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Introduction

mEEm

Course goal

The goal of this course is to provide you with the knowledge and practice to create
applicant records in the Banner Admissions module. This workbook is divided into four
sections:

¢ Introduction

e SetUp

o Day-to-Day Operations

e Reference

Course objectives

At the end of this course, you will be able to
e create the rules to process the data
e set parameters used to process the data
e admit a student
e withdraw a student
e assign a decision code

e perform a quick admit

roll prospect information to Admissions.

Intended audience

Admissions and recruiting office staff and administrators

© SunGard 2004-2008 Student Admissions
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Prerequisites

To complete this course, you should have

o completed the Education Practices computer-based training (CBT) tutorial “Banner 8
Fundamentals,” or have equivalent experience navigating in the Banner system

o completed the Curriculum, Advising, and Program Planning (CAPP) training
workbook

¢ completed the Population Selection training workbook.

© SunGard 2004-2008 Student Admissions
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Process Introduction
[ |

About the process

The Admissions office is responsible for developing the validation tables and control forms

for applications, creating and maintaining application records, applying decisions, and
maintaining checklist items.

Flow diagram

This diagram highlights where the admissions process occurs within the overall Student

process.
You are here!
Applies to Accepts and
A ff f
Recruit student college/ sets up students coepts offer o
admission
university information
o m %
o ﬂ @
Creates and
- . maintains
ﬁ AS::::?;&;: Registers for CAPF usad to Assigns course catalog
classes advise student Housing and schedule
5[ — Bursar on classes

= Recruiting/
Admissions %

= Academic 11
Records
@l = Registrar

Maintains
m — Residence Assigns and Attends classes academic
Life assesses fees and receives history for the CAPP used for
grades student graduation
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About the process

The process involves these steps:
¢ Validation forms are set up on the Banner system.
e Rule forms are set up for specific student types and terms.
e The applicant applies to the institution.
e The applicant’s data is entered into Banner by Admissions.
e Admissions review application and supporting documents.
e Admissions makes a decision.
e Admissions notifies applicant of decision.

e Applicant accepts offer and becomes a student.

© SunGard 2004-2008 Student Admissions
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Set Up

mEEm

Section goal

The purpose of this section is to outline the set-up process and detail the procedures to set-
up your Banner Student Admissions system.

Objectives
In this section you will learn how to
e create the rules

e set parameters used to process the data.

© SunGard 2004-2008 Student Admissions
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Review Required Values for Validation Forms
[

Introduction

The Banner Student System works in conjunction with other Banner systems. Certain
processes in Banner Student are associated with specific values in validation forms. If the
forms do not contain these values, processes associated with these forms will not run
correctly. You can tailor some of the forms by adding or deleting values, but certain forms
must remain as delivered.

Validation forms enable you to tailor the Student System to your needs by providing the
system with lists of coded values that can be entered at specific prompts.

Note: When tailoring these codes, be mindful of the impact on other modules, i.e. Human
Resources or Alumni. Refer to your institution’s data standards policy and procedures as
well to ensure compliance.

Shared validation forms

Some of the validation forms that need to be set-up will be tables that are maintained by
other areas of Banner. Validation forms beginning with STV are shared with the Banner
Human Resources System. Those beginning with GTV are Banner General System forms.
Some of these forms can be viewed but not changed without proper security access.

© SunGard 2004-2008 Student Admissions
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Entering Data into Validation Forms
[

Introduction

Before Banner can process an applicant or student, there are several validation codes and
rule forms that need to be set up. The Validation forms ensure data is entered consistently
by providing drop-down list to choose from. The values in the drop-down lists are created
on the validation forms.

Example: The following procedure uses the Admission Type Code Validation Form
(STVADMT) which allows you to create or update an admission type code. The validation
forms listed in the table follow these same procedures.

Banner form

The Admission Type Code Validation Form (STVADMT).

wa Admission Type Code Walidation STWADMT 8.0 (BAME_WIN)

Type

Description Activity Date

Early Admission 03-1AM-1995
|Earl\,r Decision 03-JAM-1995
|S|:|ecia| Program W
|Standard 03-1AN-1995

|

|

BRREE

Steps
Follow these steps to create an admission type code.
1. Access the Admission Type Code Validation Form (STVADMT).
2. Perform an Insert Record function.
3. Enter a code in the Code field.
4. Enter a description of the code in the Description field.

5. Click the Save icon.

© SunGard 2004-2008 Student Admissions
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6. Click the Exit icon.

7. Repeat this process to ensure all the validation forms listed in Table 1 are set up.

Validation Forms Table (Table 1)

The forms listed in this table follow the same format as the example. Follow the steps listed
above to set the rules and parameters in Banner for new or prospective students.

Form Description Banner Name
Admission Type Code Validation STVADMT
Student Attribute Validation STVATTS
Communication Group Code Validation STVCGRP
County Code Validation STVCNTY
Communication Plan Code Validation STVCPLN
Contact Type Code Validation STVCTYP
Diploma Type Validation STVDPLM
Duplicate Material Code Validation STVDPMR
Education Level Code Validation STVEDLV
Education Goal Validation STVEGOL
IPEDS Ethnic Code Validation STVETCT
Outside Interest Code Validation STVINTS
Interview Code Validation STVINTV
Legacy Code Validation STVLGCY
Material Code Validation STVMATL
Student Fee Assessment Code STVRATE
Validation
Recruit Type Validation STVRTYP
Source/Background Institution Code STVSBGI
Validation

. e e

© SunGard 2004-2008 Student Admissions
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Form Description Banner Name
High School Subject Validation STVSBJC
Session Code Validation STVSESS
Test Score Administration Type Code STVTADM
Validation
Test Accommodation Validation STVTEAC
Test Form Validation STVTEFR
Test Instrument Validation STVTEIN
Telephone Type Validation STVTELE
Test Purpose Validation STVTEPR
Admission Test Score Source Code STVTSRC
Validation

Next Steps

Once you have set up all the validation forms listed in Table 1 above, you will need to set
up additional validation and rule forms. Since these forms have additional fields, the
procedure for each is listed separately in the following pages.

Note: If your institution is currently using the Banner Human Resources systems, you do
not need to set up Address Type Code, Citizen Type Code, State/Province Code, or Ethnic
Code Validation Forms. You can skip these and go directly to Letter Code Validation.

© SunGard 2004-2008 Student Admissions
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Address Type Code Validation
[ ] .

Introduction

The Address Type Code Validation Form (STVATYP) is used to create and maintain Address
Type codes.

Example: Billing, Permanent, and Mailing.

Warning: All Banner Systems share this validation form. Coordinate with other Banner
System users at your organization when deciding what codes are used on this form.

Banner form

Type Code Walidation S

Address Telephone System Activity

Type Description T[ge Description Required Date
|Bi||ing |BI Billing v 03-MAY-1991
’E |Business |BU Business or work [ ’m
E |testing client address | [ 10-0CT-2005
’5 |Emergenc:\,r Contact |EMER Emergency Contact [ 30-MAR-1995
,F |Firm address |FA Firm Address ] m
[Ho |Home address | O 08-DEC-2005
’E |C0rp0rate Headquarters |HQ Corporate Headguarters [ 03-JJN-1990
’F |Testing client Address Type | [ ’M
e [mailing [ma Mailing v 03-MAY-1991
=) [Matching Gift Address [ma Matching Gift O 07-JAN-1991
[Pr [Parent 1 [P1 Parent 1 O [03-280-1995
[z [parent 2 [z Rarent 2 O 03-JAN-1395
[ps |parent 3 p3 Parent 3 O 03-14N-1995
[Pa [Parent 4 P4 Parent 4 O [0334N-1905
[pa parents |pa Parents v 03-MAY-1931
[pr [Permanent PR Permansnt O 29-APR-1957
’F |Residence Hall |RH Residence Hall [ ’m
’; |C0rp0rate Subsidiary |SB Corporate Subsidiary [ 03-1UN-1990
[sc [school Campus |sc School Campus O 07-JAN-1991
’; |Seasona| |SE Seasonal [ ’m
fre [Temparary Te Temparary O 03-JAN-1995
[x1 |mtytler test [ma Mailing O 19-DEC-2006

© SunGard 2004-2008 Student Admissions
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Steps
Follow these steps to create an Address Type code.

1. Access the Address Type Code Validation Form (STVATYP).
2. Perform an Insert Record function.

3. Enter a two-character code in the Address Type field.

4. Enter a description of the code in the Description field.

5. Enter a default telephone type that corresponds to the address type in the
Telephone Type field if appropriate.

6. Click the System Required checkbox if this code is required by the system.
7. Click the Save icon.

8. Click the Exit icon.

© SunGard 2004-2008 Student Admissions
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Citizen Type Code Validation
]

Introduction

The Citizen Type Code Validation Form (STVCITZ) is used to create and maintain Citizen
Type codes.

Examples: US Citizen, Canadian Citizen, or Not a Citizen and Student Visa.

Warning: All Banner Systems share this validation form. You should coordinate with other
Banner System users at your organization when deciding what codes are used on this form.

Banner form

% Citizen Type Code Validation STVCITZ 8.0 (BANS_WIN)

Code

Citizen EDI Activity
Description Indicator Equivalent Date

22-14M-1992
22-1AM-1992

-

|N0n—Citizen

<

|Citizen

O Ood

HEREN -
EEEEES

© SunGard 2004-2008 Student Admissions
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Steps
Follow these steps to create a Citizen Type code.

1. Access the Citizen Type Code Validation Form (STVCITZ).
2. Perform an Insert Record function.

3. Enter a code in the Code field.

4. Enter a description of the code in the Description field.

5. Click the Citizen Indicator checkbox if this code indicates that the person is a
citizen.

6. Enter the corresponding EDI equivalent value in the EDI Equivalent field.
7. Click the Save icon.

8. Click the Exit icon.

© SunGard 2004-2008 Student Admissions
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State/Province Code Validation
B

Introduction

The State/Province Code Validation Form (STVSTAT) is used to create, update, and delete
state and province codes.

Examples: Delaware (DE), British Columbia (BC), and Pennsylvania (PA).

Warning: All Banner Systems share this validation form. You should coordinate with other
Banner System users at your organization when deciding what codes are used on this form.

Banner form

EDI IPEDS Canadian Activity
Description Equivalent State Code Statistics Code Date

15-0CT-2002
lne-DEC-1995
25-1JL-1991
26-11L-1994

|Te sting

A |Mi|itary - Americas

|Alber‘ta

mw

|Austra|ian Capitol Territory

E |Mi|itary - Europe 08-DEC-1995
|alaska 09-0CT-1987
|#labama 18-AUG-1987

lne-DEC-1995
158-AUG-1957
158-AUG-1957
Le-auG-1587
25-1JL-1991
05-MAY-19587
Le-auG-1387
29-APR-2003
158-AUG-1957
Le-auG-1387
05-MAY-19587
05-MAY-19587

|Mi|itary - Pacific

o

|Arkansas

|American Samoa

|Ari20na

|British Colurnbia

|Ca|if0rnia

|N0r‘thern Mariana Islands

|COI0rad0

|C0nnectic:ut

|Cana| Zone

|District of Colurmbia

|De|aware
|Florida 06-MAY-1967

RRNRARGRRRRRRARRRRAN
I
I

=
v
=
oE
L
N
o
M
N
—
e ]
ca
o
o ]
,T
=
oc
=
—
5

26-0CT-2005

|F0reign State
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Steps
Follow these steps to create a state and province code.

1. Access the State/Province Code Validation Form (STVSTAT).

2. Perform an Insert Record function.

3. Enter a code in the Code field.

4. Enter a description of the code in the Description field.

5. Enter the corresponding EDI equivalent value in the EDI Equivalent field.
6. Enter the IPEDS reporting state code in the IPEDS State Code field.

7. Enter a code in the Canadian Statistics Code field for Canadian provinces.

8. Click the Save icon.

9. Click the Exit icon.

© SunGard 2004-2008 Student Admissions
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Ethnic Code Validation
|

Introduction

The Ethnic Code Validation Form (STVETHN) is used to create and maintain Ethnic codes.
The ethnic codes are validated against the IPEDS Ethnic Code Validation Form (STVETCT)
that is used to correlate the institution’s ethnic codes with the required IPEDS codes.

Warning: All Banner Systems share this validation form. You should coordinate with other
Banner System users at your organization when deciding what codes are used on this form.

Banner form

Ethnic IPEDS EDI LMS Institution
Code Description Code Equivalent Race Code MNew Ethnicity Activity Date
(] (]

|caucasian E & [ wHI White [mone | [tz-0cT-2006
[z [african-American L [ [] BLA Black - African American [mone ~| [tz-0cT-2006
[z [Hispanic-Other L [ WHI White [hone ~| [12-0cT-2006
[3c [cuban (1 [ [ WHI White [hone ~| [12-0cT-2006
[3M  [Mexican [T [ [] WHI White [Mone ~| [tz-0cT-2006
[3p [Puerta Rican (1 [ [ WHI White [hone ~| [12-0cT-2006
|4_ |Asian Pacific Islander |3— |— |— W Haw aiian |N0ne v| |12-OCT-2006
[5 [sioux ] [ T[] IND American Indian [mone ~| [tz-0cT-2006
[6 [other [ [ WHI White ot Hispanic or Latina  ~| [z6-JuL-2007
[ (o r | I

© SunGard 2004-2008 Student Admissions
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Steps
Follow these steps to create an ethnic code.

1. Access the Ethnic Code Validation Form (STVETHN).

2. Perform an Insert Record function.

3. Enter a code in the Ethnic Code field.

4. Enter a description of the code in the Description field.

5. Select a corresponding IPEDS reporting code in the IPEDS Code field.
6. Enter the corresponding value in the EDI Equivalent field if required.

7. Enter the corresponding value in the LMS Equivalent field if required to link to
your Learning Management System.

8. Click the Save icon.

9. Click the Exit icon.

© SunGard 2004-2008 Student Admissions
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Letter Code Validation
| .

Introduction
The Letter Code Validation Form (GTVLETR) is used to enter and maintain the Letter codes
used in the Letter Generation Process. These codes are used to validate the selected
letters.

Note: Use the Letter Process Form (GUALETR) to create the actual contents of a letter.

Banner form

Allow
Description Duplicates Alternate Letter Code Print Command Activity Date
|Admissions Application Ackn [] | | |D?-SEP-ZDD?
[aDM_cHkL |admissions Checllist Letter O | pL |os-sER-2007
[ADM_FA_INTEREST |Financial Aid Interest Letter I | | [23-mav-1995
[aDM_INT_1 |admissions Interview 1 Letter 7 | | [17-3uL-2008
|aDv_rEC |Gift Receipt 7 | | |29-34n-2007
[aDv_RG [Reunian Gift Thanks 7] | | [29-180-2007
[aDv_Ra_pL |Reunion Pledge Thanks 7 | | |29-34n-2007
[aD_ack_a1FTs |ift Acknowledgement Letter 7 | | [10-mav-1995
[AD_ACK_SPECIAL |acknowledgement of Special Gif I [aD_ack_Two | [10-mav-1995
[ap_ack_Two |second special Ackn of Gifts 7 | | [10-mav-1995
[aD_quik_receT |quick On line Gift Receipt 7 | | [10-mav-1995
[ANNUAL_FND_ACKN [Annual Fund Gift Ackn Letter 7] | | [z9-aUG-1991
[BRT_TEST_LETTER [BRT testing letter generation 7 | | |07-nov-2008
[carmEn_TEST [Testing " | | |28-34n-2003
|cA_PLEDGE [Test for Middlebury College 7] | | [26-mav-z006
|ca_pLeDGEWP [Test for Middlebury 7 | | |30-ma-z006
|cHeBBIE_TEST [Testing Alumni Letter O | | |30-3un-2003
|cHERET_TEST |Gift Amount Test Letter I | | [18-10L-z002
|coe_pcrLTRS_ENR |cobra Enroliment End Motices 7 | | |18-nov-2004
|coe_pcrLTRS_LAT |cobra Late Hotices 7 | | |18-nov-2004
|coB_PCRLTRS_PEX [Cobra Pre-Expiration Notices 7] | | [18-nOV-2004
|coe_pcrLTRs_TER |cobra Termination Hotices 7 | | |18-nov-2004

© SunGard 2004-2008 Student Admissions
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Steps

Follow these steps to create a letter code.

1. Access the Letter Code Validation Form (GTVLETR).
2. Perform an Insert Record function.
3. Enter a letter code in the Letter Code field.

4. Enter a description of the code in the Description field.

IF THEN

a letter can be sent more than click the Allow Duplicates

once to the same ID within a checkbox.

term

duplicates are not permitted Enter a letter code in the Alternate
and you want to send an Letter field.

alternate letter

duplicates are not permitted leave the Alternate Letter field
and you do not want to send blank.
an alternate letter

5. Click the Save icon.

6. Click the Exit icon.

© SunGard 2004-2008 Student Admissions
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Paragraph Code Validation

Introduction

The Paragraph Code Validation Form (GTVPARA) is used to enter and maintain the
paragraph codes that are used to construct letters. The paragraph name and description
are entered on this form. The paragraph text is then built on the Paragraph Form
(GUAPARA).

Banner form

Description Comment Activity Date
|Admissi0ns Acceptance Para |E\0t:hr of the Admissions Acceptance letter |03-OCT-1991
[ack_pov [Body of acknowledgement Letter | |31-Mar-1903
[ack_DTE [Letter Date | [31-mav-1903
[ack_Lin |Line Count for Page | |31-Mar-1903
|ack_naD [name and address for ack. [Persan or Org Name and Address [31-mav-1993
|ACK_NPG |New Page Command | m
|ACK_SAL |Person,-"0rg Salutations |Person or arganization salutations for acknowledgement/receipt |01-JUN-1993
|,qc|<_'r,qa |,qc|.< tables 1-3 |Gif’t Acknowledgement letter table definition. |29-OCT-1991
|ACK_TDF |Tab|e Definitions for Gift Ack |Gif’t Acknowledgerment letter table definition. m
|ACPT_DT |Tab|e definitions for Accept |AII table definitions used for Acceptance |D?-OCT-1991
|ACPT_TE |Ends tables for Acceptance |End table cornmands for acceptance letters |08-OCT-1991
|ADMACKL |Admissi0ns Application ackl |Admissi0ns Application Acknowledgerment, including missing Checklist Items, if any ,m
|AKGBODY |AIumni.-"Dev ack gift body |Gif’t acknowledgerent thank you with amount,campaigns. |29-OCT-1991
|AKGCLAS |AIumni.-"Dev ack Class paragraph |Gift acknowledgernent preferred class reference. |23-OCT-1991
|AKGSIGN |AIumni.-"Dev ack signature |Gif’t acknowledgernent signature m
|AK_RAMT |A,-"D Gift Ack. Receipt amount |AIumni.-"DeveI0pment gift acknowledgement receipt amt,date, gift number, |28-OCT-1991
|AK_RCPT |A,-"D Gift Ack. Receipt |AIumni.-"DeveI0pment gift acknowledgement receipt. |28-OCT-1991
|ANAMEAD |Alumni Ack Const, addr name |Ackn0w|degemnt address name for constituent. m
|ANAMESL |A,-"D Ack, first name salutation |A|u|‘nni Developrent name salutation for ackowledgements. |23-OCT-1991
|AORGNNM |Alumni Ack org addr name |Ackn0w|edgement address name for organization, |23-OCT-1991
|AORGNSL |A,-"D Acl., orgn. name salutation |A|u|‘nni Development org primary name salutation for ackowledgerments, m
|APPADDR |Student's Marme and Address |Fr0|‘n the Student's Current Financial Aid Application |16-SEP-1991

© SunGard 2004-2008 Student Admissions
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Steps
Follow these steps to enter a paragraph code.

1. Access the Paragraph Code Validation Form (GTVPARA).

2. Perform an Insert Record function.

3. Enter a code in the Code field.

4. Enter a description of the code in the Description field.

5. Enter the paragraph text in the Comment field.

6. Repeat steps 2-4 to add all paragraphs needed for the letter.
7. Click the Save icon.

8. Click the Exit icon.

© SunGard 2004-2008 Student Admissions
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Admission Request Checklist Code Validation
[ ] .

Introduction

The Admission Request Checklist Code Validation Form (STVADMR) is used to create and
maintain Admission Request Checklist codes.

Examples: High School Transcript, College Transcript, Portfolio, Application Fee and SAT
Scores.

Banner form

Request Cross Reference Web Yoice Response Yoice Response Activity
Code Description Table Name Indicator Eligibility Indicator Message Number Date

|#B-540 Form | I [ | [10-0cT-2007 =
[a100 [$100 Application Fee | 4 O | [12-nov-2007

[acT [ACT Test scores [sTvTESC ] O [ [23-aUG-1999

[aDm1 [admissions Referral Form | 4 O | |22-sEP-1999

|aFEE |$50 Application Fee | 4 O | [13-nov-2008

[acEp [Proof of age [ ] O [ [23-aUG-1999

[aGs [academic Good Standing Req. | 4 O | [p1-nov-2008

[aLEV | Level Results [sTvTESC 4 O | |vs-apR-2005

[ap1s [$15 application Fee [ I O [ [p1-nov-z00S

apzs [$25 application Fee | 4 O | [z2-mav-2a07

aps0 [$50 Application Fee | 4 O | |z0-0cT-2005

[aPa0 $80 Application Fee | W i | [z9-nov-z005 i
|wpFE |$75 Medical School Fee | "3 O | |z1-2un-2008

|apTT |aptitude Test | "4 O | |25-2un-2008

[arTP |art Partfalio | "4 O | [z3-auG-1999

|aRTS |##RTS Transeript |sTvsBGI "3 O | [13-78n-2008

a3 |#ssessment |sTvTESC P O | |o3-DEC-2z002

[assE |assessment Test [sTvTESC W O | [15-maR-z005

asva |#svip scores |sTvTESC 7 O | [13-78n-2008

[Bank [pank statement | [ O | [12-0cT-2007

[Br |Biclogy Requirement | 7] i | [01-nov-z006

[erTH [sighting of Birth Certificate | "3 O | [23-auG-1999

[prsz [poMs Test Req 2 | "3 O | [24-mar-z008 A

© SunGard 2004-2008 Student Admissions
Page 26



Steps

Follow these steps to create an Admission Request Checklist code.
1. Access the Admission Request Checklist Code Validation Form (STVADMR).
2. Perform an Insert Record function.
3. Enter a four-character code in the Request Code field.

4. Enter a description of the code in the Description field.

5. Enter the name of the validation table to receive specific item codes and
descriptions in the Cross Reference Table Name field.

Note: Other forms use this form to validate admission request checklist codes.
Cross-referenced table names and descriptions can be entered on the following
forms to provide further validation:

» Residence Code Validation Form (STVRESD)

= Source/Background Institution Code Validation Form (STVSBGI)

» Test Code Validation Form (STVTESC)

» Visa Type Code Validation Form (STVVTYP).

6. Click the Web Indicator checkbox to display the item in Banner Web
admissions application processing.

Note: This option allows an institution to limit the checklist items which will be
displayed to a subset of all valid items.

7. Click the Voice Response Eligibility Indicator checkbox to have a request
code spoken to the student for telephone applications.

8. Enter a number in the Voice Response Message Number field to indicate the
recorded message that describes the admission request code for telephone
applications.

9. Click the Save icon.

10. Click the Exit icon.
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Admission Application Decision Code

Validation
[ ]

Introduction

The Admission Application Decision Code Validation Form (STVAPDC) is used to create and
maintain Admission Application Decision codes.

Examples: Accept, Refuse, Pending Decision, Quick Admit, and Application Withdrawal.

Note: Other forms use this form to validate the Admission Application Decision codes. You
may only create or maintain these codes on this form.

Banner form

ssion Application Decision Code Walidation STWAPDC 8.0 (BA

Display Voice Yoice
Decision Significant Institution  Applicant  Inactive  Institution On Response Response  Activity
Code Description Decision Acceptance Acceptance Application Rejection  Web Eligible  Message Date
|Pending Decision [ [ [ | I [ 13-MAY-1987  ~

E
Curriculum status: | [7]
E|Departrnent Approval [
Curriculum Status: ’7@
’F|Fina| Review [
Curriculum Status: ’7@

04 |App|icati0n Rejected

"4
Curriculum Status: ]
v

z5 |Instituti0n Acceptance

v
Curriculum Status: EI
7

O O O O O O [ [eounzeer
0 0 0 O O m RIEETET
O O v v O O [ [p3an-190s g
] O O O O O [ [rzmar1ser
[s0 [quick Entry v “ “ = 0 0 = [ [ismarcaser [
Curriculum Status: ’7@

’?|Quick Entry/Mon-Matriculated [ [ [ [ [ [ [ ’— 'm
Curriculum Status: | [7]

’;Lﬂpplicant Acceptance [ [ [w [ O [ [ ’— ,m
Curriculum Status: lm[zlhpplicant acceptance

’F|Applicant Rejected Offer v [ [ [ [ [ [ ,— ’m

Curriculum Status: EI
v ] ] v [ [ ] 29-0CT-1957

99 |App|icant wiithdrawal

Curriculum Status: | S
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Steps
Follow these steps to create an Admission Application Decision code

1. Access the Admission Application Decision Code Validation Form (STVAPDC).
2. Perform an Insert Record function.
3. Enter a two-digit code in the Decision Code field.

4. Enter a description of the code in the Description field.

5. Click the Significant Decision checkbox to signify that this code is a significant
decision.

Examples: Institution Acceptance, Application Rejected, or Applicant Declines
Offer.

6. Click the Institution Acceptance checkbox if this code indicates that the
applicant has been accepted into the institution.

7. Click the Applicant Acceptance checkbox if this code indicates that the
applicant has accepted the offer.

8. Click the Inactive Application checkbox if this code indicates that the
application is now inactive.

Examples: Institution Rejection or Applicant Rejects Offer.

9. Click the Institution Rejection checkbox if this code indicates that the
applicant has been rejected by the institution.

10. Click the Display on Web checkbox to display the item in Banner Web
admissions application processing.

11. Click the Voice Response Eligible checkbox to have a request code spoken to
the student for telephone applications.

12. Enter a number in the Voice Response Message field to indicate the recorded
message that describes the admission request code for telephone applications.

13. Click the Save icon.

14. Click the Exit icon.
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Admission Application Status Code Validation
[ ]

Introduction

The Admission Application Status Code Validation Form (STVAPST) is used to create and
maintain Admission Application Status codes.

Examples: Incomplete, Complete, and Decision Made.

Banner form

'{_E Adrission Application Status Code Yalidation STWAPST 2.0 (BAMS_WIN)
System Web Activity

Code Description YR Msg Required Ind Date

E |C0mp|ete ready for review | e [ ’m
’D_ |Decisi0n Made | [ O ’m
IT |Inc0mp|ete iterns outstanding | [ (N 07-JAN-1991
W [withdrawn | O O 03-JAN-1995
[ | = =

[ ] | oo
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Steps
Follow these steps to create an Admission Application Status code.

1. Access the Admission Application Status Code Validation Form (STVAPST).

2. Perform an Insert Record function.

3. Enter a one-character code in the Code field.

4. Enter a description of the code in the Description field.

5. Enter a number in the VR Msg (Voice Response Message) field to indicate the
recorded message that describes the admission request code for telephone
applications.

6. Click the System Required checkbox if this code is required by the system.

7. Click the Web Ind checkbox to display the item in Banner Web admissions
application processing.

8. Click the Save icon.

9. Click the Exit icon.
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Cohort Code Validation
|

Introduction

The Cohort Code Validation Form (STVCHRT) is used to create and maintain cohort codes
used in the Recruiting, Admissions, General Student, and Academic History modules. These
codes represent a cohort grouping assigned to students based on user-defined criteria.
These codes provide a tracking mechanism for Student Right to Know reporting. Additional
institutional cohort codes may also be added for internal tracking and reporting purposes.

Banner form

Cohort Start End Degree Print Activity
Code Description Term Term Level Indicator Date
M M M
|199510 Mew Undergrad Freshmen |199510 200020 lﬁ v 29-1A4N-1995
|951DUGTR |199510 Mew Undergrad Transfers |199510 200020 IH [ 29-J4N-1995
| | | [ o
| | | [ [ O [
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Steps
Follow these steps to create a cohort code.

1. Access the Cohort Code Validation Form (STVCHRT).

2. Perform an Insert Record function.

3. Enter a code in the Cohort Code field.

4. Enter a description of the code in the Description field.

5. Select a term in the Start Term field.

6. Select an expected graduation term for this cohort in the End Term field.
7. Select the expected degree level for this cohort in the Degree Level field.

8. Click the Print Indicator checkbox to have data about this cohort included in
printed reports.

9. Click the Save icon.

10. Click the EXxit icon.
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Institutional Honors Code Validation
[ ]

Introduction

The Institutional Honors Code Validation Form (STVHONR) is used to create and maintain
Institutional Honor codes.

Examples: Cum Laude, Magna Cum Laude, and Summa Cum Laude.

Banner form

Transcript Commencement

Print Print EDI
Code Description Ind Ind Equiv Activity Date
|E |cum laude | [ ’_ Im
|M |magna cum laude [ v ’_ Im
|S |summa cumn laude [ v ’_ Im
| | O O [ ]
| | O O [ ]
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Steps
Follow these steps to create Institutional Honor codes.

1. Access the Institutional Honors Code Validation Form (STVHONR).
2. Perform an Insert Record function.

3. Enter a code in the Code field.

4. Enter a description of the code in the Description field.

5. Click the Transcript Print Ind checkbox if you want to print this institutional
honor on the student’s transcript.

6. Click the Commencement Print Ind checkbox if you want to print this
institutional honor to print on the commencement report.

7. Enter the corresponding EDI honor code value in the EDI Equiv field.
8. Click the Save icon.

9. Click the Exit icon.
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Initials Code Validation
. :

Introduction

The Initials Code Validation Form (STVINIT) is used to create and maintain initials codes of
institution personnel including Full Name, E-Mail Address and up to two titles.

Note: This form is used by the Material Form (SOAMATL) and the Letter Generation process
to validate names in signature blocks of letters generated.

Banner form

" Initials Code Validation STVINIT 2.0 (BAMNS_

Initials Full Mame Activity Date
13k 0} [ulia Kershaw 07-APR-1957
Email Address: |

Title Lines One and Two: |West Coast Recruiter
LGM Lori Martan 20-MOY-2002

Email Address: |

Title Lines One and Two: |Recruiter

MACD Madelaine Cooper 07-0CT-1991
Email Address: |
Title Lines One and Two: |Dire|:t0rJ Financial aid Office

MR Richard C. Maples 17-MAYT-1995
Email Address: |

Title Lines One and Two: |F\ssociate Directar Marketing & Recruiting

RCH Richard Charles Mash 25-JUN-1995
Email Address: |
Title Lines One and Twao: |Dean Enrollment Managerent

RCS0 Ray Scott 07-A4PR-1987
Email Address: |

Title Lines One and Two: |East Coast Recruiter
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Steps

Follow these steps to create an initials code.

1. Access the Initials Code Validation Form (STVINIT).

2.

3.

Perform an Insert Record function.
Enter the person’s initials in the Initials field.

Note: For people who share the same initials, you may want to use a sequence
number as well.

Example: Tom S. Smith and Terry S. Smith both have the initials TSS so you
could assign Tom the initials TSS1 and Terry the initials TSS2.

Enter the person’s full name in the Full Name field.

Enter the person’s e-mail address in the E-Mail field.

Enter the person’s title in the Title Line 1 field.

Enter the person’s other title in the Title Line 2 field if needed.
Click the Save icon.

Click the Exit icon.
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Level Code Validation
B

Introduction

The Level Code Validation Form (STVLEVL) is used to create and maintain Level codes.

Examples: No Level Declared, Undergraduate, and Non-Matriculated, Graduate, Non-Credit.

Banner form

Level CEU Voice EDI System Activity
Code Description Indicator Message Equivalent Required Date

IE |Undeclared [ ’— ’_ v W
E |Continuing Education [ l— l_ [ ,W
=y [Cred O |— - 0 TETETTN
,a |Graduate [ ’— ’_ [ W
i Lo O |— |— O FETETa
IW |Marian's level [ ’— ’_ [ W
,E |N0n Credit [ ’— ’_ ] W
,H |Pr0fessi0na| ] ’— ’_ [ W
IE |Undergraduate ] ’— ’_ [ W
[ | O [ [ O .
[ | = [ [ = r
[ | O [ ] [ 0 [
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Steps
Follow these steps to create a level code.

1. Access the Level Code Validation Form (STVLEVL).

2. Perform an Insert Record function.

3. Enter the level code in the Level Code field.

4. Enter a description in the Description field.

5. Check the CEU Indicator if the level code is a CEU level.

6. Enter a voice message response number in the Voice Message field.
7. Enter a code in the EDI Equivalent field, if required.

8. Note that the System Required checkbox is not enabled for user-defined
values.

9. Click the Save icon.

10. Click the Exit icon.
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Relation Code Validation

Introduction

The Relation Code Validation Form (STVRELT) is used to create and maintain Relation

codes.

Examples: Guardian, Brother, Mother, and Spouse.

Note: The Emergency Contact Form (SPAEMRG) and the Guardian Information Form

(SOAFOLK) use this form to validate the Relation codes.

Banner form

© SunGard 2004-2008

Code Description

|.0.n Ex-spouse

|E |Brnther

C |child

|Father

]

|Grandparent

|M|:|ther

] |Neighbor

o

|Re|ative

|S|:u:|use

|Fﬂend

|Sister

|Guardian

Significant Other

) IEElw == e == e ] ] 0]

Page 40
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|

SEVIS Equiv Activity Date

11-SEP-2002
27-MAR-2007
o3-9an-2004
09-JAMN-z2004
24-JUMN-1991
26-MAR-2007
15-JUL-1993
09-1anN-2004
(o7-mav-2003
15-J0L-1993
09-JAMN-z2004
o1-mAT-1987
09-AUG-1991
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Steps
Follow these steps to create a relation code.

1. Access the Relation Code Validation Form (STVRELT).

2. Perform an Insert Record function.

3. Enter a code in the Code field.

4. Enter a description of the code in the Description field.

5. Enter the corresponding SEVIS code in the SEVIS Equiv field.
6. Click the Save icon.

7. Click the Exit icon.
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Residence Code Validation
B

Introduction

The Residence Code Validation Form (STVRESD) is used to create and maintain codes for
residency or domicile.

Examples: Foreign, Out of State Resident, and In-State Resident.

Banner form

In State/ EDI Sys

Code Description Prov Equiv YR Msqg ReqActivity Date
Iﬂ_ |Undeclared I |_ ’— v m
IA_ |Recipmcity out of State [ r ’— [ W
IF_ |F0reign [ |— l— [ Im
IM_ Military Out of State ] r [ |o7-1aH-1991

IO_ |Out of state Resident [ |_ ’— [] W
IR_ |In state Resident v |— l— [ W
IY_ |US Citizen/Perm Res/Refugee I r ’— I lm
[ o [ [ e[ |
[ ] o 0O [ 8[|
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Steps
Follow these steps to create a residence code.

1. Access the Residence Code Validation Form (STVRESD).
2. Perform an Insert Record function.

3. Enter a one-character code in the Code field.

4. Enter a description of the code in the Description field.

5. Click the In State/Prov checkbox if this code indicates the person has in-state
or in-providence status.

6. Enter the corresponding EDI code in the EDI Equiv field if required.
7. Enter the voice response message number in the VR Msg field.
8. Click the Save icon.

9. Click the Exit icon.
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Site Code Validation

Introduction

The Site Code Validation Form (STVSITE) is used to create and maintain information for
sites, including name of the site and the address.

When a valid ZIP/Postal code is selected from the ZIP/Postal Code Validation Form
(GTVZIPC) and entered in the ZIP/PC field, the combination of City, State/Province, and
Nation information that exists on GTVZIPC will populate the appropriate fields. This
information will not automatically be populated if the ZIP/Postal code is entered manually.

Banner form

Site Code: Description:
Street Line 1:
Street Line 2:
Street Line 3:
City:
ZIP or Postal Code:

MNation:

Site Code: ’W Description:
Street Line 1:
Street Line 2:
Street Line 3:
City:

MNation:

© SunGard 2004-2008

ZIP or Postal Code:

|D0wnt0wn Site

22 Market Street

|c/0 38hn Smith

|Philadelphia State or Province
19887 =

=

|Edge of Town Site with Long De

|Lexingtnn State or Province:

40069 d|
L

Page 44

: |pa [T]Rennsylvania

Ky [*Kentucky

Other Description:

16-FEB-1988

Other Description: |

13-SEP-2006

Student Admissions



Steps
Follow these steps to create a site code.

1. Access the Site Code Validation Form (STVSITE).
2. Perform an Insert Record function.
3. Enter a three-character site code in the Site Code field.
4. Enter a description of the code in the Description field.
5. Enter the street address in the Street Line 1 field.
6. Enter the city in the City field.
7. Select the state or province code in the State or Province field.
8. Enter the ZIP or postal code in the ZIP or Postal Code field.
9. Select a nation code in the Nation field.
Note: Enter 157 for the United States.
10. Click the Save icon.

11. Click the Exit icon.
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Student Status Code Validation
B

Introduction

The Student Status Code Validation Form (STVSTST) is used to create and maintain Student
Status codes.

Examples: Active, Withdrawn, and Inactive due to Graduation.

Banner form

a student Status Code Validation STWSTST 8.0

Status Allow System Curriculum
Code Description Registration Required Status Activity Date
M

|Activexxxxxxxxxxx v v ,mmjplicant acceptance m
GR |Graduated [ GRADUATED Learner has Graduated 05-1UM-2006
|Inactive due to Graduation [ [ 21-1AN-1995
|Inactive [ v W Inactivate Applicant from Adms ,m
|Student on Leaved [ O LEAYVE Learner is on Leave 09-APR-2007
| : : — —
| . . — —

q

T
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Steps
Follow these steps to create a student status code.

1. Access the Student Status Code Validation Form (STVSTST).
2. Enter a two-character code in the Status Code field.
3. Enter a description of the status code in the Description field.

4. Click the Allow Registration checkbox if registration is allowed with the
associated student status.

5. Select a status in the Curriculum Status field.
6. Click the Save icon.

7. Click the Exit icon.
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Student Type Code Validation
[ ]

Introduction

Use the Student Type Code Validation Form (STVSTYP) to create, update, insert, and delete
student type codes (i.e., Returning Freshman, Continuing, Transfer, etc.). Several forms in
various modules use this form to validate the student type codes. You can only create and
update these codes from this form.
The following student type codes should be created for IPEDS reporting:

e Freshman

e First Time Freshman

¢ Unclassified

e Continuing

e First Time Graduate

e First Time Professional

Banner form

Code Description Next Student Type System Required  Activity Date
|ET |LInu:IecIareu:I |I:T v lm
|?_ |Marian's numeric styp E [] lm
|E |C|:untinuing E ] lm
|E_ |P.u:|u|tr’Cu:untinuing Education |E_ ] m
|ﬁ |Marian's sty type |?_ [] lm
|N_ |New First Tirne E ] m
|E |Returning E [] m
E |S|:ueu:ia| |S_ [] lm
|T_ |Transfer E ] lm
F |Transient |><_ ] m
[ ] [ o L
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Steps
Follow these steps to create a student type code.

1. Access the Student Type Code Validation Form (STVSTYP).
2. Enter a one-character code in the Code field.

3. Enter a description of the code in the Description field.

4. Enter a code in the Next Student Type field to identify the student type to be
assigned when the Student Type Update Report (SHRTYPE) is run.

Example: The Next Student Type for A - First Time Freshman would be C -
Continuing. The Next Student Type for an £ - Adult Continuing Education Code
would be £ - Adult Continuing Education since the status for this type of student
would not change from year to year.

5. Repeat steps 2-4 until all codes are set up.

6. Click the Save icon.

7. Click the Exit icon.
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Visa Type Code Validation
]

Introduction
The Visa Type Code Validation Form (STVVTYP) is used to create and maintain Visa Type
codes. The Admission (Checklist) Request Code field identifies required admission
request checklist items associated with a Visa type.

Examples: Tourist, Student Visa, and Exchange Scholar.

Banner form

"avisa Type Code Validation STWWIYP 8.0 (BANS_WIN)

Admissions Canadian

Visa Checklist Voice Response Statistics SEVIS

Type Description Requ[eilt Item Description MNon-Resident Message Number  Code Code Activity Date
E |T0urist | [l l— |— l_ ,m
E |Dependent of Foreign Investor | [ l— |— l_ W
l? |Student Wisa | [ l— |— E w
,? |Dependent of Student | [ l— |— ,W w
IF |Specia| | [ l— |— l_ m
IE |Dependent of Special | [ l— |— l_ m
11 |Exchange Schalar | [ l— |— E w
l? |Dependent of Exchange Scholar | [ l— |— E w
M1 [sEwis mi visa Type | 0 [ [] [z [r6-sEP-2003
,E |SE\.-'IS visa type | [ l— |— E ,m
[oT  [ather | O [ ] [] [ [re-auc-1987
IK |Permanent Resident | [ l— |— l_ m
,ﬁ |Resident Alien | [ l— |— l_ m
W |Un|-<n0wn Wisa Type | [ l— |— l_ m
[ | O [ BN N
(1] | = [ (i
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Steps

Follow these steps to create a visa type code.

1.

2.

3.

8.

9.

Access the Visa Type Code Validation Form (STVVTYP).

Perform an insert record function.

Enter a code in the Visa Type field.

Enter a description of the code in the Description field.

Select an item in the Admissions Checklist Request Item field.

Example: Visa papers are an additional admissions checklist item for students
who have a student Visa.

Click the Non-Resident checkbox if this code indicates the person is a resident
of another country.

Enter a number in the Voice Response Message Number field.
Enter a code in the Canadian Statistics Code field if required.

Enter the corresponding code in the SEVIS Code field.

10. Click the Save icon.

11. Click the Exit icon.
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Admissions Checklist Rules
[ ]

Introduction

The Admissions Checklist Rules Form (SAACHKB) is used to build admissions request
checklist items that will automatically be generated as an application is entered into the
System. If the data that is entered in the Options Selection Criteria section of the form
matches the information on the application, the checklist item appearing in the Admission
Request Codes section of the form will be added to the applicant’'s checklist. These rules
should be entered prior to applications being entered into the System.

Note: Only select codes in a field if it applies to just one code, otherwise leave the field
blank.

Example: If the rule applies to all campuses and all degrees, then you would leave the
Campus and Degree fields blank.

Banner form

Admissions Request Codes Optional Selection Criteria CurreulE Chiteria
Inactive Admission Student Mandatory
Item Description Indicator Term Type Type Residence Indicator
[~ [~ M M -

[ o [ [ C [ O
[ o [ ] [ [ [ o
[ o [ ] [ L [ O
[ o [ [ L [ O
[ o [ ] [ [ [ o
[ o [ ] [ L [ O
[ o [ [ L [ O
[ o [ ] [ [ [ o
[ o [ ] [ L [ O
[ o [ [ L [ O
[ o [ ] [ [ [ o
[ o [ ] [ L [ O
[ o [ [ L [ O
[ o [ ] [ [ [ o
[ o [ ] [ L [ O
[ o [ [ L [ O
[ o [ ] [ [ [ o
[ o [ ] [ C [] O
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Steps

Follow these steps to complete the process.

1. Access the Admissions Checklist Rules Form (SAACHKB).

10.

11.

12.

13.

14.

15.

16.

17.

18.

IF the rule applies to THEN
all terms leave the Term field blank.
one specific term select the term in the Term field.

Perform a Next Block function.
Perform an Insert Record function.
Select the item in the Item field.
Example: CL71 (College Transcript)

Check the Inactive Indicator in the Admission Request Codes section if the
criteria and/or item is not active.

Select a term code in the Term field.

Navigate to the Optional Selection Criteria tab.

Select an admissions type code in the Admissions Type field.
Select a student type code in the Student Type field.

Select a residence code in the Residence field.

Click the Mandatory Indicator checkbox if the item is required for a decision.
Navigate to the Curricula Criteria tab.

Select a level code in the Level field.

Select a campus code in the Campus field.

Select a college code in the College field.

Select a degree code in the Degree field.

Select a program code in the Program field.

Complete the Field of Study fields: Type and Code.
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19. Select the drop-down arrow next to the Curricula field, and choose Primary,
Secondary, or Any.

20. Click the Save icon.

21. Click the Exit icon.
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Admissions Decision Rules
[ |

Introduction

The Admissions Decision Rules Form (SAADCSN) is used to enter criteria for System-
calculated decisions. Using this form, you can define decision calculation rules based on any
curricular element. All student information entered is compared to admission application
data. Other areas of the form are used to enter, high school subject(s), test score
information, and ratings to be compared to the applicant’s data. Rules should be entered
on this form prior to calculating any admission decision.

Note: You can create a separate record for each new set of rules for each decision. In
other words, multiple records can exist with the same decision code but with a different set
of rules.

Example: You can create an acceptance rule for high school students and another

acceptance rule for returning adults and a third for transfer students. Although the rules
are different, the same decision code (acceptance) would be used.

Banner form

Term: EI Sequence: ’— Decision: ’_E Priority: l_ N
---Primary Curriculum--- --Secondary Curriculum--

Admission Type: ’_EI Lewvel: I_El Level: I_E

Student Type: I_El Campus: ’_EI Campus: ’_B

Residence: [ 7 College: [ 7 College: [

Citizenship: I_E Degree: E Degree: E

Full or Part Time: Program: ,75 Program: ,75

Z Full Time  Part Time ® None Field of Study Type: ’75 Field of Study Type: ’75

Session: liEl Field of Study Code: ,7[3 Field of Study Code: liEl

High School Diploma: ’_EI [ College preparatory College Degree: EI

High School GPA: | College Hours:

High School Percentile: Minimum: l— Maximum: l— College GPA: | =

High School Subject
Decision

Sequence Term Subject Description Grade Years GPA
(]
. L [ I 8
1 ] I
1 [ I
. L I
1 ] I
N I R [ -
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Steps

Follow these steps to create an admission decision rule.

1.

10.

11.

12.

13.

14.

15.

16.

Access the Admissions Decision Rules Form (SAADCSN).

Note: When you first access this form it is in query mode. You must perform an
Execute Query function to display data or perform a Cancel Query function to
define new rules.

Perform a Cancel Query function.

Select a term in the Term field.

Enter a sequence number in the Sequence field.

Select a decision code in the Decision field.

Enter a priority number in the Priority field.

Select an admission type code in the Admission Type field.

Select a student type code in the Student Type field.

Select a residence type field in the Residence field.

Note: Leave this field blank if it applies to all residence types.

Enter a citizenship code in the Citizenship field.

Select Full Time, Part time or None.

Complete these fields for the Primary Curriculum:

Level, Campus, College, Degree, Program, Field of Study Type, Field of
Study Code.

Complete these fields for the Secondary Curriculum:

Level, Campus, College, Degree, Program, Field of Study Type, Field of
Study Code.

Select a high school diploma type in the High School Diploma field.

Enter the minimum high school grade point average in the High School GPA
field.

Click the College Preparatory checkbox if the student was in a college
preparatory track in high school.
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17.

18.

19.

20.

21.

22.

23.

24.

25

26.

Enter the High School Percentile Minimum and Maximum if applicable.

Complete the College Degree, College Hours, and College GPA fields if
applicable.

Perform a Next Block function.

Select a subject in the Subject field.

Example: Select LAT/N if your institution requires that applicants receive a
minimum grade in Latin for admissions.

Enter the minimum letter grade required for that subject in the Grade field.
Enter the number of years required in the Years field.

Example: If your institution requires applicants to have completed 2 years of
Latin prior to admissions, you would enter 2in the Years field.

Enter the minimum grade point required for the subject in the GPA field.

Click the Save icon.

. Select Decision Rules/Test Scores from the Options menu.

Result: The Test Scores window opens.

SZZ?J;':SB Term  And Or None '(* Test Description MISncllrJr::m Mastlor::m 'y Order
M M

B Emm 0 CE @D m . Ee -
(] CJoo o] [ O O

[ [Joe o] — [ O C

] [Jeo o] — [ O C

0 Jee o — [ O O

[ [Joe o] — [ O C

i e R . s A o O A
’— Scores must be |—- characters in range of: -

Enter a connector code in the A/O (and/or connector) field.

Notes: Code that determines how the test score is used with other test scores
during the decision process. Options:

e A (and)--Each test score must meet certain criteria.

Example: The score from test A must equal 900, and the score from test B
must equal 750.
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e O (or)--One of the test scores must meet certain criteria.

Example: The score from test A must equal 900, or the score from test B
must equal 750.

27. Enter a left parenthesis in the “(* field to group your test requirements.
28. Select a test in the Test field.

Examples: SAT Verbal, SAT Math, GMAT.
29. Enter a minimum score in the Minimum Score field.

Note: Banner will display valid test score character type and range based on the
test selected.

30. Enter a maximum score in the Maximum Score field.

31. Enter a right parenthesis in the “)*“ field to group your test requirements.
32. Enter the order of conditions in the Order field starting with 1.

33. Repeat steps 19-25 for each additional test requirement.

34. Click the Save icon.

35. Click the Exit icon.
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Quick Entry Rules
[ ]

Introduction

The Quick Entry Rules Form (SAAQKER) is used to build and maintain values by term/level
that will automatically populate the Quick Entry Form (SAAQUIK) to speed the process.
Validation code forms referenced by the Quick Entry rules must be complete prior to using
this form.

Note: As you are completing the form, if your rule applies to all values, leave the field
blank.

Banner form

@ Quick Entry Rules
Term: 10 EFaH 2002-2003 Campus: M ElMain =
Level: ,EE]Undergraduate Degree: 000000 EUndeclared
Student Type: |N—ENBW First Time College: EE‘ND College Designated
Residency: EE]In state Resident Major: 0ooo Elundeclared
Student Status:  [a3 [ |activexxsssssnnns Fee Rate: d|
Education Level: E

Recruit
[l Create Recruit? Recruit Department: Zl Primary Source: EI .
Applicant
[l Create Application? Application Status: |—E Admission Type: I_E

Education Goal: I_El Decision: I_El
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Steps

Follow these steps to complete the process.

1.

2.

3.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

Access the Quick Entry Rules Form (SAAQKER).

Perform an Insert Record function.

Select a term code in the Term field.

Select a level code in the Level field.

Select a student type code in the Student Type field.
Select a residency code in the Residency field.

Select a student status code in the Student Status field.
Select a campus code in the Campus field.

Select a degree code in the Degree field.

Select a college code in the College field.

Select a major code in the Major field.

Select a fee rate code in the Fee Rate field.

Select an education level code in the Education Level field.

Click the Create Recruit? checkbox if a recruiting record is to be created by the
system for the applicant associated with the quick entry rule.

Select the recruiting department in the Recruit Department field.

Enter the code indicating the primary recruiting source default value associated
with the quick entry rule in the Primary Source field. The Primary recruiting
source is defined on the Source/Background Institution Query-Only Form
(SOISBGI).

Click the Create Application? checkbox if an application record is to be created
by the system for the applicant associated with the quick entry rule.

Enter the application status, education goal, admission type and admissions
decision associated with the quick entry rule, if applicable.

Click the Save icon.
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20. Click the Exit icon.

© SunGard 2004-2008 Student Admissions
Page 61



Self Check
|

Directions

Use the information you have learned in this workbook to complete this self-check activity.

Question 1

On which form would you indicate that a duplicate letter should not go to the same student
in the same term?

Question 2

Name at least two student type codes that should be created on the Student Type Code
Validation Form (STVSTYP) for IPEDS reporting.

Question 3

Where would you enter the institution’s admissions policies to be used by the System when
calculating a decision on an applicant?
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Answer Key for Self Check

Question 1

On which form would you indicate that a duplicate letter should not go to the same student
in the same term?

The Letter Code Validation Form (GTVLETR).

Question 2

Name at least two student type codes that should be created on the Student Type Code
Validation Form (STVSTYP) for IPEDS reporting.

The following student type codes should be created for IPEDS reporting:
e Freshman
e First Time Freshman
e Unclassified
e Continuing
e First Time Graduate

e First Time Professional

Question 3

Where would you enter the institution’s admissions policies to be used by the System when
calculating a decision on an applicant?

The Admissions Decision Rules Form (SAADCSN) is used to enter the
organization's admissions policies.
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Day-to-Day Operations

11 [

Section goal

The purpose of this section is to explain the regular process and detail the procedures to
handle admissions procedures at your institution.

Objectives

In this section you will learn how to
e run the Admissions Decision Criteria Report
e admit a student
e withdrawal a student
e assign a decision code
e run the Admissions Decision Calculation Report
e perform a quick admit
e roll prospect information to Admissions

e run various reports related to Admissions.
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Running the Admissions Decision Criteria

Report
] .

Introduction

The Admissions Decision Criteria Report (SARDCSN) may be used to review the rules on the
Admissions Decision Rules Form (SAADCSN).

Note: You should review the admission decision criteria report before any students are

admitted. That way if you need to make changes to the admission decision criteria, the
changes are applied consistently to all applicants.

Banner form

"5 Process Submission Controls GIAPCTL
Process: |SF\RDCSN F|Adm Decision Criteria Report Parameter Set: F
Printer Control
Printer: B Special Print: Lines: |55 Submit Time:
Parameter VYalues
Number Parameters Values
| ]
01 [Term (% for all) 200510 =
0z |New termn for decision roll |
03 |De|eta old term after roll {) |N
LENGTH: 6 TYPE: Character O/R: Required M/S: Single
Term Code to roll from, enter % for all Terms
Submission
[ Save Parameter Set as Name: Description: ' Hold ® Submit
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Steps
Follow these steps to run the Admission Decision Criteria Report.

1. Access the Admissions Decision Criteria Report (SARDCSN).

2. Enter the desired printer name in the Printer field.
Note: You can enter DATABASE to write the report to a table for on-line viewing
and to enable the saving of the report to a shared folder on a designated

network drive.

3. Enter these parameter values.

Parameter Value

01: Term (% for all) Enter the term to roll from or enter % for
all terms.

02: New term for decision roll Enter new term for decision to roll to.

03: Delete old term after roll (Y) Defaults to AV for no. You can change to
Y for yes.

4. Click the Save Parameter Set as checkbox.

5. Enter a name and description in the Name and Description fields.
6. Click the Submit radio button.

7. Click the Save icon to execute the report.

Result: The Auto hint line displays the job submission number for the report log
and list file.

8. Select Review Output on the Options menu to review the report.

9. Click the Exit icon.
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Entering an Applicant
[ ]

Introduction

The Admissions Application Form (SAAADMS) is used to create and update admissions
applications submitted to your institution.

Banner form

1D: 211009508 F|Abbe, Anthony Term: [T CIview Current/Active Curricula

Curricula Fees, Mail Submission, Withdrawal Data  Checklist  Sources, Interests, Comments Contacts, Cohorts, Attributes

Application

| ElFaII 2007 (200810} Application Number: l_l Application Preference: l_ Application Date: [27-AFR-2003 @

Entry Term:

Admission Type: ’EEIStandard Application Status: EE]CDmplete ready for review
Student Type: WE‘NBW First Time Application Status Date: IM[@

Residence: EE]In state Resident Maintained By: ESYSTEM

Site: W[ﬂaanner University Main Campus  Application Decision: l_

Full or Part Time: ® Full Time  Part Time © None Application Decision Date: ,7

Outstanding Requirements: [ Maintained By: |—

Curricula Summary - Primary

Priority Term Program Catalog Level Campus College Degree
i Z00810 CAPP Defect 10200; |z00810 Undergraduate (UG) College of Defects - C¢  Defect Degree - C2 |j
-
Field of Study Summary . .
Priority Term Type Field of Study Department Attached to Major [E,—

,1_ 200810 Major Major of Defects - CAPP
i — g
= ] —
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Steps

Follow these steps to enter an applicant.

1. Access the Admissions Application Form (SAAADMS).

2.

3.

10.

11.

12.

13.

Enter the student’s ID in the 1D field.

Enter a term in the Term field.

Click the View Current/Active Curricula checkbox if you want only current
and active curriculum records to be displayed in the Curriculum and Field of
Study blocks.

Perform a Next Block function.

Result: The term defaults in the Entry Term field.

Enter an application preference in the Application Preference field, if desired.

Note: Other admissions forms only display the application preference value if it
has been entered

Enter the application date in the Application Date field.

Note: Banner will insert the system date if this field is left blank.

Select an admissions type code in the Admissions Type field.

Select a student type code in the Student Type field.

Select a residence type code in the Residence field.

Select the site the student wants to attend in the Site field.

Enter Ffor Full Time or P for Part Time in the Full Time or Part Time field.
Enter the application status in the Application Status field.

Result: The Applicant Status Date and Maintained by fields will be filled in
by Banner.
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14. Perform a Next Block function to access the Curricula tab.

Note: This tab contains two tabs within it, the Curriculum tab and the Field of
Study tab.

ID: |211009508 [7|Abbe, Anthony Term: [T [ view Current{Active Curricula
Application mﬁ Fees, Mail Submission, Withdrawal Data  Checklist  Sources, Interests, Comments Contacts, Cohorts, Attributes

Curriculurmn Field of Study

Curriculum Record [1  of [z [4] [
Current: ¥  Replace: @ Update: @ Duplicate: @
Activity: ACTIV d
Key Sequence: User ID: SAISUSR
Term: zo0810 | ¥ Fall 2007 (200810) Activity Date: 27-4PR-2008
Start Date: [ =
Catalog Term:  [z00810 [* Fall 2007 (200810) End Date: [ =
Priority: ’1—
Program: 10zo0z F CAPP Defect 102002
Level: ’EF Undergraduate (UG)
Campus: I_F
College: EF College of Defects - CAPP
Degree: WF Defect Degree - CAPP

15. Select a catalog term in the Catalog Term field or keep the defaulted term.

16. Enter 7 in the Priority field. Note that the default value is Z, but can be
changed for multiple curricula.

17. Select a program code in the Program field and select Base Curriculum Rules by
Program.

Result: By double-clicking, choosing this option, and selecting a curriculum rule
from the window, the information that is built in the curriculum rules will default
and fill in the Banner fields. This saves on data entry and ensures that the
appropriate data is entered by the Admissions staff.

Note: If you select Base Curriculum Rules by Program, go to Step 22.

Example: If you select BA-History in the Program field, all the data for a
History Major is automatically entered.

18. Select a level code in the Level field.
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19. Select a campus code in the Campus field.

20. Select a college code in the College field.

21. Select a degree code in the Degree field.

7= A s Application 8.1 [s10b80) -l
ID:  [z11009508 [+ [abbe, Anthony Term: K [ ¥iew Current/Active Curricula
Application mu Fees, Mail Submission, Withdrawal Data  Checklist  Sources, Interests, Comments Contacts, Cohorts, Attributes

Curriculum lﬁﬂﬂmﬂ
Curriculum Record [t of [z [ [
Current: [/ Activity: |4CTIVE Term: 200810 End Term: Key Seq: |1
Priority: |1 Program: (102002 Catalog: 200810  Lewvel: us Campus: College: |DE Degree: |[DEFECT
Field of Study Attached Concentrations:[5) Inactivate: [&]
Current: |+ Type: MAIOR F Major Full or Part Time: I_F e
Activity: ([[Jegpil [  Priority: |1 Field of Study: DFCT [* Major of Defects - CAPP  Start Date: B
Status: |INPROGRESS F Catalog:  |200810 F Department: F End Date: [_
Term: 200810 [7 End Term: F Attached to Major: F Created: |2?-APR-2008 |SAISUSR
Current: [ Type: F Full or Part Time: ,_[7
Activity: [7 Priority: Field of Study: F Start Date: [_ i
Status: [+ catalog: Bd Department: B End Date: = 3
Term: [T End Term: F Attached to Major: F Created: | |
Current: [ Type: [7 Full or Part Time: I_F
Activity: [7 Priority: Field of Study: F Start Date: [_
Status: [7 Catalog: F Department: F End Date: [_
Term: d End Term: Bd Attached to Major: [+ Created: | | z

22. Select the Field of Study tab within the Curricula tab.
Note: You can perform a Next Block function or click directly on the tab.

Result: The information for the curricula you just entered has defaulted into the
Field of Study block.

23. In the Field of Study block, navigate to the next record to enter additional
curricula.

24. Enter an appropriate number in the Priority field.
Note: To enter a minor, enter 2in the Priority field.
25. Select Minorin the Type field.
Notes: You must have entered at least one major.
26. Select a field of study in the Field of Study field.

27. Select a department code in the Department field.

© SunGard 2004-2008 Student Admissions
Page 70



28. Click the Save icon.
29. Click the OK button.
30. Click the Save icon to accept the Communication Plan.

31. Click the Return button to close the Communication Plan Change window.

© SunGard 2004-2008 Student Admissions
Page 71



32. Select the Fees, Mail Submission, Withdrawal Data tab.

’7_51 Ad .rn Issions Ap ;:u.l |.|:: ation Sh

ID: |211009508 F|Abbe, anthony Term: [+ CI¥iewe Current/Active Curricula
Application Curricula == T R el il T g (s =D=M =N~ Chiecklist  Sources, Interests, Comments  Contacts, Cohorts, Attributes

Application Fees Additional Data

Application Fee: T'Charge Fee T Waive Fee liNune Session: |—E|

Last Application Fee: ' Fee Charged ©C Fee Waived @ NoFee Educational Level: El

Application Fee Waiver: E Educational Goal: E

Application Fee Detail: EI Recruit Type: EI

Application Fee Amount: Recruiter: El

Application Fee Date: @ Interview: |—E|

Legacy: |W 01234567890123456758901234567

Application Fee Rate: E Citizen: N Mon-Citizen

Mail Submission

Letter: El Wait Days: Initials: El

Withdrawal Data

Withdrawal Reason: E Institution Attended: | EH

33. Click the appropriate radio button in the Application Fee radio group.

IF you clicked

THEN

Charge Fee

select the application fee detail code
in the Application Fee Detail field.

Waive Fee

select a reason code in the
Application Fee Waiver field.

Note: The default is

34. Observe the setting of the Last Application Fee radio group.

None.

Note: This radio group is display only, and shows the last action taken when the
application fee code was last updated. The setting for this field appears after the
setting for the Application Fee radio group has been selected and saved.

35. Perform a Next Block function to access the Additional Data block.

36. Enter additional information in this block if appropriate, completing these fields:

Session, Educational Level, Educational Goal, Recruit Type, Recruiter,
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Interview, Legacy, and Citizen.

37. Perform a Next Block function to access the Mail Submission block.

38. Select a letter code in the Letter field.

39. Enter a number of days you would like to wait before mailing the letter in the

Wait Days field.
40. Enter the appropriate initials in the Initials field.

41. Select the Checklist tab or perform a Next Block function.

pplication
ID:  [z11009508 [+ [abbe, Anthony Term I—F [ ¥iew Current/Active Curricula
Application  Curricula  Fees, Mail Submission, Withdrawal Data Sources, Interests, Comments  Contacts, Cohorts, Attributes
Application Checklist
Admission Mandatory Print
Request Description Received Date Item Item Description Indicator Indicator
ud @
AMCAS Fee Waiver | | | C v =
First Request: Count: l_ Generated by System: ®¥Yes [ No Date: 30-0CT-2008
Last Request: '7 Deadline: '7 Checklist Origin: WE Status: '73
W High School Transeript |29-mav-z008 | [a01089 |Harold washingtan Hs "3 7]
First Request: '7 Count: l_ Generated by System: ®Yes " 'No Date: 'm
Last Request: ,7 Deadline: ’7 Checklist Origin: WEI Status: lizl
W Immunization - Measles | | | O [
First Request: ,7 Count: l_ Generated by System: ® Yes T 'No Date: m
Last Request: '7 Deadline: '7 Checklist Origin: WB Status: '73
| | | C O
First Request: ,7 Count: l_ Generated by System: T ves T ho Date: ’7
Last Request: Deadline: Checklist Origin: [] Status: Ed
| | | o =
FirstRequest: |  Count: [ Generated by System: © ves CNo Date: |
Last Request: ,7 Deadline: ’7 Checklist Origin: ’7[7 Status: ’7T -

42. Enter a received date in the Received field, if appropriate, for the various
Admission Request items.

Note: If mandatory is checked, and a received date is entered, Banner will
automatically update the Status field on SAAADMS.

43. Select the item received in the Item field.

Example: Select GMAT in the Item field corresponding to the Test Score
Equivalent or a High School name in the Item field corresponding to the High
School Transcript field.

Note: The other fields on this form will be filled in based on the item selected.
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44, Select the Sources, Interests, Comments tab.

' sdmissions Application

ID: 211009508 [7|Abbe, Anthony Term: [+ [ ¥iew CurrentfActive Curricula

Application Curricula  Fees, Mall Subrission, Withdrawal Data  Checklist  [ES{aide=Ialn=l=ln-peapnl-lsis-8 —ontacts, Cohorts, Attributes

Sources Interests
Background Primary
Institution Description Indicator Activity Date Interest Description Activity Date
(] ]
T m loe-nov-zoos. =~ [] [o6-nov-zoos =
[ B [ 1 [ [ 1}
[ o [ ] [ [ —
[ B [ JE [ ] [ &
Comments
Originator Comment
[~] (21
| |
| |
| |
| |
| |
| |

45. Enter the background institution in the Sources block by selecting the drop-down
arrow above the Background Institution field.

46. Perform a Next Block function.

47. Select an interest code in the Interest field.

48. Perform a Next Block function to access the Comments block.
49. Select a comment originator in the Originator field.

50. Enter a comment in the Comment field.
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51.

52.

53.

54.

55.

56.

57.

58.

Select the Contacts, Cohorts, Attributes tab.

Note: Use this window if you want to track where the data about the applicant
came from, whether this is the first contact with the applicant, etc. This is not
required.

ID: 211009508 [7|Abbe, Anthony Term: [+ [ ¥iew CurrentfActive Curricula
Application Curricula  Fees, Mail Subrmission, Withdrawal Data  Checklist  Sources, Interests, Comments slsie=Tes-0s|glslgs- 0= aug|a[§s=1
Contact Type Description Contact Date
[~]
Dean's List Letter [30-0CT-2008 09:22:18 aM [|
Cohort Description Activity Date
(=]
06-NOY-2008 [|
— =
Attribute Description Activity Date
(7]
06-MOW-2008 ﬂ
L [ 1 &

Select a contact type code in the Contact Type field, if appropriate.
Perform a Next Block function.

Select a cohort code in the Cohort field to be used in Student Right-to-Know
(SGRKNOW) reporting.

Note: Banner does not require this field; however, federal law requires that
institutions track their graduation rates.

Perform a Next Block function.

Select an attribute code in the Attributes field to attach an attribute to the
student.

Click the Save icon.

Click the Exit icon.
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Withdrawing an Applicant
. :

Introduction

The Fees, Mail Submission, Withdrawal Data tab on the Admissions Application Form
(SAAADMS) is used to track applicants who are withdrawing from the application process,
and to track the institutions the applicants have decided to attend.

Banner form

’7_9 Admissions Application 2.1 (s10b20)
ID:  [z11009508 [+ [abbe, Anthony Term: [*] [ ¥iew Current/Active Curricula
Application Curricula e TR el Al g o =R \WBEVER  Chiecklist  Sources, Interests, Comments  Contacts, Cohorts, Attributes
Application Fees Additional Data
Application Fee: ' Charge Fee " Waive Fee Session: |—E|
Last Application Fee: 7 Fee Charged O Fee Waived @ No Fee Educational Level: EI
Application Fee Waiver: EI Educational Goal: EI
Application Fee Detail: El Recruit Type: El
Application Fee Amount: Recruiter: EI
Application Fee Date: @ Interview: |—E|
Legacy: |W 0123456789012345678901234567

Application Fee Rate: EI Citizen: M Mon-Citizen

Mail Submission

Letter: EI Wait Days: l_ Initials: EI

Withdrawal Data

Withdraweal Reason: ’_E Institution Attended: | E”
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Steps
Follow these steps to track applicants who are withdrawing from the application process.

1. Access the Admissions Application Form (SAAADMS).
2. Enter the student’s ID in the ID field.
3. Enter a term in the Term field.
4. Perform a Next Block function.
Result: The term defaults in the Entry Term field.
5. Select the Fees, Mail Submission, Withdrawal Data tab.
6. Access the Withdrawal Data block.

7. Enter the reason the applicant is withdrawing in the Withdrawal Reason field.

IF the applicant declined THEN
because they are attending select the other institution the
another institution applicant is attending in the

Institution Attended field.

for any other reason leave the Institution Attended field
blank.

8. Click the Save icon.
9. Click the OK button.

10. Click the Exit icon.
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Assigning a Decision Code
[

Introduction

The Admissions Decision Form (SAADCRYV) is used to assign a decision code to an
application.

Note: You can also run the Admit Decision Calc Report (SARBDSN) to assign a decision
code to an application.

Banner form

';%é.l':".ljl'l'll'i'_:-ll:ll'l'_:-E'E!I:ZI'E-II:II B B B s

ID: |z11009508 [* [abbe, Anthony Term: =

Decision Pro High School Review Prior College and Degree Raview Test Score Review

Application Summary

Entry Term: 200810 ElDecision: B Status: EE] Complete ready - Application Date: 27-APR-2008 =
Application Number: 1 Admission Type: 5T E Standard Session: |—[E [l Outstanding Requirements :|

Application Preference: Student Type: N E Mew First Time Residence:|R—E| In state Resider Full or Part Time: =

Priority  Program Level College Campus Degree Catalog Term Field of Study ------------------------ %

1 102002 UG DE DEFECT 200810 - Type: |MAIOR Code: [DFCT  Department:
=

Application D g Application Decision Letter Decision Calculator Rating Review

Decision Data

Decision Significant Institution Applicant Institution Inactive Maintained Decision
Code Description Decision Acceptance Acceptance Rejection Application by Date User ID
(]
= = - = 0 O N | 2
. 5 E 5 E o gl |
- 0 i 0 o I | |
— - 0 0 S | |
= g r m 2 I | — | :
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Steps

Follow these steps to assign a decision code to an application.

1.

2.

3.

8.

9.

Access the Admissions Application Form (SAAADMS).
Enter the student’s ID in the ID field.

Enter a term in the Term field.

Perform a Next Block function.

Result: The term defaults in the Entry Term field.

Select Assign Decisions to Application from the Options menu.
Result: The Admissions Decision Form (SAADCRYV) opens.

Access the Decision Data block.

Enter a decision code in the Decision Code field.

Note the setting of the Significant Decision checkbox.

Note: Once you enter a significant decision (e.g., Applicant Acceptance) and
save, this will create a General Student Record.

Warning: After the General student record is created, changes made in the
Admissions module do not go forward to General Student record. Changes going
forward need to be made on either the Registration Form (SFAREGS) or the
General Student record itself.

Click the Save icon.

Click the Exit icon to return to the Admissions Application Form (SAAADMS).

10. Click the Exit icon.
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Running the Admissions Decision Calculation

Report
] .

Introduction
The Admissions Decision Calculation Report (SARBDSN) is used to calculate automated

decisions based on the user-defined rules on the Admissions Decision Rules Form
(SAADSCN).

Banner process

’E_E B e e e e e e e NN < X

Process: |SARBDSN F|Admit Decision Calc Report Parameter Set: F

Printer Control

Printer: “ B Special Print: Lines: |55 Submit Time:

Parameter VYalues

Number Parameters VYalues
[ M

E |App\|cant entry term |200510 =l
E |Admissi0ns type |

E |Student type |

,g |Major code one |

’E |Degrea cnde one | B
’E |College code one |19

’F |Leve| code |UG

’F |Residence Code | -

LENGTH: 6 TYPE: Character O/R: Required M/S: Single
Enter the applicant entry term to process, or % for all terms.

Submission

[ Save Parameter Set as Name: Description: ' Hold ® Sybmit
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Steps
Follow these steps to run the report.

1. Access the Admissions Decision Calculation Report (SARBDSN).
2. Enter the desired printer name in the Printer field.
Note: You can enter DATABASE to write the report to a table for on-line viewing

and to enable the saving of the report to a shared folder on a designated
network drive.

3. Enter these parameter values to specify populations to assign a decision code to
or leave the Value fields blank to process all.

Parameter Value

01: Applicant entry term Enter the applicant entry term to
process or % for all terms.

02: Admission type Enter the admission type code(s) to
process.

03: Student type Enter the student type code(s) to
process.

04: Major code one Enter the primary major code(s) to
process.

05: Degree code one Enter the primary degree code(s) to
process.

06: College code one Enter the primary college code(s) to
process.

07: Level code Enter the level code(s) to process.

08: Residence Code Enter the residence code(s) to process.

09: Application status code Scroll and enter the application status
code(s) to process.

10: Application decision code Enter the application decision code(s)
to process.
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Parameter

Value

11: Apply updates (Y=yes,
N=No)

Enter Y'to update admissions decisions
or enter AVto run in audit mode.

12: Program Code

Enter the program code to process.

13: Campus Code

Enter the campus code to process.

14: Citizen Code

Enter the citizen code to process.

15: Exclude Decision Code

Enter decision code to exclude.

Note: Students with this decision code
will not be processed.

4. Perform a Next Block function.

5. Click the Save Parameter Set as checkbox, if you want to save this parameter

set for future use.

6. Enter a name and description in the Name and Description fields.

7. Verify the Submit radio button is selected.

8. Click the Save icon to execute the report.

Result: The Auto hint line displays the job submission number for the report log

and list file.

9. Select Review Output on the Options menu to review the report.

10. Click the Exit icon.
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Rolling Prospect Information to Admissions
[

Introduction

The Prospect Information Summary option on the Admissions Application Form (SAAADMS)
takes you to the Prospect Summary Form (SRASUMI). This option is used to roll
information from a Prospect record to Admissions if you've collected that information. Once
the information has been rolled, you can make any necessary changes on the Admissions
Application Form (SAAADMS). SRASUMI also allows you to see curricula records associated
with a prospect record.

Note: This is a standalone query form used to display a summary of recruiting records for a
prospect whether the records are active or inactive. A record is considered to be inactive if
an institution attending or withdrawal reason code has been entered. Only active recruiting
records are carried forward into admissions to create new admissions applications. The
records are displayed in descending order by term or for the term entered in the Key
Information. If neither the term nor level are entered, all records will display. If Term is
entered, all records for that term and prior terms will be queried, and if Level is entered,
only those records with an equal level will be displayed.

Banner form

ID: [s01000070 [¥][Davis, Mac 5, Level: [ [*] campus: [*] college: [*] Degree: 7]
Term: |200910 EI Program: EI Field of Study Type: | EI Field of Study Code: EI

Prospect Summary

Sequence Selected Recruit Admission  Student withdrawal Institution

MNumber Primary Recruiter Type Type Type Residence Reason
-

-
@
et
E

|»

EEmEaa.
TR
IREEEEE
EEEEma.
JIT T
T T T B
EERERER ©
[ [ [ [ [ A Y
OO
ERRERERN
I 5

4|

Curricula Summary
Priority Term Program Catalog Level Campus College Degree

1] |

A |

Field of Study Summary
Priority Term Type Field of Study Department Attached to Major [E

[ | 5

]
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Steps

Follow these steps to roll prospect information to the Admissions Application Form
(SAAADMS).

Note: Each participant in the class must create a different Applicant record.

1. Access the Admissions Application Form (SAAADMS).

2.

3.

Enter the student’s ID in the ID field.

Enter a term in the Term field.

Perform a Next Block function.

Result: The term defaults in the Entry Term field.

Select Prospect Information Summary from the Options menu.
Result: The Prospect Summary Form (SRASUMI) opens.

Double-click in the untitled field in the Prospect Summary block to return the
Prospect record to SAAADMS.

Note: You can also click the Select icon.
Review the prospect record and make any updates or changes as necessary.

Note: If necessary, refer back to the Entering an Applicant exercise for specific
guidelines on how to complete the fields on SAAADMS.

Click the Save icon.

Result: The Communication Plan Change window opens.

IE THEN

a Recruit Plan exists click the Active indicator to delete
this plan.

Pending Mail exists enter Yin the Delete mail indicator.

10. Click the Return button to return to SAAADMS.

11. Click the Exit icon.
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Quick Entry Form
[

Introduction

The Quick Entry Form (SAAQUIK) is used to add a student to the system as quickly as
possible by entering only the necessary information needed.

Example: On the day before classes are to begin, a student accepts an offer of admissions
and requests to be scheduled for the term. The student needs to be added to the system
as quickly as possible in order to be scheduled for classes. The institution may elect to set

up Quick Entry Rules (SAAQKER) in order to expedite data entry, based on a term and the
student's level.

Banner form

"mQuick Entry

ID: [60t000070 [* [Davis, Mac s, Term: [z00910 [ Level: [00 [¥ Generate ID: [&

Addresses  Biographical

W/Enter Address [ Enter Blographical Application and Recruit Information

Student Type: |—E| [/ Create Application Record Application Number: ’_
Student Status: | [7] Admission Type: [ 7

Residence: [ 7] application Status: | [7]

Full or Part Time: C'Full Time T Part Time  ®MNone Admission Decision: | [7]

Rate: I—EI

Education Goal: I_El [" Create Recruit Record

Education Level: I—EI Primary Source: E

Curriculum Record [t of 1 [d[E
Term: 200310 EI Fall 2002 (2003 Program: WE] College: EE‘CDIIege of &rts & Sciences

Catalog Term: |200320 EI Spring 2003 (2(Level: ’?E‘Umdergraduate Education Degree: |aB Eﬂr‘tium Baccalaureus
Priority: 1 Campus: |1 EMain

Field of Study

Type: MAJOR EI Field of Study: |010 El.el\ccounting Primary Department: ooz EIEconomics Department :
Priority: |1 Status: INPROGRESS EI Attached to Major: EI =
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Steps
Follow these steps to complete the Quick Entry form.

1. Access the Quick Entry Form (SAAQUIK).

2. Select Generate IDin the Options menu, or enter GENERATED in the ID field
and press Enter to open the Current ldentification window.

Result: The Common Matching (GOAMTCH) window opens.

VYiew Comments @
ID: [GENERATED Matching Source: [ACT_LORI [ ACT_LORI
Data Entry
Last Name: |Davis Non-Person Name: |
First Mame: |Liza SSNSSINSTIN: |
Middle Name: |]ane Birth Date: Day: ’_ Month: ’_ Year: l—
Address Type: ’KB Permanent Gender:
Street Line 1: |
Street Line 2: | Telephone Type: ’PR—EHDme
Street Line 3: | Telephone: | - | |
City: | E-mail Type: ’WEI Haome
State or Province: I_E E-mail: |
ZIP or Postal Code: ’7 EI
County: I—EI Duplicate Check @I Details [, View Comments @
MNation: I—EI Select ID [E Update ID m Create New E
Batential Matches
ID MName Matched Address Telephone E-mail
| | |
SSNSSIN/TIN Birth Date Gender |
| [ |
|
Clear and Return to Data Entry E |
All addresses All Telephones All E-mails
Matching Rule Sets [ Ml -] -
Mo Matches

3. Enter values in the Last Name, First Name, and Middle Name fields.

Note: Each participant must create a unique student. Make a note of the
student’'s name and ID because they will be used in future lessons.

4. Click the Save icon.

5. Double-click in the Term field to select a term.

6. Double-click in the Level field and select UG (Undergraduate).
7. Perform a Next Block function.

Result: You may receive the message “Defaulting values from Quick Entry Rules
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

Form.” Note that many of the field values will default in based on the rules that
have been created.

Click either the Enter Address checkbox or the Enter Biographical checkbox
if you want to go directly to those tabs to enter that information.

Result: The appropriate tab opens.
Complete steps 10 through 18 to enter address information.

Click the Enter Address checkbox and enter a date in the From Date field, if
desired.

Select an address type in the Address Type field.

Enter a street address in the Street Line 1 field.

Enter a city in the City field.

Enter a state or province code in the State or Province field.
Enter a zip or postal code in the Zip or Postal Code field.
Select a telephone type in the Telephone Type field.

Enter a telephone number in the Telephone field.

Click the Save icon.

Complete steps 20 through 30 to enter biographical information.

Click the Enter Biographical checkbox and select either the Male or Female
Gender radio button as appropriate.

Enter a date in DD-MM-YYYY format in the Birth Date field.
Enter the appropriate number in the SSN/SIN/TIN field.
Select a citizenship code in the Citizenship field.

Note: Your institution may not request this information. If it does not, the field
can be left blank.

Enter the marital status in the Marital Status field.
Enter the religion in the Religion field, if known.

Enter the legacy information in the Legacy field, if known.
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27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

Select an ethnicity code in the New Ethnicity field.

Note: Your institution may not request this information. If it does not, the field
can be left blank.

If you have confirmed this information, click the Ethnicity and Race
Confirmed checkbox and enter a confirmed date in the Confirmed Date field.

Enter the appropriate veteran information in the Veteran File Number,
Veteran Category, and Active Duty Separation Date fields, if this
information applies. Otherwise, you may leave these fields blank.
Perform a Next Block function to access the Race block.

Result: Information in the fields may default based on what you have selected in
the Ethnicity field.

Enter additional race records in the Race field, if appropriate.
Note: You cannot change an existing race.
Access the Quick Admit tab.

Note: Some of these fields may have defaulted in, depending on the rules that
have been created. If that is the case, you will not need to complete all fields.

Enter a student type code in the Student Type field.
Example: A (1% Time Freshman)

Enter a student status code in the Student Status field.
Example: AS (Active)

Enter a residence code in the Residence field.

Enter Fif the student is full time or Pif the student is part time in the Full or
Part Time field.

Select a rate code in the Rate field.

Select an education goal in the Education Goal field.
Select an education level in the Education Level field.
Click the Create Application Record checkbox.

Select the type of admissions in the Admission Type field.
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41.

42.

43.

44,

45.

46.

47.

48.

49.

50.

51.

52.

53.

54.

55.

56.

57.

Select an application status code in the Application Status field.
Select an admissions decision in the Admission Decision field.
Perform a Next Block function to access the Curriculum block.
Select a catalog term in the Catalog Term field.

Enter a priority number that identifies curriculum rank in the Priority field (this
field will default to 10).

Select a program from the All Programs option in the Program field.

Note: The College, Level, and Degree fields may be filled in for you based on
the program selected. If not, select values for these fields.

Select a campus code in the Campus field.
Access the Field of Study block.
Select Majorin the Type field.

Enter a field of study priority number in the Priority field (note this will default
to 10).

Select a major, minor, or concentration code in the Field of Study field.
Select a status in the Status field (note this may default to INPROGRESS).
Click the Save icon.

Click the OK button to acknowledge that the records have been saved.
Result: The Communication Plan window opens.

Click the Save icon to save the communication plan.

Click the Return button.

Click the Exit icon.
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Running the Admissions Count by
College/Major Report
]

Introduction

The Admissions Count by College/Major Report (SARACTM) is used to produce admission
application counts with totals by major and college.

Banner form

e S s B S S S S B ST S R TR B

Process: [SARACTM ¥ [adm Count By College/Major Parameter Set: K

Printer Control

Printer: || E Special Print: Lines: |55 Submit Time:

Parameter Values

Number Parameters Values
Kd d

[or [Entry Term [199a01 B
[0z [prior Entry Term 1 [199701

[03 [prior Entry Term 2 [199601

[ |

[ |

[ |

[ ] |

[ ] | -

LENGTH: & TYPE: Character O/F: Required M/S: Single

Submission

[ Save Parameter Set as Name: Description: ' Hold ® Submit
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Steps

Follow these steps to run the Admissions Count by College/Major Report (SARACTM).

1. Access the Admissions Count by College/Major Report (SARACTM).
2. Perform a Next Block function.

3. Enter the appropriate printer or type DATABASE in the Printer field.
4. Perform a Next Block function.

5. Enter the parameters as appropriate.

Note: Use the table as a guide to the parameters.

Parameter Description Req?

Entry Term Enter the term code for which you wish to run the Yes
admissions application counts.

Prior Entry Term 1 Enter the first term for which you want to compare Yes
the admissions counts.

Prior Entry Term 2 Enter the second term for which you want to Yes
compare the admissions counts.

6. Perform a Next Block function.
7. Click the Save icon.

8. Click the Exit icon.
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Running the Admissions Application Report
. .

Introduction

The Admissions Application Report (SARADMS) is used to list application data by ID or
name, term, and application number.

Banner form

"mProcess Submission Controls GIAPCTL B0 (BANE) friiri il e L e L L e LT L T L L e L T e e < X |

Process: |SRRADMS F|Admissions application Report Parameter Set: F

Printer Control

Printer:  (sEyfi=Eisa B Special Print: Lines: |55 Submit Time:

Parameter Values

Number Parameters Values

M 4

[Term [199601 B

|Adrnissi0ns type

|Student type

|Major code

|COHege code

|Leve|code

HEEEEEEE

|
|
|
|Degree code |
|
|
|

|Residance code

LENGTH: 6 TYPE: Character O/R: Optional M/S: Single

Submission

[ Save Parameter Set as Mame: Description: ' Hold ® Submit
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Steps

Follow these steps to run the Admissions Application Report (SARADMS).

1. Access the Admissions Application Report (SARADMS).

2. Perform a Next Block function.

3. Enter the appropriate printer or type DATABASE in the Printer field.
4. Perform a Next Block function.

5. Enter the parameters as appropriate.

Note: Use the table as a guide to the parameters. Multiple values can be
entered for most parameters; you cannot enter multiple values for Term and

Report Sequence (N = Name, | = ID).
Parameter Description Req?
Term Enter the term code for which you wish to run the No

admissions application report.

Admissions Type Enter the admissions type code for which you wish No
to select the admissions application information.

Student Type Enter the student type code for which you wish to No
select the admissions application information.

Major Code Enter the major code for which you wish to select No
the admissions application information.

Degree Code Enter the degree code for which you wish to No
select the admissions application information.

College Code Enter the college code for which you wish to No
select the admissions application information.

Level Code Enter the level code for which you wish to select No
the admissions application information.

Residence Code Enter the residency type code for which you wish No
to select the admissions application information.

Application Status Enter the application status code for which you No
Code wish to select the admissions application
information.
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Parameter Description Req?
Application Enter the application decision code for which you No
Decision Code wish to select the admissions application

information.
Report Sequence Enter NVto run the report in name sequence; enter No
(N =Name, | = /to run the report in ID number sequence.
ID)

6. Perform a Next Block function.
7. Click the Save icon.

8. Click the Exit icon.
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Running the Admit Decision Calculation Report
[ .

Introduction

The Admit Decision Calculation Report (SARBDSN) is used to calculate automated decisions
based on institution rules. The process selects all application records that match the
parameter values. If any of the applications have outstanding checklist items, regardless of
their application status, they will not be processed and will have a message associated with
them on the report. If all checklist items are received, then the process compares each
applicant and/or application against the rules on SAADCSN.

Banner form

‘%9 Process Submission Controls GIAPCTL 8.0 (BANE) Iirisirisiieiieleideie et ieiei i el e e e e e e e e e e e e e e e i XX

Process: |SARBDSN F|Admit Decision Calc Report Parameter Set: F

Printer Control

Printer: “ B Special Print: Lines: |55 Submit Time:

Parameter VYalues

Number Parameters VYalues
[ M

E |App\|cant entry term |200510 =l
E |Admissi0ns type |

E |Student type |

,g |Major code one |

’E |Degrea cnde one | B
’E |College code one |19

’F |Leve| code |UG

’F |Residence Code | -

LENGTH: 6 TYPE: Character O/R: Required M/S: Single

Enter the applicant entry term to process, or % for all terms.

Submission

[ Save Parameter Set as Name: Description: ' Hold ® Sybmit
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Steps

Follow these steps to run the Admit Decision Calculation Report (SARBDSN).

1. Access the Admit Decision Calculation Report (SARBDSN).

2. Perform a Next Block function.

3. Enter the appropriate printer or type DATABASE in the Printer field.
4. Perform a Next Block function.

5. Enter the parameters as appropriate.

Note: Use the table as a guide to the parameters. Multiple values can be
entered for these parameters:

Admissions Type, Student Type, Major Code One, Degree Code One,
College Code One, Level Code, Residence Code, Application Status
Code, Application Decision Code

Parameter Description Req?
Applicant Entry Enter the term code for which you wish to Yes
Term calculate automatic decisions.

Admissions Type Enter the admissions type code for which you No

wish to calculate automatic decisions.

Student Type Enter the student type code for which you wish No
to calculate automatic decisions.

Major Code One Enter the major code for which you wish to No
calculate automatic decisions.

Degree Code One Enter the degree code for which you wish to No
calculate automatic decisions.

College Code One Enter the college code for which you wish to No
calculate automatic decisions.

Level Code Enter the level code for which you wish to No
calculate automatic decisions.
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6. Continue entering the parameters as appropriate, using the table as a guide.

Parameter Description Req?

Residence Code Enter the residency type code for which you No
wish to calculate automatic decisions.

Application Status Enter the application status code for which you No
Code wish to calculate automatic decisions.

Application Enter the application decision code for which No
Decision Code you wish to calculate automatic decisions.

Apply Updates (Y Enter Y'to update the admission decisions; Yes
= Yes, N = No) enter AVto run the report in audit mode.

Program Code Enter the program code for which you wish to No

calculate automatic decisions.

Campus Code Enter the campus code for which you wish to No
calculate automatic decisions.

Citizenship Code Enter the citizenship code for which you wish to No
calculate automatic decisions.

Exclude Decision Enter the admissions application decision code No
Code for students you wish to exclude from
processing.

7. Perform a Next Block function.
8. Click the Save icon.

9. Click the Exit icon.

© SunGard 2004-2008 Student Admissions
Page 97



Admissions Mass Entry
[

Overview

The Mass Entry Admissions form (SAAMAPP) allows Admissions personnel to update Admissions
records in a group, either immediately or in a batch process.

The Admissions Mass Entry form, SAAMAPP, consists of three tabs:

e Search
e Update
¢ Results

The Search tab requires that SAAADMS (Admissions Application) exist for those applicants who
meet the search criteria. The Update tab requires both SAAADMS and SAADCRYV (Application
Decision Form) in order to be able to update the Applicant’s record(s). Records may be
updated either automatically, via the selection criteria, or manually, by entering applicants onto
the Results tab directly. The Mass Entry is accomplished by running the process directly or by
saving the process to be run later as a batch process.

As well as updating the Admissions records for the selected group, this process also permits you
to update the Communications Plan for each individual in the group. This is done by specifying
a Letter Code, Initiated and Printed Dates and Initials to used when generating the signature on
the letter.

The Results tab displays the records selected by the Search criteria specified on the Search
tab. If the Search Criteria is left blank, no records are displayed. However, records may be
manually entered on the Results tab to be updated whether or not Search Criteria are
specified. In order to update the selected records, SAAADMS must exist for the indicated
records. In addition, Admission records will not be processed for records marked “Deceased.”
They will, however, update for records marked “Hold” or “Confidential.”
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Banner form

Search Criteria

Admission Term: liEl Cohort: ’75
Admission Type: I_EI Attribute: I—EI
Application Status: |—E Level: ’_E
Application Status Date: ’7@ Campus: I—El
application Decision: [ = College: [ =
[ select if Application Decision is the Most Recent Decision Degree: E
Application Decision Date: ,7@ Program: E
Most Recent Decision: ® o Selection Field of Study Type: hd]
T Institution Accepted Field of Study Code: ,—EI
' Institution Rejected Department: liEl

T applicant Accepted Curricula:

/Mo Decision Exists
[l applicant Withdrawn

Population Selection

Application: | E‘
Selection ID: | EI
Creator ID: |
User ID: |

Steps

Follow these steps to execute the Admissions Mass Entry process.

1. Access the Mass Entry Admissions form (SAAMAPP).

2. Search for and enter all the criteria for your search in the Search Criteria section of the
form. Please note that results will only be returned for Students whose records meet
the search criteria on this form AND who have an existing Admissions Application
(SAAADMS). Admission Term is the only required field.

3. Optionally, you may fill in the Population Selection section of the form. This is not
another block, it is accessed by pressing the Tab key to move to the next form field.

Note: Familiarity with Population Selection is a prerequisite for this course.
4. Press Next Block to move to the Update tab.

5. Enter the Admissions Update values desired.
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Search QEWaBEEEE Results

Admission Update Values Admission Insert Values
Admission Type: ’_EI Admission Checklist Request: I—EI
Student Type: liEl ["'Mandatory Checklist Indicator
Residence: |—E| Checklist System Generated: T'No Tives ® pefault
Admission Status: |—E Checklist Origin: [ "
Application Decision: I_E
Attribute: l—@
Cohort: ’7[3
Interest: ’_EI

Mail Submission

Letter Code: EI Initiated Date: @ Print Date: @
Initials: EI Wait Days:

Note: These updates will be applied to Admissions Application (SAAADMS) and
Application Decision Form (SAADCRYV).

6. After filling in the updated values, you may optionally update the Communication Plan
for all of the selected student records by filling in the Mail Submission section of the
form. This is not a separate Block, but is accessed by pressing the Tab key to move to
the next form field.

7. Press Next Block to move to the Results tab. All records that satisfy the requirements
specified in the Search tab, that do NOT have the Deceased indicator checked and
that have an existing Admissions Application (SAAADMS) are listed. You can review the
selected records on this tab and select A/, None or some subset of these records for
processing.

Note: Records may be manually entered on this tab, and selected for update. They will
be updated if they have an existing Admissions Application (SAAADMS) and if they are
not marked as deceased.
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5 Admissions Mass

IECCCMVEY Rosuits |
Results
Select Indicator:  Select Al ' Deselect Al ® None
Manually
Select ID MName Term Code Application Hold Deceased Conf Added Yes Mo Partial None Message
d| (] Fd
ol | | B 0O 0 049 333 B =
(=i | | [ O O 0o o oo o o[
O | | | [ ] O O o o oo o0 o[ ]
O | | | [ ] O O 0o o oo o o[ ]
(=i | | [ O O 0o o oo o o[ =
0| | | [] o o oo oco o of
o | | | (] =® © ©8 0o ocoo ol
(=i | | [ O O 0o o oo o o[ 7
O | | | [] O O o o oo o0 o[ ]
O | | | [] O O o o oo o0 o[ ]
(=i | | [ O O o o oo o0 o[
O | | | [ @O m o o oo o of 5
Submission
[ Submit ["Hold for Job Submission Batch Process ID:

8. Select the Submit check box to execute the Mass Entry for Admissions immediately.

Note: To execute it later as a Batch Process, select the Hold for Job Submission
check box. Please see the section Mass Entry Batch Update in this workbook for more
information about running the Mass Entry Batch process.
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9. Once the process has been executed, the results are displayed on this tab. Each record
is displayed with status indicators and a message type which contains more information
for each record’s update results.

Indicator Description

Manually Added Checked when the record has been manually added to the
selected group for update.

Yes Checked when the update has been completed successfully.
No Checked when the update has not been completed at all.
Partial Checked when one part of the update was successfully

completed while another part was not.

None Checked when the update was not attempted, (such as if the
record was not selected).

Message A link to a message explaining the status of the update for that
record.

10. Click the Save icon.

11. Click the Exit icon.
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Mass Entry Audit

Overview

Whenever the Mass Entry process executes, an audit file is saved, capturing all of the
information on the Search/Update tabs and the Results tab for each Mass Entry executed.
These files can be reviewed by opening this Mass Entry Audit form (SOAMAUD). This form is
used to query mass entry event information by session.

These files can be searched by date, user ID and/or form name. The list of saved files are
displayed on the Sessions tab. You can then view the selected session’s associated search
criteria and updated and inserted values in the Search/Update tab. Depending on whether
the updates have been processed directly on the mass entry form or by batch processing
(SORMEBP), the processing results can be displayed in the Results tab with any associated
result messages and whether the record was manually added. For admissions, the
Application Number and the Admission Term fields are displayed.

Banner form

Submit Date From: |27-0CT-2005 [_ Submit Date To: |[03-NOWv-2008 [T User ID: [SAISUSR [T Form Name: [T

Search/Update Results
Date Initiated User ID Initiated Date Completed User ID Batch Process ID

|Fnrm Name: li[l_ | | | I
|Form Name: Ii[l_ | | |
|Form Name: lifl | | |
|Form Name: li[l_ | | |
|Form Name: li[l_ | | |
|Form Name: li[l_ | | |
|Form Name: li[l_ | | |
|Form Name: li[l_ | | |
|Form Name: li[l_ | | | 2l
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Steps

Follow these steps to review Mass Entry Audit files.

1.

2.

Access the Mass Entry Audit form (SOAMAUD).

Using the Key Block, enter the earliest date to search for the Audit Session by filling in
the Submit Date From field.

Enter the latest date to search for the Audit Session by filling in the Submit Date To
field.

Select the User ID from the drop down list.
Enter the Form Name to search for Audit Session files for that specific form.

Perform a Next Block function to see the list of Audit Session files that exist for the
criteria specified.

Highlight the Audit Session file desired.

Click on the Search/Update tab.

Submit Date From: |27-0CT-2008 [T Submit Date To: |03-NOV-2008 [T User ID: [SAISUSR F Form MName: [T

Sessions Search/Update Results

Date Initiated User ID Initiated Date Completed User ID Completed Batch Process ID

I | |
Form Mame:

Column Value

Search Criteria:

Column Value

Update Criteria:

Note: The following data is contained at the top of the Search/Update tab:
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Field

Description

Date Initiated

The date the Mass Entry was initiated

User ID Initiated

User ID of the individual who initiated the Mass Entry.

Date Completed

The date the Mass Entry update was complete; If Batch
process has not yet been run this field will be empty.

User ID Completed

User ID of the individual who ran the update; If Batch process
has not yet been run this field will be empty.

Batch Process ID

The Batch Process ID assigned by the system to this session, if
Batch processing was selected. If the update was processed
in real time, this field will be empty.

Form Name

Identifies the form used for Mass Entry

Session Name

The name of the session selected

9. The Search Criteria from the original Mass Entry form is reproduced in the Search
Criteria block on the Search/Update tab.

10. The Update Criteria from the original Mass Entry form is reproduced in the Update
Criteria block on the Search/Update tab.

11. The Mass Entry process updates the mass entry tables with result codes and associated
result messages once updates have taken place. Results may be viewed on the Results
tab, and include both records selected for update, and records that satisfied the Search
criteria that were not selected for update.
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ass Entry Audit 8.1 (si0b20) -
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Note: The Update radio group in the Results tab show whether the updates were
successful (Yes), partially successful (Partial), not successful (Mo) or that no updates
were considered (Mone). The Message field displays related result messages for the
update, such as that shown in the illustration below.
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12. The audit tables are updated when the mass entry updates are processed in real time
on a mass entry form. The tables are also updated when job submission batch
processing (SORMEBP) is run for updates that have been held for later processing.
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13. After reviewing the results of your selected session, click on the Exit icon.
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Mass Entry Batch Update
[

Overview

The Process Mass Entry Report (SORMEBP) is used to process mass entry updates in batch that
are held for job submission processing in the Results tab of the mass entry form. When a
process is held for job submission, all of the data is written to the Mass Entry Audit tables
without a date completed or an update result, but with a batch process identifier. The batch
process ID can be submitted through job submission using SORMEBP when you are ready to
process the updates.

This report processes the mass entry updates based on the mass entry form name, the ID of
the user who initiated the updates, the date and time the records were saved for batch update,
and the batch process ID. Only records with no completion date are considered for update.
Output is listed in alphabetical order and can show summary, detail or totals information.

The report can be run in Audit or Update mode. Audit Mode permits the user to run the batch
process as a “trial,” and the update results and associated messages are not shown on the
report output. When run in Update mode, updates are made to the parent forms of the mass
entry forms, and the audit table is updated with the ID of the user who ran the report, the date
completed, the results and the setting of the Process Indicator on the Audit form.

Banner form
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Steps

Use the following steps to execute the selected Batch process report.

1.

2.

3.

Access the Batch Update Process Report (SORMEBP).
Enter the Form Name into the Parameter Value block.
Click on the Query icon to locate your Batch Process ID.
Select the Batch Process you wish to run.

Press Next Block to move to the Submission block.

To save the parameter set for use again in future queries you can fill in the Name and
Description fields, and click on the check box for Save Parameter Set as.

Click on the Save icon.

Click on the Exit icon.

To confirm that the Batch process did run, access the Mass Entry Audit form
(SOAMAUD), and navigate to the Audit file associated with the Batch ID you just

processed. You can then review the Results tab to note the results of the Batch
process. Follow the steps in the Mass Entry Audit section of this workbook.
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Mass Entry Purge Audit
[ ]

Overview

Audit tables may be very large, and you may wish to remove them after the processing is
complete and the audit confirms the results. Records can be selected for deletion based on
mass entry form, user ID, from and to dates, delete option (update status to be deleted), or
batch process ID. The update status can be:

e All completed updates

e Failed updates

e Incomplete updates

¢ No updates

e Partial updates

e Successful updates.

The process can be run in Audit Mode or Update Mode, and can show summary, detail or totals
information.
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Banner form
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Steps
Follow these steps to purge the Audit file you created earlier.
1. Access the Purge Mass Entry Audit form (SOPMAUD).
2. Press on Next Block to access the parameter values.
3. Select the Form Name, SAAMAPP, from the list of values for the Form Name field.

4. Enter the Batch Process ID, if you created one when you executed SAAMAPP, into the
Batch Process ID field.

Note: You can also enter other parameters that will further narrow the list of sessions
returned to you, such as your User ID or the Add Dates.

5. When the selected file is displayed, select individual sessions for deletion.
Note: You can click on Select All to mark all the sessions for deletion
6. Click on the Save icon.

7. Click on the Exit icon.
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Summary
[

Let’s review

As a result of completing this workbook, you have
e run the Admissions Decision Criteria Report
e admitted an applicant
e withdrawn a student
e assigned a decision code
e run the Admissions Decision Calculation Report
e rolled prospect information to Admissions
o performed a quick admit
e run various reports and processes related to Admissions
e processed admissions decisions for a group via Mass Entry
e reviewed the Mass Entry audit

e purged the Mass Entry audit.
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Self Check
B

Directions

Use the information you have learned in this workbook to complete this self-check activity.

Question 1

What form do you use to add a student to the system as quickly as possible in order to be
scheduled for classes?

Question 2

How do you roll default prospect data to the Admissions module?
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Answer Key for Self Check
[

Question 1

What form do you use to add a student to the system as quickly as possible in order to be
scheduled for classes?

The Quick Entry Form (SAAQUIK).

Question 2

How do you roll default prospect data to the Admissions module?

Prospect data is rolled to the Admission module on the Admissions Application
Form (SAAADMS) using the Prospect Information Summary option.
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Appendix

mEEN
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Forms Job Aid

[
Form Full Name Use this Form to...
STVATYP Address Type Code Validation create and maintain Address type codes.
STVCITZ Citizen Type Code Validation create and maintain Citizen Type codes.
STVSTAT State/Province Code Validation create, update and delete State/Province codes.
GTVLETR Letter Code Validation enter and maintain Letter codes used in the Letter Generation
process.
GTVPARA Paragraph Code Validation enter and maintain the paragraph codes that are used to
construct letters. (Text is constructed on GUAPARA)
STVADMR Admission Request Checklist Code create and maintain Admission Request Checklist codes.
Validation
STVADMT Admission Type Code Validation create and update Admission Type codes.
STVAPDC Admission Application Decision Code create and maintain Admission Application Decision codes.
Validation
STVAPST Admission Application Status Code create and maintain Admission Application Status codes.
Validation
STVCHRT Cohort Code Validation create and maintain Cohort codes, used in Recruiting,
Admissions, General Student and Academic History modules.
STVETHN Ethnic Code Validation create and maintain ethnic codes. These are validated against
IPEDS Ethnic Codes in STVETCT.
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Form Full Name Use this Form to...

STVHONR Institutional Honors Code Validation create and maintain Institutional Honor codes.

STVINIT Initials Code Validation create and maintain Initials codes of institution personnel, (used
by SOAMATL and Letter Generation process to validate names)

STVLEVL Level Code Validation create and maintain Level codes.

STVRELT Relation Code Validation create and maintain Relation codes, such as Mother or Spouse.

STVRESD Residence Code Validation create and maintain codes for Residency or Domicile.

STVSITE Site Code Validation create and maintain information for sites, including name and
address.

STVSTST Student Status Code Validation create and maintain Student Status codes.

STVSTYP Student Type Code Validation create, update, insert and delete Student Type codes, such as
First Year Freshman or Transfer, etc.

STVVTYP Visa Type Code Validation create and maintain Visa Type codes.

SAAADMS Admissions Application Form create and update admissions applications submitted to your
institution, including tracking of withdrawn applications and
other institutions attended by applicants.

SAACHKB Admissions Checklist Rules build admissions request check list items that will automatically
be generated as an application is entered into the system.

SAADCRV Admissions Decision Form assign a Decision Code to an applicant

SAADCSN Admissions Decision Rules enter criteria for System-calculated decisions.
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Form Full Name Use this Form to...

SAAMAPP Admissions Mass Entry take action on groups of admissions applications based on
selection criteria specified on this form. Requires That SAAADMS
exist for each Application being selected. Also requires

SAADCRV.
SOAMAUD Mass Entry Audit Form review mass updates for admissions.
SORMEBP Mass Entry Batch Update Process apply mass updates to admissions via batch updates.
SOPMAUD Purge Mass Entry Audit remove audit table records.
SAAQKER Quick Entry Rules build and maintain values by term/level that will automatically

populate the Quick Entry form (SAAQUIK) to speed the process.

SAAQUIK Quick Entry Form add a student to the system as quickly as possible by entering
only the necessary information.
SARACTM Admissions Count by College/Major produce admission application counts with totals by major and
Report college.
SARADMS Admissions Application Report list application data by ID or name, term and application
number.
SARBDSN Admissions Decision Calculation Report calculate automated decisions based on the user-defined rules

on the Admissions Decision Rules Form (SAADSCN)

SARDCSN Admissions Decision Criteria Report review the rules on the Admissions Decision Rules Form
(SAADCSN).
SRASUMI Prospect Summary Form roll information from a Prospect Record to Admissions. Also
allows you to see curricula records associated with a prospect
record.
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Terminology
[

Cohort

A member of a group of students who have similar characteristics such as starting a program at the same time.

Communication Plan

A set of rules designed to implement an institution’s preferences regarding who should receive which materials and when those
materials should be sent. Materials can be generated (letter or label) or published (department brochures).

Example: All accepted high school students who apply for admissions into the Education program receive a letter acknowledging
acceptance into both the university and the Education program. However, all accepted high school students who apply for admissions

into the Nursing program receive a letter acknowledging acceptance into just the university and instructions for next steps on how to

apply at a later time to the Nursing program. Prospective nursing students also receive a Nursing program brochure along with their
acceptance letter into the university.

Prospect

A prospective student such as an applicant or recruit.

Quick Admit

A process for adding a student to the Banner system with the minimum amount of data.
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Student

A person becomes a student when they accept the offer of admissions.
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