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Foothill-De Anza Community College District
Follow-up Report for December 8-December 10, 2009
December 4, 2009
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	Objectives


· Mock Registration
	Progress Report

	Accomplishments


· Successfully registered students

· Assessed fees

· Posted charges and payments

· Tested exemptions

· Tested cashier closing procedures

· Tested feed to Finance

· Tested Web registration
	Progress Report

	Decisions Made and/or Actions Taken


Mock Registration
Foothill-De Anza Community College District had a successful mock registration. [image: image1.wmf] They registered a large number of students.  Fees were assessed.  AR rules and processes were tested.  The mock registration highlighted a few conversion issues, several set up issues, and a few Banner bugs.  These issues should be worked out before the next mock registration.

Admitting Students

Admissions staff admitted a significant number of students.  They used a QuickFlow to navigate to the appropriate forms.  The admissions process ran smoothly on Days 1 and 2, but we encountered Oracle errors on Thursday when we attempted to update any fields on SPAIDEN.  IT is looking into the matter.

Setting up the Term
Barry and Shawna set up the rule forms used by registration.

1. Set Up the Registration Maximum Hours Rules

· Registration Maximum Hours Rules (SFAMHRS)

2. Define Parts of Term Dates and Rules

·      Term Control Form (SOATERM)

3. Determine Valid Enrollment Status Codes and Refund Rules

· Enrollment Status Control Form (SFAESTS)

4. Determine Valid Course Status Codes and Refund Rules

· Course Status Control Form (SFARSTS)

5. Define Drop Codes to be Used for Automated Drop Code Processing 

·      Term Computed Automated Drop Form (SVADROP)

6.   Define Fee Assessment Rules

·       Registration Additional Fees Control Form (SFAAFEE)

·       Registrations Fees Process Control Form (SFARGFE)
7.   Set up Waitlist rules

·       Waitlist Control form (SOAWLTC)

Registration and Fee Assessment

Staff registered a large number students.  They were able to test registration errors and override registration errors.

Cashiering staff ran batch fee assessment and verified that fees were calculating correctly.

Barry and Shawna set up waitlist functionality on SOAWLTC.  I zeroed the enrollment on several courses to force Waitlist errors.  Staff successfully tested waitlisting.  Banner has not been linked to an e-mail server.  Once e-mail functionality is set up we can test sending waitlist e-mails to students.
Barry and Shawna activated Registration Add Authorization Code functionality on SOATERM.  We ran the SVPAUTL process to generate add authorization codes.  I created sections in the class schedule that would force add authorization errors.  Staff successfully entered add authorization codes for courses that had started.

Web Registration

Barry and Shawna activated Web registration on SOATERM and TSATERM.  Staff registered students on the Web. They added and dropped students from sections.  They tested waitlisting and add authorization codes.  They reviewed students’ fee assessments.

Third Party Contracts

Rachel and Shawna set up third party contracts on the Web.  The testing was not wholly successful.  Some contracts worked as expected, but on several contracts we received inconsistent results.  I checked the Actionline and did not find any known issues.  I cannot determine if the problems are associated with the rules or the detail code category codes.  I will continue to test.

Set Up Once

1. Set up overall contract rules on TSACTRL

a. Indicate if contracts and/or students assigned to contracts can be rolled from term to term.

b. Indicate if student authorizations are required for contracts
Define Each Third Party Contractor In Banner

The following steps should be followed to enter a third party contractor in Banner:

1. Access the Identification Form (SPAIDEN)

2. Click on the down arrow button next to the ID field to do a non-person search

3. Query the database to determine if the third party already exists in Banner

4. Exit the query form and return to SPAIDEN

5. Click on the ‘Generate ID’ button

6. Enter the non-person data. Save. Exit

7. Access the Customer Profile Form (TGACPRF)

8. Enter the appropriate entity code. Save and exit.

Define Print Rules for Third Party Contract Bills

1. Define print rules on TSATPRL

a. Create a Rules Code for the bill

b. Next block to the Bill Parameters block and check the items to be displayed on the bill

c. Next block to the Schedule Item Selection block and enter the student schedule data that should display on the bill

d. Save and exit
Build Third Party Contract Rules for Each Contract (Contractors Can Have Multiple Contracts)

1. Define contract rules on TSACONT

a. In the key block enter contractor ID, the term code, and the contract number.  The contract number is numeric and is defined by the user.

b. Next block and enter the following:

i. Contract description

ii. Payment detail code

iii. Charge detail code

iv. Print rule code from TSATPRL

v. Contract roll information

c. Contract rules can be built by source codes, category codes, or detail codes.  TSACONT has separate blocks for the account level (source code), category code, and detail code rules.  

i. Next block until you are on the block where you want to define contract rules.

ii. Enter the codes that will be covered by the contract

iii. Enter the priority number for each code that will be covered

iv. The percentage of charges, minimum amount, or maximum amount to be covered by the contract

v. Save and exit

Adding a Student to a Contract

1. Access TSACONP

a. Enter the Contractor ID, Contract Number, and Term code in the key block

b. Next block

c. Enter the Student ID, whether or not the contract can be rolled, the term the contract expires, the priority number, maximum amount (optional), Authorization Number (if required), and Sponsor Reference Number (Optional) 

Exemptions

Shawna and Rachel built a variety of exemptions.  The testing of exemptions was successful.

Setting Up Exemptions

Set Up Once

1. Set up overall exemption rules on TSACTRL

a. Indicate if exemptions and/or students assigned to exemptions can be rolled from term to term.

b. Indicate if contract or exemption payments will be applied first

2. Define exemption detail codes on TSADETC

a. Create a payment detail code with a Category code of EXM

Build Exemption Rules for Each Exemption 
2. Define contract rules on TSAEXPT

a. In the key block enter the term code and the exemption code.  The exemption number is numeric and is defined by the user.

b. Next block and enter the following:

i. Exemption description

ii. Payment detail code

iii. Exemption roll information

c. Exemption rules can be built by source codes, category codes, or detail codes.  TSAEXPT has separate blocks for the account level (source code), category code, and detail code rules.  

i. Next block until you are on the block where you want to define contract rules.

ii. Enter the codes that will be covered by the contract

iii. Enter the priority number for each code that will be covered

iv. The percentage of charges, minimum amount, or maximum amount to be covered by the contract

v. Save and exit

Adding a Student to a Exemption
2. Access TSAEXPP

a. Enter the Exemption Number, and Term code in the key block

b. Next block

Enter the Student ID, the term the exemption expires, the priority number, maximum amount (optional)

Day to Day

Exemptions are released by accepting the charges and credits on TSASPAY or by running TSRCBIL in APPLYCRED mode.

Closing Cashiering Sessions

STEP 1 – CLOSING A CASHIERING SESSION

Once a Cashiering session has been created and payments/charges have been entered, the user should CLOSE the Cashiering session (Only one open session is allowed per cashier). Daily is recommended to tie to deposit.

1. At the end of the cashiering session run TGRCSHR for the cashier’s open session (Session 0).  Review the report and if the cashier is in balance, the session can be closed.

2. At the end of the day (or period of activity), access the Cashier Session Review Form (TGACREV).

3. Enter Session User and Session Number of 0 (zero) in the Key Information Block and press SAVE.

4. In the Session Detail Selection Block of Information, enter the category code you have defined for cash, checks, and credit card payments) and perform Next Block to the Cashier Session Summary information.

5. Balance payments in the cash drawer against totals by detail code (all cash, all checks, etc.)  Totals are available by pressing the Totals button or using the Options Menu to select Display Totals.

6. If there is a discrepancy, perform a Next Block to the Cashier Session Details window to see the detail.  All miscellaneous payments will be listed first with no account number and a source code of “S”.  All other detail items will have the account ID number to reference.  If an error is found, the user can go to TSADETL for the account ID number or TFAMISC for the receipt number if there is no ID number, and make the adjusting entry.

7. When the session is in balance and the totals on the Cashier Session Review Form (TGACREV) match the payments collected, click the Close Session option in the navigation frame or select Insert Record to close the cashiering session.  The session will now move to the User Sessions window where it will have a status of C.

8. The Automatic Cashier Session Close (TGRCLOS) closes and/or finalizes cashiering sessions automatically.  A session can be closed, finalized, or bypassed.  The ability to close and/or finalize, or bypass a session will be controlled based on the source of the records existing in the session.  The user establishes which type of sessions can be automatically closed and/or finalized, or bypassed by building rules on the source type code form (TTVSRCE). The process produces a report of closed and/or finalized sessions.
STEP 2 – SUPERVISOR REVIEW

Perform Supervisor Review.  In Banner, a supervisor is defined on the User Profile Definition Form (TGAUPRF).  If the supervisor/cashier relationship is being enforced on the Accounts Receivable Billing Control Form (TGRACTRL), then cashiers may be assigned to supervisors on TGAUPRF. 

The Supervisor User ID should have no cashiering activity tied to it.  A supervisor is not allowed to finalize his/her own sessions, therefore a supervisor user ID should ONLY perform supervisory functions, and the supervisor should have another user ID defined for daily cashiering and account activity.

1. The supervisor queries the Cashier Supervisory Form (TGACSPV).

2. Review all active sessions to determine why they are still active and if they should be closed.

3. Review all closed sessions.

4. If there is a discrepancy in a closed session, the supervisor has two options.

a. The Account Detail Form (TSADETL) and/or the Miscellaneous Transaction Form (TFAMISC) can be accessed in supervisory mode by clicking the Process Supervisor Adjustment option in the navigation frame or by executing the Supervisor Adjustment function (exit with value) for the Key information block.  This will allow the supervisor to specify the user ID and session that needs to be adjusted.  The adjustment is then posted to the appropriate account using TSADETL or posted to the correct detail code on TFAMISC.

b. The supervisor can sign on to his/her working user ID, post the appropriate adjustments, follow Step 2 and close the session, sign off, and sign on to his/her supervisory account.  This will allow the adjustments to be tracked to the supervisor’s working ID rather than to the user ID and session that had the error.

The following forms may also be accessed in supervisory mode: 

TSADETF - Foreign Currency Detail Form

TSAAREV - Account Detail Review Form

NOTE:  Do not ever correct the difference – make an adjusting entry or back out completely the incorrect entry and re-enter correctly.

STEP 3 – FINALIZE CASHIERING SESSION

Finalize the Cashiering Session.

1. On the Cashier Supervisory Form (TGACSPV), the supervisor now finalizes all closed cashiering sessions by changing the Status Indicator from C to F.

2. Any sessions created as a result of fee assessment, the posting of charges to accounts with no payments, or any mass entry of charges through ORACLE*Loader, will not be able to be balanced against a cash drawer.  The institution may choose to not review these type of sessions and may allow the supervisor, rather than the cashier, to close and finalize these sessions.  The sessions can be auto-closed by running TGRCLOS.
3. Run the Cashier Report (TGRCSHR) with the parameter option to only report finalized sessions and then to update the finalized sessions to a status of R for reported.  This will prevent the finalized sessions from the previous day from being reported again, because they now have a status of R.

The Automatic Cashier Session Close (TGRCLOS) closes and/or finalizes cashiering sessions automatically.  A session can be closed, finalized, or bypassed. The ability to close and/or finalize, or bypass a session will be controlled based on the source of the records existing in the session.  The user establishes which type of sessions can be automatically closed and/or finalized, or bypassed by building rules on the source type code form (TTVSRCE). The process produces a report of closed and/or finalized sessions.
TSRCBIL in APPLYCRED Mode

Adjustments in a student’s fee assessment occur anytime the student adds or drops a course on the Web or on SFAREGS.  Adjustments to exemption and third party contract payments only occur if a person manually accepts the charges and credits on TSASPAY or if TSRCBIL is run in APPLYCRED mode.  It is recommended that TSRCBIL be set up to run in APPLYCRED mode using Banner’s sleep/wake process.  Sleep/wake  will allow TSRCBIL to run in the background every ½ hour (or designated number of minutes). 

Test Score File Loads

We ran SRTLOAD to load Accuplacer scores, but were unsuccessful.  I opened an Actionline contact.  Actionline told me the header row needed to be removed.  Jerrick removed the header row and we tried again.  We received errors indicating date of birth and address were missing.  Jerrick downloaded the DOB and address.  I did not have time to test the new file.  I will continue testing the week of December 21.

Issue with Application and Unapplication of Payments

Shawna identified a payment detail code that had been set up as a charge.  She was unable to correct it manually because child records existed.  Jerrick programmatically updated the detail code to make it a payment.  The change caused an out of balance situation with converted accounts receivable records.  The out of balance situation cause the Unapplication of Payment and Application of Payment processes to fail.  Unapplied transactions will not feed to Finance.  An out of balance situations also causes refunds to fail.  Jerrick and I are working with the Actionline to resolve the situation.

Updating Attributes

Attributes are updated on SGASADD using the following steps:

1. Access SGASADD

2. Enter the Student ID and Term Code in the key block

3. Next-block twice to move the cursor to the Attributes block

4. Click on the Maintenance button

5. Select “Copy Attributes” from the Options List

6. Record remove the discontinued attribute or add an additional attribute

7. Save

Credit Card Transactions at the Counter

FHDA currently enters the credit card number in a field in SIS.  The credit card number can be entered in the Document Number or Payment Number fields on TSADETL, but I strongly recommend that FHDA not store credit card information in Banner.  Most institutions consider it an unsafe practice to store credit card numbers in Banner.

Items that Still Need to Be Tested

The first mock registration was held on a small scale.  It allowed users to gain familiarity with the system and see how the modules of Banner Student worked together.  Additional testing needs to be done in the following areas:

1. Credit card payments

2. Repeat rules and pre-requisite checking using converted academic history

3. Academic history conversion

4. MIS reports

5. Additional testing of CCCApply interface

6. Test score load

7. Self Service Faculty

8. Transcripts

9. Additional testing of Feed to Finance

10. Additional testing of Financial Aid interface with Banner Student

11. Additional testing of BOGG Waivers

12. Continued testing of Third-Party Contracts

13. Withdrawals for Title IV

14. Refunds

15. Transfer Articulation

16. Registration Overrides

17. Faculty Load

18. Additional testing of Accounts Receivable conversion

19. End of Term grading

20. Grade changes

21. Posting degrees

22. Graduation

23. Transcripts

24. Sleep/Wake printing

Miscellaneous Issues Encountered During Mock Registration
Banner is not selecting the most restrictive min/max registration hours rules from SFAMHRS.  This appears to be related to defect 1-05 OLMND.  It was reported in Banner 8.1 and has not been resolved yet.

Staff were unable to change students’ grade modes.  I checked SSASECT and noticed the Grade Mode field had been populated for all sections.  If the Grade Mode field is populated on SSASECT, students may only take the course for the specified grade mode.  If the field is left blank, students can take the section for any grade mode specified for the course on SCADETL.  Jerrick programmatically removed the data from SSASECT.  Once the data had been removed staff was able to change student grade modes.

Refunds were not working when the DN drop code was used.  I checked STVRSTS and found the Withdrawal Indicator had not been checked.  I checked the indicator and refunds began to calculate for DN drops.

Reading courses should only be offered with the Pass/Fail grade mode.  Currently, the courses are set up in the Catalog with the ‘A’ (Regular) and ‘P’ (Pass/Fail) grade mode.  The ‘A’ grade mode needs to be removed from these courses and the ‘P’ grade mode needs to be made the default.

	Action Items and/or Assignments for SunGardHE

	Date Assigned
	Description
	Owner 
	Critical Date for Completion
	Status

	
	
	
	
	

	12/8/09
	Work with Actionline to determine why test score file will not load
	Dottie
	12/23/09
	In progress.  File has been corrected.  Testing still needs to be done.

	12/8/09
	Work with Jerrick and Actionline to resolve out of balance situation
	Dottie
	12/23/09
	In progress

	12/3/09
	Send any Cashiering cheat sheets to Pat Wood and Kathleen Moberg
	Dottie
	12/7/09
	Completed. Sent with trip report

	12/2/09
	Check Actionline for more information about SRTLOAD error
	Dottie
	12/7/09
	In progress.  Actionline contact opened.

	
	
	
	
	

	
	
	
	
	


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

	12/8/09
	Continue system testing
	Everyone
	12/23/09
	New

	12/8/09
	Continue to work on out-of-balance situation
	Jerrick
	12/23/09
	New

	12/8/09
	Remove the ‘A’ grade mode from Reading courses
	Mary
	12/31/09
	New

	12/8/09
	Build exemptions
	Shawna and Rachel
	12/31/09
	New

	12/3/09
	Clean up any detail codes with a priority number of ‘99’.  Priority numbers must be 3 digits
	Shawna, Nancy and Rachel
	12/7/09
	New

	11/11/09
	Populate the FOAP for each course on SCACLBD and SSACLBD
	Jerrick
	12/31/09
	Partially completed.  Jerrick has done the conversion.  Now it needs to be verified

	11/11/09
	Practice registering students in BTST
	Barry, Shawna, and any other staff member needing practice in registration
	Ongoing
	In Progress

	11/5/09
	Rebuild detail codes with category codes of 1TU, and 2TU and 1FE and 2FE.  Rebuild them with TUI and FEE.  Delete the college-specific tuition and fee category codes from TTVDCAT.
	Catherine and Shawna
	11/30/09
	In Progress

	11/5/09
	Add an attribute restriction to all courses on SCADETL and all sections on SSADETL excluding students with an attribute of High School.
	Jerrick and Kathleen
	11/30/09
	In Progress

	11/4/09
	Develop of procedure for notifying A&R when a section in cancelled
	Jane and Kathleen
	12/31/09
	Open

	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
	In Progress

	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
	Completed

	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

	6/14/09
	Determine which reports will be needed in Banner and Hyperion to support Catalog and Schedule.  Some reports may need to point to the live database instead of the ODS tables.
	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
	In Progress

	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

	Reports are needed to support Catalog and Schedule.  There are currently no resources assigned to write the reports the catalog and schedule staff need.
	Jane, Denise and Jerrick
	12/15/09
	As soon as a resources comes available he/she should meet with catalog and schedule staff to create report specs for catalog and schedule.

	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
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