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 <Enter the Name of Your Institution Here>
Banner Student Project Task Log

Transfer Articulation

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

	TA1
	Review current policies and procedures used in processing transfer articulation data.
	
	
	
	Include review of at least the following:

· Grading policy

· Grade change processing

· Repeat policy

· Academic standing and dean’s list criteria

· Academic probation criteria

· Degree application procedures

· Academic honor criteria

· Transfer Course Processing

· Transcript hold policies

	TA2
	Review Transfer Articulation Module forms and determine appropriate usage.
	
	
	
	Review optional forms and values and determine whether and how they will be used. Review optional forms and values and determine whether and how they will be used.

	TA3
	Determine how Transfer Articulation data will be maintained and tracked in Banner.
	
	
	
	

	TA4
	Review Transfer Articulation Module Validation and Control forms in light of intended usage.
	
	
	
	Grades, defined in the Transfer Articulation Module, are used in grade processing.

	TA5
	Determine appropriate values for Validation and Control forms needed to support intended processing.
	
	
	
	


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

	TA6
	Revise current policies and prepare new policies as needed.
	
	
	
	

	TA7
	Gather and annotate any special forms used.
	
	
	
	Review both pre-printed and data collection forms.  Include transfer articulation worksheet

	TA8
	Determine which pre-printed forms will still be printed using Banner.
	
	
	
	

	TA9
	Review Transfer Articulation Module reports.  Determine required revisions and need for new reports.
	
	
	
	

	TA10
	Determine and define interface requirements.
	
	
	
	

	TA11
	Obtain necessary approvals for new policies, procedure revisions, reports and special forms.
	
	
	
	

	TA12
	Revise forms/prepare new forms.
	
	
	
	

	TA13
	Send forms for printing.
	
	
	
	


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

	TA14
	Enter and validate Validation and Control Forms values for required data elements.
	
	
	
	Especially test use of grade values, academic standing and dean’s list rules and repeat course processing.

	TA15
	Write specifications for report revisions, new reports and required interfaces.
	
	
	
	

	TA16
	Write and test revised/new reports and interfaces.
	
	
	
	

	TA17
	User sign-off on revised/new reports and interfaces.
	
	
	
	

	TA18
	Determine table and form security for users needing access to Transfer Articulation Module forms and reports.
	
	
	
	

	TA19
	Grant table access and form security for users needing access to Transfer Articulation Module forms and reports.
	
	
	
	

	TA20
	Assign and distribute passwords and permissions to Transfer Articulation Module users.
	
	
	
	


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

	TA21
	Determine Transfer Articulation conversion population, scope and processes.
	
	
	
	Determine whether detailed or summary data will be converted.

	TA22
	Write and test conversion process.
	
	
	
	

	TA23
	Run conversion simulation.  Audit data to determine that results are correct.
	
	
	
	

	TA24
	Perform Transfer Articulation conversion.
	
	
	
	

	TA25
	Verify data and correct.
	
	
	
	

	TA26
	Write and test user procedures, reflecting Banner usage and new policies and procedures, for Transfer Articulation Module users.
	
	
	
	


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

	TA27
	Announce new procedures and provide appropriate forms for data collection.
	
	
	
	

	TA28
	Train end-users in the use of the Transfer Articulation Module
	
	
	
	Navigation, General Person, and General Student Modules training will also be required unless previously provided.  Train end-users using new procedures manual.

	TA29
	Train end-users in report generation.
	
	
	
	

	TA30
	Transfer Articulation Module in production.
	
	
	
	The Transfer Articulation Module must be in production before first term’s registrations are graded and rolled. If a detailed Transfer Articulation conversion is performed and past enrollments are to be used in pre-requisite or duplicate course checking, Transfer Articulation must be in production before first production registration.








	
	SunGard Higher Education - Confidential & Proprietary
	

	ST Transfer Articulation Task Log – Job Aid
	
	Page 1 of  5

	
	ST Transfer Articulation Task Log.doc
	28-Jun-08



