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Introduction 

 

Course goal 

The goal of this workbook is to provide you with the knowledge and practice to accurately 
set up and run the various Selective Admission processes.  

The workbook is divided into these units: 

• Communication Load 

• Secondary School Tracking 

• Admissions Rating/Administrator Roles 

• Regionalization 

Note:  Tape Load Processing is covered in a separate workbook. 

Course objectives 

In this course you will learn how to  

• identify and describe all Banner forms and processes that will be affected by the 
communication load and removal processes, the secondary school tracking views 
and reports, the admissions rating and batch entry processes and/or the 
regionalization process 

• create the rules and set parameters used to run the communication load and 
removal processes, the secondary school tracking processes, admissions rating and 
batch entry processes and/or the regionalization data processes. 
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• Operate the Communication Load and Removal processes 

• create the rules and set parameters used to process the 
communication load data 

• run the Communication Load process  

• run the Communication Removal process. 

 

• Operate the Secondary School Tracking processes 

o view high school and prior college statistical information 

o run enrollment summary counts and rate reports based on high 
school and prior college data 

 

• Operate the Admissions Rating/Administrator Roles processes 

o assign rating codes 

o enter multiple ratings per ID 

o group applications and enter decisions 

o review rating types and ratings for an ID 

o view all applications for a specific date. 

o assign a student to an administrator 

o display administrative roles 

 

• Operate the Regionalization processes 

o assign geographic regions to an ID 

o assign administrators to recruit and applicant records 

o assign regions to individuals and to high schools 
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Intended audience 

Admissions, and/or Recruiting Office Staff 

Prerequisites 

To complete this course, you should have 

• completed the Education Practices computer-based training (CBT) tutorial Banner 8 
Fundamentals, or have equivalent experience navigating in the Banner system 

• administrative rights to create and perform the necessary set up in Banner, such as 
the rules and validation codes in Banner needed for the Student Selective 
Admissions module 

• completed the General Person Training Workbook 

• completed the Recruiting and/or Admissions training workbooks. 
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Process Introduction 

About the process 

This course is intended to teach the participant about the Selective Admissions module, 
which facilitates the submission of reports and processes throughout Banner. 

Flow diagram 
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Communication Load Introduction 

 

Section goal 

The Admissions and/or Recruiting offices will utilize the Communication Load process for 
tracking in Banner various mailings sent to prospective students that take place outside the 
realm of Banner's communication plan processing and/or letter generation. 

Flow diagram 

This diagram highlights where the Communication Load and/or Removal process occurs 
within the overall Student process. 
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About the process 

• Rule and validation forms are set up on the Banner system.  Unless a new code is 
required, this step is only performed once. 

• The person/employee will view, save, and print online output. 

• Parameters validation criteria will be defined. 

Note:  This process is shared with the Human Resources and Financial Aid systems. 
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Communication Load Set Up 

 
 

Section goal 

The purpose of this section is to outline the setup process and detail the procedures to set 
up your Banner system to run the Communication Load and Removal Processes. 

Objectives 

At the end of this section, you will be able to identify and describe all Banner forms and 
processes that will be affected by the communication load and removal processes. 
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In this section 

Before running the Communication Load (or Removal) process, there are several forms and 
rules that need to be verified, set or created. 

Some of these forms may be previously established through other modules.  Review these 
forms to see how they relate to the Communication Load and/or Communication Removal 
processes. 

  

Form Description Banner Name 

Process Submission Controls GJAPCTL 

Letter Code Validation Table GTVLETR 

Initials Code Validation Table STVINIT 

Material Code Validation Table STVMATL 

Student Mail  SUAMAIL 
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Process Submission Controls 

Banner form 

Process Submission Controls (GJAPCTL) 
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Letter Code Validation Table 

Banner form 

Letter Code Validation Table (GTVLETR) 
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Initials Code Validation Table 

Banner form 

Initials Code Validation Table (STVINIT) 
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Material Code Validation Table 

Banner form 

Material Code Validation Table (STVMATL) 
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Student Mail 

Banner form 

Student Mail Form (SUAMAIL) 
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Communication Load Day-to-Day 
Operations 
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Communication Load Day-to-Day Operations 
Overview 

Section goal 

The purpose of this section is to explain the day-to-day or operational procedures to handle 
the Communication Load Process and the Communication Removal Process at your 
institution. 

Objectives 

In this section you will learn how to  

• create the rules and set parameters used to process the communication load data 

• run the Communication Load process  

• run the Communication Removal process. 
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Communication Load Day-to-Day Operations 
Process Introduction  

Introduction 

The admissions office is responsible for guiding a student through the admissions process, 
from application to admission.  The Communication Load Process is used to insert records 
into the GURMAIL table for tracking mailings sent to recruits and applicants.   

What happens 

The stages of the process are described in this table.     

Stage Description 

Admissions/Recruiting Office 

1 Creates Recruit and/or Applicant Record 

2 Receives Flat file  

3 Loads data  

4 Generates letters 
 

Recruit and/or Applicant 

1 Receives letters and/or materials 
 

Admissions/Recruiting Office 

1 Purges the data 

 

 

 
© SunGard 2008  Banner Student Selective Admissions 

Page 21 



Running the Communication Load Process 

Purpose 

The Communication Load Process (SURLOAD) is used to insert records into GURMAIL using 
a flat file of PIDMs as input.  The process inserts a record with a minimum of PIDM, system 
indicator, and activity date.  The process also provides you with the option of inserting 
additional data elements into the GURMAIL record via the input parameters (e.g., letter 
code, material code, initials).  In addition, the Communication Removal Process (SURDELT) 
is used to purge records from GURMAIL based on certain input parameters.  

SURLOAD allows schools to track any mailings to students that take place outside the realm 
of communication plan processing and/or letter generation using the Student Mail Form 
(SUAMAIL). 

Communication load process overview 

This process takes a flat file of PIDMs as input and inserts new records into the GURMAIL 
table.  This process can be run from either job submission (GJAPCTL) or the host.  

The process first determines whether any of the PIDMs in the input file are invalid Banner 
PIDMs (i.e., they don’t exist in SPRIDEN).  If a PIDM does not currently exist in Banner, that 
record is bypassed and noted in the audit log file.  The PIDM, system indicator (e.g., S = 
Student, H = Human Resources, R = Financial Aid), and activity date (the date the file of 
PIDMs is loaded into GURMAIL) are all required.  In addition, the process sets the User field 
on GURMAIL to SURLOAD for all records loaded via this process. 

Log file 

A log file is created that identifies each record loaded into GURMAIL, as well as indicating 
those records that were not loaded and why (e.g., no PIDM exists in Banner, duplicate 
letter).  The log file also includes a count of how many records were actually loaded into 
GURMAIL.  In addition, the log file displays all of the input parameters to the SURLOAD 
process and the system date.  The following fields will be displayed for each record in the 
log file. 

• ID 

• Name 

• System Indicator 

• Comment (indicating why a record was not loaded into GURMAIL) 
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Banner process 
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Steps 

Follow these steps to complete the process.    

1. Access the Communication Load Process (SURLOAD). 

2. Perform a Next Block function. 

3. Click the down arrow next to the Printer field to view the List of Values. 

4. Select an appropriate printer. 

Note:  Normally, this value is set to DATABASE. 

5. Click OK. 

6. Perform a Next Block function to navigate to the Parameters Values block. 

7. Enter these parameters. 

Note:  Use the Parameter Definition Form (GJAPDEF) to change any of the 
optional fields to required fields at your institution. 

 

Parameter Value 

File As indicated by the instructor 
Example:  /temp/pidms.dat) 

System 
Indicator 

Enter S (Student). 

Term Code Term code to be displayed on the Student Mail Form 
(SUAMAIL) or to be used to populate the GURMAIL 
table, values from STVTERM 

Letter Code Letter code to be displayed on the Student Mail Form 
(SUAMAIL) or to be used to populate the GURMAIL 
table, values from GTVLETR 

Module Code Valid values: R Recruiting, A Admissions, G General 
Student; module code to be displayed on the 
Student Mail Form (SUAMAIL) or to be used to 
populate the GURMAIL table 

Material Code Material code to be displayed on the Student Mail 
Form (SUAMAIL) or to be used to populate the 
GURMAIL table, values from STVMATL 
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Parameter Value 

Date Printed DD-MON-YYYY, enter the  
date printed 

Initials Initial code to be displayed on the Student Mail Form 
(SUAMAIL) or to be used to populate the GURMAIL 
table, values from STVINIT 

Wait Days Number of days between initiating and printing the 
letter 

Quantity Quantity of materials to be sent. 

Generated or 
Published 

(P or G); G is the default; enter G for generated 
materials or P for published materials 

 

8. Perform a Next Block function. 

9. Select the Save Parameter Set as checkbox if you want to save these 
parameters for future use. 

10. Enter a name and description for your parameters in the Name and 
Description fields. 

11. Select the Hold radio button if you want to run this process at a later time or the 
Submit radio button if you want this process to run immediately. 

12. Click the Save icon. 

13. Click the Exit icon. 

Note:  If you selected the Submit radio button, the process will run when you 
save your work. 
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Running the Communication Removal Process 

Purpose 

The Communication Removal Process (SURDELT) allows for the mass delete of SUAMAIL 
records.  This process may be run from either job submission (GJAPCTL) or from the host.  
The input parameters for the delete process are similar to those used by the SURLOAD 
process, except that the purge process allows for the deletion of SUAMAIL records that were 
not created by the SURLOAD process (i.e., user is not equal to SURLOAD). 

Banner process 
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Steps 

Follow these steps to complete the process.    

1. Access the Communication Removal Process (SURDELT). 

2. Perform a Next Block function. 

3. Click the down arrow next to the Printer field to view the List of Values. 

4. Select an appropriate printer. 

Note:  Normally, this value is set to DATABASE. 

5. Click OK. 

6. Perform a Next Block function to navigate to the Parameters Values block. 

7. Enter these parameters. 
 

Parameter Value 

Term Code Term code for the record to be deleted from the 
GURMAIL table, values from STVTERM 

Material 
Code 

Material code for the record to be deleted from the 
GURMAIL table, values from STVMATL 

System 
Indicator 

System indicator for the record to be deleted from the 
GURMAIL table, values from GTVSYSI 

Letter Code Letter code for the record to be deleted from the 
GURMAIL table, values from GTVLETR 

Module 
Code 

Module code for the record to be deleted from the 
GURMAIL table 

Date 
Initiated 

DD-MON-YYYY, enter the date the records were initially 
created 

Activity 
Date 

DD-MON-YYYY, enter the date for the removal 

Initials Initial code for the record to be deleted from the 
GURMAIL table, values from STVINIT 

User User name for the record to be deleted from the 
GURMAIL table 
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Parameter Value 

Audit Enter A to produce an audit report or D to delete the 
records from the database  

8. Perform a Next Block function. 

9. Select the Save Parameter Set as checkbox if you want to save these 
parameters for future use. 

10. Enter a name and description for your parameters in the Name and 
Description fields. 

11. Select the Hold radio button if you want to run this process at a later time or the 
Submit radio button if you want this process to run immediately. 

12. Click the Save icon.   

13. Click the Exit icon.  

Note:  If you selected the Submit radio button, the process will run when you 
save your work. 

Log file 

A log file is created that identifies all records deleted by the purge process.  The log file 
contains these fields: 

• ID 

• Name 

• System Indicator 

• Value of all parameters entered. 
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Self Check 

Directions 

Use the information you have learned in this workbook to complete this self-check activity. 

Question 1 

List three fields on GURMAIL that can be updated using SURLOAD. 

Question 2 

A record is created on GURMAIL if an incorrect PIDM is loaded using SURLOAD. 

True or False 

Question 3 

The SURDELT process will only delete records created by the SURLOAD process.  

True or False 
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Answer Key for Self Check 

Question 1 

List three fields on GURMAIL that can be updated using SURLOAD 

System Indicator, Letter code, Module Code, Material Code, Initials are possible 
answers. 

Question 2 

A record is created on GURMAIL if an incorrect PIDM is loaded using SURLOAD. 

False.  A record is not created on GURMAIL if an incorrect PIDM is loaded using 
SURLOAD. 

Question 3 

The SURDELT process will only delete records created by the SURLOAD process.  True or 
False 

False.  The SURDELT process allows for the mass delete of any SUAMAIL records. 
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Secondary School Tracking 
Introduction 
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Secondary School Tracking Process 
Introduction 

Introduction 

Secondary school tracking allows institutions to summarize data by high school or prior 
college for the following groups of people: 

• Prospect - must have a SRBRECR record (SRARECR record in Banner) 

• Applicant - must have a SARADAP record (SAAADMS record in Banner) 

• Accepted Applicant - must have a SARAPPD record with a decision code having the 
Significant Decision and Institutional Accept flags checked (SAADCRV record in 
Banner) 

• Confirmed - must have a SARAPPD record with a decision code having the 
Significant Decision and Applicant Accept flags checked. 

Additionally, each of these records must have a High School Information Record 
(SOAHSCH) and/or Prior College Record (SOAPCOL) to be included in the views and/or 
reports. 

 

 
© SunGard 2008  Banner Student Selective Admissions 

Page 32 



Flow diagram 

This diagram highlights where the Secondary School Tracking process occurs within the 
overall Student process. 

 

 

About the process 

• Rule and validation forms are set up on the Banner system.  Unless a new code is 
required, this step is only performed once. 

• The person/employee will view, save, and print online output. 

• Parameters validation criteria will be defined. 
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Secondary School Tracking Set Up 

Section goal 

The purpose of this section is to outline the set-up process and detail the procedures to set-
up your Banner system for viewing and reporting on secondary school data. 

Objectives 

At the end of this section, you will be able to identify and describe all Banner forms and 
processes that will be utilized by the secondary school tracking views and reports  
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Rules Forms That Control Selective Admissions 

Introduction 

Before Banner can process secondary school data, there are several forms and rules that 
need to be set or created. 

Rule and validation forms 

Prior to viewing and reporting on secondary school data in Banner, the following tables and 
forms must be developed.    

Review the forms listed here.  Some of these forms may be previously established through 
other modules (e.g., recruiting or admissions).  Review these forms to see how they relate 
to the Secondary School Tracking views and reports. 

  

Form Description Banner Name 

Source/Background Institution 
Geographic  

GOASGEO 

Admissions Application  SAAADMS 

Admissions Decisions  SAADCRV 

High School Information  SOAHSCH 

Prior College Information  SOAPCOL 

Recruit/Prospect Information  SRARECR 

Source/Background Institution Code 
Validation  

STVSBGI 
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Source/Background Institution Geographic 
Form 

Banner form 

Source/Background Institution Geographic Form (GOASGEO) 

 

 

 
© SunGard 2008  Banner Student Selective Admissions 

Page 36 



Admissions Application Form 

Banner form 

Admissions Application Form (SAAADMS) 
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Admissions Decisions Form 

Banner form 

Admissions Decisions Form (SAADCRV) 
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High School Information Form 

Banner form 

High School Information Form (SOAHSCH) 

 

 

 
© SunGard 2008  Banner Student Selective Admissions 

Page 39 



Prior College Information Form 

Banner form 

Prior College Information Form (SOAPCOL) 
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Recruit/Prospect Information Form 

Banner form 

Recruit/Prospect Information Form (SRARECR) 
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Source/Background Institution Code Validation 
Form 

Banner form 

Source/Background Institution Code Validation Form (STVSBGI) 
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Secondary School Tracking Day-to-
Day Operations 
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Secondary School Tracking Day-to-Day 
Operations Overview 

Section goal 

The purpose of this section is to explain the day-to-day or operational procedures to view 
and report on Secondary School Tracking at your institution. 

Objectives 

In this section you will learn how to  

• view high school and prior college statistical information 

• run enrollment summary counts and rate reports based on high school and prior 
college data. 
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Secondary School Tracking Day-to-Day 
Operations Process Introduction 

Introduction 

The admissions office is responsible for guiding a student through the admissions process, 
from application to admission.  Secondary school tracking allows institutions to quickly 
assess their success rate over time at various high schools and colleges from which they 
receive prospects and applicants.   

What happens 

The stages of the process are described in this table.  

   

Stage Description 

Recruiting/Admissions Office 

1 Recruiting/Admissions Collects Prior School Data 

2 Recruiting/Admissions Views Statistical Data 

3 Recruiting/Admissions Runs Statistical Reports 
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Viewing High School Information 

Purpose 

The Source/Background Institution Summary Form (SOASBSM) generates the high school 
data to be displayed.  The view calculates the percentages for the appropriate fields.  The 
form is entered in query mode. 

The key block contains a source/background institution code that is required. 

The Source/Background Institution Summary block contains the summary information for 
the institution in the key, such as a term code, a level code, a campus code, a college code, 
a program code, a major code, and a student type code that are optional.  The fields in this 
block can be queried. 

If the term code is left empty, the form displays all pertinent data for the 
source/background institution code in the key block for all available terms beginning with 
the most current term.  If the term code is entered, the form displays all pertinent 
information for that term only. 

Banner form 
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Steps 

Follow these steps to complete the process.  

1. Access the Source/Background Institution Summary Form (SOASBSM). 

2. Click the down arrow next to the Source or Background Institution field to 
access the Source/Background Institution Query-Only Form (SOISBGI). 

3. Execute the query. 

4. Select the high school you want to view by double clicking in the Type field to 
return the information to SOASBSM. 

5. Perform a Next Block function.   

6. Execute the query to view the institution’s information. 

7. Review the following values. 

Note:  At the bottom of the window, the totals for the query are listed by 
number of prospects, number of applicants, number of applicants accepted, and 
number of student confirmations. 

 

Field Value 

Term Term code 

Level Level code 

Campus Campus code 

College College code 

Program Program code 

Major Major code 

Student 
Type 

Student type code 

 
© SunGard 2008  Banner Student Selective Admissions 

Page 47 



 

Field Value 

Class Size 
Number of seniors, obtained from 
SORBDMO_NO_OF_SENIORS on SOABGIY if 
available for the correct year 

Note: If no value exists in this field for the correct 
year, the program will try to use the Class Size field 
(SORHSCH_CLASS_SIZE) on SOAHSCH for any ID 
selected in the query; regardless of which Class Size 
field is used, the Grad Date field 
(SORHSCH_GRADUATION_DATE) must be entered. 

 

8. Continue reviewing values. 
 

Field Value 

Number of 
Prospects 

Number of prospects for the term 

Number of 
Applicants 

Number of applicants for the term 

Percentage of 
Applicants 

Percentage of applicants (rate of number of 
applicants to senior class or high school size) 

Number 
Accepted 

Number of applicants accepted for admission 
(Institutional Accept flag checked) 

Percentage of 
Acceptances 

Percentage of acceptances (number of acceptances 
to number of applicants) 

Number of 
Confirmations 

Number of student confirmations, (those having 
decision code of "applicant accept" selected).  
Students are added to this counter if they have the 
decision code that is entered in the External Code 
field of the GTVSDAX record with an Internal 
Code of DEPOPAID and a Group (Code) of 
DEPOSIT. 

Percentage of 
Confirmations 

Percentage of confirmations (number of confirmed 
students to number of accepted applicants) 

 

9. Click the Exit icon.   
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Running the High School Information Summary 
Report 

Purpose 

Use the Source/Background Summary Report (SORSBSM) to collect high school information 
similar to what is found on the Source/Background Institution Summary Form (SOASBSM). 

Banner form 
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Steps 

Follow these steps to complete the process.    

1. Access the Source/Background Summary Report (SORSBSM). 

2. Perform a Next Block function. 

3. Click the down arrow next to the Printer field to view the List of Values. 

4. Select an appropriate printer. 

5. Click OK. 

6. Perform a Next Block function to navigate to the Parameters Values block. 

7. Enter these parameters (all are optional). 
 

Parameter Value 

High School 
Code 

Source/background institution code for reporting 
counts, values from STVSBGI 

Term Code Term code for the application and recruiting 
records you wish to include, values from STVTERM

Level Code Level code for the application and recruiting 
records you wish to include, values from STVLEVL 

Campus Code Campus code for the application and recruiting 
records you wish to include, values from STVCAMP

College Code College code for the application and recruiting 
records you wish to include, values from STVCOLL 

Degree Code Degree code for the application and recruiting 
records you wish to include, values from STVDEGC 

Program Code Program code for the application and recruiting 
records you wish to include, values from SMAPRLE 

Major Code Major code for the application and recruiting 
records you wish to include, values from STVMAJR 

Student Type  Student type code for the application and 
recruiting records you wish to include, values from 
STVSTYP 
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Parameter Value 

Sort by Term, 
Level and 
Campus 

Enter Y to sort by term/campus/level or N to sort 
by term and level. 

 

8. Perform a Next Block function. 

9. Select the Save Parameter Set as checkbox if you want to save these 
parameters for future use. 

10. Enter a name and description for your parameters in the Name and 
Description fields. 

11. Select the Hold radio button if you want to run this process at a later time or the 
Submit radio button if you want this process to run immediately. 

12. Click the Save icon. 

13. Click the Exit icon.   
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Viewing Prior College Information 

Purpose 

The Prior College Enrollment Summary Form (SOAPCSM) generates the prior college data to 
be displayed.  The view calculates the percentages for the appropriate fields.  The form is 
entered in query mode. 

The key block contains a source/background institution code that is required. 

The Source/Background Institution Summary block contains the summary information for 
the institution in the key block, such as a term code, a level code, a campus code, a college 
code, a program code, a major code, and a student type code that are optional.  The fields 
in this block can be queried. 

If the term code is left empty, the form displays all pertinent data for the 
source/background institution code in the key block for all available terms beginning with 
the most current term.  If the term code is entered, the form displays all pertinent 
information for that term only. 
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Banner form 

 

 

Steps  

Follow these steps to complete the process.    

1. Access the Prior College Enrollment Summary Form (SOAPCSM). 

2. Click the down arrow next to the Source or Background Institution field to 
access the Source/Background Institution Query-Only Form (SOISBGI). 

3. Execute the query. 

4. Select the college you want to view by double clicking in the Type field to return 
the information to SOASBSM. 

5. Perform a Next Block function. 

6. Execute the query to view the institution’s information. 

7. Review these fields and values. 

Note:  At the bottom of the window, the totals for the query are listed by 
number of prospects, number of applicants, number of applicants accepted, and 
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number of student confirmations. 
 

Field Value 

Term Term code 

Level Level code 

Campus Campus code 

College College code 

Program Program code 

Major Major code 

Student Type Student type code 

Number of 
Prospects 

Number of prospects for the term 

Number of 
Applicants 

Number of applicants for the term 

Number 
Accepted 

Number of applicants accepted for admission 
(Institutional Accept flag checked) 

 

8. Continue reviewing fields and actions. 
 

Field Value 

Percentage of 
Acceptances 

Percentage of acceptances (number of 
acceptances to number of applicants) 

Number of 
Confirmations 

Number of student confirmations (those having 
decision code of Applicant Accept selected); 
students are added to this counter if they have 
the decision code that is entered in the External 
Code field of the GTVSDAX record with an 
internal code of DEPOPAID and a group code of 
DEPOSIT 

Percentage of 
Confirmations 

Percentage of confirmations (number of 
confirmed students to number of accepted 
applicants) 

 

9. Click the Exit icon.   
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Running the Prior College Information 
Summary Report 

Purpose  

Use the Prior College Summary Report (SORPCSM) to collect prior college summary 
information similar to what is found on the Prior College Enrollment Summary Form 
(SOAPCSM). 

Banner form 
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Steps 

Follow these steps to complete the process.  

1. Access the Prior College Summary Report (SORPCSM). 

2. Perform a Next Block function. 

3. Click the down arrow next to the Printer field to view the List of Values. 

4. Select an appropriate printer. 

5. Click OK. 

6. Perform a Next Block function to navigate to the Parameters Values block. 

7. Enter these parameters. 

Note:  All parameters are optional. 
 

Parameter Value 

College (SBGI) Code College code, values from STVSBGI 

Term Code Term code for the application and recruiting 
records you wish to include, values from 
STVTERM 

Level Code Level code for the application and recruiting 
records you wish to include, values from 
STVLEVL 

Campus Code Campus code for the application and 
recruiting records you wish to include, values 
from STVCAMP 

College Code College code for the application and 
recruiting records you wish to include, values 
from STVCOLL 

Degree Code Degree code for the application and 
recruiting records you wish to include, values 
from STVDEGC 

Program Code Program code for the application and 
recruiting records you wish to include, values 
from SMAPRLE 
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Parameter Value 

Major Code Major code for the application and recruiting 
records you wish to include, values from 
STVMAJR 

Student Type Student type code for the application and 
recruiting records you wish to include, values 
from STVSTYP 

Sort by Level and 
Campus 

Enter Y to sort by term/level/campus or N to 
sort by term and level only. 

 

8. Perform a Next Block function. 

9. Select the Save Parameter Set as checkbox if you want to save these 
parameters for future use. 

10. Enter a name and description for your parameters in the Name and 
Description fields. 

11. Select the Hold radio button if you want to run this process at a later time or the 
Submit radio button if you want this process to run immediately. 

12. Click the Save icon. 

13. Click the Exit icon.   
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Self Check 

Directions 

Use the information you have learned in this workbook to complete this self-check activity. 

Question 1 

What four groups of people are tracked in Secondary School Tracking? 

 

Question 2 

List three fields that can be queried on SOAPCSM. 

 

 

 

 

 

 
© SunGard 2008  Banner Student Selective Admissions 

Page 58 



Answer Key for Self Check 

Question 1 

What four groups of people are tracked in Secondary School Tracking? 

Prospects, Applicants, Accepted Applicants, Confirmed (Applicants) 

Question 2 

List three fields that can be queried on SOAPCSM. 

Term, Level, College, Campus, Program, Major, Student Type are possible 
answers. 
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Admissions Rating/Administrator 
Roles Introduction 
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Admissions Rating/Administrator Roles 
Overview 

Introduction 

The Admissions office is responsible for defining the rules and parameters for running the 
Admissions Rating/Batch Entry processes, which allows institutions to group applicants 
together to enter admissions ratings and/or admission decisions into the system. 

Flow diagram 

This diagram highlights where the Admissions Rating/Batch Entry processes occurs within 
the overall Student process. 
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About the process 

• Rule and validation forms are set up on the Banner system.  Unless a new code is 
required, this step is only performed once. 

• The person/employee will view, save, and print online output. 

• Parameters validation criteria will be defined. 
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Admissions Rating/Administrator 
Roles Set Up 

 
 

Section goal 

The purpose of this section is to outline the set-up process and detail the procedures to set-
up your Banner system to run the Admissions Rating/Batch Entry processes.   

Objectives 

At the end of this section, you will be able to create the rules and set parameters used to 
run the admissions rating and batch entry processes. 
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Rule and Validation Forms That Control 
Selective Admissions 

Introduction 

Before Banner can process, Admission Ratings and Batch Entry processes there are several 
forms and rules that need to be set or created. 

The Admissions Rating Type Rules Form (SAARRCT) allows each institution to define 
minimum and maximum values for each rating type.  The rules form also allows institutions 
to assign rating types to administrators.  This can reduce batch entry and data entry on 
SAARRAT because the assigned rating types default if the administrative ID and role are 
entered in the key. 

Rule and validation forms 

These forms are used to set the rules and parameters in Banner for handling the Admission 
Rating/Batch Entry processes.  Directions on how to set the parameters start on the next 
page. 

  

Form Description Banner Name 

Admissions Rating Type Validation STVRATP 

Administrative Role Code Validation  STVRADM 

Administrator Role Rules  SOAADAS 

Administrator's Assignments  SOAAINF 

Admissions Rating Table SAARRCT 

Admissions Factor Code Validation  STVAFCT 

Admissions Rating Factor Rules SAARRFT 

Admissions Rating Formula Definition SAARRDF 
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Admissions Rating Type Validation 

Banner form 

Admissions Rating Type Validation (STVRATP) 
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Administrative Role Code Validation Form 

Banner form 

Administrative Role Code Validation Form (STVRADM) 
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Administrator Role Rules Form 

Banner form 

Administrator Role Rules Form (SOAADAS) 

 

 

 
© SunGard 2008  Banner Student Selective Admissions 

Page 67 



Administrator's Assignments Form 

Banner form 

Administrator's Assignments Form (SOAAINF) 
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Admissions Rating Table 

Banner form 

Admissions Rating Table (SAARRCT) 
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Admissions Factor Code Validation 

Banner form  

Admissions Factor Code Validation (STVAFCT) 
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Admissions Rating Factor Rules 

Banner form  

Admissions Rating Factor Rules (SAARRFT) 
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Admissions Rating Formula Definition 

Banner form  

Admissions Rating Formula Definition (SAARRDF) 
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Assigning Rating Codes 

Purpose  

Use the Admissions Rating Type Validation Form (STVRATP) to define codes that identify all 
the types of ratings an institution might use.  Possible examples include ratings for different 
application forms, personal ratings, academic ratings, athletic ratings, and art or music 
ratings.  The rating type 0000 - Application Rater is system required. 

Banner form 
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Steps 

Follow these steps to complete the process. 

1. Access the Admissions Rating Type Validation Form (STVRATP). 

2. Perform an Insert Record function. 

3. Enter INDEX in the Code field. 

4. Enter Admissions Index in the Description field. 

5. Perform an Insert Record function. 

6. Define any other codes your institution uses. 

7. Click the Save icon.   

8. Click the Exit icon.   
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Entering Role Codes 

Purpose  

The Administrative Role Code Validation Form (STVRADM) allows institutions to define 
various types of administrator roles.  Examples of such roles are recruiter, reader, and 
alumni recruiter.  The Administrator Role Rules Form (SOAADAS) and the Administrator's 
Assignments Form (SOAAINF) use these codes. 

The Rater Indicator checkbox is used to designate that a role can assign ratings on the 
Admissions Rating Form (SAARRAT) and the Admissions Decision and Rating Batch Entry 
Form (SAADCBT) when checked. 
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Banner form 
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Steps 

Follow these steps to complete the process.  

1. Access the Administrative Role Code Validation Form (STVRADM). 

2. Enter a code for role in the Code field. 

3. Enter a description for your role in the Description field. 

4. Check the Rater Indicator checkbox, if necessary. 

5. Click the Save icon.   

6. Click the Exit icon.   
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Defining Rating Codes 

Purpose  

Institutions should use this form to define and tailor each type of rating to meet their 
individual needs.  The data contained in this form is stored in the Admissions Rating Table 
(SAARRCT).  All rating types to be used must be defined in the Term Rating Type Rules 
block.  Use of the Administrator Rating Type Rules block is optional.  

Banner form 

 

Steps 

Follow these steps to complete the process.    

1. Access the Admissions Rating Type Rules Form (SAARRCT). 

2. Enter the term in the Term field. 

3. Navigate to the Term Rating Type Rules block. 
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4. Enter these values. 

Note:  The value in the Minimum Rating field defaults in for the assigned 
rating type based on the rules defined for this rating type in the Term Rating 
Type Rules block. 

Note:  The value in the Maximum Rating field defaults in for the assigned 
rating type based on the rules defined for this rating type in the Term Rating 
Type Rules block. 

 

Field Value 

Effective 
Term  

Defines the term for which this rule becomes effective; 
the rule is effective for this term and all future terms. 

Rating 
Type  

Required; rating type is entered here so that the 
guidelines for the rating associated with this rating type 
can be defined; values from STVRATP. 

Minimum 
Rating 

Required; determines the minimum value  
that the rating can have for the associated rating type. 

Maximum 
Rating 

Required; determines the maximum value  
that the rating can have for the associated rating type. 

 

5. Perform a Next Block function to navigate to the Administrator Rating Type 
Rules block. 

6. Perform an Insert Record function. 
 

7. Enter these values. 
 

Field Value 

Effective Term  Defines the term for which this rule 
becomes effective for the administrator ID 
and role combination; the rule is effective 
for this term and all future terms. 

Administrator ID Defines the ID of the administrator to whom 
this rating type is being assigned. 

Note:  One of the administrative roles 
assigned to this ID must have the Rater 
Indicator checkbox checked on the 
Administrative Role Code Validation Form 
(STVRADM) for this person to be allowed to 
enter ratings. 
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Field Value 

Administrator Role Defines the role to be associated with the 
rating type. 

Rating Type Required; identifies what rating type is 
being associated with this administrator ID 
and role combination. 

 

8. Click the Save icon.   

9. Click the Exit icon.   
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Creating User-Defined Admissions Ratings 

Introduction  

User-defined Admissions ratings allow institutions to calculate ratings based on user-defined 
formulas and insert the ratings into the applicant’s SAARRAT record.  The formulas are 
simplified SQL statements that will extract data from Banner fields, calculate a rating, and 
insert the rating on the Admissions Rating Form (SAARRAT).   

Example 

Admissions to Banner University is based on an Admissions Index.  Applicants must have an 
index of 55 or higher to be admitted.  The index is calculated by multiplying the high school 
GPA by 10, then adding it to the applicant’s ACT composite score.   

If the index were put into an equation, it would look like this:   

(HSGPA x 10) + ACT = Admissions Index 

The example has three rating factors: 

• high school GPA 

• the number 10 

• the ACT score 

The example has two connectors:   

• the ‘x’ symbol  

• the ‘+’ symbol 

Building the factors 

Use the exercises that follow to build the factors. 
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Steps - Exercise 1 

Follow these steps to define appropriate term rating factors.    

1. Access the Admissions Rating Type Rules Form (SAARRCT). 

2. Enter the appropriate term in the Term field. 

3. Perform a Next Block function.   

4. Enter the term in the Effective Term field. 

5. Enter INDEX in the Rating Type field. 

6. Enter 0 in the Minimum Rating field. 

7. Enter 76 in the Maximum Rating field. 

8. Click the Save icon.   

9. Click the Exit icon.   
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Steps - Exercise 2 

Follow these steps to define each of the rating factors in the equation.  

1. Access the Admissions Factor Code Validation Form (STVAFCT). 

2. Perform an Insert Record function.   

3. Enter MU10 in the Code field. 

4. Enter a Multiply by 10 in the Description field. 

5. Perform an Insert Record function.  

Note:  You can also use the down arrow to access the next blank record.   

6. Enter ACT in the Code field. 

7. Enter ACT in the Description field.   

8. Perform an Insert Record function.   

9. Enter HSGPA in the Code field.    

10. Enter High School GPA in the Description field. 

11. Click the Save icon. 

12. Click the Exit icon.   
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Steps - Exercise 3 

Ratings formulas are simple SQL queries.  In the example we are using, the factors are 
either numbers or data extracted from Banner fields.   

Note:  If the factor is being extracted from a Banner field, you must know the name of the 
field.  You can look up a field name, by moving your cursor to the appropriate field and 
selecting Dynamic Help Query from the Help menu. 

Follow these steps to complete the process.  

1. Access the Admissions Rating Factor Rules Form (SAARRFT) 

Note:  The key block of SAARRFT is a query block.  Leave everything in the key 
block blank. 

2. Perform a Next Block function.   

3. Enter the term in the Term field. 

4. Enter MU10 in the Factor field. 

5. Enter 10 in the Value field. 

6. Click the Save icon.   

7. Perform an Insert Record function.   

8. Enter the term in the Term field.   

9. Enter ACT in the Factor field. 

10. Enter SORTEST in the Table Name field. 

11. Enter SORTEST_TEST_SCORE in the Select Column field. 

12. Enter SORTEST_TESC_CODE in the Where Column field. 

13. Enter A05 in the Value field. 

14. Click the Save icon.   

15. Perform an Insert Record function. 

16. Enter the term in the Term field. 

17. Enter HSGPA in the Factor field. 

18. Enter SORHSCH in the Table Name field. 
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19. Enter SORHSCH_GPA in the Select Column field. 

20. Click the Save icon. 

21. Click the Exit icon.   

 

Steps - Exercise 4 

The Admissions Rating Formula Definition Form (SAARRDF) is used to connect the factors of 
the formula.  Connectors can be parentheses, the plus sign (+), the minus sign (-), the 
multiplication symbol (*), and the division symbol (/).  Only one item can be entered per 
row.  Sequence numbers are used to determine which row Banner will look at first.  
Remember the equation we defined earlier?  (HSGPA x 10) + ACT) = Admissions Index.  
Now we will connect the parentheses, the factors, and the mathematical symbols. 

Follow these steps to complete the process.  

1. Access the Admissions Rating Formula Definition Form (SAARRDF). 

2. Enter INDEX in the Rating Type field. 

3. Perform a Next Block function. 

4. Enter the term in the Term field. 

5. Enter 1.00 in the Sequence Number field. 

6. Enter ( in the Left Parenthesis field.  

7. Perform an Insert Record function or use the down arrow to access the next 
line. 

8. Enter the term in the Term field. 

9. Enter 2.00 in the Sequence Number field. 

10. Enter HSGPA in the Rating Formula Factor Code field. 

11. Perform an Insert Record function or use the down arrow to access the next 
line. 

12. Enter the term in the Term field. 

13. Enter 3.00 in the Sequence Number field. 

14. Enter * in the Operator field. 

15. Perform an Insert Record function or use the down arrow to access the next 
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line. 

16. Enter the term in the Term field. 

17. Enter 4.00 in the Sequence Number field. 

18. Enter MU10 in the Factor Code field. 

19. Perform an Insert Record function or use the down arrow to access the next 
line. 

20. Enter the term in the Term field. 

21. Enter 5.00 in the Sequence Number field. 

22. Enter ) in the RParen field.   

23. Perform an Insert Record function or use the down arrow to access the next 
line. 

24. Enter the term in the Term field.   
 

25. Enter 6.00 in the Sequence Number field. 

26. Enter + in the Operator field. 

27. Perform an Insert Record function or use the down arrow to access the next 
line. 

28. Enter the term in the Term field. 

29. Enter 7.00 in the Sequence Number field. 

30. Enter ACT in the Factor Code field. 

31. Click the Save icon. 

Note:  To view the formula, click the Display Formula button at the bottom of 
the form.  The formula should display (HSGPA*10)+ACT 

32. Click the Exit icon.   
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Admissions Rating/Administrator 
Roles Day-to-Day Operations 

 

Section goal 

The purpose of this section is to explain the day-to-day or operational procedures to handle 
Admissions Rating/Batch Entry Processes at your institution. 

Objectives 

In this lesson you will learn how to  

• assign rating codes 

• enter multiple ratings per ID 

• group applications and enter decisions 

• review rating types and ratings for an ID 

• view all applications for a specific date. 
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Admissions Rating/Administrator Roles Day-to-
Day Operations Process Introduction 

Introduction 

The admissions office is responsible for guiding a student through the admissions process, 
from application to admission.  The admissions rating and batch entry allows users to group 
applicants together to enter admissions ratings and/or admissions decisions into the system.    

The Admissions Rating Form (SAARRAT) allows for the input of multiple ratings (of multiple 
types), as well as producing total and average ratings by ID.  The form also displays basic 
application information for the applicant being rated. 

The Admissions Decision and Rating Batch Entry Form (SAADCBT) allows you to enter an 
admission decision code for multiple students at one time.  In addition, the form allows for 
the input of multiple ratings for multiple students at one time. 

Use the Admission Purge Process (SAPADMS) to purge the new applicant admissions rating 
data in the SARRRAT table as part of the application record purge. 

What happens 

The stages of the process are described in this table.    

Stage Description 

Admissions 

1 Enters application data 

2 Assigns a Rater to the applications 

Admissions and/or Rater 

1 Enters Ratings 

Admissions 

1 Runs the rating process 

2 Applies application decisions 
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Entering Multiple Ratings per ID 

Purpose  

Use the Admissions Rating Form (SAARRAT) to enter multiple rating types and associated 
ratings per individual ID. 

Banner form 
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Steps 

Follow these steps to complete the process.  

1. Access the Admissions Rating Form (SAARRAT). 

2. Enter the ID of the applicant who is to be assigned ratings in the ID field. 

Note:  The Term field in the key block determines which applications are 
displayed in the Application Summary block.  If a term is entered, then the 
applications that display begin with that term, sorted in descending order by 
application number.  If no term is entered, then the applications are displayed in 
descending order by term and then by application number.  You may scroll 
through all the available applications.  The rating data entered in the Application 
Rating block pertains to the application shown in the Application Summary block. 

If the Administrator ID and Role fields are entered in the key block, then all 
rating types assigned to that administrator ID and role combination on the 
Admissions Rating Type Rules Form (SAARRCT) are defaulted into the 
Application Rating block.  The administrator ID can also enter additional rating 
types and ratings as long as they have been defined in the Term Rating Type 
Rules block on SAARRCT.  If the Administrator ID field in the key block is left 
empty, then any rating types/ratings defined on SAARRCT can be entered for 
this ID. 

3. Access the Application Summary block.   

4. Access the Application Rating block.  Information will default. 

5. Click the Save icon.   

6. Click the Exit icon.   
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Grouping Applications and Entering Decisions 

Purpose  

Use the Admissions Decision and Rating Batch Entry Form (SAADCBT) to group applications 
in multiple ways and enter decisions for those groups all at once.  In addition, the form 
allows you to enter ratings for the applications receiving a decision code or to enter only 
ratings for multiple IDs.  

Note:  All fields in the Key block are optional.  Decision codes can be entered for several 
applications at once by entering the application decision code in the Key block and then 
entering the applicant IDs in the Batch Entry block. 

Banner form 

 

 

 
© SunGard 2008  Banner Student Selective Admissions 

Page 91 



Steps 

Follow these steps to complete the process  

1. Access the Admissions Decision and Rating Batch Entry Form (SAADCBT).   

2. Enter the application term of interest in the Term field. 

Note:  All fields in the key block are optional.  Term code is required if you are 
entering batch application decisions. 

3. Enter desired decision code in the Decision field or perform a query for available 
options.   

4. Enter the desired codes in the Administrator ID and Role fields, or perform a 
query to select an administrator. 

Note:  The Administrator ID and Role fields allow you to default the rating 
types associated with that administrator ID and role combination (from 
SAARRCT) and its associated rating types (from SAARRCT).  This allows 
institutions to enter ratings scores for the entered IDs at the same time that they 
enter decision codes.  However, ratings can be entered even if no decision code 
is entered.  If no administrator ID or role codes are entered in the key, the 
Rating Assignments window is still displayed, but those fields [Admin ID, Role, 
and (Rating) Type] will be empty. 

5. Enter additional information as directed by your instructor. 

Note:  The Level, Campus, College, Degree, Program, and Major fields are 
not required.  If they are entered, then only applications matching those criteria 
are displayed in the Application Information block. 

6. Perform a Next Block function to navigate to the Batch Entry block. 

7. Enter desired applicant ID or perform a query. 

Note:  As each ID is entered, the Application Information block displays all 
applications for that ID for that term. 

8. Click the Save icon.   

9. Add additional IDs to this decision code saving your work each time. 

10. Select the Assign Ratings tab. 

Note:  If an administrator ID code and a role code were entered in the key, then 
these codes and their associated rating types (from SAARRCT) are displayed in 
the Rating Assignments window.  The rating data entered into the Rating 
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Assignments window pertains to the ID record noted at the top of the window. 

11. Perform an Insert Record function to add additional raters, if desired. 

12. After you have entered all the rating types and, return to the main window and 
enter the next ID to receive a decision code and/or ratings. 

13. Click the Save icon. 

14. Click the Exit icon.   

15. When you have entered all the IDs to receive a decision code and/or ratings, 
click the Save icon.   

Note:  If a decision code was entered in the Key block, then a decision record for 
each ID on the form is inserted into the SARAPPD table.  The decision code from 
the Key block will be inserted into SARAPPD_APDC_CODE.  The 
SARADAP_APST_CODE is updated, and the Maintained by field 
(SARAPPD_MAINT_IND) is set to BATC for batch decision on the Admissions 
Decision Form (SAADCRV). 
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Reviewing Rating Types and Ratings for an ID 

Purpose  

Use the Rating Review window on the Admissions Decision Form (SAADCRV) to review 
rating types and ratings for the ID and admissions application in the main window.  This 
window is accessed using the Rating Review tab or by selecting Rating Review from the 
Options menu. 

Banner form 
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Steps 

Follow these steps to complete the process.  

1. Access the Admissions Decision Form (SAADCRV). 

2. Enter the ID of the record you would like to review in the ID field. 

3. Access the Application Summary block. 

4. Select the Decision Calculator tab. 

5. Access the Select field. 

6. Select the Rating Review tab. 

7. Review the information. 

8. Click the Exit icon.   
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Viewing All Applications for a Specific Date 

Purpose  

The Rating Audit Report (SARDCBT) shows all applications updated by the Admissions 
Decision and Rating Batch Entry Form (SAADCBT) for a specific date.  The report displays 
this data for IDs matching these input parameters: 

• ID/SSN 

• Name 

• High School  

• Term Code 

• Application Number 

• Application Type 

• Level 

• Campus 

• Degree 

• Major 

• Program 

• Subtotal of # of decisions for that particular decision code 

In addition, the control section at the end of the report details the parameters that were 
entered.  The control section also indicates the total number of decisions (matching the 
input parameters) entered on that date. 
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Banner process 
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Steps 

Follow these steps to complete the process.  

1. Access the Rating Audit Form (SARDCBT). 

2. Enter the destination printer in the Printer field. 

3. Perform a Next Block function. 

4. Enter these (optional) parameters. 
 

Parameter Value 

Term Code Term of the applications that have been given ratings or 
decisions that you would like to review, values from 
STVTERM 

Decision Date 
From 

DD-MON-YYYY format, decision date (beginning of 
range) from which you wish to see records with updated 
decision codes 

Decision Date To DD-MON-YYYY format, decision date (end of range) by 
which you wish to see records with updated decision 
codes 

Decision Code Decision code for applications that have been updated 
on SAADCBT, values from STVAPDC 

Level Code Level code for applications that have been updated on 
SAADCBT, values from STVLEVL 

Campus Code Campus code for applications that have been updated 
on SAADCBT, values from STVCAMP 

Degree Code Degree code for applications that have been updated on 
SAADCBT, values from STVDEGC 

Program  Program code for applications that have been updated 
on SAADCBT, values from SMAPRLE 

Major Code Major code for applications that have been updated on 
SAADCBT, values from STVMAJR 

 

5. Access the Submission block. 

6. If you would like to save your parameters, check the Save Parameter Set as 

 
© SunGard 2008  Banner Student Selective Admissions 

Page 98 



checkbox and enter a name and description for your parameter set in Name and 
Description fields. 

7. Select the Submit radio button if you want the report to run immediately or 
select the Hold radio button to run the report at a later date. 

8. Click the Save icon to run the process. 
 

9. Select Review Output from the Option menu to review  
the results. 

10. Click the Exit icon.   
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Calculating Admissions Ratings 

Introduction  

The Admission Rating Calculation Report (SARRATE) calculates admissions ratings using the 
user-defined formula built on SAARRDF and adds the ratings to applicant records on 
SAARRAT. 

Banner process 
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Steps 

Follow these steps to complete the process.  

1. Access the Admission Rating Calculation Report (SARRATE).   

2. Perform a Next Block function.   

3. Enter the appropriate printer code in the Printer field. 

4. Perform a Next Block function.   

5. Enter the term code in the Term parameter (Parameter 1). 

6. Enter N in the Recalculate existing ratings parameter (Parameter 2).  

Note:  Parameters 3-6 are optional. 

7. Enter the appropriate Administrator ID number in the Administrator ID 
parameter (Parameter 7).   

8. Enter INDEX in the Rating type parameter (Parameter 8).   

9. Enter RATER in the Role for Administrator ID parameter (Parameter 9). 

10. Enter C in the Application status parameter (Parameter 10).   

11. Enter yesterday’s date in the App status begin date parameter (Parameter 
11).   

12. Enter tomorrow’s date in the App status end date parameter (Parameter 12).   

13. Enter TAPE in the Valid test source for formula parameter (Parameter 13).   

14. Enter U for update in the Run mode parameter (Parameter 14).   

15. Enter D for detailed in the Report type Parameter (Parameter 15).   

16. Perform a Next Block function.   

17. Click the Submit button, if necessary. 

18. Click the Save icon.   

19. Review your output. 
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Steps 

Follow these steps to add ID numbers and verify INDEX ratings.    

1. Access the Admissions Rating Form (SAARRAT) 

2. Enter one of the ID numbers that appears on the SARRATE report in the key 
block.   

3. Perform a Next Block function.   

4. Verify that the INDEX rating was added. 

5. Click the Exit icon.   
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Self Check 

Directions 

Use the information you have learned in this workbook to complete this self-check activity. 

Question 1 

The Admissions Decision and Rating Batch Entry Form (SAADCBT) allows you to do what 
two things? 

Question 2 

What field on the Administrator Role Code Validation Form (STVRADM) must be entered in 
order for an administrator to enter ratings? 

Question 3 

What form is used for entering multiple ratings for an individual ID? 
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Answer Key for Self Check 

Question 1 

The Admissions Decision and Rating Batch Entry Form (SAADCBT) allows you to do what 
two things? 

1)Enter admissions decisions for multiple students at one time 

2)Enter multiple ratings for multiple students at one time 

Question 2 

What field on the Administrator Role Code Validation Form (STVRADM) must be entered in 
order for an administrator to enter ratings? 

Rater indicator box must be checked 

Question 3 

What form is used for entering multiple ratings for an individual ID? 

The Admissions Rating Form (SAARRAT) 
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Regionalization Introduction 
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Regionalization Process Introduction 

Introduction 

Regionalization is used to assign people and institutions to various geographic regions.  The 
geographic regions of individuals and institutions and institutional Enrollment Planning 
Services (EPS) Market Codes can be used when creating the rules for material creation.  
Historical data on which region(s) a person or institution has belonged to is maintained. 

Flow diagram 

This diagram highlights where the Regionalization process occurs within the overall Student 
process. 
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About the process 

• Rule and validation forms are set up on the Banner system.  Unless a new code is 
required, this step is only performed once. 

• The person/employee will view, save, and print online output. 

• Parameters validation criteria will be defined. 
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Regionalization Set Up 

 
 

Section goal 

The purpose of this section is to outline the set-up process and detail the procedures to set-
up your Banner system to assign regions and administrators to individuals and institutions 
for marketing purposes. 

Objectives 

In this lesson you will learn how to 

• identify and describe all Banner forms and processes that will be affected by the 
Regionalization process 

• create the rules and set parameters used to process Regionalization data. 
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Rule and Validation Forms That Control 
Regionalization 

Introduction 

Before regionalization tracking can be done in Banner, there are several forms and rules 
that need to be set or created. 

Rule and validation forms 

These forms are used to set the rules and parameters in Banner for handling  
Regionalization and Administrator Assignments 

Review the forms listed here.  Some of these forms may be previously established through 
other systems (HR, Alumni, etc.).  Review these forms to see how they relate to the 
Regionalization views and reports 

Directions on how to set the parameters start on the next page.  

Form Description Banner Name 

Geographic Regions/Divisions by ID GOAPGEO 

Source/Background Institution 
Geographic 

GOASGEO 

Administrator Role Rules SOAADAS 

Administrator Assignments SOAAINF 

Administrator Role SOAAROL 

Enrollment Planning Service Rules SPAEPSC 

Geographic Region Rules SOAGEOR 

Administrator Assignment Data Element 
Validation  

STVADDA 

Enrollment Planning Service Code 
Validation  

STVEPSC 
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Form Description Banner Name 

Geographic Region Division Codes 
Validation  

STVGEOD 

Geographic Region Codes Validation  STVGEOR 
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Geographic Regions/Divisions by ID 

Banner form 

Geographic Regions/Divisions by ID (GOAPGEO) 
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Source/Background Institution Geographic 

Banner form 

Source/Background Institution Geographic (GOASGEO) 
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Administrator Role Rules 

Banner form 

Administrator Role Rules (SOAADAS) 
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Administrator Assignments 

Banner form 

Administrator Assignments (SOAAINF) 
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Administrator Role 

Banner form 

Administrator Role (SOAAROL) 
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Enrollment Planning Service Rules 

Banner form 

Enrollment Planning Service Rules (SOAEPSC) 

 

 

 
© SunGard 2008  Banner Student Selective Admissions 

Page 116 



Geographic Region Rules 

Banner form 

Geographic Region Rules (SOAGEOR) 
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Administrator Assignment Data Element 
Validation Form 

Banner form 

Administrator Assignment Data Element Validation Form (STVADDA) 
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Enrollment Planning Service Code Validation 
Form 

Banner form 

Enrollment Planning Service Code Validation Form (STVEPSC) 
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Geographic Region Division Codes Validation 
Form 

Banner form 

Geographic Region Division Codes Validation Form (STVGEOD) 
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Geographic Region Codes Validation Form 

Banner form 

Geographic Region Codes Validation From (STVGEOR) 
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Defining Data Elements 

Purpose  

The Administrator Assignment Data Element Validation Form (STVADDA) is used to define 
the various data elements that may be used to assign administrators on the Administrator 
Role Rules Form (SOAADAS).  The data for this table is provided by SunGard Higher 
Education.  Programming logic is built into each of the delivered data elements. 

Note: If new data elements are needed, they will be inserted into this table, and the stored 
Steps to calculate the assignments will be modified to include the new data elements. 

Note:  The Sys(tem) Req(uired) checkbox is used to determine what values are required by 
the system.  If the Sys(tem) Req(uired) checkbox is checked, the validation table record 
cannot be deleted.  New Codes that are added to the table DO NOT need to be marked as 
Sys(tem) Req(uired). 

Banner form 
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Steps 

Follow these steps to complete the process.    

1. Access the Administrator Assignment Data Element Validation  
Form (STVADDA). 

2. Enter a value in the Base Table field. 

3. Enter a value in the Data Element field. 

4. Enter a description in the Description field. 

5. Enter a value in the Validation Table field. 

6. Check the Sys(tem) Req(uired) checkbox, if necessary. 

7. Click the Save icon. 

Note:  The Activity Date field will default. 

8. Click the Exit icon.   
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Defining Rules for Different Administrators 

Purpose  

The Administrator Role Rules Form (SOAADAS) allows you to define a combination of rules 
to be used in assigning different administrators (e.g., recruiter, reader, alumni recruiter) to 
high school and person records.  

The form allows institutions to use many fields available within Banner to determine how a 
specific administrative role should be assigned.  Examples of fields that are included are:  
college code, campus, level, geographic region code, high school code, degree, program, 
ethnicity, and gender. 

Note:  The fields that are available have been predefined in the Administrator Assignment 
Data Element Validation Form (STVADDA).  The logic is an OR condition within like data 
elements and an AND condition between different data elements.  If more than one rule ID 
exists for an administrator/role combination, OR logic is used between the rules. 

The form can be entered in query mode, allowing you to see what rules have been defined 
for the administrator ID in the key.  If the role is entered in the key, only rules matching 
this field are displayed.  If an eff(ective) term is entered in the key, all rules for that 
effective term and earlier are displayed. 

If the Active checkbox is checked, only active rules for this administrator ID are displayed. 
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Banner form 

 

 

Steps 

Follow these steps to complete the process.    

1. Access the Administrator Role Rules Form (SOAADAS). 

2. Enter the administrator In the ID field.  

Note:  You can click the down arrow next to the ID field and select the Admin 
Assign Search Form option to query existing administrators.  Or, select the 
Person Search Form to select a new administrator.   

Note: If the Active Only checkbox is checked, only active rules for an 
administrator ID are displayed. 

3. Enter a term in the Effective Term field. 

4. Perform a Next Block function to navigate to the Rule Definitions block. 

5. To create a new rule for the administrator ID, enter the appropriate effective 
term and role for the new rule in the Effective Term field.  
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Note:  The system automatically creates the rule number once the new rule 
assignments have been saved. 

6. Click the Save icon. 

7. Perform a Next Block function to access the Assignment Rules block, and define 
the specific elements that govern the new rule. 

8. Click the down arrow above the Data Element field to view the List of Values. 

9. Select a code. 

10. Click OK. 

Note:  The fields that are available have been predefined in the Administrator 
Assignment Data Element Validation Form (STVADDA).  The logic is an OR 
condition within like data elements and an AND condition between different data 
elements.  If more than one rule ID exists for an administrator/role combination, 
OR logic is used between the rules. 

11. The Operator field can be set to either = (equal) or <> (not equal). 

12. Double-click in the From Value field to view the List of Values to assign the 
appropriate value for the corresponding data element.  You may designate a 
range of values for a data element using the List of Values from the To Value 
field, for example a ZIP Code range of 06000 to 06599. 

 

13. Click the Save icon.   

14. Click the Exit icon.   
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Entering Enrollment Planning Service Market 
Codes 

Purpose  

The Enrollment Planning Service Code Validation Form (STVEPSC) can contain all 304 
Enrollment Planning Service (DPS) Market codes created by the College Board along with 
their corresponding market names.  This validation form must be populated by the 
institution with all the EPS codes and descriptions available from the College Board. 

Banner form 
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Steps 

Follow these steps to complete the process.    

1. Access the Enrollment Planning Service Code Validation From (STVEPSC). 

2. Enter a code in the Code field. 

3. Enter a description In the Description field. 

4. Click the Save icon. 

Note:  The Activity Date field defaults. 

5. Click the Exit icon.   
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Setting Up Rules for EPS Codes 

Purpose  

The Enrollment Planning Services Rules Form (SOAEPSC) allows you to set up rules for each 
EPS code by state, ZIP/PC, county, or city.  Only the State/Prov field is required.  These 
rules are for specific region criteria and apply only to high school addresses. 

Banner form 
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Steps 

Follow these steps to complete the process.    

1. Access the Enrollment Planning Services Rules Form (SOAEPSC). 

2. Click the down arrow next to the Enrollment Planning Service Code field. 

3. Select a region. 

4. Click OK. 

5. Perform a Next Block function. 

Result:  Information defaults. 

6. Change any information as necessary. 

7. Click the Save icon.   

8. Click the Exit icon.   
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Regionalization Day-to-Day 
Operations 

 

Section goal 

The purpose of this section is to explain the day-to-day or operational procedures to handle 
selective admissions at your institution. 

Objectives 

In this lesson you will learn how to  

• assign a student to an administrator 

• display administrative roles 

• assign geographic regions to an ID 

• assign administrators to recruit and applicant records 

• assign regions to individuals and to high schools 
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Regionalization Day-to-Day Operations Process 
Introduction 

Introduction 

The admissions office is responsible for guiding a student through the admissions process, 
from application to admission.  Regionalization is used to assign people and institutions to 
various geographic regions for assigning of administrators. 

What happens 

The stages of the process are described in this table.   

Stage Regionalization 

Recruiting and/or Admissions 

1 Develops geographic regions 

2 Assigns administrators to geographic regions 

3 Develops communication plans based on regions 

4 Assigns regions and administrators to Applicants 
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Assigning a Recruit/Applicant/Student to an 
Administrator  

Purpose  

The Administrators Assignments Form (SOAAINF) displays the IDs and names of everyone 
assigned to the administrator/ role combination identified in the key information. 

For example, if Russell Jones is a recruiter for University and using the Administrator Role 
Rules Form (SOAADAS) he was assigned as the recruiter for all high schools in Michigan, 
then SOAAINF would display all IDs having recruiting records that had been entered into 
Banner for a specific term and that had associated high schools with an address in Michigan.  
The form obtains this information by querying the SORAROL table for the administrator ID, 
role, and term in the key. 

Note:  Use the Remember ID option to carry one of the IDs to another form. 

Banner form 
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Steps 

Follow these steps to complete the process.  

1. Access the Administrator’s Assignments Form (SOAAINF). 

2. Enter the ID of the administrator.   

Enter the appropriate codes in the Role and the Term fields. 

3. Perform a Next Block function. 

4. Perform an Insert Record function, or navigate to a new row. 

5. Select the Assign Student option in the Options menu. 

6. Enter the ID of a student in the ID field.  T 

Result:  This will assign the student to that administrator.   

7. Enter values in these fields:  

Module 

Term and Sequence 

Role 

8. Click the Save icon.   

9. Assign additional students as desired, saving your work after each entry. 

10. Click the Exit icon.   
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Displaying Administrative Roles 

Purpose  

The Administrator Role Form (SOAAROL) is used to display all the administrative roles 
assigned to the ID in the key information.  Because individuals can hold more than one type 
of administrative role, this form allows you to see all the roles that have been assigned to 
different individuals.   

Note:  Remember to assign administrator roles, use the Administrator Role Rules Form 
(SOAADAS).   

Banner form 
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Steps 

Follow these steps to complete the process.  

1. Access the Administrator Role Form (SOAAROL). 

2. Enter the ID of the administrator in the ID field.  

Note:  If you do not know the ID of the administrator click the down arrow next 
to the ID field to access the Option List.  Select Admin Assign Search Form, and 
perform your query. 

3. Perform a Next Block function to view the roles assigned.   

4. Click the Exit icon.   
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Assigning Geographic Regions to an ID 

Purpose  

The Geographic Regions/Divisions by ID Form (GOAPGEO) is used to display the geographic 
regions assigned to an ID based on its addresses.  Regions can be active or inactive.  A 
record with the System checkbox checked could be made inactive, but no other fields can 
be altered.  If the user enters a record, the System checkbox remains unchecked. 

Banner form 
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Steps 

Follow these steps to complete the process.  

1. Access the Geographic Regions/Divisions by ID Form (GOAPGEO). 

2. Enter the ID of the student in the ID field.  

Note:  If you do not know the student’s ID use down arrow next to the field to 
perform a person search. 

3. Perform a Next Block function to navigate to the Region field.  

Note:  Today’s date will default in the Region From Date and Region To Date 
fields (these can be changed). 

 

4. Click the down arrow next to the Region field to view the Option List. 

5. Select All Geographic Region Codes. 

6. Select a region to assign with this person. 

7. Click OK. 

8. Click the down arrow next to the Sequence Number field to access the Address 
Summary Form (SOADDRQ). 

9. Select an address for your person by double-clicking in the Code field.  

Result:  Information defaults to GOAPGEO. 

10. If you would like to associate this person to another region, repeat the  
above steps. 

11. Click the Save icon.   

12. Click the Exit icon.   
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Assigning Administrators to Recruit and 
Applicant Records 

Purpose  

The Administrator Assignments Process (SORAINF) allows institutions to use the rules 
defined on the Administrator Role Rules Form (SOAADAS) to assign administrators to recruit 
and applicant records.  The process populates the SORAINF table.  

This process also runs when the Assign Administrators option is selected on the Assigned 
Administrators window on the Recruit Prospect Information Form (SRARECR), the Quick 
Recruit Form (SRAQUIK), the Admissions Application Form (SAAADMS), and the 
Administrator’s Assignments Form (SOAAINF). 

Banner process 
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Steps 

Follow these steps to complete the process.  

1. Access the Administrator Assignments Process (SORAINF). 

2. Enter these parameters. 
 

Parameter Value 

Term Code Term code of the assignment, from STVTERM 

Module Code Module for the assignment and selection, 
values are A (Admissions) or R (Recruiting) 

Audit/Update Parameter Enter U to update the database, R to update 
and produce a report, or A to produce an 
audit report 

Delete Existing 
Assignments? 

Enter Y to indicate that all existing 
assignments are to be deleted or N to not 
delete existing assignments 

Population Selection 
Appl 

Code of the application group for the 
population selection 

Selection Identifier Selection ID for the population selection 

Pop Sel Creator ID Creator ID for the population selection 

Population Selection 
User ID 

User ID for the population selection 

 

3. Click the Save icon.   

4. Click the Exit icon.   
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Assigning Regions to Individuals 

Purpose  

The Person Geo Region/Divisions Report (GORPGEO) is used to assign regions to individuals 
using the data in the GORCGEO collector table in combination with the rules defined on the 
Geographic Region Rules Form (SOAGEOR).   

Banner form 
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Steps 

Follow these steps to complete the process.  

1. Access the Person Geo Region/Divisions Report (GORPGEO). 

2. Enter these parameters. 
 

Parameter Value 

Use Collector File Valid values C, I, or P, enter C to run the process 
using all of the IDs in the collector table GORCCEO, or 
I for an individual ID in the collector table, or P to use 
population selection. 

ID ID of the person for whom you want to create 
geographic region/division records 

Application Code Code of the application group for the population 
selection 

Selection 
Identifier 

Selection ID for the population selection 

Creator ID Creator ID for the population selection 

Address Type Address type for the ID or population selection, from 
STVATYP 

Run in 
Sleep/Wake Mode 

Enter Y to run the process in sleep/wake mode. 

Sleep/Wake Time Number of seconds to sleep if Sleep/Wake 
Indicator parameter is entered, the default is 60 
seconds 

Sleep/Wake 
Printer 

Printer to be used in the Sleep/Wake process if 
Sleep/Wake Indicator parameter is entered, 
values from GTVPRNT 

Audit Indicator Enter A for Audit mode, or U for Update mode. 

Report Indicator Enter N to suppress the detail and only print summary 
totals or Y to print all detail. 

Population 
Selection User ID 

Enter the Banner user ID of the person who ran the 
population selection on GLBDATA (optional). 
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3. Click the Save icon.   

4. Click the Exit icon.   
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Assigning Regions to High Schools 

Purpose  

The SBGI Geo Region/Divisions Report (GORSGEO) is used to assign regions to high schools 
using the high school address in combination with the region rules set up on SOAGEOR.   

Banner form 
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Steps 

Follow these steps to complete the process.    

1. Access the SBGI Geo Region/Divisions Report (GORSGEO). 

2. Enter these parameters. 
 

Parameter Value 

Audit Indicator Enter A for Audit, or U for Update.   

Report Indicator Enter Y to create a detail report or N to suppress 
detail. 

Source/ 
Background Inst 
Code 

Source/background institution code you want to 
assign region records for, or leave empty to select 
all codes, values from STVSBGI 

Activity Date Date from which to select all changed records on 
SOBSBGI 

 

3. Click the Save icon. 

4. Click the Exit icon.   
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Self Check 

Directions 

Use the information you have learned in this workbook to complete this self-check activity. 

Question 1 

Multiple geographic regions can be assigned to an individual or to an institution.   

True or False 

Question 2 

List two forms that may be utilized for assigning administrators to recruit or applicant 
records. 

Question 3 

What batch process is used to assign regions to High Schools? 
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Answer Key for Self Check 

Question 1 

Multiple geographic regions can be assigned to an individual or to an institution.   

True 

Question 2 

List two forms that may be utilized for assigning administrators to recruit or applicant 
records. 

Recruit Prospect Information Form (SRARECR), the Quick Recruit Form 
(SRAQUIIK), the Admissions Application Form (SAAADMS), and the 
Administrator's Assignments Form (SOAAINF) are possible answers. 

Question 3 

What batch process is used to assign regions to High Schools? 

The SBGI Geo Region/Divisions Report (GORSGEO) 
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Appendix 

 

 
© SunGard 2008   Banner Student Selective Admissions 

Page 148  



Forms Job Aid 

Form Full Name Use this Form to... 

GJAPCTL Process Submission Controls 
set up Communication Load process 

GTVLETR Letter Code Validation Table 
define communications that can be accessed/generated by a 
Communication Plan in Communication Load 

STVINIT Initials Code Validation Table 
define valid initials for administrators; Used in Communication 
Load 

STVMATL Material Code Validation Table 
define valid materials (letters, etc.) referenced in Communication 
Plan; Used in Communication Load 

SUAMAIL Student Mail  
track mail sent to prospect/recruit/student; Tracks mail sent 
outside of Communication Plan; Used in Communication Load 

GOASGEO Source/Background Institution 
Geographic  

establish geographic assignments for Institutions.  Used in 
Secondary School Tracking 

SAAADMS Admissions Application  
track Student Admissions Application.  Used in Secondary School 
Tracking 

SAADCRV Admissions Decisions  
track Student Admissions Decision process.  Used in Secondary 
School Tracking 

SOAHSCH High School Information  
track Student High School information.  Used in Secondary 
School Tracking 

SOAPCOL Prior College Information  
track Student Prior College information.  Used in Secondary 
School Tracking 

SRARECR Recruit/Prospect Information  
track Recruit/Prospect information.  Used in Secondary School 
Tracking 

STVSBGI Source/Background Institution Code 
Validation  

specify valid institution codes for tracking information about 
prospects/recruits/students.  Used in Secondary School Tracking 
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STVRATP Assign Rating Codes 
specify and define valid rating codes.  Use in Admissions 
Rating/Administrator Roles for grouping applicants to enter 
admission ratings and/or admission decisions. 

STVRADM Administrative Role Code Validation  specify and define valid Administrator roles. Use in Admissions 
Rating/Administrator Roles 

SOAADAS Administrator Role Rules  define valid Administrator roles.  Use in Admissions 
Rating/Administrator Roles 

SOAAINF Administrator's Assignments  specify individual Administrator assignments.  Use to validate 
and streamline processes in Admissions Rating/Administrator 
Roles 

SAARRCT Admissions Rating Table specify and define valid Admissions Rating values.  Use in 
Admissions Rating/Administrator Roles 

STVAFCT Admissions Factor Code Validation specify valid Admissions Factor codes.  Use in Admissions 
Rating/Administrator Roles 

SAARRFT Admissions Rating Factor Rules define rules for using Admissions Rating Factors.  Use in 
Admissions Rating/Administrator Roles 

SAARRDF Admissions Rating Formula 
define formula for Admissions rating.  Use in Admissions 
Rating/Administrator Roles 

GOAPGEO Geographic Regions/Divisions by ID 
assign Geographic Regions/Divisions to an individual ID.  

GOASGEO Source/Background Institution 
Geographic 

define Region and/or Division for an Institution. 

SOAADAS Administrator Role Rules define rules for specific Administrator Role. Need for 
Regionalization tracking. 
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SOAAINF Administrator Assignments specify Administrator assignments by role and ID.  Need for 
Regionalization tracking. 

SOAAROL Administrator Role specify individual administrator role(s).  Need for Regionalization 
tracking. 

SPAEPSC Enrollment Planning Service Rules establish Service Code rules for specific regions. Apply only to 
high school addresses. 

SOAGEOR Geographic Region Rules establish rules for specific Geographic Regions/Divisions. 

STVADDA Administrator Assignment Data Element 
Validation Form 

establish valid Assignment codes for use in creating 
Administrator assignments.  Use in Regionalization tracking. 

STVEPSC Enrollment Planning Service Code 
Validation Form 

specify valid Enrollment Planning Service Codes to be used in 
SPAEPSC.  Contains the Enrollment Planning Service (DPS) 
Market codes created by the College Board along with their 
corresponding market names. 

STVGEOD Geographic Region Division Codes 
Validation Form 

define valid Geographic Region divisions. Use in Regionalization 
tracking. 

STVGEOR Geographic Region Codes Validation 
From 

specify valid Geographic Region codes. 

SURLOAD Communication Load Process  
insert records into GURMAIL using a flat file of PIDMs as input. 
Track prospect/recruit/student communications. 

SURDELT Communication Removal Process  
purge records from SUAMAIL.   

SOASBSM Source/Background Institution 
Summary  

view high school summary information.  Use in Secondary School 
Tracking 
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SORSBSM Source/Background Summary Report  
produce the High School Information Summary Report; 
Information similar to what is seen on SOASBSM. Use in 
Secondary School Tracking 

SOAPCSM Prior College Enrollment Summary  
display a summary of prospects/recruits/students from this 
source.  Use in Secondary School Tracking 

SORPCSM Prior College Summary Report  
produce the Prior College Summary Report; Information similar 
to what is seen on SOAPCSM.  Use in Secondary School Tracking 

SAARRAT Admissions Rating  
enters multiple ratings per individual ID.  Use in Admissions 
Rating/Administrator Roles 

SAADCBT Admissions Decision and Rating Batch 
Entry  

group applications and enter Admissions Decisions.  Use in 
Admissions Rating/Administrator Roles 

SAADCRV Admissions Decision  
use in Admissions Rating/Administrator Roles to review Rating 
types and Ratings for an ID. 

SARDCBT Rating Audit Report  
view all applications updated by SAADCBT for a specified date.  
Use in Admissions Rating/Administrator Roles 

SARRATE Admission Rating Calculation Report 
calculate admissions ratings based on user-defined formula built 
on SAARRDF and add the ratings to applicant records on 
SAARRAT. 

SAARRAT Admissions Rating  
track admissions ratings by ID. 

SOAAINF Administrators Assignments  
assign a Recruit/Applicant/Student to an administrator. 

SOAAROL Administrator Role  display administrative role(s) assigned to the ID. 

GOAPGEO Geographic Regions/Divisions by ID  display the geographic region(s) assigned to an ID based on its 
addresses.  Use in Regionalization tracking. 

SORAINF Administrator Assignments Process  assign administrators to recruit and applicant records using 
SOAADAS.  Use in Regionalization tracking 
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GORPGEO Person Geo Region/Divisions Report  assign regions to individuals using GORCGEO (collector table) 
and SOAGEOR (rules form).  Use for Regionalization tracking. 

GORSGEO SBGI Geo Region/Divisions Report  assign regions to high schools using the high school address and 
the region rules set up on SOAGEOR.  Use for Regionalization 
tracking. 
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 Terminology 

Term Definition 
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