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Banner Student Project Task Log

Location Management

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

	L1
	Review current policies and procedures used in processing housing, meal, and phone applications and assignments; scheduling events and scheduling class sections into rooms.
	
	
	
	Include review of:

· Housing/meal/phone application policies

· Housing/meal/phone deposit policies

· Initial assignments, withdrawals, changes

· Housing/meal/phone assessment policies

· Roommate application policies

· Conferences and special events

	L2
	Review Location Management 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.

	L3
	Determine how data will be maintained and tracked in Banner.
	
	
	
	

	L4
	Review Location Management Module Validation and Control forms needed to support intended processing.
	
	
	
	Student Billing Validation and Control forms must also be reviewed for Housing/ Meal/Phone charge processing and refunds.

	L5
	Determine appropriate values for Validation and Control Forms needed to support intended processing.
	
	
	
	Student Billing Validation and Control forms will also need appropriate values to support Housing/Meal/Phone processing.

	L6
	Review current policies and prepare new policies as required.
	
	
	
	


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

	L7
	Gather and annotate forms used to support Housing/ Meal/Phone and event processing.
	
	
	
	Review both pre-printed and data collection forms.  Include, at least:

· Housing/Meal/Phone Application

· Housing/Meal/Phone Contract

· Room Assignment Form

· Room and Board Bill/Telephone Bill

· Roommate Request/Change Form

· Event Scheduling Request/Verification Forms

· Phone Request/Assignment Forms

	L8
	Determine which pre-printed forms will still be printed using Banner.
	
	
	
	

	L9
	Review Location Management Module reports.  Determine required revisions and need for additional reports.
	
	
	
	Include reports needed to produce any pre-printed forms.

	L10
	Determine and define interface requirements.
	
	
	
	Interfaces to consider:

· Interface to meal plan provider (Vali-Dyne, etc.)  

· Telephone billing system

· Room Lottery System                                                                                                           

	L11
	Obtain necessary approvals for new policies, procedure revisions, reports and special forms.
	
	
	
	


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

	L12
	Prepare/revise forms in light of Banner values and processing.
	
	
	
	

	L13
	Send new forms for printing.
	
	
	
	

	L14
	Enter Validation and Control Forms values.  Verify entered values and use of forms.
	
	
	
	Especially test assessment, withdrawal, and refund rules.

	L15
	Write specifications for report revisions, new reports and required interfaces.
	
	
	
	

	L16
	Write and test revised/new reports and interfaces.
	
	
	
	

	L17
	User sign-off on revised/new reports and interfaces.
	
	
	
	

	L18
	Determine table and form security for users needing access to Location Management Module forms and reports.
	
	
	
	

	L19
	Grant table access and set up Form Level security for users needing access to Location Management Module forms and reports.
	
	
	
	

	L20
	Assign and distribute passwords and permissions to Location Management Module users.
	
	
	
	

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

	L21
	Determine Location Management conversion scope and process.
	
	
	
	Identify possible conversion processes for creating buildings and rooms. It is usually not possible or desirable to convert existing housing/meal/phone applications and/or assignments.  Begin processing for a new period on-line.

	L22
	Write and test conversion programs.
	
	
	
	

	L23
	Convert Location Management Data.
	
	
	
	

	L24
	Verify conversion correct data.
	
	
	
	

	L27
	Write user procedures, reflecting Banner usage and new policies and procedures, for Location Management Module users.
	
	
	
	

	L28
	Announce new procedures and provide appropriate forms for data collection.
	
	
	
	


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

	L29
	Train end-users in the use of the Location Management Module
	
	
	
	Navigation and General Person training is also required unless previously provided. Train users using new procedures manual.

	L30
	Train end-users in report generation.
	
	
	
	

	L31
	Location Management Module in production.
	
	
	
	The General Person and Student Billing Modules must be in production before or brought into production at the same time as the Location Management Module. Building and room definitions must be in production before class sections can be scheduled into rooms in the Schedule Module.
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