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Banner Student Project Task Log

Registration

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

	F1
	Review current policies and procedures used in processing registration and grades.
	
	
	
	Include review of:

· Pre-registration processing

· Walk-in registrations

· Withdrawal policies, including grades, refunds and holds

· Registration assessment rules

· Class roster distribution

· Grade collection and maintenance

· Deregistration for non-payment

	F2
	Review Registration 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.

	F3
	Determine how Registration data will be maintained and tracked in Banner.
	
	
	
	

	F4
	Review Registration Module Validation and Control forms in light of intended usage.
	
	
	
	Detail codes, defined in the Student Billing Module, are used in building Registration Assessment rules and refunding rules. Grades, defined in the Academic History Module, are used in grade processing.

	F5
	Determine appropriate values for Validation and Control forms needed to support intended processing.
	
	
	
	


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

	F6
	Revise current policies and prepare new policies as needed.
	
	
	
	

	F7
	Gather and annotate any special forms used in processing registrations.
	
	
	
	Review both pre-printed and data collection forms.  Include, at least:

· Registration request forms

· Student schedules

· Student invoices

· Withdrawal forms

· Add/drop forms

· Class lists

· Listing of closed classes

· Special permission forms

· Grade collection forms

· Grade verification forms

	F8
	Determine which pre-printed forms will still be printed using Banner.
	
	
	
	

	F9
	Review Registration Module reports.  Determine required revisions and need for new reports.
	
	
	
	Include reports needed to produce any pre-printed forms.

	F10
	Determine and define interface requirements.
	
	
	
	Possible interfaces:

· Financial Aid System

· Op-scan grade collection/entry


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

	F11
	Obtain necessary approvals for new policies, procedure revisions, reports and special forms.
	
	
	
	

	F12
	Revise forms.
	
	
	
	

	F13
	Send new forms for printing.
	
	
	
	

	F14
	Enter Validation and Control Forms values.  Verify entered values and use of forms.
	
	
	
	

	F15
	Write specifications for report revisions, new reports and required interfaces.
	
	
	
	

	F16
	Write and test revised/new reports and interfaces.
	
	
	
	

	F17
	User sign-off on revised/new reports and interfaces.
	
	
	
	

	F18
	Determine table and form security for users needing access to Registration Module forms and reports.
	
	
	
	

	F19
	Grant table access and form security for users needing access to Registration Module forms and reports.
	
	
	
	


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

	F20
	Assign and distribute passwords and permissions to Registration Module users.
	
	
	
	

	F23
	Write user procedures, reflecting Banner usage and new policies and procedures, for Registration Module users.
	
	
	
	

	F24
	Announce new procedures and provide appropriate forms for data collection.
	
	
	
	

	F25
	Review sleep/wake processing and determine its use in production of Student Schedules and Invoices.
	
	
	
	Determine number of printers and printer locations. Develop sleep/wake routine for each printer destination.

	F26
	Establish the Registration report production schedule and report distribution. 
	
	
	
	

	F27
	Train end-users in the use of the Registration Module.
	
	
	
	Navigation training will also be required unless previously provided. Train end-users using new procedures manual.

	F28
	Train end-users in report generation.
	
	
	
	


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

	F29
	Train end-users in use of sleep/wake processing.
	
	
	
	Inform users of printer destination parameters.

	F30
	Inform faculty members of class roster/grade collection forms and procedures.
	
	
	
	

	F31
	Conduct full registration simulation. (Mock Registration)
	
	
	
	Refer to the “ Mock Registration Plan” to be distributed spring 2006.

	F32
	Evaluate results of simulation.  Revise procedures if required.
	
	
	
	

	F33
	Registration Module in production.
	
	
	
	Registrations depend upon effective Student records.  The General Student Module must be in production before the Registration Module can be brought into production. Registration assessments create Student Billing records.  The Student Billing Module must be in production before or brought into production before the first student bills are to be processed. Some registration error checking (pre-requisites, duplicate courses) make use of Academic History records.  If these functions are to be used, Academic History conversion must be complete and the Academic History Module in production.
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