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Follow-up Report

Foothill-De Anza Community College District
Follow-up Report for October 21-October 23, 2009
October 24, 2009
	Account Information

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

	Prepared by:
	Dottie Marron 

	Training or Consulting?
	Consulting

	Topic of Session:
	Schedule, Accounts Receivable, SS: Admissions


	Distribution

	SunGard
	Deb Treacy and Linda Wooden
	Project Managers

	FHDA
	Kari Elliot
	FHDA Project Manager

	FHDA
	Kathleen Moberg
	Student Lead


	Objectives


· Schedule Consulting
· Accounts Receivable Consulting

· 1098T Review

· Self Service: Admissions training and review for Noncredit and International

	Progress Report

	Accomplishments


· Reviewed steps for entering sections in the class schedule
· Reviewed steps for entering meeting times in the class schedule

· Reviewed steps for adding faculty in the class schedule

· Reviewed set up of third party contracts

· Reviewed cashier closing procedures

· Reviewed 1098T set up

· Learned how to track delinquent accounts and assign accounts to collections

· Learned how to enter miscellaneous transactions

· Reviewed refunds

	Progress Report

	Decisions Made and/or Actions Taken


Schedule Consulting
During Schedule consulting we reviewed the steps to enter sections in the class schedule and other associated tasks.

Searching For Sections:

1. Enter the Term Code in the Term Code field of SSASECT

2. Click on the Down-Arrow key next to the CRN field to bring up the Schedule Query Form (SSASECQ)

3. Enter search criteria.  For example:  Fill in Subject code with MATH

4. Click on the Execute Query icon (Keystroke shortcut is F8)

5. Scroll through the results until the desired section is found

6. Double click on the section to pull the section information back to SSASECT

Steps to Enter Sections in the Class Schedule:

1. Enter SSASECT in the ‘Go To’ Box on the Main Menu

2. Enter the Term Code and type the ‘ADD’ in the CRN field of the key block of SSASECT
3. Next Block
4. Enter the Subject and Course number in the appropriate fields.  The course title and units will default

5. Enter the Section number

6. Enter the Campus (FC or DA) in the Campus field

7. Enter the Status.  Most sections will have a status of ‘O’ (Open for Registration)

8. Skip to the ‘Part of Term’ field and enter the part of term

9. Save the record.  

10. Click on the ‘Section Enrollment’ tab
11. Enter the maximum enrollment in the ‘Maximum’ field

12. Save.

Meeting Times and Rooms

13. Click on the ‘Scheduled Meeting Times’ tab
14. Tab Twice to the days of the week check boxes.  Check the days the section is meeting.

15. Tab to the ‘Start Time’ and ‘End Time’ fields and enter the time using military time (For example:  1400 equals 2:00 p.m.)

16. Tab to the ‘Building’ and ‘Room’ fields and enter the building and room information

17. Tab to the ‘Schedule Type’ field and update the schedule type if necessary
18. Tab to the ‘Session’ field and update the session if necessary
19. Save.

Instructor Information

20. Next block to the ‘Assigned Instructors’ block
21. You will need to look up the instructor ID.  Click on the Down-Arrow above the ID field to access the Instructor Query Form.

22. Next Block and move your cursor to the ‘Last Name’ field.  Enter the last name.  Move your cursor to the ‘First Name’ field and enter the first name.

23. Hit the F8 key to execute the query

24. Double-click on the ID number to add the instructor to the section

25. Save.

Looking up Available Classrooms:

1. Move cursor to the Room field in the Meeting Times block of SSASECT

2. From the Options menu select ‘Query Available Classrooms’
3. The ‘Query Available Classrooms’ form opens with the meeting time from your current section displaying in the key block

4. Next block

5. Enter room attributes is any are desired

6. Next block

7. A list of available classrooms displays

8. Double click on the desired classroom to pull it back to the class schedule

Toggling Between SSASECT and SIAASGN:

1. Move cursor to the faculty member that has been assigned to the section on SSASECT

2. From the Options menu select Instructor Assignments (SIAASGN)

3. SIAASGN will retrieve the information related to the faculty member selected on SSASECT.

4. Enter load information

5. Save and exit back to SSASECT

Miscellaneous Schedule and Catalog Issues

As we reviewed the schedule entry procedures, we noticed a few issues with some of the validation tables and forms.

STVSAPR:
This table is currently populated with course catalog approval codes.  The purpose of STVSAPR is to store codes used for sections that require special approval before a student can add them.  For example:  An independent study section requires the instructor’s signature before the student can add it.  Examples of codes are:  


I
Instructor Signature Required


D
Dept. Chair Signature Required

GTVMTYP:
The following codes are needed:


CLAS
Class Meeting


LAB
Lab (Used for Independent Study Labs)


TBA
To Be Arranged

STVRDEF:
Needs to be populated with state reporting codes for room inventory

STVSSTS:
The “Closed-Limit Exceeded” code (C) should be removed.  It is not needed in Banner.  

STVSSTS:
Check the ‘Active’ indicator for the “Cancelled”, (X) if you want the faculty and meeting times to remain on the section after it is cancelled.

Vet Tech 60:
The course should be set up in the catalog as a variable credit course that can be taken for 0 or 5 units if FHDA wants to continue the current practice of offering a 5 unit lecture and a 0 unit lab.

Converted sections have an Override Workload on SIAASGN.  If a scheduler needs to adjust the workload, she should remove the Override Workload and adjust the % or Responsibility.

Split Overload
FHDA splits load on overload sessions.  They currently add an additional meeting line to the section and enter the overload.  Although this procedure will work in Banner I do not recommend adding an extra line on meeting times on SSASECT to split out the overload.  When building the class schedule it is important to find a balance between tracking faculty load and creating a schedule that is easily understood by students.  A section that has additional meeting time rows to accommodate a faculty load overload is difficult for students to interpret.  I recommend using the Supplemental Data Engine to add a field where the overload workload can be added on SIAASGN.  The data will not feed over to HR.  It will need to be manually tracked.

Refunds

We discussed Refund Detail Codes.  A minimum of three refund codes will be needed.

1. Refund with a Refund Type of ‘M’ for refunds handled from the cash drawer and credit card refunds
2. Refund with a Refund Type of ‘Y’ for refunds that are fed to Finance Accounts Payable so a check to be generated
3. Refund with a Refund Type of ‘P’ for refunds of Plus loans
Third Party Contracts

We reviewed the set up of 3rd Party Contracts.

In the legacy system it was necessary to have separate sub-codes for each third party contractor.  It is not necessary in Banner to create separate detail codes for each contractor.  Generic codes for third party payments and third party charges can be built.  

Current practice is to directly apply a third party payment to a student’s account.  This practice can continue in Banner.  Users can use TSAADSP to post a payment and split the application of the payment to specific student accounts.

The Cashiers Office will need to determine if overpayments made by 3rd party contractors will be handled with refunds or if the full payment will be returned to the 3rd party and another payment for the correct amount requested.

1098T Reporting

We reviewed the steps for setting up 1098Ts.

On TTVREPT define two codes for 1098T rules.  One code is used for scholarship and grants.  The other code is used for eligible charges.

Build the 1098T rules on TSATAXR.  Rules need to be built for both codes defined on TTVREPT.  The rules define which category and detail codes are to be reported on the 1098Ts.

Define institution information on TSA1098.

Run TSP1098 to calculate and populate 1098T information for students.

Run TSR1098 to generate the 1098T file and the IRS file.

Run TSRTRAF to generate a flat file for a 3rd party if a 3rd party prints and mails the 1098Ts.

Make adjustments to an individual student’s 1098T on TSATAXN.

Miscellaneous Transactions
I demonstrated the use of TFAMISC to process miscellaneous transactions that are not associated with a specific student’s or third party contractor’s account.

Access TFAMISC

Leave the top portion of this form blank:

Receipt # fills in after the transaction is complete

Document:
Adjustment
User: fills in automatically

ID:
Trans Date fills in automatically

To begin processing, perform a Next Block.

Each transaction consists of two entries –

A debit is the first entry which indicates what type of transaction was performed (check or cash collection)

A credit is the second entry which indicates which budget receives credit for the deposit. 

 Fill in the following fields ONLY:

DEBIT ENTRY

1.  Detc – Type in the payment method (CASH, CHEK, or CHGE, for example)

2.  Desc – Description defaults from detail code entry

3.  D/C – Always enter a D

4.  CAmt – Enter the dollar amount of the transaction

5.  Press the down arrow to go to the next entry and post the credit

CREDIT ENTRY (Each credit entry should follow a debit entry)

1.  Detc – Enter the charge detail code 

2.  Desc – Description defaults from the detail code entry–fill in actual description

                   (i.e., Summer camp name, vending machines, etc.)

3.  D/C – Always enter a C
4.  CAmt – Enter the dollar amount of the transaction (must equal amount entered in

                   debit entry.

5.  COA – type correct code in the field

6.  Fund – Enter the Fund level

7.  Orgn – Enter budget code to receive credit

8.  Account – enter sub-account
9.  Enter any other portion of the GL need to complete the transaction.
5. When you reach the last credit transaction, check to see that the Debit Total and the Credit Total agree.  The form posts a running total as you are entering data.  If they do not agree, scroll through all entries to find your error and enter the correct information.  Remember that each set of transactions contains a debit and a credit entry that must match.

Save the session.

Collections

The following steps are followed when assigning accounts to collections:

1. Create entity on SPAIDEN or FOAIDEN (Define Collection Agency)

2. Create customer profile on TGACPRF for the collection agency

3. Run TGRDELI to assign a delinquency code to indicate account has been sent to collections.

4. Assign the person to a collection agency on TGACOLC.  The date the account was assigned to TGACOLC is displayed on TSASPAY.

5. Assign a billing code to the person on TSAACCT.  This will prevent any bills from printing for the delinquent person

6. Place a collections hold on the delinquent person on SOAHOLD

7. Run the Collection Agency Report (TGRCOLC)
TSRLATE can be run for everyone who has been sent to collections to add the 33 percent penalty charge.
Self Service: Admissions

Noncredit and International met with me to set up sample Self Service: Admissions applications.  We manually pushed to applications into Banner.

Applications are manually pushed using the following steps.

1. Access SAAEAPS

2. Change the ‘Accepted Indicator’ to ‘Y’

3. Click on the ‘Verification Steps’ tab

4. From the Options Menu select ‘Associate Person With ID’

5. Click on the ‘Associate Person With ID’ icon

6. Complete Common Matching procedures.  After the person is determined to be new or matched, Banner will return you to the ‘Verification Steps’ block

7. Make sure the ‘Completion Indicator’ is checked for the IDVR step and Save the record

8. Click on the ‘Electronic Applications’ tab

9. From the Options menu select ‘Verify Application’

10. The Process Status should update to ‘V-Verification Complete’

11. From the Options menu select ‘Load Application’

12. The Process Status should update to ‘P-Application Pushed’
To batch load applications:

1. Run SARETMT to load applications

2. Run SARBDSN to admit the students

3. Run SOREMAL to e-mail a letter to the admitted students.

We set up Quick Start Processing and although we were able to automatically admit students, when we tried to access Self Service: Student, we received an error.  Content-type: text/html; charset=ISO-8859-1 Set-Cookie: TESTID=set; Set-Cookie: SESSID=; expires=Mon, 01-Jan-1990 08:00:00 GMT;  I checked with Actionline and found a defect that prevented access to registration if the applicant’s temporary ID was less than 6 characters.  I recommend changing the Self Service application text to inform the applicant that they must create a temporary user ID that is 7-8 characters long.
	Action Items and/or Assignments for SunGardHE

	Date Assigned
	Description
	Owner 
	Critical Date for Completion
	Status

	10/21/09
	Open Actionline contact to ask why contact hours overridden on SSASECT display as 0 on SIAASGN
	Dottie Marron
	10/31/09
	In Progress.  Contact opened.

	10/8/09
	Determine why Holds are not displaying on the Self Service Registration status page
	Dottie Marron
	10/31/09
	In progress. Unable to determine cause.  Additional testing will be necessary.

	9/10/09
	Find out more about new payment gateway set up
	Dottie Marron
	10/20/09
	Completed

	7/22/09
	Test course equivalent limitations
	Dottie Marron
	8/05/09
	Completed.  


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

	10/20/09
	Provide the Student report writer with the specs for a report that displays the sections created on a specified date
	Jane
	11/30/09
	New

	10/8/09
	Create letter gen variable for diploma addresses
	Kent McGee
	12/31/09
	In Progress

	10/8/09
	Complete Academic History validation tables: STVEVEN, STVTPRT, STVDEGC, STVASTD, STVPREV, STVCAST
	Kathleen Moberg
	10/23/09
	In Progress

	10/8/09
	Complete Academic History rule forms: SHAGRDE, SHARPTR, SHAACST, SHAGRDS, SHATPRT
	Kathleen Moberg
	11/6/09
	In Progress

	9/10/09
	Complete Accounts Receivable validation tables.  
	Nancy and Shawna
	10/20/09
	In Progress

	9/10/09
	Build detail codes.  Start with course fees
	Nancy and Shawna
	10/31/09
	In Progress

	9/10/09
	Set up third party contracts in Banner
	Nancy
	11/30/09
	In Progress

	9/10/09
	Set up exemption rules in Banner
	Nancy
	11/20/09
	In Progress

	9/10/09
	Build returned check rules
	Nancy
	10/31/09
	In Progress

	9/10/09
	Examine current AR reports and determine if they currently exist in Banner or need to be built.
	Nancy
	10/31/09
	In Progress

	8/13/09
	Complete building of fee assessment rules
	Kathleen Moberg
	10/31/09
	In Progress

	8/13/09
	Set up registration override rules on STVROVR and SFAROVR
	Kathleen Moberg
	9/30/09
	In Progress

	8/13/09
	Complete or review the General Student, Registration and Fee Assessment Validation tables
	Kathleen Moberg
	9/30/09
	In Progress

	7/22/09
	Build material fee detail codes
	Nancy and Shawna
	8/31/09
	In Progress

	7/22/09
	Build program codes and curriculum rules
	Evaluators
	8/31/09
	Open

	7/15/09
	Get buildings and rooms loaded into Banner
	Jerrick and Jane
	7/31/09
	Completed

	7/15/09
	Populate SHAGRDE
	Jerrick
	7/31/09
	Completed

	6/14/09
	Determine which reports will be needed in Banner and Hyperion to support Catalog and Schedule
	Lydia, Mary, Jane
	7/31/09
	In Progress

	6/14/09
	Populate the STVASTY validation tables
	Lydia
	7/31/09
	Completed

	5/29/09
	Use the sample prospect codes created during training to practice the manual and batch migration process.  
	Recruiting staff
	Open
	In Progress

	5/29/09
	Determine how many prospect cards will be needed and build them in the test database.  Once finalized, build in PPRD
	Recruiting staff
	8/31/09
	In Progress

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

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

	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
	In Progress

	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


Status: New, Open, Completed, Cancelled, Deferred

	Concerns / Decisions to be made

	Description
	Owner
	Target Date for Closure
	Action Plan

	Curriculum Rules on SMAPRLE and SOACURR have not been built yet.  The program codes and curriculum rules will be needed for the Admissions testing in November.  Additionally, curriculum rules must exist before the General Student conversion can take place.  This is becoming critical.
	Evaluators
	11/15/09
	Build the program codes and curriculum rules.  If the evaluators are not comfortable building the rules, we can schedule a consulting session and build them as a group.

	
	
	
	

	
	
	
	


	Attendance

	Name
	
E-Mail Address
	Attendance

	
	
	Day 1
	Day 2
	Day 3

	No Attendance Taken
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Other


	Supplemental Documents Attached


Changing Curriculum instructions
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