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Follow-up Report

Foothill-De Anza Community College District
Follow-up Report for March 31-April 2, 2009
April 3, 2009, 2009
	Account Information

	Project name:
	Foothill-De Anza Community College District Banner Implementation

	Prepared by:
	Dottie Marron 

	Training or Consulting?
	Training – Student

	Topic of Session:
	Population Selection and Letter Generation


	Distribution

	SunGard
	Rob Bailey and Linda Wooden
	Project Managers

	FHDA
	Kathy Kyne
	FHDA Project Manager

	FHDA
	Kathleen Moberg
	Student Lead


	Objectives


· To become familiar with Banner Population Selection terminology and concepts.

· To provide the knowledge needed to decide how Population Selection will fit into an overall reporting strategy

· To begin hands-on training on how to create, run and review, and use the results of a Population Selection

· To become familiar with Banner Letter Generation terminology and concepts.

· To begin hands-on training on how use Banner Letter Generation

· To provide the knowledge needed to decide how Banner Letter generation can fit into an overall strategy for communicating

	Progress Report

	Accomplishments


· Learned how to submit processes on GJAPCTL
· Learned how to save parameters as parameter sets on GJAPCTL
· Gained an understanding of the concepts, uses and purposes of Population Selections
· Gained an understanding of the concepts of PIDM, table, data element, operator and value
· Learned to clearly specify what population is desired in non-technical language
· Learned to translate the specifications to Banner data elements
· Learned how to use the form GLRSLCT to write Population Selection rules
· Learned how to use the process GLBDATA to run Population Selection rules
· Learned how to use the forms GJIREVO, GLAEXTR, GLIEXTR, GLISLCT to review the results of Population Selections
· Gained an understanding of what Population Selection is and does
· Gained an understanding of the concepts, uses and purposes of Banner Letter generation
· Gained an understanding of how to plan and build a Banner letter for a specific communication need
· Learned how to extract the data specified in a Banner letter
	Progress Report

	Decisions Made and/or Actions Taken


    Population Selection Training

Attendees were introduced to the concepts and terminology of Population Selection.

Pop Sel Applications can be defined on the Application Definition Form (GLRAPPL).  All Applications can be queried on the Application Query Form (GLIAPPL).

Once an Application has been selected or defined, the population selection can be built on Population Selection Rules Definition Form (GLRSLCT).  Existing population selections can be queried on the Population Selection Inquiry Form (GLISLCT).

Attendees received hands-on practice setting up several population selections.

Population selections were processed using the Population Selection Extract Process (GLBDATA).  The results were viewed on the Population Selection Extract Form (GLAEXTR) and Population Selection Extract Inquiry Form (GLIEXTR).

Records can be added to or deleted from a population selection on GLAEXTR.  Attendees practiced adding and deleting records to a population selection.

A population selection object is a set of common rules used in many population selections and variables.  Attendees learned to query objects on the Object Inquiry Form (GLIOBJT).  Attendees used defined objects to set up population selection rules.  

Letter Generation Training

Attendees learned Letter Generation terminology.  They learned to set up letter codes on the Letter Code Validation Form (GTVLETR) and paragraph codes on the Paragraph Code Validation form (GTVPARA).  Attendees also learned the purpose of letter generation variables.

We set up sample variables on GLRVRBL.  Variables are data extracted from fields commonly used in letters.  The rules are set up as variables and the variables can be used again and again.  We practiced setting up new variables and copying existing variables to other applications.

We ran the Letter Generation Variable Extract Process (GLBLSEL) to unite a population selection with our letters.  Then we ran the Letter Print Process (GLRLETR) to print our letters.

Sub-Query Variables

Letter Generation variables can be used in population selections when sub-queries are needed.  A sub-query variable is commonly used to extract the latest or most recent record.  Attendees created a sub-query variable to extract the latest General Student record.  

Only one sub-query can be attached to a population selection and the sub-query must be the last line of the population selection ‘where’ statement.

Population Selection Steps

Step 1

GLRAPPL

Define application rules on GLRAPPL or use an existing application.
Step 2

GLRSLCT

Using GLRSLCT, Population Selection Definition Rules Form, define the selection statement to include:

Select:  (Always select the PIDM. For example: SGBSTDN_PIDM)

From:
The base tables being referenced in the Select statement and the Where clause

Where:  The criteria the persons need to meet

When defining these rules, you can set a flag if this population selection combination can be executed by someone other than the creator.  The delete option can allow the owner of the selection ID to be able to delete all rules for this combination of application, selection ID and creator ID.
Step 3

Now you are ready to run your population selection 
You will need to know the application, selection id and creator id you will be using, so make sure you write it down.

A.
To create your population selection, run GLBDATA from Job Submission


Parameters are:


Selection ID

You will be asked for a second selection id - optional unless you are merging pop sels

Application


Creator ID

B.
The output can be viewed on GLIEXTR or GLAEXTR.  Names can be added or deleted from a population selection on GLAEXTR.
Letter Generation Steps

Step 1

GTVLETR

It is recommended that letter codes have some logic built in to facilitate searches.  For example, all admissions letters start with the letter A.

Add letter codes to Letter Code Validation Form.
The Duplicate flag indicates the letter can be generated more than once for a person.
Step 2

GTVPARA

Create a paragraph code.  Your letter will contain only one paragraph.

Step 3

GLRVRBL

Next we want to define the variables that will be used for our application.  Variables can be built from scratch or copied from other applications.

The Variable Inquiry Form, GLIVRBL, can be used to view variables attached to existing applications.

To copy variables to a new application, go to GLRVRBL and enter an existing application and variable in the key block.  From the Options menu, select ‘Copy Variable’.  In the ‘Copy To’ box enter the name of the new application and the name of the variable.  All variables must start with an *.  Save the record, then exit GLRVRBL so the variable will compile.
Step 6

GUAPARA

GUAPARA is the form that will be used to build paragraphs.

When building your paragraphs and using variables, be aware that the variables you use in your letter must be exist in your application.  

Enter the variables you want to use in your export file.  Each variable needs to be entered on a separate line of the paragraph.  All variables start with an '*'.  After you have finished adding your variables, save and exit GUAPARA.

Step 7

GUALETR
On GUALETR attach the paragraph code to the letter and give it a sequence number of one.  The letter will only have one paragraph.  Save and exit GUALETR.

Step 8

Run GLBLSEL to merge the population selection and the letter generation variables.

Parameters are:


Application


Term Code


Process all pending letters?


Letter code


Selection ID


Creator ID


User ID - this is used if a population has already been created that you wish to use.  

To find this field, go to GLIRSLT


Detail listing of all errors?


Address Selection Date


Address Type


Once you commit, if there are any dynamic parameters or signature initials in the 
letter, the system will prompt you to enter them.
C.
GLRLETR is used to generate the letters.

Parameters are:


Application


Extract for 1 = Word, 2 = Word Perfect, 0 = none


Print ALL pending letters?


Letter Code


Sort by variable


Term code


Module code which is "A" for admissions, etc.


Audit indicator


Date 1 - these next three dates are defined here if you have used the variable DATE1, DATE2, and/or DATE3 in your letter, what date do you want it to print.  It will print exactly as you enter it here, for example, June 20, 1996 or 6/20/96, as it is input here


Date 2


Date 3

D.
In the printer field of GJAPCTL always enter ‘DATABASE’.  Once you have run the letters you can view the output by selecting ‘Review Output’ from the Options menu.  Once you have opened the file with the file extension of .doc, you can open up a Web browser and save the document as a .txt file which can be merged with a Word document.

Creating an E-Mail Letter in Banner

Define letter on GTVLETR

Associate letter with module on SOAELTL

Build letter on SOAELTR

Create pop sel on GLRSLCT

Run pop sel on GLBDATA or manually build pop sel on GLAEXTR

Banner will only send e-mail if a pending letter record exists on GURMAIL.  Either the records must be manually inserted on SUAMAIL, created as part of communication plan processing, loaded via the SURLOAD process, or loaded programmatically. The Mass Add forms on Banner 8.0 allows users to bypass the SURLOAD process and batch add pending mail records using population selections.
Run SOREMAL for the pop sel or an individual student.

The SOREMAL process sends the e-mail to the student’s preferred active e-mail address.  
An alternative to using SOREMAL to send e-mails is to create a letter using Letter Generation.  Download the letter to Word and send the e-mail from outside of Banner.  This reduces the possibility of the e-mail being blocked as spam.

Final Letter Generation Exercise

As a final exercise for the week all attendees created a population selection and a letter.  The letters were downloaded to Word and merged with a Word document.  Certain versions of Word have the functionality to send e-mails.

	Attendance

	Name
	
E-Mail Address
	Attendance

	
	
	Day 1
	Day 2
	Day 3

	No Attendance Taken
	
	
	
	


	Action Items and/or Assignments for SunGardHE

	Date Assigned
	Description
	Owner 
	Critical Date for Completion
	Status

	4/2/09
	Incorporate Student tasks into overall project plan
	Dottie Marron
	4/10/09
	Completed.  Sent task logs to FHDA

	3/10/09
	Send MIS spreadsheets to Lourdes
	Dottie Marron
	ASAP
	Completed

	3/10/09
	Send STVEDLV spreadsheet to K. Moberg
	Dottie Marron
	ASAP
	Completed. Sent with trip report

	3/10/09
	Research used for STVCKST
	Dottie Marron
	ASAP
	Open

	3/11/09
	Send Accuplacer steps to Kathy and Kathleen
	Dottie Marron
	ASAP
	Completed.  Sent with trip report


Status: New, Open, Completed, Cancelled, Deferred

	Action Items and/or Assignments for Foothill-De Anza CCD

	Date Assigned
	Description
	Owner 
	Critical Date for Completion
	Status

	4/2/09
	Begin building population selections that will be used regularly by FHDA offices
	All persons attending pop sel training
	Open
	New

	4/2/09
	Begin building letter generation variables that will be commonly used by FHDA
	All persons attending letter generation training
	Open
	New

	3/11/09
	Add ESL to Accuplacer download file and SRATPFD and SOTCNVT
	Testing Office Staff
	7/31/09
	Open

	3/11/09
	Have Accuplacer test rules built and tested by July 31, 2009.  Work with DBA to load file to server.
	Testing Office Staff
	7/31/09
	Open

	2/19/09
	Practice entering courses in the catalog and sections in the class schedule.  
	All Attendees
	Open
	Open

	2/19/09
	Complete course catalog validation tables listed in the catalog workbook
	Catalog Team
	3/31/09
	Open

	2/19/09
	Complete class schedule validation tables listed in the schedule workbook
	Schedule Team
	3/31/09
	Open

	2/11/09
	Determine which recruiting and admissions materials can be used in a communication plan.  Start building communication plans for Recruiting and Admissions
	Admissions and Recruiting Leads
	3/15/09
	In Progress

	2/11/09
	Complete recruitment validation tables listed in the Recruitment workbook
	Recruiting and Admissions Leads
	3/15/09
	In Progress

	2/11/09
	Complete admissions validation tables listed in the Admissions workbook
	Recruiting and Admissions Leads
	3/15/09
	In Progress

	1/22/09
	Review General Person validation tables listed in General Person workbook (pg 11-12).  Complete any incomplete tables
	Kathleen Moberg
	2/27/09
	Completed

	1/22/09
	Set up and test common matching rules
	Core Team
	3/31/09
	In Progress

	1/22/09
	Determine values to be used in STVTERM and STVACYR
	Core Team
	2/27/09
	In Progress

	1/22/09
	Determine values to be used in STVCOLL, STVLEVL, STVCAMP, STVDEGC, STVRESD, STVMAJR
	Core Team
	2/27/09
	Completed


Status: New, Open, Completed, Cancelled, Deferred

	Concerns / Decisions to be made

	Description
	Owner
	Target Date for Closure
	Action Plan
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