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  <Enter the Name of Your Institution Here>
Banner Student Project Task Log

Faculty Load 

	Task No.
	Description
	Assigned To
	Estimated Start/End Date
	Actual Start/End Date
	Comments

	FL1
	Review current policies and procedures used in the reporting and maintenance of information related to faculty.
	
	
	
	Define the Major Functional Areas that may have a need for Faculty Load. Identify the Administrative Departments or Functional Areas that will have responsibility for managing and/or maintaining the data. Identify the areas of the system that need to be in place prior to the beginning of Faculty Load. Outline the necessary steps needed to update or have the system ready for Faculty Load implementation.

	FL2
	Review Faculty Load forms and determine appropriate usage.
	
	
	
	

	FL3
	Determine how Faculty Load data will be maintained and tracked in Banner.
	
	
	
	

	FL4
	Review Faculty Load Module Validation forms in light of intended usage.
	
	
	
	

	FL5
	Determine appropriate values for Validation forms needed to support intended processing.
	
	
	
	

	FL6
	Define procedure for record updates as program requirements change and new programs are added.
	
	
	
	

	FL7
	Revise current policies and prepare new policies as needed.
	
	
	
	


	Task No.
	Description
	Assigned To
	Estimated Start/End Date
	Actual Start/End Date
	Comments

	FL8
	Determine need and usage of forms used to collect information on new/changed status of international students.  Prepare/ revise forms in light of Banner values and processing.
	
	
	
	

	FL9
	Review Faculty Load Module reports.  Determine required revisions and need for new reports.
	
	
	
	

	FL10
	Obtain necessary approvals for new policies, procedure revisions, reports and special forms.
	
	
	
	

	FL11
	Send new forms for printing.
	
	
	
	

	FL12
	Enter Validation Forms values.  Verify entered values and use on forms.
	
	
	
	

	FL13
	Write specifications for report revisions, new reports.
	
	
	
	

	FL14
	Write and test revised/new reports.
	
	
	
	

	FL15
	User sign-off on revised/new reports.
	
	
	
	


	Task No.
	Description
	Assigned To
	Estimated Start/End Date
	Actual Start/End Date
	Comments

	FL16
	Determine table and form security for users needing access to Faculty Load Module forms and reports.
	
	
	
	

	FL17
	Grant table access and form level security for end users needing access to Faculty Load Module forms and reports.
	
	
	
	

	FL18
	Assign and distribute passwords and permissions to Faculty Load Module forms.
	
	
	
	

	FL21
	Write user procedures reflecting Banner usage and new policies and procedures, for Faculty Load Module users.
	
	
	
	

	FL22
	Announce new procedures and provide appropriate forms for data collection.
	
	
	
	

	FL23
	Train end-users in the use of the Faculty Load Module.
	
	
	
	Navigation and General Person training is also required unless previously provided. Train users using new procedures manual.


	Task No.
	Description
	Assigned To
	Estimated Start/End Date
	Actual Start/End Date
	Comments

	FL24
	Train end-users in report generation.
	
	
	
	

	FL25
	Faculty Load Module in production.
	
	
	
	The General Person Module must all in production before or brought into production at the same time as the Faculty Load Module.
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