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Banner Student Project Task Log

Schedule

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

	S1
	Review current policies and procedures relative to maintenance of each semester’s schedule of classes.
	
	
	
	Include review of current section proposal, change and approval processes; assignment of rooms; assignment of faculty; links; section enrollments; reserved seats; wait lists; etc.

	S2
	Review Schedule 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.

	S3
	Determine how data will be maintained and tracked in Banner.
	
	
	
	Will processing be centralized or distributed to departments?

	S4
	Review Schedule Module Validation and Control Forms in light of intended usage.
	
	
	
	

	S5
	Determine appropriate values for Validation and Control Forms needed to support intended processing
	
	
	
	

	S6
	Determine procedures for record updates as new sections and section changes are received.
	
	
	
	

	S7
	Review current policies and prepare new policies as required.
	
	
	
	


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

	S8
	Determine need and usage of forms used to collect information on new/changed section.  Prepare/revise forms in light of Banner values and processing.
	
	
	
	Special forms needed may include Schedule Request/Departmental Offerings Form, Schedule Change Form, Section Cancellation Form, etc.

	S9
	Review Schedule Module reports.  Determine required revisions and need for additional reports.
	
	
	
	

	S10
	Determine and define interface requirements.
	
	
	
	Interfaces to consider:

· Download of data to produce Schedule of Classes if the Schedule Report (SSRSECT) does not include required data or desired format, or if graphics are also to be included.

· Interface to Faculty Load System.

· Interface to automatic scheduler, if one is used.

	S11
	Obtain necessary approvals for new policies, procedure revisions, reports and special forms.
	
	
	
	

	S12
	Enter Validation Forms values.  Verify entered values and use of forms.
	
	
	
	

	S13
	Send new forms for printing.
	
	
	
	


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

	S14
	Write specifications for report revisions, new reports and required interfaces.
	
	
	
	

	S15
	Write and test revised/new reports and interfaces.
	
	
	
	

	S16
	User sign-off on revised/new reports and interfaces.
	
	
	
	

	S17
	Determine table and form security for users needing access to Schedule Module forms and reports.
	
	
	
	

	S18
	Grant table access and set up Form Level security for users needing access to Schedule forms and reports.
	
	
	
	

	S19
	Assign and distribute passwords and permissions to Schedule Module users.
	
	
	
	

	S25
	Establish a Class Schedule production schedule and distribution list.
	
	
	
	

	S26
	Determine procedures for Class Schedule distribution.  Information students/faculty of new format/ procedures.
	
	
	
	


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

	S27
	Write user procedures, reflecting Banner usage and new policies and procedures, for Schedule Module users.
	
	
	
	

	S28
	Announce new procedures and provide appropriate forms for data collection.
	
	
	
	

	S29
	Train end-users in the use of the Schedule Module
	
	
	
	Navigation, General Person, and Location Management Modules training will also be required. Train users using new procedures manual.

	S30
	Train end-users in report generation.
	
	
	
	

	S31
	Determine area of responsibility for creating faculty and advisor records, as well as timing/sequencing of events.
	
	
	
	Coordination must be made between Human Resources and Academic Affairs to determine how faculty and advisors will be added to Banner.  Decide how last minute faculty will be added and which office will add them to the system.

	S32
	Develop groups and roles for staff, faculty, and advisors
	
	
	
	Advisor roles (major, minor, focus, etc.)
Faculty, deans, department chairs

Staff may be administrative assistants 

	S33
	Create faculty records
	
	
	
	For assigning classes

	S34
	Compile a list of buildings and buildings where classes are taught
	
	
	
	


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

	S35
	Compile a list of characteristics that are used in the determination of which rooms are assigned for various classes
	
	
	
	

	S36
	Add building and rooms to Banner
	
	
	
	

	S37
	Schedule Module in production.
	
	
	
	Catalog, General Person, and Location Management Modules must be in production or go into production at the same time as the Schedule Module.

	S38
	Send Schedule to printer
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