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Banner Student Project Task Log

General Student

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

	G1
	Review current policies and procedures relative to maintenance of student information.
	
	
	
	Include review of major, residency, advisor maintenance and change processing; determination of student classifications; co-op processing; maintenance of student activities; Veteran’s certification policies; etc.

	G2
	Review General Student Module forms and determine appropriate usage.
	
	
	
	Review required forms and values and determine how they will be used. Review optional forms and values and determine whether and how they will be used.  Which offices will have access to comprehensive forms such as SGASTDN.

	G3
	Determine how General Student data will be maintained and tracked in Banner.
	
	
	
	

	G4
	Review General Student Module Validation and Control Forms in light of intended usage.
	
	
	
	

	G5
	Determine appropriate values for Validation and Control Forms needed to support intended processing.
	
	
	
	

	G6
	Determine procedures for record updates as new or corrected information is received.
	
	
	
	Particular attention to be paid to withdrawal processing and enrollment processing.


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

	G7
	Revise current policies and prepare new policies as needed.
	
	
	
	

	G8
	Determine need and usage of forms used to collect Student data or support processing.  Gather and annotate any pre-printed forms used.
	
	
	
	Review data collection forms:

· Change of major

· Change of residency

· Advisor requests

· Co-op assignment request/approval

· Co-op company names, addresses, contacts

· Review pre-printed forms:

· Advisor assignment forms

· Advisor assignment forms

	G9
	Determine which pre-printed forms will still be printed using Banner.
	
	
	
	

	G10
	Review General Student Module reports.  Determine required revisions (if any) and need for new reports.
	
	
	
	Include reports needed to produce any pre-printed forms.

	G11
	Determine and define interface requirements.
	
	
	
	Possible interfaces:

· Financial Aid System

· Faculty Load System (advising assignments)


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

	G12
	Obtain necessary approvals for new policies, procedure revisions, reports and special forms.
	
	
	
	

	G13
	Design and order new/revised forms.
	
	
	
	

	G14
	Enter Validation and Control Forms values.  Verify entered values and use of forms.
	
	
	
	

	G15
	Write specifications for report revisions, new reports and required interfaces.
	
	
	
	

	G16
	Write and test revised/new reports and interfaces.
	
	
	
	

	G17
	User sign-off on revised/new reports and interfaces.
	
	
	
	

	G18
	Determine table and form security for users needing access to General Student Module forms and reports.
	
	
	
	

	G19
	Grant table access and form security for users needing access to General Student Module forms and reports.
	
	
	
	


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

	C20
	Assign and distribute passwords and permissions to Catalog Module users.
	
	
	
	

	G21
	Determine General Student conversion scope and process.
	
	
	
	A student record must exist for each person who will register in the first production registration. Student records are required for each person for whom Academic History data will be converted. If prior Academic History data will be converted, Student records must exist for all academic history terms.  Changes in major, etc., must be reflected in converted data. General Person data must be converted for all students who are converted. Advisors will need to be authorized in the Faculty Load Module before advisor assignments can be converted.

	G22
	Write and test conversion programs.
	
	
	
	

	G23
	Convert Student data.
	
	
	
	

	G24
	Verify and correct Student data.
	
	
	
	

	G26
	Write user procedures, reflecting Banner usage and new policies and procedures, for General Student Module users.
	
	
	
	


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

	G27
	Announce new procedures and provide appropriate forms for data collection.
	
	
	
	

	G28
	Train end-users in the use of the General Student Module
	
	
	
	Navigation and General Person Module training will also be required unless previously provided.

	G29
	Train end-users in report generation.
	
	
	
	

	G30
	General Student Module in production.
	
	
	
	The General Person Module must already be in production at the same time as the General Student Module goes into production. Advisors will need to be authorized in the Faculty Load Module before advisor assignments can be made/changed.
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