. Creating the Class Schedule
4. Registering Students
5. Collecting Student Fees
6. Auditing and Awarding Degrees
7. Admitting Students
In general, almost all of the institution’s Student processes can be accommodated by SGHE Banner Student 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 Student and/or certain accessory products.

Here are the overarching findings identified during the sessions:

Managing Faculty Workload

Faculty release time is entered currently as a dummy class.  There is a code input with the section to indicate it is a release time class.  There are Banner fields that specifically track non-instructional assignments and release time.  It will not be necessary in Banner to build dummy sections to track release time.

Faculty Load in Banner can be tied to a Human Resources position number for hourly wage calculation.  In order to take advantage of the Faculty Load and Calculation (FLAC) functionality it will be necessary for Human Resources and the Schedulers to share responsibility for entering data on the Faculty Assignment Form.

Creating Courses 

Since Foothill College and De Anza College will be sharing the same instance of Banner it is important to find ways to segregate catalog, schedule, registration and academic history data wherever possible.  Term codes, course levels, parts-of-terms and campus codes will need to be used to segregate college data.
Creating the Class Schedule

The current student Web schedule does not show all the elements (e.g., rooms, times) needed to find classes.  The baseline Banner Web student schedule displays course, meeting times, classrooms, instructor, instructional method and links to instructor office hours and the course syllabus.
Degreeworks can be used to project the number of sections of a course that will be needed in future terms without generating meeting times.  In addition, a custom schedule report that does not display meeting times can be written and used to display the rolled schedule for future terms.
Registering Students

Community Education and the Performing Arts Alliance would like a more simplified registration process.  The Banner add-on product, Flexible Registration, will allow users to register in courses, pay and enter their contact information in a quick and easy process.  Courses in Flexible Registration do not need to be associated with a term.

Because Voice Response does not work well with California Banner, it will essentially become non functional once Banner is live. Voice Response should be phased out or a modification to Voice Response will need to be written that will allow it to work with California Banner.
Collecting Student Fees

Currently, students must request a refund even if the class is cancelled.  If a refund is not requested within a certain amount of time, the school takes the money.  Foothill-De Anza will be implementing Banner’s Financial Aid System along with the Banner Student system.  Federal regulations require that Title IV monies be refunded to students within a certain number of days.  The current policy of manually requesting a refund should be reviewed and possibly eliminated in light of Financial Aid needs.  

Auditing and Awarding Degrees

Graduation applications are submitted and processed manually.  Foothill-De Anza should use Banner’s self-service graduation application and create codes in Banner to allow tracking of application status.  
The current graduation approval process is step-intensive and requires multiple approvals. making it an excellent candidate for Banner Workflow.

Admitting Students
Because Banner self service allows users to create as many applications as may be needed, unique applications for non-credit, international, new, and transfer students can be created; the applicant can select the desired application from a drop-down list.
International Programs maintains close contact with applicants while applicants are submitting required documents.  International Programs should make use of Banner communication plans to generate letters automatically when documents are outstanding on applications.

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 Student implementation process itself, because of its cross functional nature, may be a good platform for the frank discussion of these issues. 

	Process Name:
	Managing Faculty Workload

	
	

	Interview Date:
	December 1, 2008

	
	

	Client Attendees:
	Name
	Title
	Department

	
	Mi Chang
	Academic Services Technician
	Curriculum/Scheduling—DeAnza

	
	Jane Swanson
	Academic Schedule Coordinator
	Curriculum/Scheduling—DeAnza

	
	Gertrude Gregorio
	Dean, ALD
	Adaptive Learning—Foothill

	
	Kathleen Moberg
	Dean, Admissions and Outreach
	Admissions and Records—De Anza

	
	Denise Perez
	Academic Schedule Coordinator
	Education Resources—Foothill

	
	Kim Chief Elk
	Director HR
	Human Resources—District Office

	
	Nhung Tran
	Program Coordinator
	Adaptive Learning—Foothill

	
	

	Notes on Current Process:
	Faculty workload is comprised of instruction and non-instruction components given different weights. Instruction has three levels: 

· lecture

· lecture lab

· lab

Non- instruction includes release time (e.g., administrative, counseling) and leaves.

No standardized way of looking at load on campuses; not likely to change with Banner.

Current process is driven by negotiations with the faculty union.

DA: 50 individuals who work on scheduling (Deans, directors, etc) 

Process:

1.  Scheduling inputs release time (dummy course for release time); done in September as part of full time faculty contracting     

· DA: manually input

· FH: rolled; some manual input (e.g., PDL)

2.  Scheduling rolls prior like term schedule.

3.  Loads are analyzed using “graybar/greenbar” report. 

· Deans continually review faculty assignments (FTEF allocations) via paper contracts and online, particularly the week prior to start of classes.

· Outcome is revised and confirmed faculty schedule.

3.  HR runs contracts for part time faculty and full time on overload

4.  HR collects signed contracts

5.  Scheduling changes the schedule (MSI/CMS=changes to master schedule).  

· May cause additional contracts to be generated; Scheduling has to provide HR w/copies of MSI/CMS

6.  HR downloads payroll second week of quarter; 

· Subsequent changes are manual

Differences between DA and FH:

· DA has more exceptions to the rules, but rules are the same

· Forms may have different names

· Tasks may be performed by different actors

· FH rolls non-instruction loads (DA does manually)

· Forms and fields “owned” by different process actors; security

	
	

	Customer Concerns / Hindrances:
	· Considerable amount of manual calculations due to MOUs (memoranda of understanding); calculations determine what faculty will be paid (hindrance with cause)

· No tools to monitor load; have to use collective report

	
	

	Staff Concerns / Hindrances:
	· Considerable amount of manual procedures and calculations 

· Lack of standardization

· Having to do major adjustments year round; timeliness

	
	

	Improvements:
	· Ability to load current load tables

· Ability to check online faculty load for both campuses (yearly as well as quarter view)

· Ability for system to do some automation of calculations; check for part timers teaching courses at both campuses (ability to do cumulative runs)

· Communication between HR and Student systems

· Ability for faculty to view assignments online

· Use Banner Workflow to streamline procedures

· Each campus needs to clarity who “owns” forms and fields

	
	

	Interfaces:
	None

	
	

	Stand-alone Databases:
	· HRS

· SIS

· Multiple Excel spreadsheets

· MAUI reporting database (to be replaced by Hyperion)

	
	

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

1.  Academic Affairs defines faculty workload rules in Banner.

2.  Academic Affairs defines a Banner “person” as a faculty member in SIAINST.

3.  Academic Affairs assigns the faculty member to instruct classes in SIAASGN and SSASECT.

4.  Admissions and Records uses the faculty information in building the class schedule.

5.  Academic Affairs attaches any non-instructional assignments to the faculty record in SIAASGN.

7.  Prior to each term, Academic Affairs reviews and updates faculty assignments in SIAASGN and 10. generates a faculty load term analysis report (SIRTRAL).

8.  As part of contract preparation, Academic Affairs performs contract analysis in SIACONA and 11. generates a faculty load contract analysis report (SIRCTAL).

Page 2 of the process flow details the Banner setup for contract and non-contract rules with appropriate Banner forms identified.

Fit/Gap Analysis

1. Workload hours are assigned in the course catalog and default to the instructor schedule.  They can be adjusted by faculty member, but there is no algorithm that calculates section workload based on specific faculty contract or memorandum of understanding.  Any automated calculation of section workload will require a modification to the system.  

2. Although it is possible to track that an assignment is an overload, there is no specified field for tracking the percentage of overload associated with an assignment.  The Supplemental Data Engine in Banner can be used to add a field to the Faculty Assignment Form that will allow users to enter an overload percentage.
Recommended Practices

Currently, the draft class schedule is sent to the deans for review in a hardcopy form (graybar or greenbar).  After the schedule is reviewed by the deans, the class schedule is rolled.  Wherever possible, Foothill-De Anza should strive to transmit data electronically instead of in hardcopy format.  E-Print should be used to distribute the draft class schedule to each of the Deans in an electronic form.

The deans complete a final review of the class schedule to check for faculty issues.  Currently, Foothill runs an exception report that identifies problems.  Custom reports to track information from the class schedule can be built using the ODS (Operational Data Store).  A report will need to be built before Foothill-De Anza goes live so it is available to the deans immediately.  It may be necessary to build a custom ODS view that contains all the elements the deans require for their schedule review.

As the schedule is updated contracts are revised and re-issued.  Human Resources must be notified when a change is made to the schedule that affects a contract.  The notification to Human Resources is currently handled through a paper process.  Foothill-DeAnza is considering purchasing SungardHE Workflow product.  Workflow can be used to automate the re-issue and approval of faculty contracts.

Currently, there is no easy way to check faculty load across campuses.  Load across campuses and terms can be checked using Banner’s contract load analysis.  Contract load rules will need to be defined in Banner during the Banner implementation.

Faculty release time is entered currently as a dummy class.  There is a code input with the section to indicate it is a release time class.  There are Banner fields that specifically track non-instructional assignments and release time.  It will not be necessary in Banner to build dummy sections to track release time.

Faculty Load in Banner can be tied to a Human Resources position number for hourly wage calculation.  In order to take advantage of the Faculty Load and Calculation (FLAC) functionality it will be necessary for Human Resources and the Schedulers to share responsibility for entering data on the Faculty Assignment Form.

Foothill-De Anza is going live on Banner Human Resources before they go live on Banner Student.  Interim reports, processes and interfaces may be needed to insure Human Resources has the data they need from SIS to track faculty load information.

	Process Name:
	Creating Courses

	
	

	Interview Date:
	December 1, 2008

	
	

	Client Attendees:
	Name
	Title
	Department

	
	Mi Chang
	Academic Services Technician
	Curriculum/Scheduling—DeAnza

	
	Jane Swanson
	Academic Schedule Coordinator
	Curriculum/Scheduling—DeAnza

	
	Gertrude Gregorio
	Dean, ALD
	Adaptive Learning—Foothill

	
	Kathleen Moberg
	Dean, Admissions and Outreach
	Admissions and Records—De Anza

	
	Cori Nunez
	Curriculum Coordinator
	Instruction and Inst. Research—Foothill

	
	Kent McGee
	Evaluations Supervisor
	Admissions and Records—De Anza

	
	Pat Fifield
	Assoc. Registrar
	Admissions and Records—De Anza

	
	Mary Clark
	Curriculum Coordinator
	De Anza

	
	Tita Shields
	Matriculation
	Admissions and Records—De Anza

	
	Denise Perez
	Academic Schedule Coordinator
	Education Resources—Foothill

	
	Nhung Tran
	Program Coordinator
	Adaptive Learning—Foothill

	
	

	Notes on Current Process:
	Curriculum Coordinators create and maintain the course catalog file.

Types of course changes:

· Changes in State requirements (30%)

· Complete change of course (technology) (80%)

Must review every course once every 3 – 5 years; if not, course gets dropped from catalog.  DA doing every 5 years to be in sync with UC/CSU systems

Courses are  “archived” rather than deleted from the system in case student chooses to use past catalog to meet graduation requirements.  FH “deletes” courses from current catalog only; can retrieve archived courses for reactivation, if necessary.

FH and DA use different course numbers.

DA: lifelong learning courses do not print on transcripts

Course fees are not tied to the course in the course DB; manually added by Finance

Seatcounts are included in course inventory courses.

Processes:

FH

1. Course change proposed electronically 

2. Course approved electronically by faculty, Division Dean, back to faculty author, then to Curriculum Comm. rep, then to articulation officer, then to Curriculum Cord. for manual entry into SIS

3. If approved, course is input as early as instructor wishes to teach it

DA

1. Curriculum initiator (faculty or Dean) completes ECMS course outline form.

· Website for faculty containing all required info/forms

2. Curriculum initiator brings form to Curriculum Office.

· Prints out forms for tracking purposes

3.  Curriculum Comm. meets to review course.

4.  Curriculum Office enters course into databases

· New course: entered into SIS

· Revised course: revise in SIS and File Maker Pro DB

Campus Differences:

· Approval types (not likely to change)

· Manual vs. automated (but both want automation)

· Campuses using different multiple databases (desire is to use single database, but do want to continue using C3MS if Banner does not have comparable functionality)

· Different courses

	
	

	Customer Concerns / Hindrances:
	Student:

-graduation could be impacted by a course being deactivated

-may not be clear on which catalog will be used for graduation requirements (due to course changes)

Note: FH and DA have student reps on Curriculum Committees

	
	

	Staff Concerns / Hindrances:
	· DA uses multiple databases

· Course fees are not tied to the course in the course database

· Requisite coding (done by Assessment) not clear

· Only some fields contain historical data (e.g., course repeat attributes)

· Have to manually update schedule data when course data changes after rollover has been done

	
	

	Improvements:
	· Single course database (DA)

· Move requisite data entry to the Curriculum Office (DA)

· Have catalog updates automatically update schedule screens

· Ability to load entered data into course inventory file

	
	

	Interfaces:
	None

	
	

	Stand-alone databases:
	· SIS

· C3MS (My SQL):  FH uses to store course catalog info and generate hard copy catalogs and schedules

· File Maker Pro: DA uses to generate hard-copy catalog; contains title/hours/transferability data;

· ECMS: DA homegrown course inventory database; purpose is to have all courses on one server, standardize, have courses available for general campus view

· OSCAR: CSU system articulation DB

	
	

	Potential Policy Changes:
	None identified


[image: image6.wmf]SunGard Higher Education Process  Consulting Group

Page

-

2

SGHE PCG TPL 

2006

-

LS

Foothill

-

DeAnza CCD  

-

  

Managing Faculty Workloads

Banner

 State Flow

Begin

:      

Academic Affairs defines faculty workload rules

End

:         

Academic Affairs computes the faculty workload analysis

Effective

: 

November 

2008

Page 

2

 of 

2

A

c

a

d

e

m

i

c

 

A

f

f

a

i

r

s

YES

YES

YES

NO

NO

YES

NO

Non

-

contract 

Rules

SIAFLRT

SIAFLCT

Define non

-

contract 

workload 

term rules

Name Non

-

Instructional 

Codes

Define rules 

for full 

contract

STVWKLD

Define  

Contract FTE 

Factor

STVNIST

Contract 

Rules

?

Process 

Ends

Define rules 

for each term 

of contract

Non

-

instructional 

workload

?

SIAFCTR

Name 

Contract 

Types

Attach all 

terms 

covered by 

contract

STVFCNT

Name Non

-

Contract 

Workload 

Rules

Name 

Contract 

Workload 

Rules

Workload 

based on 

FTE’s

?

SIATERM

SIACFTE

SIAFLRC

Define FTE 

Factor

STVCNTR

NO

Current State Model

[image: image7.png]SUNGARD
HIGHER EDUCATION




Description of tasks and decisions associated with the process

Foothill College

1. Faculty member or dean submits a course change proposal electronically.  Banner Workflow forwards the form for approval (and does so for all additional approval steps)
2. Department chair or Division head reviews the online course form.  If the course is approved, it moves to step 3.  If the course is not approved, it is returned to the proposal author (Step 1).

3.  Curriculum Representative reviews the course for completeness, accuracy and its fit with other course offerings.  If there are not problems with the course, it moves to Step 4.  If there is a problem, the course is returned to the Department or Division (Step 2).  

4.  Articulation Office reviews the course for content, adherence to State requirements and course equivalencies. 

5.  Curriculum Coordinator reviews the course to ensure the course for completeness, accuracy, and fit with other offerings.  If there is a problem, the course form is returned via Workflow to the appropriate entity for revision.
6.  Curriculum Coordinator reviews the course a final time, before 7. initiating the push of course data from Workflow into Banner.

De Anza College

1.  Faculty member or dean submits a course change proposal electronically.  Banner Workflow forwards the proposal for approval (and does so for all additional approval levels).

2.  Department chair or Division head reviews the online course form.  If the course is approved, it moves to step 3.  If the course is not approved, it is returned to the proposal author. (Step 1).
3.  Curriculum Representative reviews the course for completeness, accuracy and fit with other course offerings.  If there are no problems with the course, it moves to Step 4.  If there is a problem, the course is returned to the Department or Division (Step 2).
4.  Articulation Officer reviews the course content and equivalencies.
· From this point forward, Workflow routes any rejected proposal to the appropriate entity for correction.

5.  Matriculation Coordinator reviews the course to ensure the course requisites are justifiable. 
6.  Distance Learning Coordinator reviews the course to ensure the course meets distance learning requirements.

7.  VTEA Officer reviews career-centered courses to ensure the course meets industry needs.

8.  Curriculum Coordinator initiates the push of course data from Workflow into Banner.
Fit/Gap Analysis

1. Course numbers are not uniform between campuses.  Sometimes the course numbers are the same, but the course content is different.  For example:  ENGL 1A at Foothill College may have a different title and different content than ENGL 1A at De Anza College.  It is not possible to have two different courses using the same subject and course number is Banner.  It will be necessary to change the course numbers.  The Course Number field in Banner can hold 5 characters.  A letter reflecting College could be entered as the first or last character (ENGL 1AF).

2. Foothill-DeAnza is able to enter a default seat count in the course catalog.  There is no place to enter a default seat count in the Banner course catalog.  Once the initial class schedule has been built the seat count for a specific section can be rolled from term to term.
Recommended Practices

Foothill uses MySQL as the catalog tracking system.  Faculty and deans can create a course in MySQL and submit it for approval.  Division curriculum committee approves. De Anza Uses an Electronic Curriculum Management system.  Faculty prints the curriculum forms from ECMS and from the Curriculum Management website.  Once the course is complete, the Curriculum Office enters the course in SIS.  Changes are also maintained in Filemaker Pro.  Filemaker is a homegrown system.  Banner functionality should be reviewed during the training and consulting process to see if any of the additional databases can be retired.  

Courses are reviewed every three years at Foothill College and every 5 years at De Anza to make sure the data is still accurate and meeting state requirements.  A “last reviewed date” can be stored in Banner to track when a course was last reviewed and to act as a tickler for future review.

Community Education is currently keeping a separate catalog.  Flexible Registration is a Banner add-on that can be used to track separate community education catalogs.

Since Foothill College and DeAnza College will be sharing the same instance of Banner it is important to find ways to segregate catalog, schedule, registration and academic history data wherever possible.  Term codes, course levels, parts-of-terms and campus codes will need to be used to segregate college data.
	Process Name:
	Creating the Class Schedule

	
	

	Interview Date:
	December 2, 2008

	
	

	Client Attendees:
	Name
	Title
	Department

	
	Mi Chang
	Academic Services Technician
	Curriculum/Scheduling—DeAnza

	
	Jane Swanson
	Academic Schedule Coordinator
	Curriculum/Scheduling—DeAnza

	
	Gertrude Gregorio
	Dean, ALD
	Adaptive Learning—Foothill

	
	Kathleen Moberg
	Dean, Admissions and Outreach
	Admissions and Records—De Anza

	
	Cori Nunez
	Curriculum Coordinator
	Instruction and Inst. Research—Foothill

	
	Denise Perez
	Academic Schedule Coordinator
	Education Resources—Foothill

	
	Nhung Tran
	Program Coordinator
	Adaptive Learning—Foothill

	
	Judy Baker
	Dean, FGA
	Foothill

	
	Kyong Kin
	Programmer, FGA
	Foothill

	
	Peter Murray
	Dean, PSME
	Foothill

	
	Barry Johnson
	Evening Supervisor
	Admissions and Records, DeAnza

	
	Pat Fifield
	Assoc. Registrar
	Admissions and Records—De Anza

	
	

	Notes on Current Process:
	Process:

1.  Scheduling Office rolls schedule from like term (e.g., Fall to Fall)

· Takes 2 runs (first to spot check for discrepancies)

2.  Scheduling Office opens SIS to Deans for update access.

· 2 terms active for full edit at any one time; campuses vary on when access is opened/closed

3.  Deans update schedule in SIS.

· Deans have several months to update SIS schedule; receive email saying system available for update

· FH runs graybar/greenbar report, distributes to Deans.
· Deans update instructor, seat count, rooms, meeting times, class duration, basically everything except for course title, description (course inventory-related data)
· Deans work with other departments to resolve conflicts, indicate “best guess” for room needs (have block of rooms); negotiate w/Scheduling Office regarding conflicts
4.  Scheduler closes SIS update access.

· Deans can still update seat counts and waitlists online

· FH requires CMSs for ALL changes.  

5.  Marketing scrapes schedule data for printed and Web schedule

· Scheduling Office loads schedule to Web; automatically updated as changes made (overnight run)

6.  Payroll runs contract letters.

7.  Scheduling Office accepts MSI/CMS from Deans, changes schedule as necessary.

	
	

	Customer Concerns / Hindrances:
	Web personal schedule (TouchNet) does not contain all schedule info (e.g., room assignments, times)

	
	

	Staff Concerns / Hindrances:
	· Inability to see room conflicts in the system

· Having to manage crosslisted courses (SIS identifies them as separate courses)

· Have to maintain ongoing list of schedule changes (Excel)

· Have to schedule faculty by reemployment status; manually intensive

· System has limited room attribute fields

· HR and Student systems not linked

	
	

	Improvements:
	· Ability to have projected schedule for following term available (enrollment planning tool, tied to degree plans)

· Ability for system to know if certain classes will conflict with degree plans

· Ability for system to identify errors in scheduling term- spanning courses (FH)

· Ability for students to receive schedule change announcements

· Ability for system to monitor tracks (e.g., UC transfer cohorts)

	
	

	Interfaces:
	SIS to Resource 25

	
	

	Stand-alone databases:
	· SIS

· HRS (Deans use to determine faculty reemployment preference)

· Resource 25/Schedule 25

· Web viewer to see room availability/features, master calendar (DA)

· ECMS (DA), C3MS (FH) – footnotes and headers, post schedule to Web, user access profiles, proofing schedule
· Marketing software (InDesign?) to produce printed schedule

· Jigsaw—enables graphic representation

	
	

	Potential Policy Changes:
	None at this time
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Current State Model

Description of tasks and decisions associated with the process

1.  Scheduling Office rolls schedule from like term to like term (e.g., Fall to Fall).  DeAnza College moves to Step 2.  Foothill College moves to Step 3.

· Takes 2 runs (the first run is to spot check for discrepancies)

2.  De Anza College Scheduling Office runs Resource 25

3.  Scheduling Office opens SIS to Deans for update access.  Deans update schedule online in Banner after receiving notification of system availability from the Scheduling Office.
· 2 terms active for full edit at any one time; campuses vary on when access is opened/closed

· Deans have several months to update SIS schedule.  They receive email informing them that the system is available for update

· Foothill College runs graybar/greenbar report and distributes to deans for review.

· Deans update instructor, seat count, rooms, meeting times, class duration and other schedule data.

· Deans work with other departments to resolve conflicts and indicate “best guess” for room needs (have block of rooms).  The deans negotiate with the Scheduling Office regarding conflicts

4.  Scheduler closes update access.

· Deans can still update seat counts and waitlists online

· Foothill College requires CMSs for ALL changes. 

5.  DeAnza Scheduling Office runs Schedule 25

6.  Scheduling Office resolves room conflicts and assigns TBA sections.

7.  Scheduling Office finalizes the class schedule and posts the final class schedule on the Web.  The schedule is updated in real time as changes are made.

8.  Marketing pulls schedule data and publishes the printed schedule.
9. Deans and department schedulers continually review the schedule.

10.  Scheduling Office inputs schedule changes.

Fit/Gap Analysis

1. SIS has a modified screen that just contains the frequently updated class schedule fields.  The screen allows the deans to easily update the data elements they control.  A similar form may be needed in Banner.  The baseline Banner forms should be reviewed thoroughly and a determination made whether a custom form is needed.  If the baseline Banner forms are not sufficient to meet the needs of Foothill-DeAnza, a custom form for schedule data entry should be created rather than making a modification to the existing Banner forms.

2. Currently, schedulers can turn off access to the schedule update forms when the deadline to update components of the schedule has passed.  The schedulers have a couple of levels of limitation to use throughout the schedule process.  This is not possible in Banner.  It is possible to change security access to a form using Fine Grained Access Security, but the scheduling leads will need to be trained how to make the change.  Additionally, Fine Grained Access Security is time-consuming and complex to set up.  The IT department will need to have the time and resources to set up the FGAC.

3. There is no query form in Banner that displays class schedule data in an easy-to-read list.  Foothill-De Anza will need to build a custom query form that contains the desired data elements.
Recommended Practices

Contracts are sent to faculty and then the schedule is finalized except for seat counts and waitlists. SungardHE Workflow can be used to automate the approval process for scheduling and faculty contracts.

It has been difficult to keep track of enrollments in cross-listed courses in the SIS system.  Foothill-De Anza should utilize Banner’s cross-list rules.   Banner has cross-list functionality that allows schedulers to cap overall enrollment and set enrollment in individual sections. 

Foothill-De Anza wants the ability to project number of sections needed in future schedules, but they do not want to project future meeting times because of so many variables can affect when a section will be offered.  Degreeworks can be used to project the number of sections of a course that will be needed in future terms without generating meeting times.  In addition, a custom schedule report that does not display meeting times can be written and used to display the rolled schedule for future terms.

The current student Web schedule does not show all the elements (e.g., rooms, times) needed to find classes.  The baseline Banner Web student schedule displays course, meeting times, classrooms, instructor, instructional method and links to instructor office hours and the course syllabus.  Foothill-De Anza should use Banner Web’s baseline student schedule.

Some of the deans use Jigsaw to develop their class schedule.  There are several other community colleges that are also using Jigsaw.  The IT Department should use the Cal-B listserv to find out if any other California community college.

	Process Name:
	Registering Students

	
	

	Interview Date:
	December 2, 2008

	
	

	Client Attendees:
	Name
	Title
	Department

	
	Jane Swanson
	Academic Schedule Coordinator
	Curriculum/Scheduling—DeAnza

	
	Gertrude Gregorio
	Dean, ALD
	Adaptive Learning—Foothill

	
	Kathleen Moberg
	Dean, Admissions and Outreach
	Admissions and Records—De Anza

	
	Pat Fifield
	Assoc. Registrar
	Admissions and Records—De Anza

	
	Kyong Kin
	Programmer, FGA
	Foothill

	
	Barry Johnson
	Evening Supervisor
	Admissions and Records, DeAnza

	
	Shirley Schooler
	Admin. Special Ed.
	De Anza

	
	Jim Clow
	Programmer Analyst
	ETS

	
	Tanja Lyumkis
	Programmer
	ETS

	
	Hien T. Ha
	Admin Asst
	ALD

	
	Henry Jung
	Supervisor
	Admissions and Records

	
	Shawna Aced
	Registrar
	Admissions and Records--Foothill

	
	Michael Hegglund
	Program Dir. Short Courses
	Community Ed

	
	Dennis Shannakian
	Admin Asst
	Student Activities--DeAnza

	
	Tita Shields
	Matriculation
	Admissions and Records—De Anza

	
	Charlie McKellar
	Program Coord
	Middlefield

	
	Cindy Castillo
	Dir. Financial Aid
	DeAnza

	
	Helen Kikoshima
	Admin Asst
	FGA

	
	Nancy Chao
	Cashier Supervisor
	DeAnza

	
	

	Notes on Current Process:
	1.  Admissions and Records sets up system for registration in SIS

· Builds rate tables (FH); done by Cashier (DA) based on info provided from Scheduling Office

· Sets up terms in TouchNet

· Runs jobs for dates, certain populations (e.g., place registration holds on students

· Sets priority registration times

· Sets up web access

· Rolls waitlist 

· DA sends students emails re registration times, term start, includes links

2.  Student attempts to register; resolves any holds

· Sees message re need to pay

· Each campus has own TouchNet website 

· If closed class, has to choose open section

3.  Student completes registration, prints out schedule copy

· Receives automated reminder email re payment

For Fall tem only, new students enroll in orientation; get oriented/advised, earlier registration time.  DSS, Veterans also get priority dates.

· Community Ed:  separate entity.  Has 2 distinct institutions: FD (short courses) and DS (extended year)

· Apprenticeship: open scheduling, term spans

· POST (police officers training p

· Performing Arts Alliance

· Lifelong Learning

· LINC (teacher training)

Holds: some system placed and removed

· Financial

· Financial Aid

· Disciplinary

· Library

· Athletics

· Health Services

· Documentation hold

· EOPS/Counseling

· Academic

· DSPS (disabled students)

Currently doing voice response and Web, some walk-in

Registration periods:

· Priority registration

· “Special groups” DA only

· Continuing registration

· New/returning registration

· Add/drop period: begins first term class day

· Late add period: exceptions only, not published

· Withdrawal period

Campus differences:

· Different registration cycles

	
	

	Customer Concerns / Hindrances:
	· Former returning students have to reapply (some info is already in system) (CCC Apply would eliminate the issue)

· Dropped courses don’t appear on schedule; need the info to return books

· Hold messages are not descriptive

	
	

	Staff Concerns / Hindrances:
	· Lack of articulation between 2 campuses

· Have to adjust registration time for concurrently enrolled students

· Have to manually adjust base fees (can only be charged once, at either campus)

· Students register for the same course at both campuses only intending to attend one

· Have to manually close out matriculation so that students can reapply and register

· System doesn’t recognize term span courses; may erroneously block matriculation

· System time out issues (no activity)

· Because pre- and co- requisites do not roll, Assessment must do a lot of manual adding/dropping 

· System can’t link co-requisites

· Enrollments disappear from system once student drops; issue for Financial Aid

	
	

	Improvements:
	· Counseling 100 (FH=50) new student orientation automate course section roll

· Ability to flag certain courses as not available for registration (system doesn’t currently do that)

· Community Ed, Adaptive Learning, Performing Arts Alliance, Middlefield College, Apprenticeship Program would like simplified, flexible registration process (currently not possible due to system limitations) 

· Consider syncing campus registration cycles (would require schedules being available at the same time)

· Ability for system to suggest alternative courses

· User friendly self-serve enrollment verification

· Ability to run batch rollover of applicants for one term over to subsequent term

· Ability to put K-12 forms online (CCC Apply would attach these to FHDA apps)

· Ability for system to accurately recalculate repeatability (SIS “sticks”)

· Ability to automate contact emails to students by cohort

· Ability for system to capture feedback from students withdrawing completely from institution

	
	

	Interfaces:
	TouchNet to parking software (external link), transcript requests

	
	

	Stand-alone databases/ programs:
	· Email processing system (confirmation of enrollment)

· SIS

· TouchNet

· Add codes generation and approval programs (FH)

	
	

	Potential Policy Changes:
	Consider eliminating the voice response system (see Recommendations section)
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Description of tasks and decisions associated with the process

Registration
1.  Admissions and Records sets up registration controls and the priority schedule in Banner.

2.  Admissions and Records activates the term for registration.

3.  Student accesses self service to determine assigned registration time.

4.  Student attempts to register.  If a hold is encountered, the student contacts the department placing the hold.  If not, the student completes registration and the process ends.

5.  “Hold” department reviews the block and either removes it and the process proceeds to Step 6, or retains it and the process ends.

6.  Student completes registration.

Add/drop period
7.  Student adds and drops courses in Banner self service.
Late registration
8.  Student obtains instructor signature(s) on late registration form

· At DeAnza the instructor brings the form to Admissions and Records

9.  Admissions and Records manually adds the course(s).

Withdrawal period
10. Student withdraws in self service (up to 75% of the session).
Fit/Gap Analysis

1. Both colleges use waitlisting.  Banner has waitlisting functionality that will allow students to be placed on a waitlist, automatically notify a student when space comes available in the class, and drop the student from the waitlist if they do not add the course within a specified period of time.  However, if Foothill-De Anza wants to use California Banner’s add authorization code functionality then they will need to deactivate the waitlist as soon as classes start and activate the add authorization functionality.  A final waitlist report showing student waitlist positions should be generated and sent to faculty so they can track who was on the waitlist.
2. Foothill College and De Anza College use Voice Response.   Because Voice Response does not work well with California Banner, it will essentially become non functional once Banner is live. Voice Response should be phased out or a modification to Voice Response will need to be written that will allow it to work with California Banner.
3. Foothill College and De Anza College have several Web messages that display as pop-ups or acknowledgment pages during registration. There is a Web message that forces students to acknowledge that they will be dropped for non-payment.  Students also get a message if they have a hold.  Although it is possible to display text about policies and there is a Web page that displays hold information, there are no pop-up messages or acknowledgment pages.  If the colleges want to continue to use pop-ups and acknowledgment pages, modifications to the Web pages will need to be done.
4. Foothill-De Anza is using TouchNet to handle Web registration. TouchNet has a shopping cart function.  Banner does not have shopping cart functionality.  However, it is possible for students to search for classes in the schedule and add them to a registration worksheet.
Recommended Practices

Community Education is set up as a different college (institution) in SIS.  This practice can be continued in Banner.  Separate college codes and term codes should be used to segregate Community Education.

Foothill College and De Anza College use a variety of criteria to determine when a student can register (registration priority or registration time ticket).  Banner has the ability to set up time tickets based on several criteria.  Students in special groups will need to be assigned a code to give them priority registration.  Special groups include, but are not limited to, veterans, DSPS, new students who have taken an orientation course, special math cohorts.

Community Education and the Performing Arts Alliance would like a more simplified registration process.  The Banner add-on product, Flexible Registration, will allow users to register in courses, pay and enter their contact information in a quick and easy process.  Courses in Flexible Registration do not need to be associated with a term.

Registration in courses needs to be strictly controlled for certain groups of students.  High school students may only register for courses that have been approved in advance.  Non-credit students are not permitted to take credit courses without matriculating.  Course restrictions will need to be placed in the course catalog to keep ineligible students from registering in them without prior approval.  

High school students may only take 6 units a quarter.  Registration rules can be set up in Banner to control the minimum and maximum number of units a student can take in a term.  The Registration Min/Max rules can prevent high school students from registering for too many units and keep international students and athletes from dropping below their required minimum units.

Currently, Foothill College only tracks Foothill course equivalencies and De Anza College only tracks De Anza equivalencies.  In Banner both Foothill and De Anza equivalencies should be built in the course catalog to insure students do not repeat non-repeatable courses and to insure students get credit for pre-requisites taken at either college.

	Process Name:
	Collecting Student Fees

	
	

	Interview Date:
	December 3, 2008

	
	

	Client Attendees:
	Name
	Title
	Department

	
	Kathleen Moberg
	Dean, Admissions and Outreach
	Admissions and Records—De Anza

	
	Pat Fifield
	Assoc. Registrar
	Admissions and Records—De Anza

	
	Hien T. Ha
	Admin Asst
	ALD

	
	Henry Jung
	Supervisor
	Admissions and Records

	
	Shawna Aced
	Registrar
	Admissions and Records--Foothill

	
	Michael Hegglund
	Program Dir. Short Courses
	Community Ed

	
	Nina Van
	 
	Financial Aid

	
	Cindy Castillo
	Dir. Financial Aid
	DeAnza

	
	Judi McAlpin
	Campus Supervisor
	Middlefield

	
	Nancy Chao
	Cashier Supervisor
	DeAnza

	
	Pat Wood
	Cashier Supervisor
	Foothill

	
	Kevin Harral
	Dir. Financial Aid
	Foothill

	
	Gloria Wu
	Chief Accountant
	Accounting

	
	

	Notes on Current Process:
	· 1/3 of fees are optional (student can opt out)

· Need Board approval for any non-mandatory fee

· Student has to request refund; $10 fee

Process

Prior tasks:

· FA links BOG (Board of Governors) grants as part of financial aid award

· FA defers students receiving Pells and are non-residents 

· Holds are in place

· Non-pay reasons (deferred pays) are coded 

· Some special program codes (e.g., international students)

· Third party billing authorized.  Billing starts after first few weeks of quarter; bill goes to student if not paid after 2nd notification.

1.  DA only: Scheduling Office provides material/course fee information (hard copy)

2.  Cashier updates SIS 

· Rolls prior (or appropriate) term fees

3.  Cashier activates rate table and updates term on TouchNet

· FH: Cashier function is in Admissions and Records

4.  Student registers/fees assessed

· Have 5 calendar days to pay or make payment arrangements

5.   DA: Cashier sends students who have not paid email reminder

· Done daily, ongoing

6.  Cashier runs drops for non-payment jobs

· Runs daily reports

· Runs drop job by date range beginning first day of registration (DA: does not count non-working days, no body to run the job)

· Only students owing $100 or more are dropped (DA published limit, FH does not)

· Dropped students receive email

7.  Cashier places financial hold (obligation block)

· Done 4th week of quarter, 3rd of summer

· DA: student receives email

8.  Cashier sends outstanding accounts to collections

· Done 30 days into following quarter

· Done only for higher amounts

· Sends student letter (FH) and email

Community Ed

· Fee assessment done inhouse

· Rate table in SIS

· Drops non-paids prior to start of classes

· 60% online (credit card payments)

Child Development Centre

· Uses spreadsheets to determine billing

Extended Year Program (DS)

· Summer K – 10 program

· Manual receipt of payment

	
	

	Customer Concerns / Hindrances:
	· BOG grant: no way to link to admission status (BOG awarded but student didn’t complete admissions application) (also staff concern)

· Can’t refund charges to credit cards

· Payment plans require paper application

	
	

	Staff Concerns / Hindrances:
	· DA: email procedure to students with outstanding balances is manually intensive

· No way for students to make Perkins payments to the institution with credit cards (have to pay billing agency); want to do this to get holds released 

· FH: have to use multiple databases (MAUI, Excel, SIS) to create third party invoices

· No way to connect bookstore loan to student account; Financial Aid has to manually adjust the system.  Loan is endowment interest based.

	
	

	Improvements:
	· Community Ed would like ability to automate drops for non payment and refund requests

· Automate Child Development Centre billing

· Automate refund requests

· Ability for refunded charges to be credited on credit cards

· Ability for system to check outstanding balances and automatically email students

· Tickler for students potentially eligible for residency change (need to petition for residency)

· FH: ability to collect student debt in non-student account area (e.g., third party)

· Ability to adjust deferred payment options (e.g., by fee groups)

	
	

	Interfaces:
	· TouchNet to SIS

· Credentials Inc. (parking, transcript payment vendor) to SIS

	
	

	Stand-alone databases:
	· SIS

· TouchNet 

· MAUI/Excel to create third party invoices

	
	

	Potential Policy Changes:
	Reconsider policy of sweeping refunds into unclaimed refunds vs. automatic refunds (District Vice Chancellor, college business VPs)
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Description of tasks and decisions associated with the process

1.  Scheduling Office provides the Cashier material and course fee information (DeAnza only).

2.  Cashier updates fees to current charges.

3.  Cashier activates the rate table.

4.  Cashier updates the term on TouchNet.

5.  Student registers.

Is the student’s financial obligation satisfied?  If yes, go to the next question, if no to #6.

Is the student eligible for a refund?  If yes, go to #11, if no the process ends.

6.  Student makes partial payment or deferral.

Is the student’s financial obligation satisfied?  If yes, the process ends, if no go to #7.

7.  Cashier sends the student a fee reminder.

8.  Cashier runs the drop for non-payment program; the student receives an automated email.

9.  Cashier places a financial hold on the student’s record.

10. Cashier sends accounts over a set amount to collections.

11. Student requests a refund.
Note: this task may be under review; see comments in “Potential Policy Changes” section above.
Fit/Gap Analysis

1. ALD flags Department of Rehabilitation student records with a non-pay reason code so they will not be dropped for nonpayment. Some special program codes (ex:  Int’l students) are also coded with a non-pay reason code.  Although it is possible in Banner to flag students so they will not be dropped for non-payment, it is not possible to record a reason why they are protected from dropping.  The Supplemental Data Engine can be used to add a free-form text field to the registration form to record a non-drop reason.

2. Foothill College will do a partial drop if a student they have paid for some but not all courses.  The Registered Not Paid process will drop students who have not paid from all their courses.  There is no way to select courses using the batch process.

3. Community Education students can pay at the first meeting of a class if they are flagged as not having paid.  The class roster has payment information next to the student’s name.  The standard Banner class roster does not display payment information.  Community Education will need to create a custom class roster to display payment information.

4. Foothill College and De Anza College have separate accounts receivable in SIS.  The accounts receivable system in Banner is institution wide, not college specific.  A payment may be applied to charges from either institution.  Cashier reports can be utilized to reconcile what monies have been received by specific cashiers, but Web payments will all be associated with the WWW2_USER cashier and the payment will be associated with one term, but may apply to multiple terms.  Reconciliation may need to be district-wide rather then college-specific.
Recommended Practices

Currently, students must request a refund even if the class is cancelled.  If the student does not request a refund within a certain amount of time, the school takes the money.  There is a $10 processing fee for a refund.  Foothill-De Anza will be implementing Banner’s Financial Aid System along with the Banner Student system.  Federal regulations require that Title IV monies must be refunded to students within a certain number of days.  The current policy of manually requesting a refund should be reviewed and possibly eliminated in light of Financial Aid needs.  

The DeAnza Child Development Center tracks charges and payments for daycare on a spreadsheet.  Banner has the ability to track recurring receivables and generate charges on a monthly basis.  The Child Development Center should review Banner functionality and see if the current spreadsheet can be eliminated. 

Foothill-De Anza has an Extended Year Program that allows K-10 students to take courses during the summer.  It is all handled manually.  Registration is for two weeks and it is done on campus.  Courses are for academic enrichment for advanced students.  These courses can be set up in Banner using a unique term code and level;  consider using Web registration to make it easier.
	Process Name:
	Auditing and Awarding Degrees

	
	

	Interview Date:
	December 3, 2008

	
	

	Client Attendees:
	Name
	Title
	Department

	
	Gertrude Gregorio
	Dean, ALD
	Adaptive Learning—Foothill

	
	Kathleen Moberg
	Dean, Admissions and Outreach
	Admissions and Records—De Anza

	
	Nhung Tran
	Program Coordinator
	Adaptive Learning—Foothill

	
	Jerry Cellilo
	Dean of Counseling 
	Foothill

	
	Stephanie Franco
	Evaluation Specialist
	Foothill

	
	Pat Fifield
	Assoc. Registrar
	Admissions and Records—De Anza

	
	Tita Shields
	Matriculation
	Admissions and Records—De Anza

	
	Kent McGee
	Evaluations Supervisor
	Admissions and Records—De Anza

	
	

	Notes on Current Process:
	Process

1.  Student meets with counselor to prepare graduation petition.

· Must be done by deadline

· Review academic record, check gen ed, major requirements

· May be using up to 12 official transcripts from other school

· Most issues caught at this step

2.  Student submits graduation petition and curriculum sheet to Evaluations Office.

· DA does preliminary check to catch any problems at that point; notifies student via email or letter

3.  Evaluations Office evaluates graduation petition.

· Done only at end of quarter

· Notifies student of results via letter.  If there is an issue and if time, notify counselor; counselor works to resolve issue, often with the Division

· FH: May have to find physical transcript for upper division courses; DA has all transcripts on OCR

· DA: hand writes curriculum sheets for international students

· DA: does followup with student if no response

4.  Evaluations Office posts degrees after final grades are received.

· Posts certificates, honors scholar, honor society (DA), graduation honors (DA: Latin honors), President’s Medal

5.  Evaluations Office orders diplomas.

· Diplomas ordered every quarter

· DA: prints diplomas onsite

Notes:

· 1/3 of petitioners do not graduate

· Will be using Degree Works

	
	

	Customer Concerns / Hindrances:
	· Students may not know degree status (lack of motivation and/or system limitation)

· Diploma turn around time (FH)

· Student cant see transfer course application online

· Transcript only shows most recent degree/certificate earned

	
	

	Staff Concerns / Hindrances:
	· Process is labor intensive (e.g., double data entry)

· May not be able to see petitions before the end of the quarter (staffing issue)

· Evaluator has to manually note/track issues; no fields for this information in the system

· Degree evaluation document could be more attractive

· Students may not understand the process (e.g., who processes which type of certificate)

	
	

	Improvements:
	· Ability to notify students of evaluation results via email

· Ability to note and track issues in the system

· FH: would like all transcripts online (scanned)

· Ability for students to see degree status on line at any time

· Workflow the process; petitioning, course substitutions

· FH: would like to print diplomas on site

· Ability for system to automatically plug in approved substitutions (articulation)

· Ability for transcript to reflect IGETC, UC and CSU transferability

· Easy way to print out mailing labels (mail merge)

· Ability to change matriculation on graduation (single) screen

· Ability for students to change major in self service

· Transfer articulation (including between Foothill and DeAnza)

· Ability to view online all degrees/certificates earned

· Ability to restrict major codes so students are only able to select majors to which they have been admitted

· Ability to store previous degree audits

· Ability to track and store Division awarded certificates

	
	

	Interfaces:
	None

	
	

	Stand-alone databases:
	· On Course (SIS)

· DA: OCR software 

· File Maker Pro for ordering diplomas and producing commencement books

· Fetch (extracts SIS text file)

	
	

	Potential Policy Changes:
	None identified
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Current State Model

Description of tasks and decisions associated with the process

1.  Student completes an online graduation petition, which is forwarded to the counselor via Banner Workflow.

2.  Counselor reviews degree completion status.

Is there a problem?  If yes, go to the next question, if no the counselor Workflows the petition to the Evaluations Office.

Is there a problem needing Division input to resolve?  If yes, go to #3, if no to #5.

3.  Counselor clarifies the issue with the student, then Workflows appropriate documents to the Division.

4.  Division evaluates and resolves the problem, triggering a Workflow to the Evaluations Office (#9).

5.  Counselor revolves the issue.

6.  Evaluations Office evaluates the petition and 7. notifies the student of results via Workflow.

8.  If the student does not respond, Evaluations Office follows up with the student via Workflow.

9.  Evaluations Office posts degrees and honors for students completing all requirements.
10. Evaluations Office orders diplomas.

Fit/Gap Analysis

No gaps were identified during the interviews.
Recommended Practices

No transfer articulation information is entered in the computer at Foothill College.  The counselor locates all the transcripts associated with the student and conducts a manual evaluation.  Transfer courses should be entered in Banner.  Transfer articulation catalogs should be entered for the most common feeder schools.  TransferaArticulation will allow transfer courses to be used to satisfy pre-requisite requirements and will allow courses to be used in degree audits.

Graduation applications are submitted and processed manually.  Foothill-De Anza should use Banner’s self-service graduation application and create codes in Banner to allow tracking of application status.  Rules can be set up to limit who can apply for graduation on the Web.

The current graduation approval process is step-intensive and requires multiple approvals. making it an excellent candidate for Banner Workflow.

Use Banner Workflow to process course waivers and substitutions.  

Foothill-De Anza would like a transcript that displays the IGETC, UC and CSU transferability codes.  Custom transcripts can be formatted using E-Visions.  IGETC, UC and CSU transferability codes can be entered as course attributes and extracted by the E-Visions transcript.  The Foothill-De Anza IT Department should contact the Cal-B listserves and make contact with other schools who have use E-Visions to display course attributes.
	Process Name:
	Admitting Students

	
	

	Interview Date:
	December 4, 2008

	
	

	Client Attendees:
	Name
	Title
	Department

	
	Kathleen Moberg
	Dean, Admissions and Outreach
	Admissions and Records—De Anza

	
	Pat Fifield
	Assoc. Registrar
	Admissions and Records—De Anza

	
	Hien T. Ha
	Admin Asst
	ALD

	
	Barry Johnson
	Evening Supervisor
	Admissions and Records, DeAnza

	
	Shirley Schooler
	Admin. Special Ed.
	De Anza

	
	Cindy Castillo
	Dir. Financial Aid
	DeAnza

	
	Judi McAlpin
	Campus Supervisor
	Middlefield

	
	Nancy Chao
	Cashier Supervisor
	DeAnza

	
	Kevin Harral
	Dir. Financial Aid
	Foothill

	
	Arthur Levine
	Intl Student Advisor
	Foothill

	
	Sherri Mines
	Foothill
	Foothill

	
	Lark Cratty
	Foothill
	Foothill

	
	George Bears
	Dean International Programs
	Foothill

	
	Joseph Ng
	Intl Student Advisor
	DeAnza

	
	Marilyn Cheung
	Director Intl Student Program
	DeAnza

	
	Janny Thai
	Intl Student Advisor
	DeAnza

	
	

	Notes on Current Process:
	1.  Prospective student applies via Web or paper (special programs only).

· Web is TouchNet, all data push into SIS 

· Discussing creation of separate application for non-credit, Community Ed students

· Paper applications: FH has some due to special programs (e.g., performing arts, Adaptive Learning, Middlefield, Apprenticeship—admission/registration handled in these areas).  DA has hardly any.  Paper apps forwarded to Admissions.  Walk-ins: FH inputs, gives ID, etc.

· Student receives ID, creates PIN, sees DTR (date/time to register) 

· DA: student given detailed information on first logon to student account.  

2.  Admissions determines residency

· NA for non-credit

3.  Admissions does evaluation for transfer students

· Attempts to keep up with evals so as not to delay registration

4.  DA: Admissions notifies student of admission

(NOTE: need to create flow for Banner state…ask Dottie whether paper apps would still be necessary since Banner can have multiple apps)

Must reapply after 1 term stopout (except summer) for residency, information verification; no data carry over from original application

Immediate admission for all students except for Nursing and International, high school (release form), certain non-visa holders

High school students: limit to 11th and 12th graders

Middle College

· Apply online; registered in office

· Manual manipulation necessary due to rules

AB540: undocumented students having attended CA HS 3 yrs and graduated or former CA residents

LINC processes own students

Colleges use same paper app

Special Education

· Admission process is done inhouse; students register on their own

· Use college paper application

International Students

· Have different application; paper only (Web app doesn’t work due to timeout issues)

· Admitted through International Student Program 

· Admission requirements:

· HS graduation (official translated transcript)

· Financials

· English test scores (testing service sends paper score)

· Passport copy

· $50 filing fee

Process the same for both campuses; tasks may be done by different people.  

· Use different databases

· DA scans documents

FH: 800 attend (1200 -- 1500 apps)

DA: 1500 attend (1800 -- 2000)

	
	

	Customer Concerns / Hindrances:
	· Apps don’t self populate if student reapplies

· Applicants don’t understand questions asked

· Length of application

· Can’t correct Web app; have to go to Admissions

· DA: students losing PIN have to go to Admissions to get it

	
	

	Staff Concerns / Hindrances:
	· SIS can only store up to 9 applications

· No way for system to check discrepancies in high school student applications

· Paper app and Web app are different

· Financial Aid communication plan does not link to student system

· Can only enter the system through SSN; no duplication check (many duplicates to reconcile)

· Timeouts

· Manual checking required by SIS limitations (e.g., HS student enrollments)

· SIS freezes matriculation after student has attended a certain number of terms

International students

· Online app for international students can’t be used due to timeout issue

· Data disappears during FSA Atlas-SIS loads

· Can’t “postpone” an application

· Have to manually track progression of prospective student to applicant to admitted student (separate databases)

	
	

	Improvements:
	· FH: ability to notify students once they are admitted

· Standardize the process, as far as possible (e.g., eliminate need for special apps)

· Ability for system to have a “smart” application

· Ability for Financial Aid to notify prospective students of the need to apply (link with student system)

· Ability for system to notify Financial Aid and EOPS when residency changes occur; also visa status for international students

International students

· Online application for international students

· Way to prevent international students from applying on the domestic student application

· Electronic way to waive certain requirements for international student admission (e.g., English test scores)

· Ability to download English test score files

· Ability to customize missing information emails and letters; send out en masse

· Ability for system to do individual document tracking

· Ability for system to communicate with select populations (e.g., by country)

· Ability to notify recruiting agents and applicants of admission status

· Ability to identify recruiting agents

· Easy ad hoc reports

· Ability for students and staff to see application checklist status online

· FH: ability for system to generate admission letter

	
	

	Interfaces:
	· TouchNet to SIS

· FSA Atlas to SIS 

· “Louise” to SIS

	
	

	Stand-alone databases:
	· SIS

· TouchNet

· SEVIS

· “Louise”: File Maker Pro DB used by FH International Student Program to track app status

· FSA Atlas (DA)

	
	

	Potential Policy Changes:
	None identified
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Current State Model

Description of tasks and decisions associated with the process

Is the applicant an international student?  If yes, go to #1, if no to #4.

1.  Applicant submits paper application and documentation to the International Student Program.

2.  International Student Program processes the application and 3. admits the applicant if all requirements are met.

4.  Applicant submits online self service application (preferred) or paper application.

Is the application electronic?  If yes, 5. the application data is pushed into Banner via OCR; if no go to #6.

6.  Admissions and Records reviews the application data to determine residency.

Are there sufficient application data?  If yes, go to #8, if no to #7.

7.  Admissions and Records requests needed information from the student.

8.  Admissions and Records emails the student a registration notice (admission is complete).

Fit/Gap Analysis

Touchnet pushes application data directly into SIS.  All required data is pushed and a residency determination is made by the Touchnet system.  When a student submits an application on Touchnet, they get a signature page that tells them they are admitted, their ID number, and their registration time.  Banner has a Self Service application that will load directly into Banner and automatically admit the student and display a signature page that tells them they are admitted, their ID number, and their registration time.  However, Banner does not make a residency determination.  The residency will load into Banner as undetermined and a residency determination will need to be made manually.  If Foothill-De Anza decides to use CCCApply the applications will need to be batch loaded into Banner.  Applicants will not be automatically admitted on CCCApply.
Recommended Practices

Because Banner self service allows users to create as many applications as may be needed, unique applications for non-credit, international, new, and transfer students can be created; the applicant can select the desired application from a drop-down list.

DeAnza College is using FSAAtlas.  Foothill College is using a homegrown system (Filemaker Pro aka Louise) A nightly download from SIS updates Louise.  Both schools should use FSAAtlas since it is already integrated with Banner, eliminating the need for a custom interface.

International Programs maintains close contact with applicants while applicants are submitting required documents.  International Programs should make use of Banner communication plans to generate letters automatically when documents are outstanding on applications.

International Programs does a significant amount of ad-hoc reporting.  They will need access to a report writer and the ODS.
�








What can we help you achieve?





HIGHER EDUCATION











2

[image: image14.wmf]SunGard Higher Education Process  Consulting Group

Page

-

1

SGHE PCG TPL 

2006

-

LS

Foothill

-

DeAnza CCD  

-

  

Auditing and Awarding Degrees

Banner State Flow

Begin

:      

When student applies for graduation

End

:         

When diplomas are ordered

Effective

: 

November 

2008

Page 

1

 of 

1

D

i

v

i

s

i

o

n

E

v

a

l

u

a

t

i

o

n

s

 

O

f

f

i

c

e

C

o

u

n

s

e

l

o

r

S

t

u

d

e

n

t

2

Reviews degree 

completion status

6

Evaluates 

petition

9

Posts degrees

/

honors for 

students meeting 

requirements

10

Orders 

diplomas

Process Ends

7

Notifies student of results 

via Workflowed email

8

Follows up with student via 

Workflowed email if no 

response

petition via 

Banner Workflow

1

Completes online 

graduation petition

Problem

?

petition via Banner Workflow

3

Clarifies issue 

with student

NO

appropriate 

documents via 

Worfklow

Problem 

needing 

Division help

?

YES

5

Resolves 

problem

4

Evaluates

/

resolves 

problem

YES

NO

[image: image15.wmf]SunGard Higher Education Process  Consulting Group

Page

-

1

SGHE PCG TPL 

2006

-

LS

Foothill

-

DeAnza CCD  

-

  

Admitting Students

Banner State Flow

Begin

:      

When admission priorities are determined 

End

:         

When registration notice is emailed

Effective

: 

November 

2008

Page 

1

 of 

1

I

n

t

e

r

n

a

t

i

o

n

a

l

 

S

t

u

d

e

n

t

 

P

r

o

g

r

a

m

A

p

p

l

i

c

a

n

t

A

d

m

i

s

s

i

o

n

s

 

a

n

d

 

R

e

c

o

r

d

s

NO

YES

8

Emails student 

registration 

notice

7

Solicits needed 

information from 

applicant

6

Reviews 

application data

Sufficient 

information

?

Process Ends

4

Submits application in Banner 

self service or paper application

5

App data 

pushed into 

Banner via OCR

Electronic 

application

?

NO

YES

-

 

determines residency

International 

student

?

1

Submits paper application and 

documentation

NO

YES

2

Processes 

application

3

Admits 

applicant

Process Ends

application

/

documentation

_1207037660.bin

