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Agenda for this Training Objective 1

Project Kickoff, Introduction to General, 

Bio/Demo, Employee Class, Position 

In Functional Aspects of 

Banner Human Resources/Payroll

Foothill DeAnza Community College District
Consultant:  Jean Summers
Telephone:  360-584-6406 (mobile) 

EMAIL: jean.summers@sungardhe.com


Meeting Logistics

	Item
	Description

	Date
	Tuesday, November 11 – Thursday, November 13, 2008

	Time
	8:30am-11:30am and 12:30pm-4:30pm

	Location
	D260

	Equipment Needed
	Room with PC projector and screen, white board, flip charts and markers for both, PCs with access to the Training database.


Training Workshop 1

Project Kickoff and Overview
Purpose:

Objectives
· Overview of the Human Resources System

· Review implementation plans and team expectations

· Familiarize the participants with the Unified Digital Campus and how the Human Resources System fits into this concept

· Enable participants to demonstrate, through hands-on exercises, a basic knowledge and understanding of the Human Resources System

Topics:


Implementation Topics

· Review of pre-requisites

· Implementation kickoff

· Review of implementation team roles and expectations

· Review of Banner Human Resources Education Plan

· Review of implementation and post-implementation SunGard resources (Support Center, listserves, documentation, etc.)
· Shared Tables

· Data Standards




Training Topics

· HR System Overview

· Navigation Review

· Human Resources Biographic/Demographic Module

· Position and Employee Class

· Overview of General Module Functions
Recommended Participants:  Human Resources implementation team, project stakeholders, and technical staff responsible for support of Banner HR.

Day #1   08:30-11:30
Introduction  

                        Welcome

                        Announcements

                        Review current agenda

Resources Overview



Banner Documentation



User Manuals



Technical Manuals



User/Process Notes



Education Center Materials



Support Center/Education Centers/Other Assistance

* (Preface and Chapter 1 of the Banner HR 7.2 User Manual)




* Recommended participants: HR, Payroll, Budget


Discussion on the implications of shared tables/forms if other Banner systems have 

been/or will be implemented

Data standards
12:30-4:00

  

Banner HR Overview



Banner HR Module Features





* Human Resources 7.1 Overview workbook

* (Preface and Chapter 1 of the Banner HR 7.2 User Manual)




* Recommended participants: HR, Payroll, Budget

4:00 - 4:30 
Summary

Day #2  08:30-11:30

Introduction  



Announcements



Agenda

Overview of System/General Module Functions 



Dynamic Help


Menu Maintenance


Population Selection


QuickFlows


Events Management
Job Submission & Reporting

* (Chapter 18 of the Banner HR 7.2 User Manual)

* Recommended participants: HR, Payroll, Budget

Interfaces (Overview)


Advancement



Finance System



Financial Aid



Student System

Validation and Rule Tables (Orientation)



Introduction to General Validation/Rule Tables: on-line review



Introduction to HR Validation Tables:  on-line review



Introduction to HR Rule Tables:  on-line review



Introduction and Discussion of the Rule and Validation Implementation Task List

* (Chapters 2, and 3 of the Banner HR 7.2 User Manual) 




* Recommended participants: HR, Payroll, Budget

Data Standards



Discussion on implications of shared tables/forms

12:30-4:00

Position and Employee Class Introduction
Workshop using the HR Pyramid

Define Banner HR/Payroll system structure and relationships




* (Chapter 5 of the Banner HR 7.2 User Manual)




* (Building your ECLS Foundation 6.0.doc)

Day #2
Continued
4:00-4:30

Summary

Day #3
08:30-11:30

Introduction  



Announcements



Agenda

 
Biographic/Demographic Module

Navigation Review


Navigation Flow



Data Entry Forms



Query Forms/ Reports



Navigation and Hands-On Workshop Creating and Maintaining:




• Person records




• ID numbers/person names




• Address and Telephone records




• Biographic and Demographic data




• Degree and Certification information




• Comments




• Skills and Experience




• Language Skills




• License and Certification Tracking




• Drivers License Information Tracking




• Honors and Awards




• Publications




• Disability Accommodation Tracking




• Enhanced VISA Tracking (Windstar)




* Human Resources Biographic Demographic Information workbook





* (Chapters 2, 3, and 8 of the Banner HR 7.2 User Manual)





* Recommended participants: HR, Payroll

12:30-4:00

Biographic/Demographic Module/Navigation Review, General Person

(continued)
Day #3
Continued
4:00-4:30
Trip Summary

Wrap up

· Response to specific requests or identification of needs

· Questions - open forum on all topics

· Planning for next visit

· Pre-Requisites

· Tasks

· Attendees

* Recommended participants:  HR Project Manager & Implementation Team


Post Training Client Assignments

· Start to define conversion strategies, begin initial work on conversion items
· Start to define shared data document

· Complete assigned rule/validation forms

· Start to develop procedures for the use of the Human Resources Biographic/Demographic Module

· Identify/discuss policy and procedure issues

· If applicable, refer to technical assistance to start to create a clean instance for the building and testing of site specific rule/validation forms
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