MARSHALL UNIVERSITY BANNER OVERSIGHT COMMITTEE

 POLICIES AND PROCEDURES

The Mission of the Banner Oversight Committee (BOC) is to oversee the on-going operation of the Marshall University Banner Information System and to assure optimum use of and benefit from the system for all users: faculty, staff, administration, students, alumni and the public.  We do this by encouraging and facilitating open and effective communication and coordination between the various Banner Users Groups. 

Responsibility includes information for and procedures relating to any product implemented that interfaces with the Banner database. The University Information Technology Committee has oversight responsibilities for the Banner Oversight Committee.  The Banner Oversight Committee has oversight responsibility for the various Banner User Groups.

There are multiple Banner User Groups on campus that must adhere to these policies and procedures as approved by the University Information Technology Committee (UITC).  The groups are: 

BUG-F   Banner User Group-Finance 

BUG-H   Banner User Group-Human Resources

BUG-S   Banner User Group-Student

BUG-T   Banner User Group-Technical

BUG-R   Banner User Group-Research Corporation 

The Banner Oversight Committee will review each policy and procedure recommendation made by a Banner User Group.  If this committee approves a policy or procedure, it will then be sent to the UITC for approval.  

The BOC will consist of one voting representative and up to two non-voting representatives from each of the BUGs.  The BOC will not exceed 15 members.  Vice-Presidents may attend the meeting to discuss issues and to facilitate the decision-making process. 

· Each Member of the BOC will review the minutes of each Banner User Group meeting and bring any pertinent items to the BOC’s agenda for discussion.

· All BOC members must be elected by the BUG they are representing.

· All voting BOC members must serve on a BUG at the time of their BOC membership.

· A voting BOC member may not represent more than one BUG even though they may be members of multiple BUGs.

· A voting BOC member must vote in the affirmative for a policy or procedure that was passed by the BUG that he/she represents. However, the voting BOC member may request that the item be tabled and take the item back to the BUG if he/she feels that the policy or procedure needs refinement.

· Each BUG chairman may request the addition of items to the BOC’s agenda with the approval of the BUG they chair.

· Term appointments for BOC members are 2 years with renewable 2-year appointments.

The chairperson of the BOC will be elected by the BOC members on a yearly basis.  The BOC will meet on a monthly basis with an option for called meetings. The BOC may request a new representative from a BUG, but the BUG controls who their representative will be.

Banner Training Policies are as follows: 
 

· Banner Basic Navigation Training classes will be offered shortly after the beginning of each semi-monthly payroll period.  These would be 2-hour sessions.  It is the responsibility of the hiring department to register the new employee in the appropriate Banner training session(s).  Banner Basic Navigation Training Class will be held even if there is only one registrant. 
· The completion of the Banner Basic Navigation class is required prior to the receipt of a Banner account.  An account request form must be completed during the class, approved by the trainer, and taken back to the employing department for supervisor approval.  An MUINFO account will be created upon receipt of a completed account request form. 

· All individuals requesting the ability to create people on Banner must attend MU's standard training session for proper data entry procedures for SPAIDEN, PPAIDEN, RPAIDEN, FOAIDEN and any sub forms related to the "general person" creation process prior to being granted update privileges to any of those forms. 
· Each Banner User Group (BUG) will designate an official trainer (and an alternate, if possible) for each major area within each Banner module (e.g. registration, admissions, financial aid, academic deans, finance, payroll, hr).  Said trainer must be knowledgeable about Banner and University procedures associated with his/her major area and must be willing to accept this training responsibility.  Each trainer will be responsible for training a new employee with regards to the business practices and workflow within his/her area.  

· All training efforts will be coordinated by a Banner User Group for Learning (BUG-L).  

· All area trainers must participate in the BUG-L.  

· The BUG-L must meet at least once every 6 months to review training procedures, new modules or policies implemented University-wide, and to review/update Web documentation. 
· Area trainers are required to offer training to constituents prior to the implementation for each major Banner release. 

 

 

Computing Services personnel consult with the Banner Oversight Committee and Banner User Groups for appropriate time frames for any hardware or software upgrades.  Upgrades are performed during times of the least possible disruption of services to Marshall University constituents.  In November 1994, the Director of the Computer Center requested approval of one day per quarter for scheduled down time: Martin Luther King Day, Memorial Day, Labor Day, and Thanksgiving.  In as much as possible, Computing Services will publish at least a week in advance when down time is necessary.

Hardware needs for running Banner are discussed at the Banner Oversight Committee and Banner User Group meetings; members are responsible for disseminating hardware configurations to their constituents in timely manner in preparation for system upgrades. 
It is the policy of the Banner Oversight Committee to not routinely approve modifications to the baseline Banner product except in cases where Banner cannot be utilized to handle Marshall procedures.  The Banner Oversight Committee must approve and then recommend the modification request to the Information Technology Committee (formerly the Executive Committee) that has final approval of any modifications (relocated sentence). The Banner Oversight Committee agreed upon the following procedures for Banner modification requests that must occur at the sponsoring Banner User Group’s meetings prior to submission to the Banner Oversight Committee:

· The group will abide by Roberts’ Rules of Order.

· Representatives from at least 3 voting departments will constitute a quorum.

· Requests must be made in the form of a motion to the group by the sponsor.  The motions will, preferably, be written and electronically distributed to the group at least one week prior to the meeting at which they will be introduced (first reading).  Each motion will require 2 readings at consecutive meetings before being brought to a vote.

· Debate will proceed according to Roberts’ Rules, i.e., each attendee wishing to speak will have a maximum of 10 minutes to debate the question.  An individual may speak to the question a second time, only after all individuals wishing to speak for the first time have been allowed to do so.  Motions to extend, limit, or postpone debate will be entertained.  As is customary, the sponsor of a motion from a committee will always have the right to close the debate.

· Where necessary or efficient, motions to commit (to a committee) will be entertained.  Banner User Groups have been given the authority to establish an ad hoc committee consisting of the principals of the Users’ Group who are involved in a particular debate along with their corresponding Vice-Presidents.  An example of this need would be to resolve issues relating to interdepartmental policies or procedures.

· Any attendee of the Banner User Group meeting will be allowed to speak to the question, but only one representative from the group of departments mentioned in the minutes of the Executive Committee meeting of May 16, 1990 will be allowed to vote on any question before the group.
Any electronic form or application to be used in interaction with the database must be presented to the Banner Oversight Committee for approval prior to its initial use.

It is the responsibility of the departmental representatives on the various user groups to test new modules and upgrades as they are available.  All testing on new procedures, modules, or versions of Banner is to be performed on the Test or Pre-Production database.  No testing should be performed on the production database.

Purging and archiving the database has been a concern and remains an item for action.

Data entry standards include:

Users should only use numbers and uppercase letters in their validation codes and avoid any special characters such as &, %, #, ~.  The pound sign # should never be used in addresses.

A Social security number (SSN) or a federal employer ID number (FEIN) is routinely used as a person’s ID number within Banner. A person may request to have a different ID number generated.  

For employees, any deviation from the SSN as the ID number must be initiated through the payroll office. 

Update/insert capabilities to General Person Data forms  (SPAIDEN, PPAIDEN. RPAIDEN, FOAIDEN, etc.) are granted to the following offices: Registrar, Admissions (including Graduate College and Medical School Admissions), Bursar, Financial Aid, Residence Services, Human Resources, Payroll and Purchasing.  The Senior VP for Academic Affairs and Provost determined that a representative of the VP for Academic Affairs and Provost’s Office and each academic dean’s office would have insert capabilities to General Person Data for new faculty members.  All manual entry to the General Person Data forms will require a name search function to be performed to determine if the individual exists in Banner under another number.  All tape loads will check the following before adding a person to the database: social security number, name including middle initial, and birth date.  Those names that are suspended are handled consistently by each office.  When corrections are found to be necessary to existing data, the office discovering the error must provide the proper documentation to the Human Resource office (if the individual is an MU employee), to the Admissions Office (if prior to the individual registering for classes), to the Registrar’s Office (if a registered student), and/or to Purchasing (if the individual is a vendor—type codes PO or AP in the Addresses Option).  All users who need the ability to add general person records to the database are required to submit, in writing to the Banner Users’ Group, their need for this privilege as well as their plan for maintaining the integrity of the database.  To avoid the duplication of entries in the database, a modified version of the SPAIDEN form was developed to facilitate the check for possible duplication.  Anyone who receives access to create person records or update General Person Data must first be trained regarding the use of the form.

The following matrix will be used to determine ownership of the General Person data  elements for existing entities or individuals for maintenance purposes:
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Ownership and maintenance responsibility of the General Person data elements is granted to the department with the highest number if a particular type of record other than General Person exists.  General person data elements include all general information associated with a person such as telephone number, address, etc. That department would also have the responsibility for coordinating the modification of records with the other departments maintaining portions of an individual’s records.  For example, once a Registration or History record is created, the Registrar would coordinate update of that individual’s record with the other departments that are responsible for the maintenance of portions of the record.  Particular attention must be given to inform all interested parties of the change whenever an address is changed.  To ensure that all interested parties are properly informed, all individuals with the privilege to modify a person’s address will use a common address change form.  This form will then be routed to the appropriate individuals for review.

Address types and address type ownership are established to avoid address update and ownership conflicts.  The current address types are:

· “PR” 
(Permanent Home Address – owned by the Registrar’s office)

· “SC”
(School/Campus Address)

· “SR”
(Student Refund Address – owned by the Bursar’s office)

· “WS”
(Student Business Address) 

· “AP”
(Vendor Address for Check – owned by the Purchasing office)

· “PO”
(Vendor Address for Purchase Order – owned by the Purchasing office)

· “GB”
(Grants/Business – owned by the Grant office)

· “GG”
(Grants/Government – owned by the Grant office)

· “WK”
(MU Employee Work Address – owned by the HR office)

· “WP”
(MU Employee Payroll Address – owned by the Payroll office

MUNet e-mail addresses in the Marshall University domain (user@marshall.edu), code “MUEM”, are the official e-mail addresses stored in Banner.  Prospective students may have an alternative e-mail address stored in Banner as a result of applying via the WEB, but that address is designated as an admissions address and will not be used once a student enrolls in classes.

Since the Banner system is not designed to utilize multiple names for the same person, the Banner Oversight Committee agreed that the name in the payroll system is the person’s legal name and would be the person’s official name throughout the Banner system.

Ownership of Banner System Validation Tables was assigned to departments and User Groups as data was originally entered into tables.  A record of the table ownership resides with the Computing Services Database Administrator.  Only the owner of the table has update/delete privileges.  Updates are made only after consultation with all parties whose data would be affected by changes. 

Reporting is a concern of the Banner Oversight Committee.  Issues include the purchase of reporting tools, individuals querying the database during peak computer usage times, table access privileges of users, the desire of individual offices to run reports, and the demands upon Computing Services personnel to write reports.

Performance issues are a concern of the Banner Oversight Committee.  Those departments experiencing performance problems should report them to Computing Services with the following information: time of day, other affected applications, type of machine, applications running at the same time, and location of the computer.

Minutes of all Banner Oversight Committee meetings are recorded and mailed electronically to members of the group and the University Information Technology Committee. Hardcopies of the minutes are maintained at Computing Services.  A Banner Oversight Committee email list is used for communication among the members to discuss issues outside of the monthly meetings.

All of the policies and procedures of the Banner Oversight Committee adopted at regular meetings since its inception in April, 2000 have been compiled into this document.
Banner User Group Specific Policies and Procedures:

BUG-H:

BUG-F:

BUG-R:

BUG-S:

· There is one voting member on the BUG-S representing the following departments:  Accounting, Academic Deans’, Admissions, Alumni/Development, Bursar, Community College, Computing Services, Financial Aid, Graduate College, Institutional Research, Medical School, Registrar, and Residence Services.

· The BUG-S has authorized the use of three level codes: 01-Undergraduate; 02-Graduate; 04-Professional;
· There are three campus location codes available for students: 1--On-campus; 2--Off-campus; 3--South Charleston campus. Those codes are also used for course locations as well as "E" for Electronic courses (Internet) and "T" for Technology-Based courses.
· Ownership of a student’s record on SGASTDN transfers from the Admissions Office to the Registrar’s Office when the first registration transaction occurs.  A copy of the General Student form SGASTDN, renamed SDNSTDN, was made for the Academic Deans’ offices to update college, major, and advisor codes. Access to the residency code for fees is restricted on that form. Only the Registrar’s Office has access to update the residency code.

· The High Demand Course Rule was implemented in Banner to prevent students from advance registering next semester for the same course they dropped during the “W” period of the current semester.
· Each department owning modules on MILO VR is responsible for maintaining/updating their information. It is possible for departments to forward their “800” numbers to MILO. All menu and information changes must be sent to Computing Services for voicing and implementation.

· The Banner Users’ Group is concerned with missing student data. Various offices cooperate and assist in the collection of data, particularly address changes, as our methods of course registration have evolved to include MILO with less face-to-face student contact. Students are encouraged to check and update their personal information via MILO VR and WEB and the Kiosks.

· The Admissions Office treats the Summer academic sessions as one unit and admits students to the earliest Summer term available for registration at the time of admission.
· Course/section attributes are used to identify courses that satisfy the Marshall Plan.

· The use of holds was implemented to prohibit students’ registering via MILO without first seeing advisors in the colleges that have mandatory advising. A “new admit” hold is placed on all new admits.

· A new form SGAPDEF was created by Computing Services for the Academic Deans to calculate deficiency points and to create probationary letters. A process to create the Deans’ List in Banner was implemented.

· The BUG-S follows the “Train the Trainer” approach to training individuals on new versions and/or modules of Banner. Each office or division designates one person who will attend formal training sessions and then be responsible for training others in the division.

· For Accounting purposes, non-students are entered into Banner as non-person accounts. Social security numbers are not used as non-student ID’s, and non-students will not appear on the SOAIDEN Student Query Form.

· Students can drop all of their registered courses through MILO VR and WEB.

· Departmental Directors designate the department’s representatives on the BUG-S. Any department not represented on the BUG-S may petition the group for voting or non-voting membership. 

BUG-T:

