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Dec 2010 Updated — Change to Apprentice QuickFlow. 1.4
Feb 2011 Updated — Procedures for Student Bereavement protocol added. 1.5
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Aug 2011 Updated — Registration changes 2011 and introduction of Fees & Income Office. 1.7
Sept 2011 Updated — PRG1 QuickFlow. Highlight how to create Advance Entry (AE) record 1.8
Oct 2011 Updated — A001 Online Slot Enrolments 1.9
Jan 2012 Updated — GOAINTL added to APR1 1.10
Jan 2012 Updated — GOAINTL added to APR1 1.10
Sept 2012 Updated — Add HEA Subject Code for PG Research students 1.11
July 2013 Updated — Banner 8.5 upgrade 1.12
June 2015 Updated — SFAMREG section updated 1.13
July 2015 Updated — HSA Allergen Questionnaire - GOAMEDI and SPAEMRG. Also 1.14

GOAINTL re nationality.
May 2016 Updated — TSAACCT added to APR1 quickflow Also updates to AH reports listing | 1.15
and DQM section following EGB user-group meetings 2016
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INTRODUCING BANNER

Banner is the Student Information System in operation at DIT. There are approximately 200 administrative users of
Internet Native Banner (INB) system and approximately 900 academic users of the Self-Service Banner (SSB) system.
Each year DIT expects to register approximately 20,000 students on the student system. All DIT students will also
interact with Banner via Self-Service system and through the process of online programme registration.

DIT rolled-out an upgrade to Banner version 8.5 in July 2013. There have been five major upgrades since its original
implementation in 2001.

INB OrR SSB

Banner is often referred to as either INB (Internet Native Banner) or SSB (Self Service Banner).

— INB is the component of Banner which uses an oracle forms front end. It is used by the administrative
offices and is commonly referred to simply as ‘Banner’. Admin staff use Banner to support the back office
processing of student records (including admissions, registrations, examinations and fees processing etc).

— SSB is the web front-end component of Banner that allows students and academic staff to access
information. Students interact with the Self-Service system to select modules the beginning of each
semester and to view exam results. Academic Staff use the Self-Service system to enter grades. This is
commonly referred to as EGB (Electronic Grade Book).

ACCESSING & LOGGING ON TO BANNER
To access Banner, first navigate to the Information Services Support website: http://support.dit.ie/

' Quick Links :: GO | d H H ! staff Links and Info

: . | support.dit.ie :

. BANNER H ! Forms for applying for an

: CcMIS : Welcome to support.dit.ie. Information Services Department Intranet site. . account on Finance, HR and
. EGB ] ! Student Systems HERE

H e | This area of the IS web site is for access to applications that you regularly use. More information about the IS . - : el

4 . - . R + Software for whicl

: Agress ' Department can be found at www.dit.iefis .Use the links on the left to access the DIT Applications. H L

b s i + currently holds a site license
! MyPassyord : MEW...Monthly Support Desk Metrics - February 2011... READ MORE NOW... R ERE

| Web [CNS] : Annual Support Desk Metrics (2009 - 2010 Academic Year)... READ MORE NOW... ] )

| . ' 1 ISPMO. Information from

\ VPN Seryice H Introduction of ITIL in DIT...>READ MORE NOW.... :

R p X X i the IS Programme
 Diploma ' \iew the DIT Incident Management SLA...READ MORE NOW... b .

H H i : Management Office HERE

[ Supplemnt 3 Core HR [including Core Fortal] upgrade complete... READ MORE NOW... H

k I3 Newsletter Issue 2 (Sept 09)... READ MORE NOW... 2 R i Er s |
E T e T IS User Satisfaction Survey 2008... READ MORE NOW... i et Feeilimds SepET i

i Room GOO E i with any feedback HERE

E Aungier Stieet

support.dit.ie :: myDIT.ie :: DIT.ie :: DIT.iefis :: IS Contacts

| T:01-4023)23

E E: supportjgdit.ie
i Mon - Fri

: 09:00 - 12:30

' 14:00 - 17:

Select Banner from the Quick Links menu on the left. This will bring you to the Banner Homepage:

The Banner Homepage is useful link to save in your Favorites, as it holds all documentation relevant to Banner
including Training Guides, User Guides, FAQs and any new updates in relation to the Student Cycle of Events.
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[=1 PRINT PAGE

Banner Homepage

To access BANNER or INFOVIEW

click on the relevant icon on the right of this page.

CURRENT MEWS

Student Administration Systems LIVE

Published: 22 July 2013 P ——
Access to the Student Administration Systems (Banner & Infoview) has now been restored - InfoView LIVE
to all users following the successful upgrade process., —_— e
———E
==

Flease see the following docurnentation for information in relation to accessing and logging
on to the new system,

Upcoming Dates

Back to Top

Home | About DIT | Contacks | Siternap | Help | Disclaimer

Last date modified: 08 July 2013 Copyright @ 1998 - 2012 Dublin Institute of Technolagy

The Banner homepage link is: http://intranet.dit.ie/mis2/DITBannerHomepage.htm To log onto the Banner application,
simply click the ‘Banner LIVE’ icon to the right of the page.

You will be then brought to an Oracle Form, where a pop-up box will prompt you for your username and password.

Simply enter your logon details and select Connect.

Logon oo

Username: |mistrainer

Password: |*******|

Database: |

()

Note: You will be provided with your logon details after training when your supervisor fills in the Banner User
Application form. The application form is available from the IS Support website (http://support.dit.ie)

You should now see the initial Banner start-up page as below:
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File Edit ©ptions Block Item Becord Query Tools Help

=

Go To... [¥] welcame, NOFLANAGAN.

[ BEE I EEI

[ &y

10

Products: B

Menu | Site Map | Help Center

| My Banner

| Banner
_|Student [*STUDENT]
—JAlumni/Development [*ALUMNI]
—IDIT Menu [*DIT]

—IProgression Menu [*PROGRESSION]
__|Student Grants Menu [*SGRANTS]

_IDIT EMAIL Menu [*EMAIL]

_1Giros Menu [*GENINV]

I Payment Matching Menu [*PAYMAT]

__|ESF Student Grants [*ESFGRANTS]
—1Student Enrolment Menu [*ENROL]

£ Student Navigation Form [SZANANMI]

El Admissions Reports [SZRADIS]
_|Programme Module Management [*MODULEMGT]
__IMiscell Student Administration [*MISC]
£ Award Download [TZADNLD]

B Examination Board Download [SZREERD]

Banner Broadcast Messages

My Links

Change Banner Passwaord
Check Banner Messages
Dit Modularisation
Eanner Home Page
SFAREGS

Fersonal Link 4

Fersonal Link &

Fersonal Link &

Pty Institution

AVTUTE OF
a7 £
W C
“i,

Enter the ahject name; Press LIST for listing.

Recard: 111 || o | <05C=
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BANNER NAVIGATION & FORMS

MAIN MENU

Looking at the Banner front screen, you will find the main menu on the left-hand pane. This comprises of a list of
folders and sub-folders. Within each of these folders are the Banner Forms. By selecting a given form, you are
effectively accessing an online document where you can enter and look up information in the Banner database.

Each unique form will also relate to a specific function or process. For example, by selecting the form ‘General Person
Identification [SPAIDEN]’ under Student -> General Person folders, you will enter the form detailing general
information about a given student. You could therefore query an existing student record or even create a new record
from this form.

1My Banner
|_1Banner
‘Student [*STUDENT]
1 Course Catalog [*CATALOG]
[ 1class Schedule [*SCHEDULE]
‘IGeneral Person [*PERSON]
] General Person Identification [SPAIDEN]

Alternatively, you could also access this form by simply using the Direct Access option. Simply enter the form ID (in
this case SPAIDEN) into the Go To...field on the main menu.

ShdbIL 8.4 2 (BAMEBL1Y -Wednesday, July 10, 2013

[*] welcome, NOFLANAGAN.

om General tenu GU

Go To...

_| My Banner

__lBanner

‘JStudent [*STUDENT]
_ICourse Catalog [*CATALOG]
[ IClass Schedule [*SCHEDULE]
‘ZlGeneral Person [*PERSOMN]

E|General Person Identification [SPAIDEMN]

Once you are familiar with the relevant form IDs, you will most likely access forms by the latter method. This process
is the same for all forms in Banner, whether they are related to Admissions, Registration, Progression or Exams queries.
You will see that each function or process will have unique form identification.
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MY BANNER

In the folder panel, you will also notice a folder called My Banner. This folder can be customised using the My Banner
Maintenance form, GUAPMNU, to add or remove required Banner forms or processes. It essentially acts as a
‘Favourites’ repository. Within your respective administrative functions, you will most likely utilise the same Banner
forms repeatedly. You therefore have the option to customise this folder with those commonly used forms.

TooLBAR, MOUSE & KEYBOARD

You can perform most functions in Banner by use of the Toolbar. As this training course progresses, you will begin to
understand the meaning of each of these functions.

File Edit Options Block lem Becord Query Tools Help

BB RBEERE 4% DEE DS RFIEI L H1@ 01X

All Banner commands are invoked by clicking a button on the toolbar, selecting an item from a pull-down menu, or
pressing equivalent keystrokes. To view a list of Keyboard Functions, simply select Show Keys from the Help Menu

Note: Show Keys is a valuable tool that helps you use the keyboard.

Show Keys lists the keyboard equivalents that are available for the current form, window and field.

Function Key =

Clear Block Shift+F5

Clear Field Cirl+L

Clear Form Shift+F7

Clear Record Shift+F 4

Count Guery Shift+F2

Di=play Errar Shift+F1

Display Mavigation wind ow F& =

Display WYFD Code Shift+Cirl+F10

Ciown Crl+L

Down Dravwn

Duplicate Item F3

Duplicate Record Fd4

Edit Cirl+E

Execute Gluery Fa

Exit With VYalue Shift+F3

Exit Without value Cirl+Q -

A s | 3

Ok

FORMS

As previously mentioned, a form in Banner is an online document where you can enter and look up information in the
Banner database.

Within a given form, you may need to perform various different functions such as query information, enter information,
or proceed to ‘Next Block’. These actions are explained below.
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QUERYING INFORMATION

Querying is the process of retrieving existing information already entered in the Banner database. The most common
type of query may be searching for a student record from the form SOAIDNS.

To perform a query, select the relevant query button or option on the Query pull-down menu. The keyboard equivalents
are F7 to enter query and F8 to execute query.

The following sequence of actions will help you when performing a given query.
1. Select F7 (to clear the existing data and Enter a new Query)
2. Enter your data in the relevant data field(s).

Note: you can use the wildcard ‘%’ search also. The % is the wildcard character when performing a search and
can be very effectively used when searching with a limited amount of information (e.g. enter D10% & Last
Name — Mc% to search for all student IDs which begin with ‘D10’ whose last name begins with ‘Mc”).

3. Select F8 (to execute a query)

ENTERING INFORMATION
When entering information, you may be dictated by the type of data field you wish to enter information against.

For example, many fields only accept codes from a defined list of values. To display the list of values double-click in
the field or select the List option from the Help pull-down. The keyboard equivalent is F9.

You may also search for an item if the data field supports it. You can click the drop-down search button to call another
form, select information from the called form, and return the selected information to the current field.

Finally you may be required to enter information by inserting a new record. An example of this type of data entry is
when recording multiple application records against a given student. To enter a record, select Record -> Insert from
menu bar. The keyboard equivalent for inserting a record is F6.

To save information, you select the save button or the keyboard equivalent F10.

BLOCKS & ROLLBACK
A Block is a section of a form or window that contains related information.

Use the ‘Next Block’ function to move to the next section or window of a form. Use the ‘Previous Block’ function to
move to the previous section or window. Use the Rollback function to go back to the key block of the Form.

AUTO-HINT

The auto-hint at the bottom of the form can contain information for the field where the cursor is located such as brief
field description and any error and processing messages.

E.g.
D number; LIST far person; COUMNT HITS far non-persaon; DUP ITEM to generate ID; DUPLICATE RECORD for Alternate 1D look-up.
Record: 1/1 || | I | =05C=
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FORM NAVIGATION
The following options can be used to navigate within or between forms:

e Tabs — Navigate to Blocks and Forms.
Tabs allow navigation between blocks and related forms. Use Ctrl-Tab to move from one tab to the next or
click on the required tab using the mouse.

e F2 - Displays a list of available Blocks or Forms.
When in any Form, press the F2 key to display a list of the available tabs or Blocks for that form. Use the
arrow keys to select the required tab or Block, and then press Enter.

e F5 - Displays the Go To... field.
When in any Form, press the F5 key to display the Go To... field. Type the name of a Form or use the arrow
keys to scroll through a list of recently used Forms. Press Enter to access the Form.
To close the Go To... field, press F5 again.

e Mouse Right-Click — Displays Option Menu
Select the right mouse button to display the contents of the Options menu. Use the mouse to select the required
Block or Form.
Note: Select Add to Personal Menu to add the active form to the My Banner folder on the Main Menu

QuUICKFLOwWS
QuickFlows are essentially a chain of linked forms. When you enter a QuickFlow, you will be brought to the first form

in the chain. Then as you finish and exit each form, you will be systematically brought to the next Form. This continues
until all forms in the QuickFlow have been entered.

QuickFlows are accessed in the exact same way as forms. Therefore, QuickFlows can be accessed by entering the name
in the Go To..field. Examples of QuickFlows include Admissions Data Entry ADMT or Part-Time Registrations PRG1
and PRG2.
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INTRODUCTION TO SZANAVI — STUDENT NAVIGATION FORM

An example of commonly used form is SZANAVI (Student Navigation Form). To enter and access the form, simply
type SZANAVI in the Go To... menu box and hit the return key.

This form holds all registration and personal details for a given student on a particular term.

P Student Mavigat

Student Personal Details
Student Name Middle Name
Term Code : |201314 StudentID :  [p1312283 [ * [Blogys, Joe
Financial Details Address Fepistration

Programme: DT3E6 Block Code: DT366M  Accounting & Finance

Reg. Status: EL  Eligible to Register Registration Date: OE-JUN-2015 Fee Details : |ves

Full f Part Ind: |F Whaole-Time Country of Birth: SER United Kingdom

Date of Birth: 01-J4r-1990 Nationality: GER

Gender: MALE ¥ISA Type: M5 Mot Specified

Citizenship: Residency Code: B European Linian

Student Year: |1 Firstear Rate Code: FULL Full-time

Awarding Body: 3000 SUSI (Student Universal Support Ireland) Giro Issued: ko

Dept. of Ed.: 5000 Dept of Education Free Fee Scheme Enrolment Form Printed: [MNo

Fee OJ5: o] ID Card Issued: Mo Student Activity Date : | 10-/UL-2013

( Student Accourt Summary _,.'( Studert Details Report ¢

To query an existing student for the term (e.g. 201314), ensure the Term Code is entered (the default is the current
term). Then enter the student number in the Student ID field.

Note: If you don’t know the Student ID, you can search for this under the drop-down menu beside Student ID and then
select Person Search. This will bring you into another Form SOAIDNS. By entering the relevant information and
utilising %, select F8 and you should be able to find the required record.

Once the Term Code and Student ID data is entered correctly, select ‘next block’ to view information pertaining to this
student.

The immediate Block of information you will see is Student Personal Details. To navigate and view information on
each Block, simply click on the relevant tab (i.e. Financial Details, Address or Registration) or select ‘next block’ in
turn.

Some important information to note includes:

— Blank record: If programme data on the form is blank, the student has no registration record for the term. This
will impact the creation of the student’s email account, AD account as well as their ability to register.

— Registration Status: A registered student has an RE status. See appendix for full list of registration statuses.

— Date of Birth:

— Student Year: If no year exists here, the student has not been correctly progressed or set-up.

— Address: A blank or inactive address may cause issues when trying to generate student reports (e.g. transcripts
etc)

—  Telephone Number: Reference for contacting the student
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Click on the Financial Details Tab and you will be able to see all financial transactions for that student. This includes
grant details and bank account details

Student Personal Details

Student Name Middle Name

Term Code - |201314 StudentID : 013122636 [¥ [Bloggs, Joe

Student Personal Details Address Registration

Effective Giro Mo/ Charge Payment

Term Date Details — A R Balance Detail Code Third Party Activity Date

[ 201314 [1o-uizoma | [ 186900 | [ 000 TUIT  [Tuttion Fes [ [ [10-uuL2013 |~

| 2314 [1o0uiems | | 228000 | smao0 | capT  |captation Fee [ [ [10auLzo1z

[ 201314 [100L2m3 | [ [ zzs000  ss1900[ TRPY  [Third Party Lisbiity Transfi [s000 [ sUSI (Student Universal Support Ireland) [ 10-JUL-2013

[ 201314 [1o0wuLzoma | [ | 188900 -1569.00 | DESP [Dept Ed & Science Paymer 5000 | Dept of Education Free Fee Scheme [10uL2013

[ [ [ [ [ [ [ [ [ [ [

| | | | | | | | | | | |

| | | | | | | | | | | '

{ Detsiled Accourts ¢ {  Student Giros

Chegue: W Account Balance: 0.00 Balance Forward : 0.00 Term Balance: 0.00

Funding Category: il Standard

Funding Status: 52 Grant Active Date: 10-JUL-2013 TLT Start Date:
Bank Account Number: Bank Sort Code: Grant Inactive Date: TLT End Date:

Subject Course Title Crse Mo Teacher Bill Hour

| | | [ lﬂq
| | | | I N
| | | | I N

{ Student Accaunt Summary J.’( Student Details Report

Charge

.|

‘.
. | Retrieve CRM's

The last section of the form holds CRN details for student. This does not automatically populate. If you wish to view
these details, simply click on the Retrieve CRNs tab on the bottom right of the screen.

In the Address Details tab you will be able to view all stored addresses for the student, their telephone numbers and
email addresses (mainly their DIT email address).

Student Perzonal Details  Financial Details Registration

Home Address

|»

Address Line 1: |143 Rathmines Rd

Address Line 2: |Ra‘thmines
Address Line 3: |

City: [Dusiin &
County: D& Dublin &
National Code: IRL Ireland

Telephone Type:

Telephone No: |

Address
Active Range:

[ ogdunzo1s |- | Active

Email Address: |nia||.0ﬂanagan@d'rt.ie

Social Economic

Background: -

( Studert Accourt Summary J.'( Student Details Report
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The final tab holds other relevant Academic/Registration details such as how they were admitted to DIT and Leaving
cert details.

A

|
“

=

Studert Account Surnmnary Student Details Report

If you wish to print information, click on the Student Details Report on the bottom left of every page.

Studert Accourt Surnmary Studert Detailz Report

If you wish to review information for another Term Code or even to query another student, simply select the Roll-Back
function.
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Before registration activities can commence for the new academic year, a number of key pre-registration events must
occur. These events are as follows:

— Term Roll completed in the Banner Student system.

— Progression complete. All students eligible have been progressed to the new term with an EL (Eligible to
Register) enrolment status.

— New Programmes & Modules validated, approved and live in the Banner Student system.

— All Programme & Module Fees validated, approved and live in Banner Student system

— Web Registration InfoPack text reviewed and updated in Banner.

— Student PINs re-enabled prior to production on InfoPacks.

— Registration Service support in place.

— DIT Registration website reviewed and updated (including Registration and ID card collection schedules).

— CAO preparations completed.

STUDENT PINS

DIT students require a user ID (Student number) and PIN to:

— Register on their programme using the Programme Web Registration system.
— Module selection. This is confirmed using the Self-Service system.
— Exam Results and overall award classification viewing using the Self-Service system.

New students to DIT will receive an Invitation to Register (ITR) letter by post detailing their logon details to the
Programme Web Registration system. Returning students will receive their ITR by email to their DIT student email
address.

Later on during the course of the year, students (new and returning) will receive email communications regarding
access to the Self-Service system to confirm module selections and to view exam results.

By default, a student’s PIN will be their date of birth in the format DDMMY'Y. In the absence of a student’s date of
birth in the system, the last 6 digits of their student ID will be their initial default PIN.

Note: As part of the Banner 8.5 upgrade in 2013, PINs are stored in the database in encrypted form and therefore are
not visible to anyone.

When the student logs on to one of the systems for the first time, they will be prompted to change their PIN. The
Banner system is also configured to compel students to change their PIN regularly by expiring them every 90 days.
Therefore, over the course of an academic term while logging onto various different DIT applications, it is not
uncommon for students to forget their PIN. To ease the process by which students may recover a PIN, the student
online systems supports a ‘Forgot PIN” option. This is facilitated by means of personal security question.

SECURITY QUESTIONS

On initial logon, students are prompted to set-up a personalised security question and answer. The list of security
questions available to students are as follows:

- What is your mother's maiden name?
- In what city were you born?
- What is your favourite sport?

Students are required to select one question only and to provide their preferred answer. This question and answer can
then be used in the future to validate the student’s identity for the purpose of recovering a ‘Forgot PIN’.
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DiSABLED PINS

Access to the various online systems are also controlled by means enabling/disabling student PINs. To review the status
of a student’s PIN, you should go to the GZTPIND (Disabled PIN Management) form in Banner.

By entering the 1D and ‘next blocking’ into the form, you should see Pin Disabled flag and Reason Code.

A Disabled PIN Management GZTRIND 8.0

D1 3122641 End-to-End, Test

03-SEP-2013

The full list of PIN codes is as follows:

PIN Disabled Code Description
DPPE Disabled PIN, Results Subject to Panel of Enquiry
DPOF Disabled PIN, Outstanding Fees
DPNR Disabled PIN, Student Not Registered on modules (for exams)
DPCS Disabled PIN, Carried Module Not Passed
DPDP Disabled PIN, Final Year Deferral Pending
DPSP Disabled PIN, Staff PIN Disabled Manually
DPSG Disabled PIN, Banner System Generated
DPOT Disabled PIN, Other Reason
DPOS Disabled PIN, Off Season
DPTP Disabled PIN, Outstanding Third Party Fee
RENP Re-enabled PIN

Student PINs are disabled for various reasons through the year. For example, the Fees & Income office may disable a
student’s PIN if the student has outstanding fees. The Exams office may disable a student’s PIN subject to panel of
enquiry in relation to exam results. IS globally disables all student PINs in advance of exam results being entered into
EGB.
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The following list charts the key PIN events throughout the academic year:

Event Student PINs Responsibility
EGB Marks Entry PINs are globally disabled, MIS
Exam Results PINs are re-enabled by class 'blocks'". Exams Office
Outstanding Fees PINs disabled for students with outstanding fees Fees & Income
Programme Registration PINs (not already re-enabled) are re-enabled by 'block'. Registration Service
EGB Supplemental Marks PINs disabled for students sitting Supplemental Exams. Exams Office
Supplemental Exam Results | PINs re-enabled for students who sat Supplementals. Exams Office
Module Registration PINs (not already re-enabled) are re-enabled by 'block'. Registration Service

In the context of Online Programme Web Registration, we are concerned with ensuring that student PINs are re-enabled
prior to the production of InfoPacks. Only when a student’s PIN is enabled will you be able to generate an InfoPack for
the student. In most instances, student PINs should already have been re-enabled following the publication of ‘Online
Exam Results’ on the Student Self-Service system. However, this may not always be the case and it is important to
check students” PIN status prior to the production of InfoPacks for a given group of students.

You should not re-enable a student’s PIN from GZTPIND unless you are completely satisfied that it is correct to do so.
Note that students who have outstanding fees from previous years are not permitted to register for the coming term until
outstanding fees have been paid. They should have a PIN code of DPOF (Disable Pin Outstanding Fees). Therefore,
their PIN should remain disabled, unless you have checked TSAAREV and are satisfied that outstanding fees have been
paid. Only then should you re-enable a student’s PIN who had previously been DPOF.

To re-enable a student’s PIN from GZTPIND, simply uncheck the ‘PIN Disabled?’ checkbox and save.

Note: In the case of new students (including new CAO applicants), their PIN will be enabled by default.

CHECKING STUDENT PIN STATUSES BY BLOCK

It is possible to check the PIN status of all students on a given block code by running any the following three reports.

l. Student PIN Disabled Reports — GZTPIND
Il. Student PIN Re-enabled Report - GZTPINE
1. Audit of InfoPacks which have not been Generated — Business Objects
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This report is available directly from Banner on form GZTPIND. To run the report, enter GZTPIND and from the menu
select Options -> Student PIN Disabled Report

Options

Staff PIM Disabled Report
Student PIM Disabled Report

Block Itern Record

You will be prompted with the following:

Block C

Term Code :

Complete History ?

ode :  |DT3E6M Elﬁccounting &Finance

(Produce Report yi

( Cancel y

Enter the Block Code required.

Do not check ‘Complete History’. You only want to view the latest ‘Disable PIN reason code’.

Select Produce Report to generate a list of all students with a disabled PIN status for the given Block Code.

Only students with a disabled PIN status will appear.

D

D11126164
D11125225
D12125945
C12707689
C12762885
C12354286
C12350746
C12331041
C12426528
C12434552
C12392876
C12416838
C12444428
C12314436
12381521
C11757921
C12430518
C12743979
C12548643
C12327396
C12748251
C12737975
C12746359
C12327486

Lt

r

I

I

Student Disabled PINS

Report run on:  July 10, 2013 12:18 PM

Term Code : 201213

Block : DT366/1 Accounting & Finance

Reason

DPOS
DPOS
DPOS
DPOF
DPOS
DPOS
DPOS
DPOS
DPOS
DPOS
DPOS
DPOS
DPOS
DPOS
DPOS
DPOS
DPOS
DPOS
DPOF
DPOS
DPOS
DPOS
DPOS
DPOS

Disabled PIN Off Season
Disabled PIN Off Season
Disabled PIN Off Season
Disabled PIN, Outstanding Fees
Disabled PIN Off Season
Disabled PIN Off Season
Disabled PIN Off Season
Disabled PIN Off Season
Disabled PIN Off Season
Disabled PIN Off Season
Disabled PIN Off Season
Disabled PIN Off Season
Disabled PIN Off Season
Disabled PIN Off Season
Disabled PIN Off Season
Disabled PIN Off Season
Disabled PIN Off Season
Disabled PIN Off Season
Disabled PIN, Outstanding Fees
Disabled PIN Off Season
Disabled PIN Off Season
Disabled PIN Off Season
Disabled PIN Off Season
Disabled PIN Off Season

Date
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013
05-FEB-2013

User

DITMGR
DITMGR
DITMGR
PSCOTT
DITMGR
DITMGR
DITMGR
DITMGR
DITMGR
DITMGR
DITMGR
DITMGR
DITMGR
DITMGR
DITMGR
DITMGR
DITMGR
DITMGR
PSCOTT
DITMGR
DITMGR
DITMGR
DITMGR
DITMGR
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Il.  STUDENT PIN RE-ENABLED REPORT — GZTPINE
This report is available directly from Banner on form GZTPINE. To run the report, enter GZTPINE and from the menu

select Options -> Student PIN Re-enabled Report

OsuLlEl Block lterm Becord

Student PIN Re-enahled Report

You will be prompted with the following:

Term Code 201314 =

Programme

Year

Complete History ? [

E Accounting & Finance

(Produce Repart Y (

Cancel i

Enter the Block Code required.

Do not check ‘Complete History’. You only want to view the latest ‘Re-enabled PIN reason code’.

Select Produce Report to generate a list of all students with a re-enabled PIN status for the given Block Code.

Student Re-enabled PINS
Report run on: July 10, 2013 12:23 PM

D Name Reason
C12757581 Apiiemiiaeepiciwvr  RENP
C12333821  eiiwesleewmiien RENP
€12343311 sntmsherttny RENP
C12502487  Gumepronmiiion RENP
C12552043 P iy RENP
C12743725 T p——— RENP
€12404582 L ] RENP
C12387981 [FERRE Y RENP
C12443118 e m—— RENP
€12430978 e RENP
C12460328  nluwpmisawen RENP
C12523287 ST RENP
C12710841 ks RENP
C12401382 i RENP
12434548 S RENP
C12310821 Ao RENP
CA2417022 b RENP
C12467652 E—— RENP
€12543923 I RENP

Re-enabled PIN
Re-enabled PIN
Re-enabled PIN
Re-enabled PIN
Re-enabled PIN
Re-enabled PIN
Re-enabled PIN
Re-enabled PIN
Re-enabled PIN
Re-enabled PIN
Re-enabled PIN
Re-enabled PIN
Re-enabled PIN
Re-enabled PIN
Re-enabled PIN
Re-enabled PIN
Re-enabled PIN
Re-enabled PIN
Re-enabled PIN

Term Code : 201213

Program : DT001

Year: 1

Date
06-FEB-2013
06-FEB-2013
06-FEB-2013
06-FEB-2013
06-FEB-2013
06-FEB-2013
06-FEB-2013
06-FEB-2013
06-FEB-2013
06-FEB-2013
06-FEB-2013
06-FEB-2013
06-FEB-2013
06-FEB-2013
06-FEB-2013
06-FEB-2013
06-FEB-2013
06-FEB-2013
06-FEB-2013

User

SMOYLAN
SMOYLAN
SMOYLAN
SMOYLAN
SMOYLAN
SMOYLAN
SMOYLAN
SMOYLAN
SMOYLAN
SMOYLAN
SMOYLAN
SMOYLAN
SMOYLAN
SMOYLAN
SMOYLAN
SMOYLAN
SMOYLAN
SMOYLAN
SMOYLAN

Only students with a re-enabled PIN status will appear.
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I11.  AUDIT OF INFOPACKS WHICH HAVE NOT BEEN GENERATED

Assuming no InfoPacks have yet been generated, you could also run the ‘Audit of InfoPacks which have not been
Generated’ report from Business Objects.

This report will list all students for which an InfoPack has not yet been generated. For each student listed, it also
includes detail on the PIN status and reason code.

Block Code Student D Student Name E:art(::‘s.rmm S?slabled E{l}}:(:n Residency E[g;ﬂls Student Email Address
A334M1 DO5109851 | TemmSmm— RE Y DPOS |E A debra tate@student dit.ie
A334M1 DO5109629 | ceimmtstamisamasy RE Y DPOS |E A caroline thomas@student dit.ie
A334M D12125505 | irgrammiainemy RE Y DPOS |E A edmund.walsh@student dit.ie
A334N D12125567 | \ietmsimim PN Y DPOS |E A declan.whelan1@student dit.ie
B115/4T3  |D12127375  pnkiieimiiidic RE Y DPOS |E A caoilte dillon@student dit.ie
B115/M4T3  |D12127384 el RE Y DPOS |E A kevin gilbin@student dit je
B115/4T3  |C10350983  |piemm—— RE Y DPOS |E A eoin.higgins3@student.dit.ie
B115/4T3  |CO96ET492 | e RE Y DPOS |E A gavin.mecarthy@student dit.ie
B115/4T3  |COT526318  |debaiimymiSammmiy RE Y DPOS |E A sean.mckeon2@student dit.ie

This report can therefore be used to verify the PIN status of students on the relevant Block.

GTZPINE - RE-ENABLE PINS BY BLOCK

GTZPINE is used to re-enable groups of student PINs by Programme & Year.

Note: You can only re-enable PINs which have a reason code of DPOS (Disable PIN Off Season). PINs disabled with
any other reason code will need to be manually re-enabled from GZTPIND, where appropriate.

To re-enable PINs from GZTPINE, enter the following parameters:

— Term Code
— Programme
—  Year Code

Then select ‘Re-enable PINs’. All students who have a pin disabled with the pin code DPOS (Disabled Pin End of
Session) only will be re-enabled.
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RESET PIN

Once the Programme Web Registration system is open and students have commenced the online registration process,
you may get queries in relation to student PINs.

If a student cannot recall their PIN and is having difficulty answering their security question, it is possible to reset their
PIN to their default one. This will be their date of birth DDMMY'Y or the last 6 digits of student ID (where no date of
birth exists in Banner for the student).

Note: You should always check GZTPIND, prior to resetting a student’s PIN. Only PINs that are ‘ENABLED’ should
be reset. Otherwise, the PIN will be inadvertently re-enabled via the process of resetting it.

GOATPAC - PIN AcCESss
GOATPAC can be used to reset the student’s PIN.

Remember you should always check GZTPIND before you reset a student’s PIN. Only students with an enabled PIN
or Disabled Code of DPSG should have their PIN reset.

To reset, simply select the ‘Reset Pin’ icon.

You should notice a message at the bottom confirming same.

O13122536 WJoe Blogos

10-JUL-2013 ()
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ADVANCED ENTRY & DIRECT APPLICATION STUDENTS

The Admissions Office is responsible for processing ‘direct’” and ‘advanced-entry’ undergraduate applications. These
applications are not processed by the CAO and are handled directly by DIT.

Applications are processed in Banner by using QuickFlow ADMT. This QuickFlow will bring the user from setting up
a new person record to the point of offering a student a place on a DIT programme.

If the student accepts their offer on a DIT programme, the admissions office can then process this in Banner. Following
this, the student’s registration record should be created in SFAREGS for the coming term with a status of EL (Eligible
to Register) and their default grant codes saved in SZASGNT. The Registration Service should then be informed so that
process of inviting the student to formally register and pay fees online can commence.

ADMT ADMISSIONS DATA ENTRY QUICKFLOW

ADMT is the QuickFlow used to create a new student application / acceptance record in Banner. The sequence of forms
in this QuickFlow is as follows:

SPAIDEN

GOAINTL\
SOAHSCH\'

SOAPCOL

SA@MS

SFAREGS

SZASGNT
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SPAIDEN — GENERAL PERSON IDENTIFICATION

The first form in this QuickFlow chain is SPAIDEN (General Person Identification). This is used to add the student’s
name, personal details and to generate an ID number.

Before you generate a new ID, you should you should always search the database to see if a person record already exists
for the student. You can search for a student by selecting the ID drop-down and then Person Search. You can also use
form SOAIDNS for a more specific search. GUIALTI (Alternate 1D Search) allows you to search by PPS no. and Date
of Birth.

Note: As a caveat to this, you should never re-use a CAO ID from the current term (i.e. students who have also applied
to CAO in the same term). These IDs should be kept distinct and a new direct application 1D should always be created.

—  To generate a number for the current term (e.g. 201314); use the Generate ID button.
—  To acquire a number for the next term (e.g. 201415); use the New Year ID button.

You will notice the GENERATED or GENERNEXT text appears in the ID Field, depending on which option you
choose.

2_5 General Person [dentification SPAIDERM 1 (BAMEL1Y GuickFlow: ADMT 1 of 9

om0 fd

Once you have generated a new ID or used an existing one, you then select ‘next block’ (or CRTL Page Down) to enter
information. Assuming you generated a new ID, you can now enter the person’s Last Name, First Name and any other
relevant details as required in the relevant fields. Save (F10) when complete. You should now notice that the student
number has been allocated to this record. It is important to make a note of this number for your own reference.

Next you will need to enter the Address Information. Choose the Address tab.
Note: You can also navigate between the tabs by use of the ‘next block’ and ‘previous block” Icons

From here, select the ‘return’ key and today’s date will automatically populate the ‘From date’ field. Enter HM in the
address type field to record a Home Address for the student. Then enter the address details in the appropriate fields.

When entering the address information you will need to enter the address under the Street Line fields as well as the
City, County, Nation and Carrier Route fields.

11-JUL-2013 ]
A

143 Rathmines Rd

Fathmines

MOFLANAG AR

IRL

MEOrINSIon Page 33 of 351
sSeruces



BANNER OPERATIONAL USER GUIDE

Address data as follow:

—  City: City of address

— County Code: County codes including Dublin postal district codes. There is a look up table here. Double click
to view

— Nation Code: This is also a look up table. Double click to view. When entering the nation code enter the
nation pertaining to the address, as opposed to the student’s nationality.

— Carrier Route: This is used to record the accommodation type of the student for the purpose of HEA
statistical returns. This is a free text field, but you must use the following two character codes only when
entering this information:

PH Parental Home

RA Rented Accommodation

OH Own Home (house, apartment)
OA Other Accommodation

NS Not Specified

Note: You do not need to enter Sate or Zip code information.
Save changes when complete.

To enter another address at this point, you can enter a new record by selecting F6 and entering the relevant details as
above. However, you should be aware that the most recent address entered will be the address used for written
correspondence with the student.

If an address record already exists but it is no longer valid, you can de-activate it and enter a new one. See the section
on Updating Student’s Address for more information.

Next, you click on the Telephone tab to enter the relevant telephone numbers for the student. You can enter a home,
mobile or fax number here.

Save (F10) this information when finished.

Current Identification  Alternate Identification Address Telephone EEEIDTETIE E-mail Emergency Contact  Additional ldentification

Area Code Phone Number Extension
Telephone Type: W[ZI hdahile |083 |
International Access: ,7 [ Primary [l Unlisted [ Inactivate
Comment: |
Address Type: I—El Sequence: I_EI Activity Date: ,m User: W

The next tab is the Biographical information tab. On this tab, you must enter Gender, Date of Birth, SSN (PPS no.)
and Citizenship. All are mandatory for the purpose of HEA statistical returns.

— Gender

— Date of birth in the format day-month-year this will automatically populate the age box
—  Citizenship

— PPSN number should be added into the box labeled SSN/SIN/TFN.
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01-J4M-1993 HEH

MOFLANAGAN

Save (F10) when complete.

The next tab is the E-mail information tab. Select “next block’ to view/amend information.

E-nail

10-JUL-2013 MOFLANAGAR

When inputting information, you must first enter an ‘email type’. The email type has a lookup table. You can view any
look-up table by selecting the drop-down icon or simply selecting F9 (when the cursor is active in the relevant field).
Once the type has been added, you can then enter the email address.

Note: Never use the INST type as this is used for automatically generated DIT email addresses. Furthermore, this DIT
student email address should never be manually changed from this form.

Save (F10) when this information is entered.

You have now completed the first form of this QuickFlow. To progress to the next form, simply exit this form by
selecting the EXIT icon at the top right-hand corner.

e Page 35 of 351
sSeruces



BANNER OPERATIONAL USER GUIDE

GOAINTL — INTERNATIONAL INFORMATION
The next form available on the QuickFlow is GOAINTL and relates to Visa and Nationality Information.

First, you need to ‘next block’ to get to the Visa Information section. Use the VISA type code box to enter the visa type
if available.

Note: If the student is Irish, enter NS

F10 to save changes.

&8 International Informatio

13122685 Joe Bloggs

Now select the Nationality tab.

%8 International Infarmation AIMTL 8.4 (BAMBLTY QuickFlow: ADMT. 2 of 9

[ 3122585 Joe Bloggs

MNationality

Enter the Nation of Birth by selecting from the drop down list. This field is mandatory and must be entered. If you
already know the code, you can enter it directly.

Save (F10) and exit the Form.
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The next form is used to record information about student’s prior secondary level education. Assuming the student 1D

field is already populated, select ‘next block’ to enter the High School Details section.

[r13122685 Bloggs, Joe

You can now enter the secondary school that the student attended. You can view a list of schools by selecting F9 or
you can use the search icon which is to the right of the “High School’ field. You will be brought directly into the list of
secondary school institutions (SOISBGI) where you can search for a particular school by use of the search (F8) and %
(wildcard) function.

ground Institution

Blackrock College

St Jozephs Convent

Loreto Sbbey

Convent of the Sacred Heart

Presentation Brothers College

Manor House School

St Dominics High School

Scoil Ma MEBraithre

Baile Atha Cliath 9

Seail Ui Choraill

Baile Atha Cliath 1

Mean Scoil lognaid Ris

Baile Atha Cliath 12

Marian College

St Johns College

Gonzaga College

Catholic University School

Chanel College

Terenure College

Deutzche Schule Dublin

Dominican College

Seail Chattriona

Baile Atha Cliath 9

Holy Faith Convert

Dublin 3

L] ]

O

INFOrMa=ion
SEruceEs
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Simply enter part of the school name in the ‘Name’ field and use the % (wildcard) character to assist (e.g. %Christian%
to find all Christian Brother schools)

shhristiands

Tip: The search is case-sensitive, so you should consider this when entering your search criteria (e.g. omit the first
character of a word if you are unsure of its case.)

Select F8 to execute the query. F7 clears the form for a new query.

Note that these school codes are numeric. Once you have found the relevant school, double click on the ‘Code’ field
and it will select the appropriate school and enter it on the main SOASCH form.

Save (F10) when school details are entered and exit the form.

SOAPCOL - PRIOR COLLEGE

The next form is the Prior College SOAPCOL Form. This is where information about student’s prior third level
education is held. Assuming the Student ID field is already populated, select ‘next block’ to enter the Prior College
section.

You can now enter the last college that the student attended.

DhAT: 4 of 9

Elogos, Jos

Prior College and Degree fil ] ) itratimn s Erimr G

You can view a list of colleges by selecting F9 or selecting the search icon to the right of the Prior College field.

)
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You will be brought directly into the list of third level institutions (SOISBGI). This list will initially appear blank.
Select the query function (F8) to retrieve the full list of institutions. Select the desired institution by double clicking in
the ‘Code’ field cell of the desired row selection.

aL1)  Guickl

University College MUI Cork

University College MUI Dublin

MUI Galway

University of Limerick

MUI Maynooth

Trinity College Dublin

Thomond College of Educ

Dublin City University

Dublin Institute of Technology

Mational College of Art & Des

Mater Dei Institute of Educ

Teacher Train & HmEcon Colls

Miltawn Inst of Theol & Phil

Institute of Technol Tallaght

Crawford Coll of Art & Design

Institute of Tech Limerick

Institute of Technol Athlone

Institute of Technology Cork

Institute of Technal Carlow

Institute of Technol Dundalk

26 Galway-Mayo Inst of Techn

ARRRNRRARRNARARRRARED
IIRNARRRRRARERNAEND

Your Prior College will be entered. Once you have selected the relevant college code, you can now save at this point.

You can also select and add information under the Degree Details section. If the student has graduated you should enter
the relevant degree information including Degree, Degree Date and Year.

Save (F10) and exit the Form.
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SAAADMS — ADMISSIONS APPLICATION

The next form that will open is SAAADMS. This form is used to add the student’s application details. The first item
that should be added to the key block is the correct Term (e.g. 201314).

Note: Remember to use the ‘following year’ term code if you are generating an admissions record for next term.

This first Block/Tab on the form is the Application Block. It displays information describing the applicant type, such as
admission type and student type. This Block also displays a summary of the information from the Curricula tab for the
relevant application. The following information must be added on the Application tab:

— Admission Type (e.g. DA - Direct Applicant ; AE — Advanced Entry)

— Student Type — (e.g. U — Undergraduate; X — Transfer In Own ; | — Transfer In Other)
— Residency - ( E or N - European Union or Non European Union)

—  The F/T (fulltime) or P/T (Part time) indicator

— Application Date — Defaults to system date

— Application Status — C (Complete ready for review)

13122585 Bloggz, Joe 201314 [ Mievr CurrentActive Curnicula)

Application

10-JUL-2013 ]

- JUL-2013 ]
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STUDENT TYPE
The list of options for Student Type is as follows:

N — New Entrant (An undergraduate student entering a Third Level education for the first time)

U — Undergraduates (re-enrolling students on an undergraduate programme)

P — Postgraduate Taught

R — Postgraduate Research

A — Apprentice

C - Continuing Education

D — Professional Development

X - Transfer-In from own institution (This would apply to people who changed course within your institution)
| - Transfer-In from other higher education institution (This would apply to people who changed courses from one
institution to another)

B - Repeat (Students repeating the same year of the same course for which they are primarily registered)

Note: Direct Entry applicants will most likely be coded as N (New Entrants). Advanced Entry students will most likely
be coded as per level of the programme (U,P) or as X - Transfer-In Own / | — Transfer-In Other.

Next, you go to the Curricula tab. Enter 1 for the Priority field and enter the relevant Programme Code in Program
field. The other significant Programme details will default in. The curricula tab is used to record details of the
Programme that the applicant is applying for (including Programme Code, Level & Degree Code).

MOFLANAGAN
10-JUL-2013

Note: The application will not save until you enter the programme information on the Curricula tab
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EXCHANGE, DISTANCE, E-LEARNING OR VISITING OCCASIONAL STUDENTS

If the student belongs to one of the options listed below, you will need to update accordingly under the ‘Fees, Mail
Submission, Withdrawal Data’ tab.

g?;;on Exchange / Non Standard Attendance / Mode of Study Category
S Exchange — Erasmus/ Socrates incoming exchange
[ Exchange — Other incoming exchange

0 Exchange — Outgoing Exchange

C Distance Education

L E-Learning

N In-Service Education

Q Postgraduate Qualifier

\Y Visiting Occasional/JYA 1 Term

J Visiting Occasional/JYA 2 Terms

Y Visiting Occasional/JY A Full Year

C Distance Education

L E-Learning

N In-Service Education

Under the Additional Data section, select the appropriate option from the Session field.

Checklist  Sources, Interests, Camments  Contacts, Cohorts, Aftributes

Application Curricula

Application Fees Additional Data
Application Fee: . Charge Fee  \ffaive Fee ® None Session: |L—E|E—Learning
Last Application Fee: O Fee Charged O Fee ififaived  ® Mo Fee Educational Level: l— E
Application Fee Waiver: l—[ZI Educational Goal: ’_[ZI
Application Fee Detail: El Recruit Type: ’_B
Application Fee Amount: Recruiter: I—E
Application Fee Date: ’7@ Intensiewr: |—E

Legacy: |—
Application Fee Rate: E Citizen: ,1_ Irish Citizen

Save changes when complete.

ATTRIBUTE CODE / YEAR OF STUDY
Go to the Contacts, Cohorts and Attributes tab. Enter the programme year under Attribute field.

|App|icati0n Curricula Fees, Mail Submission, Withdrawal Data  Checklist ~ Sources, Interests, Comments  [eulgieTa GRSl Il RN EH
Aftribute Description Activity Date
M
1 FirstYear 10-JUL-2013 =

F10 to save changes.

Note: This data is very significant when it comes to student progression, e-mail generation and fee assessment and
therefore must be entered.

ADDITIONAL APPLICATIONS
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If you wish to add further applications to this student record, return to the Application tab. From the menu, select
Record ->Insert (alternatively you can use the down arrow key until a new blank record exists).

Eile Edit Options Block ttem JETERMEN Query Tools Help

Y4 EEKE @ E Previous

Mext
Scroll Up
1D: D131 22685 [7 EBlogg: Seroll Down Term: 201314 F2D13114Academic year  LMievw Cirrent/Actve Curncula
Clear
Eemaove
Curricula Fee ion, Withdrawal Data Checklist Sources, Interests, Comments  Contacts, Cohaorts, Aftributes
Duplicate
Application Lack
Entry Term: 013 E|'2D1SI14Academic Year Application Numhber: |_1 Application Preference: l_ Application Date: [10-1UL-2013 @ =
Admission Type: ,KEDirectApplicant Application Status: |I—E|Incomplete items outstanding
Student Type: FE]Undergraduate Application Status Date: 10-JUL-2013 @
Residence: |E—E|Eur0pean Union haintained By: |S— SYSTEM
Site: El Application Decision:
Full or Part Time: “ Full Time ® PartTime  Mone Application Decision Date:
Outstanding Reguirements: |+ haintained By: |— =

A new record will be created for the given term. Enter the relevant information (as outlined above) and then enter the
relevant curricula information under the Curricula tab, attribute under Contacts, Cohorts, Attributes tab and other

information required. F10 to save and you will now have two applications associated with this record. You can repeat
the same process over again for multiple applications .Each application can be reviewed from the Application tab by
use of the scroll bar.

F10 to save changes. Exit the form to proceed with the QuickFlow.
SAADCRV - ADMISSIONS DECISION (GENERATING AN OFFER)

The next form enables you to process the student’s application. First, ensure that both the ‘Student 1D’ and the ‘Term’
of entry for the student are correct in the key block. Then select ‘next block’.

All application details recorded on the previous form are recorded in Application Summary section. If more than one
application exists, you can scroll through the applications in the Application Summary section of the form. Scroll down
to find the Programme for which you wish to record an offer.

Next, ensure you are active in the Decision Data (Application Decision) section of the form. When an offer is to be
made to the student, a decision of 10 (Offer Made by Institute) should be entered under Decision Code and saved
against the correct Programme. Save (F10) and you will see the message Decision Processed appear. Select OK to
confirm this.

Application Decision Application Decision Letter Decision Calculator Rating Review
Decision Data
Decision Significant Institution Applicant Institution Inactive Maintained Decision
Code Description Decision Acceptance Acceptance  Rejection Application by Date User ID
-
10 Offer made by DIT [ [ [ L] [ NOFLANAGAN -
O O O =
L] L] L] u
® Decision Pracessed [ ] [ ] [ ] [ ]
[ | [ | [ | | | v
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If you do not wish to process the applicant’s ‘acceptance’ at this point, you can choose to exit the QuickFlow

completely by selecting from the menu File — Exit QuickFlow.

ﬁgdit Options Block Item Record Query
Direct Access

Object Search

CQuickFlow

Select

Rollback

Save

Refresh

Brint

Exit

Otherwise, proceed as outlined below.

SAADCRYV - ADMISSIONS DECISION (GENERATING AN ACCEPTANCE)

If you wish to record an acceptance (assuming 10 entry has already been recorded), simply enter AD (Applicant

Accepted Offer) under previously entered 10 Decision Code.

Save using F10 and exit the form to proceed with the QuickFlow.

Application Decision Application Decision Letter Decision Calculator Rating Review
Decision Data
Decision Significant Institution Applicant Institution Inactive
Code Description Decision Acceptance Acceptance Rejection Application
- :
10 Offer made by DIT [ [wl
AD | |
Learner Record Created
= = BN
L] [ ]
L] [ ]

Maintained Decision
by Date User ID
U USER 11-JUL-2013 MOFLANAGEN =
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SGASTDN — GENERAL STUDENT

The next in the QuickFlow is the General Student Form SGASTDN. Student details will only appear on this form if an
accepted offer (AD) decision had previously been recorded against the student’s application.

Before entering the form, ensure the “Term’ of entry and ‘Student ID’ are both correct and then select “next block’ to
enter/view information. This is the Student Record. This first Block/Tab is the Learner Block. This is used to view
student information such as student status and student type. You will need to complete the following information:

— Fee Assessment Rate — Full, Part or Overseas (Fees are assessed based on this coding).

— FIP —F or P (this is the full or part-time indicator, indicating whether the student is studying this programme
on a full or part-time basis).

— Inthe Additional Information section, you should enter the relevant Block Code (Programme & Year of
Study).

— In the Additional Information section under Session field, you should also ensure exchange, distance, e-
learning or visiting occasional students are flagged, where applicable. See ‘Exchange / Distance/E-Learning’
section above for further information of relevant codes.

= General Stude 3 Qi . ADMT: 7 of 4

012123478 Eloggs, Joe 201314 |_I\newiGarren EEaTnic|a)

Learner

Save (F10) when updates are made and complete.
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SFAREGS - CREATING NEW ‘EL’ REGISTRATIONS RECORD

Once a student has accepted a place on a DIT programme and has been processed accordingly in Banner, the student’s
registrations record should then be saved in SFAREGS with an enrolment status of EL (Eligible to Register).

Note: You can only create an active EL registrations record in SFAREGS for the current ‘active’ term. Therefore, if a
student has accepted a place on a programme for the next academic term (i.e. in advance of the term roll process),
Banner will not allow you to create the students registration record in SFAREGS. You must keep a list of these students
and ensure that you create their ‘EL’ SFAREGS record and default grant record after term roll has completed.

SFAREGS has a tabbed interface for easy navigation. Simply enter the “Term’ and ‘Student ID’ and select ‘next
block’ to view / update details on the form.

The form initially appears as follows:

75 Student C

201314 [12123478 Bloggs, Jog 11 -JUL-20 3 tE
R pizizers [Slpoggs, e rzois
ian
oz om !
s

L \iew) CHVE CUTTicUia) [ PrmtE v BrintSchednle

M - Create collector record _

Lo O

RRARNARRN
Im

EREENEREN
ERRERERER
M ERRERENIR

ARRRRRENA
) LLLLLLLLL

}

Under the Student Term tab, you can view / update detailed information about the student such as:

—  Student Type

— Residence

—  Full or Part time indicator

—  Block schedule

—  Fee Assessment Rate.

—  Class (Attribute / Year of Study)

Ensure that these details are entered correctly or make any amendments as required.
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Student Term

The Curricula tab allows you to view program related information for the student. You should also ensure that the
details on this tab are as expected (i.e. Programme & Term data).

Curricula Sty Eat e Siatis

Curriculum

Return to the Registration tab.

The student’s status will be EL (Eligible to Register) at this point. Select ‘save’ twice. This will activate the student’s
registrations record in Banner and trigger ‘Fee Assessment’.

You should now expect to see the following message. Select OK to proceed.

0 Fee Azsessment processed.

This will create the student’s registration record and the appropriate fees will be generated on the student’s account.
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SZASGNT - CREATING THE DEFAULT GRANT RECORD
Having created the student’s ‘EL’ registrations record, you must now save the student’s default grant record.
Note: This step is only required for Full-Time students. If a student is Part-Time, simply ignore this step.

To save a student’s default grant record, enter SZASGNT. In the key block you enter the student’s ID and Term Code
and ‘next block’ into the form.

You will be prompted with the message ‘Setting Student Grant Defaults’. Select OK and the standard default funding
codes for the programme will default against the student’s record.

8 Student Grant Maintenance Farrr 8.0 T1) Quic WT. 9 of 8

D12123475 Bloggs, Joe 201314 01-JAN-1930

Level 6 / 7 programmes will have default funding codes of:

— Funding Category: 03 (TLT Scheme)
—  Funding Maintenance: 30 (Non-Aided)

Level 8 programmes will have default funding codes of:

— Funding Category: 00 (Standard)
— Funding Maintenance: 20 (Non-Aided)

Note: More information in relation to grants can be found under the Fees and Grants section of this manual

Save to commit changes to the grant record. The Registration Service should then be informed so that process of
inviting the student to formally register and pay fees online can commence.
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CHANGING A STUDENT’S ACCEPTANCE

From time to time, it is be possible that an AD (accepted offer) was incorrectly recorded against a student application
for a particular programme. It may therefore be necessary to undo this and create a new AD (accepted offer) against a
different programme application.

However, this can only be done if the student’s registrations (SFAREGS) record has not yet been created and no fee /
billing processes has yet assessed on the student’s account. If the latter has occurred, you cannot create a new
acceptance record on SAADCRUV. Instead, you need to update the student’s curricula / programme information directly
from SFAREGS.

Details of how to update a student’s programme information from SFAREGS is covered under the section ‘Changing a
Student’s Programme on SFAREGS’.

Note: Where a change is required to a student’s programme on SFAREGS you may need to liaise with Registrations.
This is to ensure they are made aware of any changes, so they can follow up with the student if required (e.g. if another
Invitation to Register needs to be sent to the student).

If the student’s EL registrations record has not yet been created, you can change a student’s acceptance by following the
steps outlined below:

IN SGASADD ‘RECORD REMOVE’ THE STUDENTS ATTRIBUTE.
— Enter SGASADD.
— Input the Student ID & Term Code.
—  “Next block’ to twice to the Student Attribute section.
— Highlight the existing attribute and select Record — Remove from the Menu.
— You will be prompted with a Warning Alert. Select OK and save Changes.

IN SGASTDN, SELECT EXISTING APPLICATION RECORD AND “RECORD REMOVE’ THE
STUDENT’S CURRICULA RECORD.

— Enter SGASTDN.

— Input the Student ID and Term Code.

—  ‘Next block’ into form.

—  Select application record by use of scroll bar (if more than one exists)

—  From the menu select Record — Remove

— You will be prompted with confirmation message. Select Yes to proceed.

IN SAAADMS, ENTER STUDENT ATTRIBUTE AGAINST NEW APPLICATION RECORD
— Enter SAAADMS.
— Input the Student ID and Term Code.
—  “Next block’ into form.
— Select correct application record (i.e. new application to be accepted) by use of scroll bar.
— Once selected, go to the Contacts, Cohorts, Attributes tab.
—  Enter relevant year of entry for student under Attribute section.
—  Save changes.
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IN SAADCRYV, SELECT THE OLD APPLICATION RECORD AND INPUT AN RO
(APPLICATION REJECTED) DECISION CODE.

— Enter SAADCRV

— Input the Student ID and Term Code.

—  “Next block’ into form.

— Select old application record by scrolling through Application Summary section.

— Under Decision Data section, enter an RO decision code against this application.

—  Select OK to Decision Processed prompt.

IN SAADCRYV, SELECT THE NEW APPLICATION RECORD AND INPUT AN 10 (OFFER
MADE) AND AD (APPLICANT ACCEPTED) DECISION CODE.

— InSAADCRYV for same Student ID and Term Code, return to Application Summary section

—  Select new application record by scrolling through applications.

— Return to Decision Data section and enter an 10 and AD decision code against this application.

— Select OK to Learner Record Created prompt.

— Save changes.

You previous ‘accepted” application has been rejected and a new application has been accepted.
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PRODUCING WEB REGISTRATION INFORMATION PACK - SZAINFO

Once direct or advanced entry registration records have been created with a status of EL, you can proceed with the
production of Web Registration InfoPacks.

However, you should note that you can only proceed with producing InfoPacks the day after the registrations record
was initially created. Otherwise, their DIT email account will not yet be active and an InfoPack cannot be generated.

Note: Before generating your first batch of InfoPacks, you should always ensure that your IE & Banner settings are
configured correctly. Try generating a Student Details Report from SZANAVI to test that you can run reports from
Banner in advance. Please see http://appupdates.dit.ie for further details on the correct technical configuration for
running Banner 8.5.

When in a position to generate InfoPacks for advanced entry or direct applicants, SZAINFO is the form used to
generate them.

]

Generate Info Packs

Parameters to be entered on this form are as follows:

— Term Code (e.g. 201314)

— Block Code (e.g. DT366/1)

—  Select checkbox for All Students (or enter individual student no.)
— Signature & Title remain blank

— Date parameters remain blank.

The ‘Reprint?’ checkbox should only be checked if you wish to reprint InfoPacks for a block of students which have
already been generated.

When you are satisfied with the input parameters you have entered, simply select Generate Info Packs.

You will then be prompted with the following message detailing the number of InfoPacks to be generated.
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eh Information P: WEO B0 (BAMSLT)

HMumber of paper weh packs: 17

Mumher of email weh packs: o

.+ Proceed

You should expect all “direct” and “advanced entry’ students to be selected for “‘paper’ web packs.

Note: Returning Students will receive their InfoPacks by ‘email’. This will be covered further under section ‘Returning
Students Registration’.

Simply select Proceed to continue with the generation of the paper packs. At which point, a new browser window will
open with a PDF of all the web registrations letters. Each letter contains the student’s details and programme
information along with instructions on how to logon to the DIT Programme Web Registration system. It will also
include their logon details to their new DIT email account. This can then be printed out and posted to the student.

Upon receipt of this InfoPack letter, the student will be able to go online and register for their respective programme.
Further information regarding Programme Registration is available on the Registration website. An instructional user-
guide for students is also available from this website.

Following the generation of InfoPacks you should then check the InfoPack Audit Report for any InfoPacks that did
not generate as expected. Further instruction on this process can be found under the section Audit of InfoPacks.

Sample student letter:

26-JUN-13

Joe Bloggs

143 Rathmines Rd
Rathmines
Dublin 6

Dear Joe
Congratulations, you have been allocated a place on:
Programme:  DT370

Description: ~ BSe Business & Legal Studies
Year 1

Registering and Paying Fees Ouline

It is important that you now register as 4 student and pay your fees. You must logon to www.dit fe/registration
. ly for information on how o register and pay using a credivdebit card.

1F you have not logged on to the online system before, your logon is:

StudendD: D1312253%

PIN: 010150
1€ you have previously logged in, then the abave PIN is no longer velid as you would hive created your own uniique
PIN.

Once you have completed your registration, you will receive a'Confimation of Registration’ email to your DIT email

" N i that nom
‘account, which you must print off and pr DIT when ing y nt D card. Please note that o
payment of fees incurs additional charges and fiilure to pay your fees tmay rosult in removal of services, email and
library access.

Induction to your Programme and Collecting your Student [D Card

Your "Induction Schedule” for your programme and. your Student ID cerd collection dates are available on the
registration website. Please ensure to attend at the time(s) designated and remember io bring ymrcmﬁmmw_mf
registration cmail. The website l]mpmvidesyoum:hhﬁxm:ﬁmmmaminglllnmmmﬂywmuﬂmedm
wisit it regularly.

Your DIT Email Account o

Following registration, your DIT email account is our prime method of communicating with you and you need to
access it on o regular basis by visiting srww.myditie. Your login details for the email system are as follows:

‘Email Address: ‘niall.oflanagan@dit ie

Email Username: D13122536
Password: 01011990

Wishing you every suceess for the Goming year in DIT.
Yours sincerely,

Teresa Ward
Registrations Manager
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Registration is the process by which students formally enlist on a given Programme and/or Module(s) within DIT.
There are various modes by which this process can occur.

First year applications to any undergraduate full-time programme are made directly through the Central Applications
Office (CAO). When a student is offered and subsequently accepts a place on a DIT programme via the CAO, their
registration record is automatically created on the Banner system with a status or EL (Eligible to Register). The student
will then be invited to register and pay fees online using the DIT Online Programme Web Registration System. Once
registered, their enrolment status on the Banner system will change to RE (Registered).

Of course, not all applicants are processed via the CAQ. Others may be direct, advanced-entry, international,
apprentice or postgraduate applicants.

Subsequent to ‘Programme Registration’, some students may need to choose what modules they will take for a given
programme and year. This is the process of Module Registration. In most cases, students will interact with the online
Student Self-Service Banner (SSB) system to complete Module Registration.

CAO & NEW-ENTRANTS REGISTRATIONS

When a student accepts a place at DIT via CAO (and files are loaded to Banner), their registration record is
automatically created on the Banner system with a status or EL (eligible to register). It is the responsibility of the
Registrations Service to ensure that those students who are offered a place on a DIT programme are processed
accordingly. In the first instance, they should expect to receive the appropriate communication inviting them to register
online.

As subsequent rounds of CAO offers and acceptances are processed, students may have the opportunity to supersede the
previous acceptance. More information can be found under the Supercedes section below.

Note: The only exceptions where students are not eligible to register online are those students with a residency of Non-
EU who are liable for the full international programme registration fee. They will be registered directly by the
Registration Service to ensure that they are accurately fee assessed. See section on International Students for further
information.

PRODUCING WEB REGISTRATION INFORMATION PACKS - SZAINFO

When you are ready to generate the first Programme Web Registration InfoPacks, you will need to confirm that the
relevant student PINS are re-enabled. See section on Student PINs for further details.

Assuming all relevant PINs are re-enabled, you can proceed with generating ‘Web Registration Information Packs
(InfoPacks)” letters for CAO new-entrant students.

Note: Before generating your first batch of InfoPacks, you should always ensure that your IE & Banner settings are
configured correctly. Try generating a Student Details Report from SZANAVI to test that you can run reports from
Banner in advance. Please see http://appupdates.dit.ie for further details on the correct technical configuration for
running Banner 8.5.
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CAO ROUND A AND ROUND O ACCEPTANCES

The first batch of InfoPacks is generated for those students who have accepted a place on a DIT programme via the
CAO Round A or Round O process.

SZAINFO can be used to generate ITRs for a group of students based on date ranges (as opposed to block codes). This
date range should reflect the timeframe for which students accepted their place on a Round A or Round 0 offer.

Note: This functionality should not be used for other CAO applicants (hamely Round 1 and later).

Please ighore dates entries unless you are running Info Packs
for Round A and Round 0 CAOQ Loads.

Start Date: End Date:

To generate ITRs for Round A and Round 0 students, proceed as follows:

—  Enter Term Code

— Enter Start Date of Round A/ 0 acceptances
— Enter End Date of Round A / 0 acceptances
—  Select Generate InfoPacks

Note: You cannot select specific Block Codes or a Student ID when generating ITRs based on date ranges from Round
A and Round 0. Once you enter your date ranges, the other input parameters on the form become locked.

You will then be prompted with the following message detailing the number of InfoPacks to be generated.

"rm Wieh Information Pac AIMNFO B.0 (BANSLAY

Numhber of paper web packs: 17
Mumber of email web packs: a

v Proceed ¢

For CAO & New-Entrants, you should expect all InfoPacks to be ‘paper’ web packs.

Simply select Proceed to continue with the generation of the paper packs. At which point, a new browser window will
open with a PDF of all the web registrations letters. Each letter contains the student’s details and programme
information along with instructions on how to logon to the DIT Programme Web Registration system. It will also
include their logon details to their new DIT email account.

This can then be printed out and posted to the student.
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CAO ROUND 1 AND OTHER NEW ENTRANTS

The next batch of InfoPacks to be generated from SZAINFO will be for CAO Round 1 students and all other new-
entrants.

Parameters to be entered on this form are as follows:

— Term Code (e.g. 201314)

—  Block Code (e.g. DT366/1)

—  Select checkbox for All Students (or enter individual student no.)
— Signature & Title remain blank

— Date parameters remain blank.

The “‘Reprint?’ checkbox should only be checked if you wish to reprint InfoPacks for students which have already been
generated. When you are satisfied with the input parameters you have entered, simply select Generate Info Packs.

ions Infarmation Pack S

201314 =

DT366M

]

Generate Info Packs

You will then be prompted with a message detailing the number of InfoPacks to be generated.
For CAO & New-Entrants, you should expect all InfoPacks to be ‘paper’ web packs.

= Weh Information Pa
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Note: Returning Students will receive their InfoPacks by ‘email’. This will be covered further under Returning Students
Registration section.

Simply select Proceed to continue with the generation of the paper packs. At which point, a new browser window will
open with a PDF of all the web registrations letters. Each letter contains the student’s details and programme
information along with instructions on how to logon to the DIT Programme Web Registration system. It will also
include their logon details to their new DIT email account.

This can then be printed out and posted to the student. Sample student letter as follows:

DIT

26-JUN-13

Joe Bloggs

143 Rathmines Rd
Rathmines

Dublin 6

Dear Joe

Congratulations, you have been allocated a place on:
DT370

Description:  BSc Business & Legal Studies

Year: 1

Registering and Paving Fees Online
It is important that you now register as a stadent and pay your fees. Ym_1 must logon to www.ditje/registration
immediately for information on how to register and pay using a credit/debit card.

I you have not logged on to the online system before, your logon is:

StudentID: D13122536

PIN: 010190
If you have previously logged in, then the above PIN is no longer valid as you would have created your own unique
PIN.

Once you have completed your registration, you will receive a 'Confirmation of Registration' email to your DIT email
account, which you must print off and present to DIT when collecting your student ID card. Please note that non

of fees incurs additi 'churge!andfailmmpnyyw:ﬁwsmaymuhinremws]ofmvices,emailmd
library access.
Induction to your Programme and Collecting your Student ID Card . _
er"lnmmmSchemﬂe"fmymn‘pmgnmm:mdyuursmdmmwdwllmmdmsmwnﬂableontm
registration website. Please ensure to attend at the time(s) desi d and iber to bring your _od'
registration email. The website also provides you with i i ing all our services and you are advised to
visit it regularty.
Your DIT Email Account

Following registration, your DIT email account is our prime method of communicating with you and you need to
acoess it on a regular basis by visiting www.mydit.ie. Your login details for the email system are as follows:

Email Address: nialloflanagan@dit ie
Email Username: D13122536
Password: 01011590
Wishing you every success for the coming year in DIT.
Yours sincerely,
Teresa Ward
Registrations Manager

Upon receipt of this InfoPack letter, the student will be able to go online and register for their respective programme.
Further information regarding Programme Registration is available on the Registration website. An instructional user-
guide for students is also available from this website.

The generation of ITRs will continue for subsequent CAO rounds in line with the Registration Service Event calendar.

Following the generation of InfoPacks for CAO New-Entrants, you should then check the InfoPack Audit Report for

any InfoPacks that did not generate as expected. More information on this report can be found under the section Audit
of InfoPacks
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CAOQO SUPERCEDES

Following each round of CAO offers and acceptances, students may be given the opportunity through CAO to
supercede their previous acceptance with a new higher preference choice. This information will then be provided to DIT

on the following day’s file load.

The Registration Service is provided with a daily summary of both superceded and newly accepted students on DIT
programmes.

Supercedes may be either “internal” or ‘external’.

INTERNAL SUPERCEDES

‘Internal’ supercedes are students whose previous acceptance was also a DIT programme. Following the CAO load,
these students will have their newly accepted DIT programme reflected on their registration record (SFAREGS) and on
their grant record (SZASGNT).

If the student had already registered (RE) on the previous programme, they will remain registered (RE) on their new
programme. It is not necessary to re-generate an InfoPack for these students.

If however, the student’s enrolment status is still ‘EL’ (eligible to register) then a new InfoPack should be generated for
the student reflecting the new programme details.

Note: Remember if the student had already received an InfoPack (as part of their previous DIT acceptance), then you
will need to check the “re-print’ checkbox on SZAINFO when generating the student’s new InfoPack. GUIMAIL can be
used to check if the student previously received an InfoPack.

A new student ID card should also be generated for the student if they already received their ID card for the previous
programme.

SAADCRV - ADMISSIONS DECISION

You can query applications made by a student including their superceded application on SAADCRYV. You can use the
scroll bar to the right of the ‘Application Summary’ section to query each application against the student’s record. You
will notice a Superceded (SU) decision code recorded against the relevant programme.

Application Decision Application Decision Letter Decision Calculator Rating Review

Decision Data
Decision Si ifi i i A I i i Inactive Maintained Decision
Code Description Decision Acceptance Acceptance Rejection  Application by Date User ID
[=]
B superceded 3 u u u 3 s fsvs rsepans | [cac 8
aD Applicant Accepted Offer I [] I [] [] |s— [svs 2r-auG2m3 | |cao
oD Offered (CAD) I [ ] [ ] [ ] [ ] [ [svs fnauGama | [cao
- r = 0= = = EEE |
— N |1 | .
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EXTERNAL SUPERCEDES

‘External’ supercedes are students who had previous accepted a place on a DIT programme and have now superceded
that original choice with an offer on a programme at another third level institution. They are therefore no longer a
prospective DIT student.

No action is required by the Registration Service for ‘External Supercedes’.

Note: If the student had completed the registration process and paid their registration fee, the Fees & Income office are
notified for the purposed of issuing a refund to the student.

Each student recorded will have been updated as follows:

SFAREGS

—  Enrolment Status updated to PN (Person Not Attending)
— Rate Code removed
— Block Code removed.

SGASADD

—  Student Attribute removed

SGASTDN
—  Student Status updated to SU (Superceded)

SZASGNT

—  Grant record removed

SAADCRV

— Application Decision on relevant programme update to SU (Superceded)
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RETURNING STUDENT REGISTRATIONS

Students who have been progressed to the new term and are therefore returning to DIT will also be invited to register
and pay their fees online. Similarly to new-entrants, they should expect to receive the appropriate communication
inviting them to register online. In contrast to new-entrants, their invitation to register online will be communicated by
email rather than by letter.

Note: The one exception to this is students with a residency on Non-EU, liable for the full international registration fee.
These students will not be eligible to register online. They will be registered directly by the Registration Service to
ensure that they are accurately assessed for the appropriate fees. See section on International Students for further
information.

PRODUCING WEB REGISTRATION INFORMATION PACK - SZAINFO

When you are ready to generate the first Programme Web Registration InfoPacks for returning students, you will need
to confirm that the relevant student PINS are re-enabled. See section on Student PINs for further details.

Assuming all relevant PINs are re-enabled, you can proceed with generating ‘Web Registration Information Packs
(InfoPacks)’.

For returning students, their InfoPack will be emailed to their DIT student email account.

Note: Before generating your first batch of InfoPacks, you should always ensure that your IE & Banner settings are
configured correctly. Try generating a Student Details Report from SZANAVI to test that you can run reports from
Banner in advance. Please see http://appupdates.dit.ie for further details on the correct technical configuration for
running Banner 8.5.

SZAINFO is used to generate email InfoPacks for returning students.

tions Information Pac

201314 7

DT3662

1

Generate Info Packs

Parameters to be entered on this form are as follows:
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— Term Code (e.g. 201314)

— Block Code (e.g. DT366/2)

—  Select checkbox for All Students (or enter individual student no.)
— Signature & Title remain blank.

— Start Date & End Date remain blank

The “‘Reprint?’ checkbox should only be checked if you wish to regenerate InfoPacks for students which have already
been generated. When you are satisfied with the input parameters you have entered, simply select Generate Info Packs.

You will then be prompted with the following message detailing the number of InfoPacks to be generated.

fely Infarmation

Mumber of email weh packs:

Number of paper web packs: i}
4

{ Procesd ¥ ( Cancel )

You should expect all returning students to be selected for ‘email” web packs. The only exceptions to this are students
repeating 1% year and advanced entry students. They will be selected for ‘paper’ web packs.

Simply select Proceed to continue with the generation of InfoPacks. At which point, you should then expect a
confirmation message detailing the number of student emails sent. Any paper web packs should also generate in a
separate browser window in the form of a PDF document.

® 4 emails sent to Students!

The InfoPack email inviting the student to register online is sent to the student’s DIT email address which they can
access by visiting mydit.ie

This email will list the student’s details, programme information and instructions on how to logon to the DIT
Programme Web Registration system.

Page 61 of 351

— NEQrMakiom
JJ SErUICES


http://www.mydit.ie/

BANNER OPERATIONAL USER GUIDE

Sample email as follows:

n |

Please Register for your DIT Programme Now ke x

4

DIT Registration Service <registration. service@dit.ie> 233 PM (39 minutes aga) -
to gillian. donagh. [+

Dear Test,
YWelcome back to DIT. You have been allocated a place on DT370 BSc Business & Legal Studies year 2.

Registering and Paying Fees Online

It iz important that you now register a5 a student and pay your fees. You must visit we dit. ie/reqistration for infarmation on
how to register and pay your fees using a credit/debit card.

‘Your username for the web registration system is:

Student 1D : D13122536

The same PIN s used for all onling services [(Programme registration, module selection and exarn results). Your PIN Js the
same PIN you naed last time you logged on to one of these senvices.

Once you have completed your registration, you will receive a 'Confirmation of Registration” email to your DIT
email account. Please note that non payment of fees incurs additional charges and failure to pay your fees may
result in the removal of services, email and library access.

Your DIT Student ID Card

The student I card you have already been issued with is valid for the duration of your programme; therefore there is no
requirernent for you to collect a new card this year.

The Reqistration Service website (www. dit.iefregistration) can also provide you with information concerning our other
serices and you are advised to visit it regularly. Your DIT email account is our prime method of communicating with you
and you need to access it on a regular basis by visiting mydit.ie.

Wishing you every success for the coming year in DIT.

Yours sinceraly
Teraesa Ward
Registration Manager

For this email to be sent to the student, their email address must be ‘active’. If the student’s email is not active, they will
not be selected. More information of the criteria required for an InfoPack (letter or email) to generate can be found
under the section Audit of InfoPacks.

If there is a technical problem with the student’s email address and the email could not be sent, you will get the
following error message.

Farms

® &n error ocoured emailing Student CO093932463

If you get this message, you should log it with the support desk for further investigation.

Upon receipt of the email, returning students will now be in a position to log-on to the DIT Programme Web
Registration system to register and pay their fees. Further information regarding Online Registration is available on the
Registration website. An instructional user-guide is also available from this site.

Page 62 of 351



BANNER OPERATIONAL USER GUIDE

AUDIT OF INFOPACKS

The generation of InfoPacks from SZAINFO is dependent on the following criteria being met in Banner:

- Web Registration is open.

- Student has an active ‘EL (eligible to register)’ registrations record for the new term.
- Student has a residency of E (EU).

- Student’s PIN is enabled.

- Student’s DIT email address is active.

- Student has an active ‘Home Address’ record in Banner

- Student has an F/P indicator on SFAREGS.

- Student has a valid attribute (year of study) for the current Term.

Upon generation of InfoPack for any block of students, you may have students who did not meet the above criteria and
therefore for whom an InfoPack did not generate.

INFOPACK AUDIT REPORT

You can check for any InfoPacks that did not generate using the new ‘Audit of InfoPacks which have not been
Generated’ report in Business Objects. This report is under the General Student Reports category.

This report will list only those students on a ‘block” for which an InfoPack did not generate.
It will list the following:

- Block Code

- Student ID

- Student Name

- Enrolment Status
- PIN Disable Flag
- PIN Reason Code
- Residency

- Email Status

- Email Address

Block Code Student ID Student Name E:!art?:]s“em gli':abl = Ea:i:t:;a:én Residency E{E?Lills Student Email Address
A3341 DO5S109851 | Tosmm—— RE Y DPOS |E A T—t student dit.ie
A33411 DO5109629 | deineampisosnadins RE Y DPOS |E A R 7 s tUdent dit.ie
A33401 D12125505 | st RE Y DPOS |E A Soim————1) 5 U dent. ditie
A3341 D12125567 | \inimsimiomi PN Y DPOS |E A St 0 s tudent. dit.ie
B115/4T3  |DI12127375 pokikeimiibic RE Y DPOS |E A skl @ student dit.ie
B115/4T3  |D12127384 (e RE ¥ DPOS |E A Mmoo 7= 11y dent dit ie
B115/4T3  |C10350983  retmmmei—— RE Y DPOS |E A Riinlsmepei 7 student dit ie
B115/4T3 |CO9661452 | vt RE Y DPOS |E A eomieemsiioes )< tUdent dit.ie
B115/4T3  |COT526318 |ivkesiiommmmimmmint RE Y DPOS |E A rommniv 0 sty dent dit.ie

You should use the output of this report to determine whether any further action is required.

The report will flag in red the item which may be preventing the generation of an InfoPack
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(E.g. Enrolment Status — DI; PIN Disabled - Y; Residency — N)
In some instances, it may be correct that an InfoPack did not generate for a given student. See example scenarios below.

— Example 1: Student with a Residency on N (Non-EU). Non-EU students are not eligible to register online.

— Example 2: Student has ‘deferred” (Enrolment Status - DI), thus is not going to register online for coming
academic term.

— Example 3: Student PIN is disabled with reason code DPOF (Disabled Pin Outstanding Fees). On TSAAREYV,
you have confirmed that the student has outstanding fees from previous term. PIN Status Code is correct and
student is not eligible to register online for coming academic term until outstanding fees have been paid.

However, in other instances you may have expected an InfoPack to generate but hasn’t. Therefore further action may be
required to enable the InfoPack to generate. Sample scenarios as follows:

— Example 4: Student has an Email Status of N (New) or U (Updated). This infers that either the student
registration’s record was only just created (N — New) or something was recently changed (U - Updated) on the
student’s record. This may be a name change or programme change. In both case, this will not be updated to A
(Active) until the following day. At which point, you should then be able to generate the InfoPack for the
student.

— Example 5: Student PIN disabled with reason code DPQOS (Disable PIN Off-Season). This infers that the
student’s PIN was never re-enabled prior to production of the Web Registration InfoPacks. You should check
if this is the same for all students in the same Block Code. If so, you should re-enable the students” PINs using
GZTPINE. More information on re-enabling student’s PINs can be found under section ‘Student PINs’.

QUERYING INFOPACK GENERATION AGAINST INDIVIDUAL STUDENT ID -
GUIMAIL

You can also query an individual student record directly in Banner to see if an InfoPack had generated for an individual
student.

You may want to do this if a student has a query regarding an InfoPack which they did not receive.

To check if an InfoPack was generated for the student, open GUIMAIL in Banner. Enter the ‘Student ID” and “next
block’.

System: ,E_ E Term:  [201112 EI Material: EI Aid Year: E

Letter: WB_INFO EIWE b Registrations Letter/Email Initials: E

Initiated: 31-AUG-2011 [f Vvait: l_ Module: |N— Originator: |U— Quantity: |_1 Plan;

Printed: H-sUG2011 | User:  MHEAVEY ST

A WEB_INFO entry for the current term will indicate that a web registration InfoPack (letter or email) was generated
for the student. The quantity will indicate the no. of times it was generated (i.e. includes re-prints).

Before re-printing a paper InfoPack for a student, you should confirm the student’s address details are correct to ensure
the InfoPack will be posted to the right address.
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QUERYING / UPDATING STUDENT’S REGISTRATIONS RECORD

As indicated previously, in order for students to be properly registered, the student’s enrolment status will need to
reflect ‘RE’ for registered. This should be triggered automatically in Banner when the student registers using the Online
Web Registration system. However, it is also possible to manually register a student directly in SFAREGS for any
students not registering online.

SFAREGS — STUDENT COURSE REGISTRATION

SFAREGS has a tabbed interface for easy navigation. It is used to update information on enrolment, registration, fee
payments, subject details and class details. From here, a student can be manually registered against a defined list of
CRNs, processed against a block code, have course information updated or take payment for fees.

Simply enter the “Term” and ‘Student Number’ and select ‘next block’ to view / update details on the form.

The form appears as follows:

b | o) e
TS e

T
I

M ERRERARER

||I||l||I||I

Y - Immediste assessment 11-JUL-2013

o o o
ARNERREEN
ERERREREN

:
I ARRRNARAE

)
)

Under the Student Term tab, you can view / update detailed information about the student such as student status, student
type, Full or Part time and Block schedule.
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Student Term

UPDATING STUDENT TYPE (REPEAT OR TRANSFER STUDENTS)
Note that all students entering DIT for the first time are always coded as:

N - New Entrant

Students continuing or re-enrolling on a particular programme of study will continue to be coded as per student level:

A — Apprentice

C - Continuing Education

D - Professional Development
P — Postgraduate

R — Research

U — Undergraduate

However, as part of our obligation to return student data to the HEA annually, it is now required that where applicable
we also code students according to the criteria below. Therefore if Student Type is considered to be a ‘transfer’ or
‘repeat’ student, the student type should be updated as follows:

Student Type | Description

X Transfer-In from own institution

| Transfer-In from other higher education institution

B Repeat (Students repeating the same year of the same course for which they are primarily registered)
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Select the drop down list beside Student Type field to view list of available options.

Student Term

| Description
Repeat
AdultfContinuing Education
Frofessional Development
AdultfContinuing Education
Transfer In Other HE Institut
Mew Entrant
Fostgraduate
Research
Transfer
Undergraduate
Transfer In Cwen Institution

[~]
— e
.
201213

Save changes.

The Curricula tab allows you to view or change program related information for the student.
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CHANGING A STUDENT’S PROGRAMME ON SFAREGS

To change a student’s curricula/program on SFAREGS, you should select ‘Replace’.

Note: ‘Duplicate’ is used to progress a student to a new stage of the same Programme / Curricula. This process will be
covered in further detail as part of the ‘part-time” registrations section.

When changing a student’s programme on SFAREGS you should do the following:

— Select ‘Replace’ icon. This copies the existing curricula and makes it inactive. It also creates a new blank
curriculum to add.

— Update the Catalog Term to reflect current Term

—  Select the new Program Code in the Program field.

—  Select ‘return’ for other Programme fields to default.

—  Save your changes.

Note: If you choose to change a student programme on SFAREGS, you should ensure that all other programme
information including Block Code, Rate Code and Attribute are also updated as appropriate. The student’s grant will
also require updating on to ensure it reflects the new programme code and funding rules. Further information on
updating grant records available under ‘Fees and Grants’ section

EFFecTIVE DATE ON SFAREGS

You will notice that whenever you enter SFAREGS, the ‘Date’ in the key block field will always default to today’s date
(i.e. system date).

Term: |m213 [ D |p12123479  [¥ [Blooos, Joe Date: [15-wuL2013 [
L New Corrent/Acive Cormica [ IPrintBil v Pt Sehednle

As a result when you ‘next block’ into SFAREGS, any changes you make will the effective from this date. In most
instances this should be correct. However, you may occasionally be required to ‘back-date” or make a retrospective
change to a student’s record in Banner (e.g. a student withdrew from a course three months previously). In which case
you should ensure that the Date you enter on the key block in SFAREGS reflects the date that the change is effective
from.

You can then ‘next block’ into SFAREGS, make any required updates and save. These updates will be effective from
the date entered on the key block.

WITHDRAWING / DEFERRING A STUDENT

If you need to change a student status to withdrawn or deferred, this can be done by changing the Enrolment Status
code on the Registration tab to the relevant withdrawn of deferred code. By selecting from the drop-down list, you will
see the various codes options.
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Enrollment Status Dates

Status Code Description Start Date End Date
Deceased 02-1UL-2010 31-AUG-2011
’E Duplicate Entry 0Z-JUL-2010 F1-AUG-2011
E Deferred End of Session 01-FEB-2011 31-MAT-2011
’; Eligible to Register 02-JUL-2010 31-AUG-2011
’W Medical Withdrawn 01-SEP-2010 31-AUG-2011
Oh Off-Site Attendance ’m ’m
W Persan Mat Attending 02-1UL-2018 31-AUG-2011
E Registerad 0z-JUL-2010 31-AUG-2011

Once you select a code and press the ‘return’ or ‘tab’ key, you will be prompted with a ‘Student Grant Withdrawal
Date’ pop-up.

E_EI Student Inactive Date SFARE!

Student Grant Withdrawal Date

Simply confirm the date and save. This date will then be reflected as the end date on the student’s grant record.

Withdrawal and Deferral Codes are date dependent. Therefore at any one point in time, only a selected list of codes will
be available. If you need to back-date a withdrawal or deferral, you should ensure the correct effective date is entered in
the key block initially (see above for further information on “Effective Dates in SFAREGS’). Furthermore, there are fee
refund implications depending on the code used and date of selection.

These codes and fee implications are outlined in detail on the Student Registration Fees Policy & Procedures -
http://www.dit.ie/intranet/finance/policiesandprocedures/

REGISTERING STUDENTS ON CRNS

Most full-time students are registered automatically on their CRNs (Modules) via the SoS script at the beginning of
each semester. More information on this process is covered in the “Module Registration’ section of this manual.

However, it is often necessary to manually register a student directly on CRN(s) through SFAREGS. This is due to
some part-time programmes having fees associated with CRNSs. Therefore, if web registration is being used for students
where fees are attached to the CRNs it is important to ensure that the CRNs are set-up against the student’s records prior
to sending out the web registrations packs.

To attach a CRN to the Student Course Registration Form SFAREGS, select ‘next block’ twice. In the Course
Information section you will need to enter the CRN code. This is typically a 5 character number. If you need to add
more than one CRN, select F6 and enter the new code until you have entered all the subjects/CRNs the student is
studying. Save this form twice for Fee Assessment. Payment can then be processed.

Time Method
Grade Credit Bill Attempted Status Appr Part of of
CRH Subject Course Section Mode Hours Hours Hours Hours Status Lewvel Recd Owerride Term Instruction Campus

Course Information

[=] [=] = = = [ [=] = [=
lonot Law | 1100 bk [ sooo [ oo | sooo | sooo ke s L0 [ | 2 un
fos0 poer | [an b [ sooo [ oo [ sooo [ soo0 [RE | e [ [ st
11053 Larp | [ast o [ so [ oo | soo [ somm e s O [ ) s st
11054 poaL | [0 bt [ sooo [ oo [ som [ sooo R jue L [ | sz [ st

Page 69 of 351

— =D Mk
] seruices


http://www.dit.ie/intranet/finance/policiesandprocedures/

BANNER OPERATIONAL USER GUIDE

CRNs are set-up against a given Part of Term (i.e. Semester). They may be Full Year (1), Semester 1 (S1) or Semester 2
(S2).

Similar to withdrawals and deferrals in SFAREGS, this implies there is a date dependency of registering students on
CRNs. SFAREGS will therefore not allow you to register a student on a given CRN where the date is not within the
given date range of the Semester associated with that CRN (e.g. you cannot register a student on a Semester 1 CRN in
March). Again the use of effective date in the key block may be useful here where a user needs to retrospectively make
changes effective in the past (as opposed to the current date).

EMERGENCY CONTACT DETAILS - SPAEMRG

As part of the online registration process, students are requested to enter emergency contact information. This
information is captured so that the student’s next of kin can be contracted in case of an emergency.

In order to review/amend these details in Banner, simply go to SPAEMRG.

Enter the students ID and ‘next block’ into the form to review the student’s emergency contact details (priority 1
record). Data can be amended as required.

1 (BANST1)

15755031 Bloggs, Jane S

WEBUSER

When inserting a next of kin record for a student who has not input their details online you should input the following:
Priority of 1

Relationship of this person to the student — select one of the following codes from the dropdown:
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|ﬁ_ |Fat|1 er

|E |Gu ardian

|I'|'I_ |I'|'I|:rther

N [Next of Kin

o | [other

The surname for the contact person in the Last Name field and their forename in the First Name field
The telephone number for the contact person in the Telephone fields
Record the type as EM (emergency contact) in the Address Type field

When you save the record OK the popup Note advising that No address exists for this address type.

® *MOTE* Mo address exists for this address type or

address is inactive

Cast Upaare

MEDICAL PRACTITIONER INFORMATION - SPAEMRG

As part of the online registration process, students that have supplied details of their allergies are required to provide
contact details for their Medical Practitioner.

In order to review/amend these details in Banner, simply go to SPAEMRG.

Enter the students ID and ‘next block’ into the form to review the student’s medical practitioner details (priority 2
record). Data can be amended as required.
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04-AUG-2015

When inserting a medical practitioner record for a student who has not input their details online you should input the
following:

Priority of 2
Relationship of D (medical practitioner)
The surname for the medical practitioner in the Last Name field and their forename in the First Name field

Record the address type as DA (medical practitioner) in the Address Type field and the address for the medical
practitioner in the street line, city and nation fields

The telephone number for the medical practitioner in the Telephone fields

Details of any specific treatment being undertaken are recorded on GOAMEDI.

ALLERGEN QUESTIONNAIRE - GOAMEDI
As part of the online registration process, students are requested to reply to an allergen questionnaire.

The responses that the student has submitted online in reply to the questions, as well as allergy and relevant treatment
details are recorded and can be queried in Banner, simply go to GOAMEDI.
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Enter the students ID and ‘next block” into the form to review the student’s responses to the Allergen Questionnaire.
Data can be amended as required.

The Question/Allergy is referenced in the ‘medical code’ field on the form; the yes/no response is displayed in the
‘Disability Service’ field and the information input by the student for any reaction, treatment, diagnosis details are
recorded in the ‘Comment’ field.

1eral Medical Information GOAMEDI 8.1 (BAl

s |

Input the student’s ID and “‘next block’ into the form to manually record the student’s responses to the Allergen
Questionnaire.

Insert a record for AQ_FOOD code to record their reply to the “any significant food allergies’ question then input Y/N
in the Disability Service field to indicate appropriate Yes or No response.

Insert a record to record the Yes or No reply for each specific food allergen (DAIRY, GLUTEN, MOLLUSC. Etc.),
including details of any treatment, diagnosis details in the ‘comment’ field. The list of food allergen codes is as
follows:
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(CELERY |Celery

|CF‘.LISTAEEAN |Cru5tan:ea ne (crab, prawns etc)
IDAIRY |Dairy products

EGGS |Egas

FisH IFish

[FLOUR [Flour

|FF‘.UIT |Fru'rt (please specify)

|GLUTEN \Gluten

|LL.IP'IN |Lup-in (legume used in flour)
IMoLLUSC Molluscs (mussels, oyster etc)
IMUSTARD Mustard

InuTS Nuts (including peanuts)
|oTH_FooD |Other (please specify)
|SESAME |Sesame seeds

|SDYA |5|:|'_.ra beans

|SULPHUR |Sulphur dioxide

BANNER OPERATIONAL USER GUIDE

"8 General Medical Information GOAMEDI 8.1 (BANST1)

ID: [c1a02582 [ [Ms Jay Bloggs

Medical Code:
Medical Date:
Disability Type:
Equipment Code:
Comment:

MOLLUSC EMolluscs (mussels, oyster etc)

[ =
[ [T
[ &

User ID:

Disability Onset Age:

Disability Service:

AMCQUILL Activity Date: 04-AUG-2015 =
[ Primary Disability
Y E Yes

[ |5evere reaction, diagnosed 2010, carry epipen|

Details of any specific treatment being undertaken with their medical practitioner should be recorded against the
DQ_Treat (DR detail treatment undertaken) medical code.

Their response to the declaration that the information they have supplied is correct should be recorded against the

AL_DECLAR (Declaration info correct) medical code.

z;E_GeneraI Medical Information GOAMEDI 8.1 (BANET1)

ID: [c1as0zs6z [+ [ws Jay Boggs

Medical Code:
Medical Date:
Disability Type:
Equipment Code:
Comment:

E Declaration info correct User ID: WEBUSER Activity Date: 04-AUG-2015 =
[ =
[ =] Disability Onset Age: [ [ Primary Disability

(=] Disability Service: [ []ves

21|
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STUDENT BEREAVEMENT PROTOCOL

Information concerning the death of a student may come from a variety of different sources. Student Bereavement
Protocol document outlines the protocol in relation to such a death.

In the context of updating a deceased student’s record in Banner, the following steps should be followed. All other
actions and communications should be addressed in accordance with the Student Bereavement Protocol guidelines.

DECEASED STUDENT

On receipt of the Bereavement Protocol Form issued by a Senior Manager advising that a student has died, you must
follow the steps below to update to the student’s record in Banner:

DROP STUDENT FROM ANY REGISTERED CRNs oN SFAREGS.

—  First check with the Exams office if the student has any grades entered against their registered CRNs before
making the decision to drop them from their modules.
Note: You can only ‘drop’ a student from CRNs which have not yet had grades rolled to Academic History.
—  Enter SFAREGS.
—  Enter Student ID, Date & Term in the key block and “next block’ into the form.
Note: You must enter an effective date within the range of the CRN semester.
— Next block to the Course Information section.
— Change Status of registered CRNs to DD (Drop).
— Save changes twice to commit changes and trigger fee assessment.

. Time
Course Information Grade Credit Bill Attempted Status
CRN Subject Course Section Mode Hours Hours Hours Hours

%}
-
(=]
=
=
v
-
o
=

/N T T K
11038 MATH 2413 [o1 ’F‘J w00 | oo [ oo | 000 [oD [Us
11044 |MGST | [2a11 [P | oo | oo [ oo 000 oo |us
18475 | [ACID | 2411 W [p [ woo | 0o [ oo | 000 [op [us
18477 [DGIY | [za11 o P [ wooo | woo [ w00 | w00 oD fue
20746 |vTML | [2a11 o [P | oo | oo | oo 000 oD (UG
20743 | [MMRD | [2411 b o0 | 000 | wooo | ooo oD Jus
NN Il I I IS E

UPDATE STUDENT’S ENROLMENT STATUS TO DD (DECEASED) ON SFAREGS

Enter SFAREGS.

Enter Student 1D, deceased Date & Term in the key block and ‘next block’ into the form.
— Update enrolment status to DD (Deceased).

— Select OK to message ‘Enrolment Status prohibits registration’.

— Save changes twice to commit changes and trigger ‘fee assessment’.

FEFEE LI Student Term Curticula Study Fath e Statis
Hours Source  Acceptance
Status: |po [ |Deceased Process Block:  |pT9011 [ ] Minimurm: ooo [ 7] rrs ; Confirmed
) None
Reason: | [7] Status Date:  [16-J0L2013 _ Delete ACRNs  Maximum: | ooeomasen |7 fwrRs 00
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CHECK ‘DECEASED’ INDICATOR ON SPAIDEN

— Enter SPAIDEN.

—  Enter Student ID and “next block’ into the form.
— Navigate to the Biographical tab.

—  Check the “‘Deceased’ checkbox.

—  Enter Deceased date.

—  Save changes.

| Confidential
v Deceased

Deceased Date:  [30-4PR-2013 ||

ENTER END-DATE ON GRANT FORM SZASGNT
— Enter SZASGNT
—  Enter Student ID & Term and “‘next block’ into the form.
— Enter deceased date of student as the End Date of the grant record
—  Save changes

TLT Grant Details
Start Date: End Date:|z0-4PR-2013

DECEASED GRADUATE

On receipt of the Bereavement Protocol Form issued by the College Administrator advising that a graduate has died,
you must update the graduate’s SPAIDEN record to reflect this.

CHECK ‘DECEASED’ INDICATOR ON SPAIDEN

—  Enter SPAIDEN.

—  Enter Student ID and “next block.
— Navigate to the Biographical tab.
—  Check the “‘Deceased’ checkbox.
—  Enter Deceased date.

—  Save changes.

[ Confidential
v Deceased

Deceased Date:  [30-APR-2013 | )

INFORMING INFORMATION SERVICES
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Following updates to reflect a student / graduate’s status to ‘deceased’ in Banner, IS should be informed to ensure all
other IS systems and data repositories are updated accordingly. A call should be logged with the IT Service Desk
immediately to prompt this. Details should include:

—  Student ID Number

—  Student Name

— Date of Birth

— Date of Graduation (where applicable)

SZANAVI — STUDENT NAVIGATION FORM

To query student and registration related information, the first point of reference should be SZANAVI. This is a query
‘read-only” form and is useful for identifying and analysing any student and/or registration related queries. This form
enables you to view a concise overview of Student Details, Financial Details, Address and Registration data.

For further information on the use of SZANAVI, please refer to the ‘Introduction to Banner’ section.

201213 B 012123479 Bloggs, Joe -

Student Personal Details

DTa01M
11-JUL-2013

G

11-JUL-2013

Student SAccount Summary Student Details Report
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PART-TIME REGISTRATIONS
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Part-time students can also avail of the DIT Online Web Registration system. Online Registration for new students is
covered under section ‘CAO & New Entrant Registrations’. Online registration for returning students is covered under
section ‘Returning Student Registrations’.

However in DIT, some part-time registrations are managed directly by the Registration offices and applicants are
processed and registered directly in Banner. Consequently, part-time registrations QuickFlows have been designed to
support this process.

1ST YEAR STUDENTS — QUICKFLOw: PRG1
PRG1 is the part-time registration QuickFlow used to process and register new part-time students to DIT.

SAAQUIK - QuUICK ENTRY

The first form is SAAQUIK. This form is used to create a new student record (including a newly generate Student ID).

Before you generate a new ID, you should you should always search the database to see if a person record already exists
for the student. You can search for a student by selecting the ID drop-down and then Person Search. You can also use
form SOAIDNS for a more specific search. GUIALTI (Alternate ID Search) allows you to search by PPS no. and Date
of Birth.

Note: As a caveat to this, you should never re-use a CAO ID from the current term (i.e. students who have also applied
to CAO in the same term). These IDs should be kept distinct and a new direct application ID should always be created.

The first form is SAAQUIK. To create a new student record, select the Generate ID icon on the right.

GEMERATED

it

rrent dentifica

GEMERATED

L_EnterAdiress L EnterBipgraphical

Bloggsl

Joe

I

Cancel

In the prompt box, enter the student’s last name and first name detail and then save. Banner will generate a new student
ID at this point. Take note on the enrolment form of this number.

Next, tab across to the ‘Term’ field and enter the academic term (e.g. 201213) and then to the level (e.g. UG). The level
is the level of the Programme the student is studying. Then select ‘next block’.

73 Quick Entry 1K 1 (BANST1)  QuickFlow: PRG1: 1 of g

[121234582 Bloggs, Jos

When you ‘next block’, a dialogue box will appear. Select OK as this is just a note to inform you that certain values will
be defaulted.

Note that ‘Student Type’ defaults to the appropriate code depending on the Level entered in the key block.
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AP — A (Apprentice)

CE - C (Continuing)

PD — D (Professional)
PG - P (Postgraduate)
PR — R (Research)

UG - U (Undergraduate)

However, if the student is entering a higher education programme for the first time, you must update the student level to
reflect the fact that they are considered new entrants for the purpose of HEA returns.

N — New Entrant

Furthermore, if the student is transferring either from within DIT or from another higher education institution, you
should update the student type as follows:

X - Transfer-In from own institution
| - Transfer-In from other higher education institution

Now enter the following parameters:

—  Full or Part Time indicator (Part Time)
— Rate: PART (Most part-time programmes have a PART rate code. However, some may have something
different. Check this with your registrations officer if you are unsure.)

Addresses  Biographical

| Enter Address | Enter Biographical

Student Type: |N_E| Mew Entrant

Student Status: ’EF Active (check SFAREGS)
Residence: EEI European Union

Full or Part Time:  Full Time *® PartTime ° None
Rate: WE Part-time

Education Goal: “_EI
Education Level: E

Note: If you do not check the part-time indicator, then the payment options will not appear at registration point.

You should also notice under the Application and Recruit Information section of SAAQUIK that the Admission Type
defaults to DA.

Assuming the student is a direct applicant (DA) into the 1% year of a part-time programme, no change is required here.
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DA application into year 1

However, if you are generating an Advanced Entry application for a student into 2" or subsequent years of a part-time
programme, the Admission Type should be updated to AE (Advanced Entry). This ensures that these students will be
selected for paper ITRs as opposed to email ITRs.

AE application into year 2 or subsequent years

Next you navigate to the Curriculum section. To enter the Programme Code click on the Program field and enter the
relevant Code and save. The other associated field entries will default in.

Save at this point to create new student record.
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Next you will need to enter the Address Information. Choose the Address tab.
Note: You can also navigate between the tabs by use of the ‘next block’ and “previous block’ Icons

From here, select the ‘return’ key and today’s date will automatically populate the ‘From date’ field. Enter HM in the
address type field to record a Home Address for the student. Then enter the address details in the appropriate fields.

When entering the address information you will need to enter the address under the Street Line fields as well as the
City, County, Nation and Carrier Route fields.

143 Rathmines R

Rathmines

MOFLANSGAN

11-JUL-2013

Address data as follow:

—  City: City of address

— County Code: County codes including Dublin postal district codes. There is a look up table here. Double click
to view

— Nation Code: This is also a look up table. Double click to view. When entering the nation code enter the
nation pertaining to the address, as opposed to the student’s nationality.

— Carrier Route: This is used to record the accommodation type of the student for the purpose of HEA
statistical returns. This is a free text field, but you must use the following two character codes only when
entering this information:

PH Parental Home

RA Rented Accommodation

OH Own Home (house, apartment)
OA Other Accommodation

NS Not Specified

Note: You do not need to enter Sate or Zip code information.

To enter another address at this point, you can enter a new record by selecting F6 and entering the relevant details as
above. However, you should be aware that the most recent address entered will be the address used for written
correspondence with the student.

If an address record already exists but it is no longer valid, you can de-activate it and enter a new one. See the section
on “‘Updating Student’s Address’ for more information.

Finally on the Addresses tab, you can enter the student’s telephone details. You can select the Telephone Type (e.g.
HM) from the drop-down list.
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Save changes when complete.

Next, select the Biographical Information tab. On this tab, you must enter Gender, Date of Birth, SSN (PPS no.) and
Citizenship. All are mandatory for the purpose of HEA statistical returns.

—  Gender

— Date of birth in the format day-month-year this will automatically populate the age box
—  Citizenship

—  PPSN number should be added into the box labeled SSN/SIN/TFN.

01 -JARN-1993 8
1234567 T

11-JUL-2013

Save changes and exit the form.

You have now completed the first form of this QuickFlow. To progress to the next form, simply exit this form by
selecting the EXIT icon at the top right-hand corner.

SPATELE — GENERAL PERSON TELEPHONE

The next form is SPATELE. This allows you to add any additional telephone numbers you may not have previously
entered on SAAQUIK.

To enter telephone details, simply highlight a new ‘blank’ section. Enter the Telephone Type (e.g. MOBL) and tab
across to enter the telephone number. Save upon completion and exit the form.

% General Person Telephone SPATELE 8.2 8T1)  QuickFlowy:

Telephone

L] L] L]

12-JUL-2013

oo e --
I " primary AT
]

GOAINTL — INTERNATIONAL INFORMATION

The next form available on the QuickFlow is GOAINTL and relates to Visa and Nationality Information.
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First, you need to ‘next block’ to get to the Visa Information section. Use the VISA type code box to enter the visa type
if available.

Note: If the student is Irish, enter NS

F10 to save changes.

H International Information GOAIMTL 8.4 (BAMETT) QuickFlow: ERA

D12123480 | Joe Bloggs

[ 3122585 Joe Bloggs

MNationality

Enter the Nation of Birth by selecting from the drop down list. This field is mandatory and must be entered. If you
already know the code, you can enter it directly.

Save (F10) and exit the Form.
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SOAPCOL - PRIOR COLLEGE

The next form is the Prior College SOAPCOL Form. This is where information about student’s prior third level
education is held. Assuming the Student ID field is already populated, select ‘next block’ to enter the Prior College
section.

You can now enter the last college that the student attended.

= Prior C 8L1) QuickFlow: ADMT: 4 of 8

EBloggs, Joe

Prior College and Degree fuf i

You can view a list of colleges by selecting F9 or selecting the search icon to the right of the Prior College field.

)

Search

You will be brought directly into the list of third level institutions (SOISBGI). This list will initially appear blank.
Select the query function (F8) to retrieve the full list of institutions. Select the desired institution by double clicking in
the ‘Code’ field cell of the desired row selection.
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University College MUI Cork

University College MUI Dublin

MUI Galway

University of Limerick

MUI Maynooth

Trinity College Dublin

Thomond College of Educ

Dublin City University

Dublin Institute of Technology
Mational College of Art & Des

Mater Dei Institute of Educ

Teacher Train & HmEcon Colls

Miltawn Inst of Theal & Phil

Institute of Technol Tallaght

Crawford Coll of Art & Design
Institute of Tech Limerick

Institute of Technol Athlone

Institute of Technology Cork

Institute of Technol Carlow

Institute of Technol Dundalk

26 Galway-Mayo Inst of Techn

RRRRRRARERNARARRNARED
I

Your Prior College will be entered. Once you have selected the relevant college code, you can now save at this point.

You can also select and add information under the Degree Details section. If the student has graduated you should enter
the relevant degree information including Degree, Degree Date and Year.

Save (F10) and exit the Form.
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The next form is used to record information about student’s prior secondary level education. Assuming the student 1D

field is already populated, select “‘next block’ to enter the High School Details section.

[r13122685 Bloggs, Joe

You can now enter the secondary school that the student attended. You can view a list of schools by selecting F9 or
you can use the search icon which is to the right of the “‘High School’ field. You will be brought directly into the list of
secondary school institutions (SOISBGI) where you can search for a particular school by use of the search (F8) and %
(wildcard) function.

ground Institution

Blackrock College

St Jozephs Convent

Loreto Sbbey

Convent of the Sacred Heart

Presentation Brothers College

Manor House School

St Dominics High School

Scoil Ma MEBraithre

Baile Atha Cliath 9

Seail Ui Choraill

Baile Atha Cliath 1

Mean Scoil lognaid Ris

Baile Atha Cliath 12

Marian College

St Johns College

Gonzaga College

Catholic University School

Chanel College

Terenure College

Deutzche Schule Dublin

Dominican College

Seail Chattriona

Baile Atha Cliath 9

Holy Faith Convert

Dublin 3

L] ]

O

INFOrMa=ion
SEruceEs
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Simply enter part of the school name in the ‘Name’ field and use the % (wildcard) character to assist (e.g. %Christian%
to find all Christian Brother schools)

Yehristian®

Tip: The search is case-sensitive, so you should consider this when entering your search criteria (e.g. omit the first
character of a word if you are unsure of its case.)

Select F8 to execute the query. F7 clears the form for a new query.

Note that these school codes are numeric. Once you have found the relevant school, double click on the ‘Code’ field
and it will select the appropriate school and enter it on the main SOASCH form.

Save (F10) when school details are entered and exit the form.

SGASADD - ADDITIONAL STUDENT INFORMATION FORM

The next form is SGASADD. Assuming the correct ‘Student ID’ and ‘“Term’ has defaulted, you should ‘next block’
twice to enter the Student Attribute section.

You will now need to record the correct student ‘year of study’.

Simply enter the correct year under the Attribute Code and save. A warning prompt box will appear.

73 Additional Student Informatio WETTY Quic

13122536 Bloggs, Joe

Changing Student Attribute values may impact |
Registration Fee Azsessment.

| camce

Click OK, save and exit.

SGASTDN — GENERAL STUDENT
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The next form in the QuickFlow is the General Student Form SGASTDN.

First, you need to ensure the ‘“Term’” of entry for the student is correct and then select ‘next block’ to enter/view
information. This is the Student Record. This first Block/Tab is the Learner Block. This is used to view student
information such as student status and student tab. All information such as Fee Assessment Rate, Student Type,
Full/Part Indicator should already be there from entering it via the SAAQUIK form.

However, you will also need to enter additional data in the Additional Information section

— You should enter the relevant Block Code (Prog & Year) in the Block field.
— Under Session field, you should also ensure exchange, distance, e-learning or visiting occasional students are
flagged, where applicable. See section below for further information

al Student

D12123482 Blogos, Jog 201213 [ INiewiCurTen Ve CuThiculd

Learner

Save (F10) updates when complete.

EXCHANGE, DISTANCE, E-LEARNING OR VISITING OCCASIONAL STUDENTS

If the student belongs to one of the options listed below, you will need to update accordingly under the ‘Fees, Mail
Submission, Withdrawal Data’ tab.
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g%sgleon Exchange / Non Standard Attendance / Mode of Study Category
S Exchange — Erasmus/ Socrates incoming exchange
I Exchange — Other incoming exchange

O Exchange — Outgoing Exchange

C Distance Education

L E-Learning

N In-Service Education

Q Postgraduate Qualifier

\Y Visiting Occasional/JYA 1 Term

J Visiting Occasional/JYA 2 Terms

Y Visiting Occasional/JY A Full Year

C Distance Education

L E-Learning

N In-Service Education

Under the Additional Data section, select the appropriate option from the Session field.

Curricula Checklist  Sources, Interests, Comments  Contacts, Cohorts, Attributes

Application

Application Fees Additional Data
Application Fee: . Charge Fee  \ffaive Fee ® None Session: |L—[Z|E—Learning
Last Application Fee:  'FeelGChargen [ Eeeififared  ®¥o Feg Educational Level: l— EI
Application Fee Waiver: I—E Educational Goal: ’_EI
Application Fee Detail: E Recruit Type: ’_EI
Application Fee Amount: Recruiter: I—El
Application Fee Date: ’7@ Internriewr: |—E

Legacy: |—
Application Fee Rate: EI Citizen: ,1_ Irish Citizen

Save changes when complete.
TSAACCT — ACCOUNT REVIEW FORM STUDENT

The next form on the QuickFlow is TSAACCT. This is used to check what contracts the student is attached to for the
current term.

To enter the form, confirm the Student ID is correct in the key block and then “next block” four times into the form.
This will bring you to the Contracts section of the form.

"z__s_ Account Review Farm - Student T

ID: 012123482 ¥ Joe Bloggs

B EED Delete Authorization Mazimum

1D Humber Description Term Priority Indicator Roll Authorization Humhber Amount

=] d [~ !
| | | | [ B E [ B | =
| | | | [ [ L [ |
| | | | [ B = B | |
| | | | [ [ L [ |
| | | | mE 8 - B |

In most instances, you should expect this to be blank (i.e. no contracts attached to the student).

DELETING CONTRACTS
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However, if the student previously studied a full-time programme at DIT, it may be possible that they are incorrectly
attached to a contract(s) for the current term (i.e. a contract from an old term inadvertently copied over to the new term).

Standard Mon Aided
Special Rate Mairt 1 Top Up

Standard Mon Aided

'590% of Two Home Adj

LI BRI ERE &

ERENENS
L TeT T
L T<[<[<]<]

E.g. Student active on 3000-35 for the Term 201213.

In most instances, part-time students are liable for their own fees and are not entitled to any funding from a third party
(thus should not be attached to any contract). In order to delete a student from a contract simply enter a D against the
Delete Indicator for the contract(s) in question and save changes.

Standard Mon Ajded

Special Rate Maint 1 Top Up

D indicator flagged against contracts for Term 201213

Note: You do not need to ‘Delete’ contracts from previous terms. You should only be checking for any unexpected
contracts for the current term that should be deleted.

SFAREGS - STUDENT COURSE REGISTRATION FORM

The final form is SFAREGS. Again, ‘next block’ from the key block.
78 Student Cour: on SF Al G 1: 9 0fd

201213 D12123482 Blogys, Joe 12-JUL-2013 =
EEEN pravzsaee [Slgeggsvee ETETEN

LI rent CUTnCnla| [ printBill [Prnt Schedule)
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Select the Student Term tab. If the Block Code has not already been entered, ensure you update it in the Block Schedule
field. Save and return to the Registration tab.
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Student Term

Where programme modules have fees attached, you should also ensure the student is registered on those modules before
you process any payment.

Saving twice on SFAREGS will then trigger ‘Fee Assessment’.

Following this, you can generate an ITR (Invitation to Register) for the student so that the individual can register and
pay fees online themselves.

Alternatively, payment can be taken for a student (e.g. over the phone or in person). Where appropriate, you should
always set the student’s enrolment status to RE (registered) following a successfully payment.

Note: The fee assessment process is triggered after making two saves on the Registration tab of the Student Record in
SFAREGS. It is also updated automatically by a background process that runs daily.
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2"° & SUBSEQUENT YEAR STUDENTS — QUICKFLow: PRG2

This PRG2 QuickFlow will manually progress a part-time student in Banner. Remember, students can also be
progressed automatically as part of the progression process in the Progression section of this manual.

SPAIDEN — GENERAL PERSON IDENTIFICATION

The first form on this QuickFlow is SPAIDEN. This is used to update general person information such as a change of
address or telephone information.

To retrieve student details, enter the ID and select “next block’. You can then navigate to the relevant Tab (e.g. Address)
and update data as required.

erson ldentificatio

12123482 Bloggs, Jos

Current Identification

MOFLANAG AR
12-JUL-2013
SAACIUIK

MOFLANAG AR
12-JUL-2013

UPDATING STUDENT’S ADDRESS

In the case of updating the address details, be sure to insert new address records rather than over-typing the old address.
To do this, simply select the Address tab. On the old address, enter a ‘to-date’ to reflect the end date of this address and
check the Inactivate Address check-box.

Z0-SEP-Z2006a EEEE N5-AFPR-Z2009 |EE

Then select F6 (to insert new record). Type in the relevant information such as Address Type, Street Line Details, City,
County & Nation, Carrier Route. Then select F10 to save. You now have a new address record, but the old address
record still exists as an inactive record.

SGASADD — ADDITIONAL STUDENT INFORMATION
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The next form in the QuickFlow is SGASADD. This Form will enable you update the Student Attribute Code to reflect
the correct Year of Study.

Ensure the correct ‘1D’ and “Term’ is entered. The student ID will default from the previous screen. Your term should
reflect the term the student is progressing to. Select ‘next block’ twice to enter the ‘Student Attribute” section. You
should notice the old term and Attribute Code. You now need to update this to reflect the new attribute code for the
new term.

Select the Maintenance Icon. Choose Copy Student Attribute

;_E Optian List

Cancel

Select OK to the following prompt.

Alarning Alert

0 Changing Student Attribute values may impact

Reqgistration Fee Assessment.

( ok | cenceL |

You should now notice the old attribute code has been copied to the new term. You now need to remove this old
attribute code.

From the Menu, select Record -> Remove.

Que
Prewvious
Mest
Scroll Up
Scroll Down
Clear
Eemo
Inzert
Duplicate
Lock

Again, you will be prompted with the same previous ‘warning alert’. Select OK to proceed. Attribute Code should now
be blank.

Now enter the correct “Year of Study’ for the new term and save changes. Attribute Code should be updated for the new
term.
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Save changes and exit form.

TSAACCT — ACCOUNT REVIEW FORM STUDENT

The next form on the QuickFlow is TSAACCT. This is used to check what contracts the student is attached to for the
current term.

To enter the form, confirm the Student ID is correct in the key block and then ‘next block’ four times into the form.
This will bring you to the Contracts section of the form.

= Account R ¢ Form - Student 3.0.1 (BANET1)  QuickFlow:

121234582 Joe Bloggs

CHCNC AT

In most instances, you should expect this to be blank (i.e. no contracts attached to the student).

DELETING CONTRACTS

However, if the student previously studied a full-time programme at DIT, it may be possible that they are incorrectly
attached to a contract(s) for the current term (i.e. a contract from an old term inadvertently copied over to the new term).

Standard Mon Aided
Special Rate Maint 1 Top Up

Standard Mon Aided

S0% of Twwo Home &dj

LB RSN &/

EERNNNN
LT I°] [
EEE SR

E.g. Student active on 3000-35 for the Term 201213.

In most instances, part-time students are liable for their own fees and are not entitled to any funding from a third party
(thus should not be attached to any contract). In order to delete a student from a contract simply enter a D against the
Delete Indicator for the contract(s) in question and save changes.
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Standard Mon Ajded

Special Rate Maint 1 Top Up

D indicator flagged against contracts for Term 201213

Note: You do not need to ‘Delete’ contracts from previous terms. You should only be checking for any unexpected
contracts for the current term that should be deleted.

SFAREGS - STUDENT COURSE REGISTRATION FORM

On entering the last form SFAREGS, ensure the correct term (i.e. Term student is progressing to) and student ID is in
the key block field. Then select ‘next block’.

PROGRESS STUDENT’S CURRICULA TO NEW TERM ON SAME PROGRAMME

Firstly, you should navigate to the Curricula tab. You now need to manually progress the student’s registration record
to the new term. To do this you need to select the *‘Duplicate’ icon.

This creates a copy of the existing curricula record for the new Term. Save changes when complete.
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PROGRESS STUDENT’S CURRICULA TO NEW TERM ON DIFFERENT PROGRAMME

Where a student is progressing to a different Programme, you will need to replace the student’s curriculum with the new
Programme. You must therefore select the ‘Replace’ icon.

Curriculum

This copies the old curricula, makes it inactive and creates a new blank curriculum.
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You should then update the curriculum details relevant to the new Programme codes.

— Update the Catalog Term to reflect current Term (i.e. Term you are progressing to)
—  Ensure the Priority in set to 1.

—  Enter the new Program Code in the Program field.

—  Select ‘return’ and other Programme fields will default.

—  Save your changes.

UPDATE BLOCK CODE

Next, you should navigate to the Student Term tab. Update the Block Schedule field as appropriate for the new year of
Study.

Student Term Sty Fath) e E

e Page 98 of 351
sSeruces



BANNER OPERATIONAL USER GUIDE

UPDATE STUDENT TYPE

Under the same tab (i.e. Student Term) you may also need to update the Student Type. If the student was previously a
new entrant (N) and is now being progressed the next term, then you must update the student type appropriately.
Students continuing or re-enrolling on a particular programme of study will have a student type corresponding to their
student level:

A — Apprentice

C - Continuing Education

D — Professional Development

U — Undergraduate

P — Postgraduate

R — Research

However, as part of our obligation to return student data to the HEA annually, it is now required that where applicable,
we also code students according to the criteria below. Therefore if Student Type is considered to be a ‘transfer’ or
‘repeat’ student, the student type should be updated as follows:

Student Type | Description

X Transfer-In from own institution

I Transfer-In from other higher education institution

B Repeat (Students repeating the same year of the same course for which they are primarily registered)

Select the drop down list beside Student Type field to view list of available options.
Note: You may also be required to update other fields on this tab if necessary (e.g. if the Rate Code is different for the
new Term)

You should now navigate to the Registration tab.

Where programme modules have fees attached, you should also ensure the student is registered on those modules before
you process any payment.

Saving twice on SFAREGS will then trigger ‘Fee Assessment’ and the payment options should now appear at the
bottom of the form. Payment can now be taken for a student.

Alternatively, you can opt to save the registration record as EL (Eligible to Register). Following this, you can generate
an ITR (Invitation to Register) for the student so that the individual can register and pay fees online themselves.

SGASTDN — GENERAL STUDENT
The final form in the QuickFlow is the General Student Form SGASTDN.

Again, you need to ensure the term (i.e. progression term) for the student is correct and then select ‘next block’ to
enter/view information. This is the Student Record. This first Block/Tab is the Learner Block. This is used to view
student information such as student status and student tab. All information such as Fee Assessment Rate, Student Type,
Full/Part Indicator should already be there having just progressed the student from the previous term.

The only thing you need to check on this form is to flag a student as exchange, distance, e-learning or visiting
occasional students, where applicable. If this does not apply to this particular student, simply exit the form.

Alternatively, if this was entered for a particular student on a previous term and no longer applies, ensure it is removed
for the current term record.
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ID: 012123482 ¥ Eloggs, Joe Student Summary ~ Term: 201314 ¥ e CorrentiActivel Corricila
Curricula Study Fath Activities Weteran Comments Academic and Graduation Status, Dual Degree  Miscellaneous
General Learner
New Term: 201314 ¥ 201314 Academic Year From Term: 201314 Find|%
Student Status: A ¥ Active (check SFAREGS) Cade | Description =
- Additional Information =
Student Type: U ¥ Undergraduate | Other incoming exchange
Residence: E ¥ European Union Site: 7 J Visiting OccldvA 2 Terms
Fee Assessment Rate: PART ¥ Parttime Session: ~ L E-Learning
Class: 1 1stYear Block: DT331/2L hd . Mormng .
i » : M In-Service Education
Student Centric Cycle: - Citizenship: o] Cutgaing Exchange
Full or Part Time: I Full Time ® part Time 'None Gl Fostgraduate Gualifier
5 ErasmusiSocrates Incaming Exch
Curricula Summary - Primary Student Type: Ri | ¥ Wisiting OcoilYA 1 Term L
Priority Term Program Catalog Level Campus Ci|Y Yigiting OcollYA Full Year -
1 201314 Bachelar of Business ! 201213 Undergraduate Aungier Street o) A s I L
End: Outcome Key: Admission Type: Direct Applicant Admissior ( Find cancel
Field of Study Summary
Priority Term Type Field of Stuchy Department Attached to Major B
1 201314 Major BES Management -

EXCHANGE, DISTANCE, E-LEARNING OR VISITING OCCASIONAL STUDENTS

If the student belongs to one of the options listed below, you will need to update accordingly on the Session field
(Additional Information section).

geé)s;;on Exchange / Non Standard Attendance / Mode of Study Category
S Exchange — Erasmus/ Socrates incoming exchange
[ Exchange — Other incoming exchange

0 Exchange — Outgoing Exchange

C Distance Education

L E-Learning

N In-Service Education

Q Postgraduate Qualifier

\Y Visiting Occasional/JYA 1 Term

J Visiting Occasional/JYA 2 Terms

Y Visiting Occasional/JY A Full Year

C Distance Education

L E-Learning

N In-Service Education

Save (F10) when complete.
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The Postgraduate Office is responsible for processing applications for postgraduate programmes in DIT. Applications
are processed in Banner by using QuickFlows PGRD.

If the student accepts their place on a DIT postgraduate programme, the postgraduate office can then process this in
Banner. Following this, the student’s registration record should be created in SFAREGS for the coming term with a
status of EL (Eligible to Register). The Registration Service should then be informed so that the process of inviting the
student to register and pay fees online can commence

PGRD - POSTGRAD STUDENT APPLICATION QUICKFLOW

PGRD is the QuickFlow used to create a new postgraduate student application in Banner. The sequence of forms in this
QuickFlow is as follows:

SPAIDE

GOAINT
S&COL
SADIBMS

SGASTD
SGASAD
SFAREG

SZASGNT
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SPAIDEN — GENERAL PERSON IDENTIFICATION

The first form in this QuickFlow chain is SPAIDEN (General Person Identification). This is used to add the student’s
name and to generate an ID number.

Before you generate a new ID, you should you should always search the database to see if a person record already exists
for the student. You can search for a student by selecting the ID drop-down and then Person Search. You can also use
form SOAIDNS for a more specific search. GUIALTI (Alternate 1D Search) allows you to search by PPS no. and Date
of Birth.

Note: As a caveat to this, you should never re-use a CAO ID from the current term (i.e. students who have also applied
to CAO in the same term). These IDs should be kept distinct and a new direct application 1D should always be created.

— To generate a number for the current term (e.g. 201314); use the Generate ID button.
— Toacquire a number for the next term (e.g. 201415); use the New Year ID button.

You will notice the GENERATED or GENERNEXT text appears in the ID Field, depending on which option you
choose. Once you have generated a new ID or used an existing one, you then select ‘next block’ (or CRTL Page Down)
to enter information.

251 eneral Persan ldentification SPAIDEMN 8.0.3.1 (BANBLT) CuickFlow: ADMT. 1 of 9

e

Assuming you generated a new 1D, you can now enter the person’s Last Name, First Name and any other relevant
details as required in the relevant fields. Save (F10) when complete. You should now notice that the student number has
been allocated to this record. It is important to make a note of this number for your own reference.

Next you will need to enter the Address Information. Choose the Address tab.
Note: You can also navigate between the tabs by use of the ‘next block’ and “previous block’ Icons

From here, select the ‘return’ key and today’s date will automatically populate the ‘From date’ field. Enter HM in the
address type field to record a Home Address for the student. Then enter the address details in the appropriate fields.
When entering the address information you will need to enter the address under the Street Line fields as well as the
City, County, Nation and Carrier Route fields.

11-JUL-2013 ]

143 Rathmines Rd

Rathmines

MOFLANAGAN

I

Address data as follow:
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— City: City of address

— County Code: County codes including Dublin postal district codes. There is a look up table here. Double click
to view

— Nation Code: This is also a look up table. Double click to view. When entering the nation code enter the
nation pertaining to the address, as opposed to the student’s nationality.

— Carrier Route: This is used to record the accommodation type of the student for the purpose of HEA
statistical returns. This is a free text field, but you must use the following two character codes only when
entering this information:

PH Parental Home

RA Rented Accommodation

OH Own Home (house, apartment)
OA Other Accommodation

NS Not Specified

Note: You do not need to enter Sate or Zip code information.
Save changes when complete.

To enter another address at this point, you can enter a new record by selecting F6 and entering the relevant details as
above. However, you should be aware that the most recent address entered will be the address used for written
correspondence with the student.

If an address record already exists but it is no longer valid, you can de-activate it and enter a new one. See the section
on ‘Updating Student’s Address’ for more information.

Next, you click on the Telephone tab to enter the relevant telephone numbers for the student. You can enter a home,
mobile or fax number here.

Save (F10) this information when finished.

Current Identification  Alternate Identification Address QCICIGLGEN Eiographical E-mail Emergency Contact  Additional ldentification

Area Code Phone Number Extension
Telephone Type: WE] hdobile |083 |
International Access: ’7 [ Primary [ Unlisted [ Inactivate
Comment: |
Address Type: I—E Seguence: I_E Activity Date: ,m User: W

The next tab is the Biographical information tab. On this tab, you must enter Gender, Date of Birth, SSN (PPS no.)
and Citizenship. All are mandatory for the purpose of HEA statistical returns.

— Gender

— Date of birth in the format day-month-year this will automatically populate the age box
—  Citizenship

— PPSN number should be added into the box labeled SSN/SIN/TFN.
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01-J4M-1993 HEH

MOFLANAGAN

Save (F10) when complete.

The next tab is the E-mail information tab. Select “next block’ to view/amend information.

E-nail

10-JUL-2013 MOFLANAGAR

When inputting information, you must first enter an ‘email type’. The email type has a lookup table. You can view any
look-up table by selecting the drop-down icon or simply selecting F9 (when the cursor is active in the relevant field).
Once the type has been added, you can then enter the email address.

Note: Never use the INST type as this is used for automatically generated DIT email addresses. Furthermore, this DIT
student email address should never be manually changed from this form.

Save (F10) when this information is entered.

You have now completed the first form of this QuickFlow. To progress to the next form, simply exit this form by
selecting the EXIT icon at the top right-hand corner.
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GOAINTL — INTERNATIONAL INFORMATION
The next form available on the QuickFlow is GOAINTL and relates to Visa and Nationality Information.

First, you need to ‘next block’ to get to the Visa Information section. Use the VISA type code box to enter the visa type
if available.

Note: If the student is Irish, enter NS

F10 to save changes.

&8 International Informatio

13122685 Joe Bloggs

Now select the Nationality tab.

%8 International Infarmation AIMTL 8.4 (BAMBLTY QuickFlow: ADMT. 2 of 9

[ 3122585 Joe Bloggs

MNationality

Enter the Nation of Birth by selecting from the drop down list. This field is mandatory and must be entered. If you
already know the code, you can enter it directly.

Save (F10) and exit the Form.
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SOAPCOL - PRIOR COLLEGE

The next form is the Prior College SOAPCOL Form. This is where information about student’s prior third level
education is held. Assuming the Student ID field is already populated, select ‘next block’ to enter the Prior College
section.

You can now enter the last college that the student attended.

= Prior C 8L1) QuickFlow: ADMT: 4 of 8

EBloggs, Joe

Prior College and Degree fuf i

You can view a list of colleges by selecting F9 or selecting the search icon to the right of the Prior College field.

]

Search

You will be brought directly into the list of third level institutions (SOISBGI). This list will initially appear blank.
Select the query function (F8) to retrieve the full list of institutions. Select the desired institution by double clicking in
the ‘Code’ field cell of the desired row selection.
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University College MUI Cork

University College MUI Dublin

MUI Galway

University of Limerick

MUI Maynooth

Trinity College Dublin

Thomond College of Educ

Dublin City University

Dublin Institute of Technology
Mational College of Art & Des

Mater Dei Institute of Educ

Teacher Train & HmEcon Colls

Miltawn Inst of Theal & Phil

Institute of Technol Tallaght

Crawford Coll of Art & Design

Institute of Tech Limerick

Institute of Technol Athlone

Institute of Technology Cork

Institute of Technol Carlow

Institute of Technol Dundalk

26 Galway-Mayo Inst of Techn

RRRRRRARERNARARRNARED
I

Your Prior College will be entered. Once you have selected the relevant college code, you can now save at this point.
Note: Code 99 (Other) is used to record any third level institution outside of Ireland.

You can also select and add information under the Degree Details section. If the student has graduated you should enter
the relevant degree information including Degree, Degree Date and Year.

Save (F10) and exit the Form.
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SAAADMS — ADMISSIONS APPLICATION

The next form that will open is SAAADMS. This form is used to add the student’s application details. The first item
that should be added to the key block is the correct Term (e.g. 201314).

Note: Remember to use the following year term code if you are generating an admissions record for next term.

This first Block/Tab on the form is the Application Block. It displays information describing the applicant type, such as
admission type and student type. This Block also displays a summary of the information from the Curricula tab for the
relevant application. The following information must be added on the Application tab:

— Admission Type:DA - Direct Applicant

— Student Type: P - Postgraduate

— Residency: E or N - European Union or Non European Union
— The F/T (fulltime) or P/T (Part time) indicator

— Application Date — Defaults to system date

— Application Status — C (Complete ready for review)

11-JUL-20M3 =

Next, you go to the Curricula tab. Enter 1 for the Priority field and enter the relevant Programme Code in Program
field. The other significant Programme details will default in. The curricula tab is used to record details of the
Programme the applicant in applying for (including Programme Code, Level & Degree Code). Save changes.

Note: The application will not save until you enter the programme information on the Curricula tab

Curricula

11 -JUL-2013
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ATTRIBUTE CODE / YEAR OF STUDY
Go to the Contacts, Cohorts and Attributes tab. Enter the programme year under Attribute field.

‘Application Curricula Fees, bail Submission, Withdrawal Data  Checklist  Sources, Interests, Comments lslie horts, Attributes

Attribute Description Activity Date
M
1 First¥ear 10-JUL-2013 =

F10 to save changes.

Note: This data is very significant when it comes to student progression, e-mail generation and fee assessment and
therefore must be entered.

ADDITIONAL APPLICATIONS

If you wish to add further applications to this student record, return to the Application tab. From the menu, select
Record ->Insert (alternatively you can use the down arrow key until a new blank record exists).
Sile Edit Options Block \temMguew Tools Help

B EBEEE [GEEGEIE
e q W Lexd

cati A4 Flow: PGRD: 4 of 9 |

Serall Up

Scroll Down
1D: D131 22536 F Eloggs Elear Term: 201314 F 201314 Academic Year I \iew CurrentiActivelCarniculd

Remove
Application [EEERGDIE] Fee& ion, Withdrawal Data  Checklist  Sources, Interests, Comments  Contacts, Cohorts, Attributes

Duplicate

Application Lock

EntryTerm:  EREE| [ ¥)2013/14 AcademicYear  Application Number: | 1 Application Preference: | Application Date:  [11-uL2013  [E| =
Admission Type: HBDirecl Applicant Application Status: EEICUmpIete ready for review

Student Type: FBPustgraduale Application Status Date: ’W@

Residence: E [=]Eurapean Union Maintained By: s BYSTEM

Site: ’_ E Application Decision: ’_

Full or Part Time: " Full Time _ Part Time '® None Application Decision Date; ’7

Outstanding Requirements: | Maintained By: r B

A new record will be created for the given Term. Enter the relevant information (as outlined previously) and then enter
the relevant curricula information under the Curricula tab, attribute under Contacts, Cohorts, Attributes tab and other
information required. F10 to save and you will now have two applications associated with this record. You can repeat
the same process again for multiple applications. Each application can be reviewed from the Application tab by use of
the scroll bar.

F10 to save changes when complete. Exit the form to proceed with the QuickFlow.

SAADCRV - ADMISSIONS DECISION (GENERATING AN OFFER)

The next form enables you to process the student’s application. First, ensure that both the ‘Student ID’ and the ‘Term’
of entry for the student are correct in the key block. Then select ‘next block’.

All application details recorded on the previous form are recorded in Application Summary section. If more than one
application exists, you can scroll through the applications in the Application Summary section of the form. Scroll down
to find the Programme for which you wish to record an offer.

Next, ensure you are active in the Decision Data (Application Decision) section of the form. When an offer is to be
made to the student, a decision of 10 (Offer Made by Institute) should be entered under Decision Code and saved
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against the correct Programme. Save (F10) and you will see the message Decision Processed appear. Select OK to
confirm this.

Application Decision Letter Decision Calculator Rating Review

Decision Data
Decision Significant Institution Applicant Institution Inactive
Code Description Decision Acceptance Acceptance  Rejection Application
-
10 Offer made b v [ L] [
Forms - ] ] ] ]
L] L] L] L]
® Decision Processed [ ] ] [ ] [ ]
L] L] L] L]

Maintained Decision

by Date User ID

MOFLAMAGAN =

If you do not wish to process the applicant’s ‘acceptance’ at this point, you can choose to exit the QuickFlow

completely by selecting from the menu File — Exit QuickFlow.

mgdit Options Block Item Record Query
Direct Access

QObject Search

QuickFlow

Select

Rollback

Save

Refresh

Brint

Egit

Otherwise, proceed as outlined below.

SAADCRV - ADMISSIONS DECISION (RECORDING AN ACCEPTANCE)

If you wish to record an acceptance (assuming 10 entry has already been recorded), simply enter AD (Applicant

Accepted Offer) under previously entered 10 Decision Code.

Save using F10 and exit the form to proceed with the QuickFlow.

Application Decision Letter Decision Calculator Rating Review

Decision Data
Decision Significant Institution Applicant Institution Inactive
Code Description Decision Acceptance Acceptance Rejection Application
- :
o ETE—— |Z e e X
AD | |
Learner Record Created
OO A
L] [ ]
L] [ ]

Maintained Decision
by Date User ID
U USER 11-JUL-2013 MOFLAMAGAMN -
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SGASTDN — GENERAL STUDENT

The next in the QuickFlow is the General Student Form SGASTDN. Student details will only appear on this form if an
accepted offer (AD) decision had previously been recorded against the student’s application.

Before entering the form, ensure the “Term’ of entry and ‘Student ID’ are both correct and then select “next block’ to
enter/view information. This is the Student Record. This first Block/Tab is the Learner Block. This is used to view
student information such as student status and student type. You will need to complete the following information:

— Fee Assessment Rate — Full, Part or Overseas (Fees are assessed based on this coding).

— FIP —F or P (this is the full or part-time indicator, indicating whether the student is studying this programme
on a full or part-time basis).

— In the Additional Information section, you should enter the relevant Block Code (Programme & Year of
Study).

| Stud

013122536 Elogos, Joe 201314 L IView Corrent/Active Corriculd)

Learner

Save (F10) when updates are completed.
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SGASADD - ADDITIONAL STUDENT INFORMATION FORM

The next form is SGASADD. Assuming the correct ‘Student ID’ and “Term’ has defaulted, you should ‘next block’
twice to enter the Student Attribute section. If you have already entered the correct year of study at the point of
recording a student application (SAAADMS), you will see this recorded here. No further action is required and you can
exit the form to proceed.

However, if there is no entry under the Attribute Code, you will now need to record the correct student “year of study’.

Simply enter the correct year under the Attribute Code and save. A warning prompt box will appear.

= Additional Student Informatio

13122536 Bloggs, Joe

Changing Student Attribute values may impact
Registration Fee Azsessment.

| camce

Click OK, save and exit.
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SFAREGS — CREATING NEW “‘EL’ REGISTRATIONS RECORD.

Once a student has accepted a place on a DIT programme and has been processed accordingly in Banner, the student’s
registrations record should then be saved in SFAREGS with an enrolment status of EL (Eligible to Register).

Note: You can only create an active EL registrations record in SFAREGS for the current ‘active’ term. Therefore, if a
student has accepted a place on a programme for the next academic term (i.e. in advance of the term roll process),
Banner will not allow you to create the students registration record in SFAREGS. You must keep a list of these students
and ensure that you create their ‘EL’ SFAREGS record and default grant record after term roll has completed.

SFAREGS has a tabbed interface for easy navigation. Simply enter the “Term’ and ‘Student ID’ and select ‘next
block’ to view / update details on the form.

The form initially appears as follows:

78 Student Co i ion SFA | 1 GQuic GRD: & ofg

201314 [ 3122536 Bloggs, Jog 11-JUL-2013 =
ZEIN N M -aama
!

CLVE GO CHlE L Prnt Bl v PrintSchedile

tion

Y - Immediate aszessment 1 -JUL-201 3

brazoan | ) s
e |

(LT I T B O T T

]

ARRERRREN
M SNNNNRERD

ARRRRRRER
i
i
i

|

ARRREERAR
ARRRNRREN

] LLLLLLLLL

i

Under the Student Term tab, you can view / update detailed information about the student such as:

—  Student Type

— Residence

—  Full or Part time indicator

—  Block schedule

—  Fee Assessment Rate.

—  Class (Attribute / Year of Study)

Ensure that these details are entered correctly or make any amendments as required.
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Student Term

The Curricula tab allows you to view program related information for the student. You should also ensure that the
details on this tab are as expected (i.e. Programme & Term data).

Curricula

MOFLAMAGAN
11-JUL-2013

Return to the Registration tab. The student’s status will be EL (Eligible to Register) at this point. Select ‘save’ twice.
This will activate the student’s registrations record in Banner and trigger ‘Fee Assessment’.

You should now expect to see the following message. Select OK to proceed.

0 Fee Assessment processed.

This will create the student’s registration record and the appropriate fees will be generated on the student’s account.
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CREATING THE DEFAULT GRANT RECORD - SZASGNT
Having created the student’s ‘EL’ registrations record, the last step is to save the student’s default grant record.

Note: This step is only required for Full-Time students. If a student is Part-Time, simply ignore this step and exit the
form.

To save a student’s default grant record, enter SZASGNT. In the key block you enter the student’s ID and Term Code
and ‘next block’ into the form.

%9 Student Grant Maintenance Form NT 8.0 (BANEST1) CQuickFlow: PGRD: 8 ofd

D131 22536 Bloggs, Jos 201314 01-J4K-1952

You will be prompted with messages *Setting Student Defaults’ and *‘Contract numbers cannot be established. Select
OK to both prompts.

The default funding codes for ‘postgraduate self-support” will go against the student’s grant record.

— Funding Category: 16 (Post Graduate Self Support)
— Funding Maintenance: 20 (Non Aided)

Note: More information in relation to grants can be found under the ‘Fees and Grants’ section of this manual

Save to commit changes to the grant record. The Registration Service should then be informed so that process of
inviting the student to formally register and pay fees online can commence.
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CHANGING A STUDENT’S ACCEPTANCE RECORD

If the student originally accepted an offer but has decided to not take up a place in DIT, you should update the student’s
record in Banner as follows:

—  Enrolment status on SFAREGS change to PN (Person Not Attending)
—  Decision Code on SAADCRYV updated to RO (Applicant Rejected Offer).

Note: You should only update a student’s enrolment status to PN if it was previously flagged as EL (Eligible to
Register) on SFAREGS. If a student has already registered (RE) at the time you wish to make this change, you will need
to contract the Registration Service so that they can formally withdraw the student.

From time to time, it may also be possible that an AD (accepted offer) was incorrectly recorded against a student
application for a particular programme. It may therefore be necessary to undo this and create a new AD (accepted
offer) against a different programme application. Details of how this can be processed are noted under the Admitting
Students section of this manual.

PRODUCING WEB REGISTRATION INFORMATION PACK - SZAINFO

Once postgraduate student records have been created with a status of EL, you can proceed with the production of Web
Registration InfoPacks. However, you should note that you can only proceed with producing InfoPacks the day after the
registrations record was initially created. Otherwise, their DIT email account will not yet be active and an InfoPack
cannot be generated.

Note: Before generating your first batch of InfoPacks, you should always ensure that your IE & Banner settings are
configured correctly. Try generating a Student Details Report from SZANAVI to test that you can run reports from
Banner in advance. Please see http://appupdates.dit.ie for further details on the correct technical configuration for
running Banner 8.5.

SZAINFO is used to generate InfoPacks.

Registrations Information P

]

Generate Into Packs

Parameters to be entered on this form are as follows:
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— Term Code (e.g. 201314)

— Block Code (e.g. DT329/1)

—  Select checkbox for All Students (or enter individual student no.)
— Signature & Title remain blank

—  Date parameters remain blank.

The “‘Reprint?’ checkbox should only be checked if you wish to reprint InfoPacks for a block of students which have
already been generated.

When you are satisfied with the input parameters you have entered, simply select Generate Info Packs.

You will then be prompted with the following message detailing the number of InfoPacks to be generated. You should
expect all new postgraduate students to be selected for “‘paper’ web packs.

'{EI Web Information Packs SZAIMFO 8.0 (BAMSL1)

Mumber of paper web packs: 17
Number of email web packs: 0

{- Proceed ¢ ( Cancel }

Note: Returning Students will receive their InfoPacks by ‘email’. This will be covered further under section ‘Returning
Students Registration’.

Simply select Proceed to continue with the generation of the paper packs. At which point, a new browser window will
open with a PDF of all the web registrations letters to be printed and sent to the relevant students.

Simply select Proceed to continue with the generation of the paper packs. At which point, a new browser window will
open with a PDF of all the web registrations letters. Each letter contains the student’s details and programme
information along with instructions on how to logon to the DIT Programme Web Registration system. It will also
include their logon details to their new DIT email account.

This can then be printed out and posted to the student.

Upon receipt of this InfoPack letter, the student will be able to go online and register for their respective programme.
Further information regarding Programme Registration is available on the Registration website. An instructional user-
guide for students is also available from this website.

Following the generation of InfoPacks you should then check the InfoPack Audit Report for any InfoPacks that did
not generate as expected. Further instruction on this process can be found under the section Audit of InfoPacks.

Sample student letter overleaf:

Sample student letter as follows:
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26-JUN-13

Joe Bloggs

143 Rathmines Rd
Rathmines

Dublin 6

Dear Joe
Congratulations, you have been allocated a place on:

Programme: DT370
Description:  BSe Business & Legal Studies
Year: 1

Regjstering and Paying Fees Online
It is important that you now register as a student and pay your fees. You must logon to www.ditie/registration
immediately for information on how o register and pay using a credit/debit card.

T vou have not logged on to the online system before, your logon is:

StudentID: D131225%

PIN: 010120
If you have previously logged in, then the sbove PIN is no longer valid as you would have created your own unique
PINM.

Once you have completed your registration, you will receive a 'Confirmation of Registration' email to your DIT email
account, which you must print off and present to DIT when collecting your student ID card. Please note that non
payment of fees incurs additional charges and failurc to pay your fees may result in removal of services, email and

library access.
Induction to your Programme and Collecting your Student ID Card

Your "Induction Schedule" for your programme and your Student ID card collection dates are available on the
Tegistration website. Please ensure to attend at the time(s) designated and remember to bring your confirmation of
rqgislraﬁmmsﬂ."f‘hzwebsh:dmmvﬁeaymﬁﬂﬂﬁmﬁmmmﬁgallwmdm&mdywmuﬂﬁs&dm
vigit it regularly.

Your DIT Email Acconnt
Following registration, your DIT email account is our prime method of communicating with you and you need to
access it on a regular basis by visiting www.mydit.ie. Your login details for the email system are as follows:

Email Address: niall.oflanagan@dit.ie
Email Username: D13122536
Password: 01011590
Wishing you every success for the coming year in DIT.
Yours sincerely,
Teresa Ward
Registrations Manager
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POSTGRADUATE RESEARCH
STUDENTS
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Postgraduate Research student applications and set-up are managed by the Postgraduate Research office. In order to
simplify the process of setting up new postgraduate research student records in Banner, a QuickFlow has been
developed. This QuickFlow will automatically bring users through the appropriate screens / forms in Banner. This
QuickFlow is called PGRES.

PGRES — POSTGRADUATE RESEARCH QUICKFLOW

The sequence of forms in the PGRES QuickFlow is as follows:

SAAQUIK
GOAINT

SOAPCOL

SGQD

SAAQUIK - QuICK ENTRY
The first form is SAAQUIK. This form is used to create a new student record (including a newly generate Student ID).

Before you generate a new ID, you should you should always search the database to see if a person record already exists
for the student. You can search for a student by selecting the 1D drop-down and then Person Search. You can also use
form SOAIDNS for a more specific search. GUIALTI (Alternate ID Search) allows you to search by PPS no. and Date
of Birth.

Note: As a caveat to this, you should never re-use a CAO ID from the current term (i.e. students who have also applied
to CAOQ in the same term). These IDs should be kept distinct and a new direct application ID should always be created.
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To generate a number for the current term (e.g. 201314); use the Generate 1D button.

%8 Quick Entr

| Enter Address: | |Enter Biographical)

SEMNERATED

-

Cancel

In the prompt box, enter the student’s name details and then save.

Banner will generate a new student ID at this point beginning with the letter D. The next two numbers will reflect the
academic year of entry (e.g. D12 — Term 201213). Take note of the student’s ID number for your own reference.

%4 Cilick Entry UK 8.5.3.1 (BAMET1) QuickFlow: PGRES: 1 of 7

012123478 Eloggs, Joe 201213

Next, tab across to the ‘Term’ field and enter the academic term (e.g. 201213) and then to the level and enter PR for
Postgraduate Research. Then select ‘next block’.

When you ‘next block’, the following dialogue box will appear.

O Defaulting values from Quick Entry Rules Farm

Select OK as this is just a note to inform you that certain values will be defaulted.
Note: Student Type defaults to R (Research), Residency defaults to E (European Union) and Rate Code to Zero.

You should confirm that the defaulted data is correct and make any amendments where required (e.g. Student’s
residency is Non EU). At this point, you should also update the Full or Part Time indicator accordingly.
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Quick Admit

Note: The Rate Code is used in determining the programme fee that a student is liable for. In the case of postgraduate
students, there is no set programme fee. Thus, the ‘ZERO’ rate code. Instead of a standard programme fee, charges are
applied manually to each individual’s student’s account.

Next you need to navigate to the Curriculum section.

The first field you must enter here is the Campus field. Then, you input the appropriate Program Code. When you
select ‘return’ on the keyboard, other key programme information will default in.

Note: The sequencing on entering Campus first and then Programme Code is important here, since PG Research
programmes can be associated with any of the DIT Campuses.

Save at this point. You should expect to see the message ‘Transaction complete: 3 records applied and saved’ at the
bottom of the screen.

Next you will need to enter the Address Information. Choose the Address tab.
Note: You can also navigate between the tabs by use of the ‘next block’ and “previous block’ Icons

From here, select the ‘return’ key and today’s date will automatically populate the ‘From date’ field. Enter HM in the
address type field to record a Home Address for the student. Then enter the address details in the appropriate fields.

When entering the address information you will need to enter the address under the Street Line fields as well as the
City, County, Nation and Carrier Route fields.
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143 Rathmines Rl

Fathmines

MOFLANAGARN
11-JUL-2013

Address data as follow:

—  City: City of address

—  County Code: County codes including Dublin postal district codes. There is a look up table here. Double click
to view

— Nation Code: This is also a look up table. Double click to view. When entering the nation code enter the
nation pertaining to the address, as opposed to the student’s nationality.

—  Carrier Route: This is used to record the accommodation type of the student for the purpose of HEA
statistical returns. This is a free text field, but you must use the following two character codes only when
entering this information:

PH Parental Home

RA Rented Accommodation

OH Own Home (house, apartment)
OA Other Accommodation

NS Not Specified

Note: You do not need to enter Sate or Zip code information.

To enter another address at this point, you can enter a new record by selecting F6 and entering the relevant details as
above. However, you should be aware that the most recent address entered will be the address used for written
correspondence with the student.

If an address record already exists but it is no longer valid, you can de-activate it and enter a new one. See the section
on “‘Updating Student’s Address’ for more information.

Finally on the Addresses tab, you can enter the student’s telephone details. You can select the Telephone Type (e.g.
MOBL) from the drop-down list.

Save changes when complete.
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Next, select the Biographical Information tab. On this tab, you must enter Gender, Date of Birth, SSN (PPS no.) and
Citizenship. All are mandatory for the purpose of HEA statistical returns.

— Gender

— Date of birth in the format day-month-year this will automatically populate the age box
—  Citizenship

—  PPSN number should be added into the box labeled SSN/SIN/TFN.

01 -JAMN-1993 S
12345677

MOFLANAG AN

11-JUL-2013

Save changes and exit the form.

GOAINTL — INTERNATIONAL INFORMATION
The next form available on the QuickFlow is GOAINTL and relates to Visa and Nationality Information.

First, you need to ‘next block’ to get to the Visa Information section. Use the VISA type code box to enter the visa type
if available.

Note: If the student is Irish, enter NS

F10 to save changes.

3122685 Joe Bloggs

Now select the Nationality tab.
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g8 International Informatior

[ 3122585 Joe Bloggs

MNationality

Enter the Nation of Birth by selecting from the drop down list. This field is mandatory and must be entered. If you
already know the code, you can enter it directly.

Save (F10) and exit the Form.

SOAPCOL - PRIOR COLLEGE

The next form is the Prior College SOAPCOL Form. This is where information about student’s prior third level
education is held. Assuming the Student ID field is already populated, select ‘next block’ to enter the Prior College
section.

You can now enter the last college that the student attended.

75 Prior C

You can view a list of colleges by selecting F9 or selecting the search icon to the right of the Prior College field.

)
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You will be brought directly into the list of third level institutions (SOISBGI). This list will initially appear blank.
Select the query function (F8) to retrieve the full list of institutions. Select the desired institution by double clicking in
the ‘Code’ field cell of the desired row selection.

aL1)  Guickl

University College MUI Cork

University College MUI Dublin

MUI Galway

University of Limerick

MUI Maynooth

Trinity College Dublin

Thomond College of Educ

Dublin City University

Dublin Institute of Technology

Mational College of Art & Des

Mater Dei Institute of Educ

Teacher Train & HmEcon Colls

Miltawn Inst of Theol & Phil

Institute of Technol Tallaght

Crawford Coll of Art & Design

Institute of Tech Limerick

Institute of Technol Athlone

Institute of Technology Cork

Institute of Technal Carlow

Institute of Technol Dundalk

26 Galway-Mayo Inst of Techn

ARRRNRRARRNARARRRARED
IIRNARRRRRARERNAEND

Your Prior College will be entered. Once you have selected the relevant college code, you can now save at this point.

You can also select and add information under the Degree Details section. If the student has graduated you should enter
the relevant degree information including Degree, Degree Date and Year.

Save (F10) and exit the Form.
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SGASADD - ADDITIONAL STUDENT INFORMATION FORM

The next form is SGASADD. Assuming the correct ‘Student ID’ and “Term’ has defaulted, you should ‘next block’
twice to enter the Student Attribute section.

You will now need to record the correct student ‘year of study’.

Simply enter the correct year under the Attribute Code and save. A warning prompt box will appear.

73 Additional Student Informatio

13122536 Bloggs, Joe

Warning Alert

Changing Student Attribute values may impact |
Registration Fee Azsessment.

| camce

Click OK, save and exit.
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SGASTDN — GENERAL STUDENT FORM

The next form will be SGASTDN. Ensure that both the ‘1D’ and ‘Term’ in the key block are correct and then select
‘next block’ to enter the form.

This form details the student record and should reflect the correct student and programme information previously
entered. There is still some additional information which should be entered at this point.

ral Student S

12123479 Eloggs, Joe VTEW G e Earnculal

Learner

Within the Learner tab, you need to enter the Block information. This can be found under Additional Information.
Enter ‘Block Code’ and then save.

You should now save again on SGASTDN and exit the form.
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SFAREGS - STUDENT COURSE REGISTRATION FORM

The next form is SFAREGS. This form details the student’s registration record. It has a tabbed interface for easy
navigation. It is used to update information on enrolment, registration, subject details and class details.

Simply ensure that both the ‘ID” and “Term’ in the key block are correct and then select ‘next block’ to enter the form.

The form initially appears as follows:

%4 Student Course Registration SFAREGS 8.5.4 (BANST1) QuickFlo
Term: 201213 [®| D [p12123479 E”Eiloggs, Joe Date: [11-uUL-2013  [EF]| Holds: l_ l— [=]
| View Current/Active Curricula v Print Schedule
m StudertTerm L6 b = StudyEath Time Status
Hours Source  Acceptance

Status: EB Eligible to Register Process Block:  |DTa014 L] Minimum: oo [ 7] W ; Confirmed
Reason: I_E Status Date: ’m | Delete All CRNs Maximum: IMB W r::::lne(l

Course Information _ _ Time Method

Grade Credit Bill Attempted Status Appr Part of of

CRN Subject Course Section Mode Hours Hours Hours Hours Status Level Recd Owerride Term Instruction Campus

M M = = (= M = [=
| | | [ BN | | | H B~ . [ s
| | | [ BN | | | H B ~ B [
| | | [ NN | | | HE = . [
| | | [ BN | | | H B ~ B [
| | | 8 | | | H B * [
| | | N B | | | H E - BN [
| | | [ BN | | | H B ~ B [
| | | 8 | | | H B * [
| | | B | | | H E -~ BN [ -
Error Flag: Status Type:

Fees: |[v-immedistesssessmert  ~| Dates | | CreditHourss |  BilHourss | | CEUHowrs: |

Note: At this point, we have not yet saved the registrations record in SFAREGS, so technically the student does not yet
have an active registrations record. This is noted by the blank ‘Status Date’.

To create the registrations record, select save. Then select save for a second time. This will trigger fee assessment. You
will be prompted with the following message.

This is simply a notification to let you know that any fees associated with this student and programme have been
applied to the student’s account. Since postgraduate research students have a ZERO fee rate code, no programme fee
will assess on the student’s account. Select OK to this message.
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At this point, you have created the student’s registrations record with an enrolment status of EL (Eligible to Register).
This should then be communicated to the Registration Service. It is the responsibility of the Registration Service to
formally register each student (i.e. to update enrolment status to RE) and issue the students with an ID Card. When
finished, simply exit the form.

Note: While new PG Research students are formally registered (RE on SFAREGS) by the Registration Service, it is the
responsibility of the Postgraduate Research Office to progress and re-register returning students.

SGAUSDF — STUDENT INSTITUTIONAL REPORTING REQUIREMENTS

The last and final form is SGAUSDF. This is used to record the ISCED code and HEA Subject Codes against the
student record. Upon entering the form, ensure the correct ID and Term have defaulted. Then select ‘next block’.

— Inthe Element 3 field, enter the ISCED code (or choose code from the drop-down selection) to reflect the
student’s area of study.

— Inthe Element 4 field, enter the HEA subject code (or choose code from the drop-down selection) to reflect
the subject of programme/qualification aim.

F10 to save changes.

You have now completed the set-up of a postgraduate research student using the PGRES QuickFlow.
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International students may apply to DIT either directly via the International Office or through the CAO process, if
eligible.

CAO APPLICANTS

International students applying through the CAO are processed in the same way as all other CAO applicants. However,
those International students that are non-EU residents will have a different residency and fee rate coding to ensure they
are assessed for the correct student fee. See section on Overseas Fee Rate Codes for further details.

DIRECT APPLICATIONS

International Students can also apply directly to the International Office. Similar

ADMT ADMISSIONS DATA ENTRY QUICKFLOW
International Students can also apply directly to the International Office. Similar to the direct admissions process, the
QuickFlow ADMT is used to set-up new International student applications and to generate offers and acceptances.

The sequence of forms in this QuickFlow is as follows:

SPAIDEN

GOAINTL

SO@CH
SOQOL
SAQMS
S\CbFDN
S%GS
SZR NT
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SPAIDEN — GENERAL PERSON IDENTIFICATION
The first form in this QuickFlow chain is SPAIDEN (General Person Identification). This is used to add the student’s
name and to generate an 1D number.

Before you generate a new ID, you should you should always search the database to see if a person record already exists
for the student. You can search for a student by selecting the ID drop-down and then Person Search. You can also use
form SOAIDNS for a more specific search. GUIALTI (Alternate ID Search) allows you to search by PPS no. and Date
of Birth.

Note: As a caveat to this, you should never re-use a CAO ID from the current term (i.e. students who have also applied
to CAO in the same term). These IDs should be kept distinct and a new direct application ID should always be created.

— To generate a number for the current term (e.g. 201314); use the Generate ID button.
— Toacquire a number for the next term (e.g. 201415); use the New Year ID button.

You will notice the GENERATED or GENERNEXT text appears in the 1D Field, depending on which option you
choose.

'E_E General Person [dentification SPAIDEN 8.5.3.1 (BAMEL1Y QuickFlowe: ADMT: 1 @f @ Jriririe i e s e e e e e e e e e e ee oo el

ID: ||GENERATED [E” Generate ID: @
New Year ID: |

Once you have generated a new ID or used an existing one, you then select ‘next block’ (or CRTL Page Down) to enter
information. Assuming you generated a new 1D, you can now enter the person’s Last Name, First Name and any other
relevant details as required in the relevant fields. Save (F10) when complete. You should now notice that the student
number has been allocated to this record. It is important to make a note of this number for your own reference.

Next you will need to enter the Address Information. Choose the Address tab.

International students may very often have more than one address. For example, they may have a native ‘country of
origin’ address, an ‘agency’ address and an ‘Irish” address. Each address should be entered in Banner, where
applicable. The sequence of how you enter these addresses is important here. The ‘country of origin’ address should
always be entered first and the student’s Irish address should be entered last.

E.g.

1. Native ‘country of origin’ address: Address type (HM - Home)
2. ‘Agency’ address: Address type (AG - Agency)
3. Irish “home’ address: Address type (HM — Home)

To insert multiple home address records, simply select F6 to insert a new record from the address tab and a blank
address record will appear for data entry. Save changes upon completion.

To record a Home Address for the student, enter HM in the address type field. If you have an ‘Agency’ address, then
you should also enter this address with type AG (Agency).

When entering the address information you will also need to enter the address details under the Street Line fields as
well as the City, County, Nation and Carrier Route fields.

The latter four reflect the following:
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—  City: City of address

—  County Code: County codes including Dublin postal district codes. There is a look up table here. Double click
to view

— Nation Code: This is also a look up table. Double click to view. When entering the nation code enter the
nation pertaining to the address, as opposed to the student’s nationality.

— Carrier Route: This is used to record the accommodation type of the student for the purpose of HEA
statistical returns. This is a free text field, but you must use the following two character codes only when
entering this information:

PH Parental Home

RA Rented Accommodation

OH Own Home (house, apartment)
OA Other Accommodation

NS Not Specified

17-SEP-2010

Note: You do not need to enter Sate or Zip code information.
Save changes when complete.

To enter another address at this point, you can enter a new record by selecting F6 and entering the relevant details as
above. However, the most recent address entered will be the address used for written correspondence with the student.
Thus the reason you want to create and save the Irish ‘home’ address last.

Note: If you are entering more than one ‘HM” address type, you should ensure that the earliest address has an end-date
(To Date) and is inactivated, before you enter the latest HM address type.

If an address record already exists but it is no longer valid, you can de-activate it and enter a new one. See the section
on ‘Updating Student’s Address’ for more information.

Next, you click on the Telephone tab to enter the relevant telephone numbers for the student. You can enter a home,
mobile or fax number here.
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woo [cfure —
[]

I
d 10-JUL-2013 MOF LANAGAN

Save (F10) this information when finished.

The next tab is the Biographical information tab. On this tab, you must enter Gender, Date of Birth, SSN (PPS no.)
and Citizenship. All are mandatory for the purpose of HEA statistical returns.

— Gender
— Date of birth in the format day-month-year this will automatically populate the age box
—  Citizenship

PPSN number should be added into the box labeled SSN/SIN/TFN

01-JAM-1993 8
1234567 T

FOFLARNAGAN
11-JUL-2013

Save (F10) when complete.

The next tab is the E-mail information tab. Select ‘next block’ to view/amend information.

E-mail

10-JUL-2013 MO LANAGAN

When inputting information, you must first enter a type. The email type has a lookup table. You can view any look-up
table by selecting the drop-down icon or simply selecting F9 (when the cursor is active in the relevant field). Once the
type has been added, you can then enter the email address.

Note: Never use the INST type as this is used for automatically generated DIT email addresses. Furthermore, this DIT
student email address should never be manually changed from this form.

Save (F10) when this information is entered.

You have now completed the first Form of this QuickFlow. To progress to the next form, simply exit this form by
selecting the EXIT icon at the top right-hand corner.

GOAINTL — INTERNATIONAL INFORMATION
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The next form available on the QuickFlow is GOAINTL and relates to Visa and Nationality Information.

First, you need to ‘next block’ to get to the Visa Information section. Use the VISA type code box to enter the visa type
if available.

Note: If the student is Irish, enter NS

F10 to save changes.

&8 International Infarmation ¢

3122685 Joe Bloggs

Now select the Nationality tab.

%8 International Infarmation AIMTL 8.4 (BAMBLTY QuickFlow: ADMT. 2 of 9

[ 3122585 Joe Bloggs

MNationality

Enter the Nation of Birth by selecting from the drop down list. This field is mandatory and must be entered. If you
already know the code, you can enter it directly.

Save (F10) and exit the Form.
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The next form is used to record information about student’s prior secondary level education. Assuming the student 1D

field is already populated, select ‘next block’ to enter the High School Details section.

[r13122685 Bloggs, Joe

You can now enter the secondary school that the student attended. You can view a list of schools by selecting F9 or
you can use the search icon which is to the right of the “‘High School’ field. You will be brought directly into the list of
secondary school institutions (SOISBGI) where you can search for a particular school by use of the search (F8) and %
(wildcard) function.

ground Institution

Blackrock College

St Jozephs Convent

Loreto Sbbey

Convent of the Sacred Heart

Presentation Brothers College

Manor House School

St Dominics High School

Scoil Ma MEBraithre

Baile Atha Cliath 9

Seail Ui Choraill

Baile Atha Cliath 1

Mean Scoil lognaid Ris

Baile Atha Cliath 12

Marian College

St Johns College

Gonzaga College

Catholic University School

Chanel College

Terenure College

Deutzche Schule Dublin

Dominican College

Seail Chattriona

Baile Atha Cliath 9

Holy Faith Convert

Dublin 3

L] ]

O

INFOrMa=ion
SEruceEs
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Simply enter part of the school name in the ‘Name’ field and use the % (wildcard) character to assist (e.g. %Christian%
to find all Christian Brother schools)

shhristiands

Tip: The search is case-sensitive, so you should consider this when entering your search criteria (e.g. omit the first
character of a word if you are unsure of its case.)

Select F8 to execute the query. F7 clears the form for a new query.

Note that these school codes are numeric. Once you have found the relevant school, double click on the ‘Code’ field
and it will select the appropriate school and enter it on the main SOASCH form.

Save (F10) when school details are entered and exit the form.

SOAPCOL - PRIOR COLLEGE

The next form is the Prior College SOAPCOL Form. This is where information about student’s prior third level
education is held. Assuming the Student ID field is already populated, select ‘next block’ to enter the Prior College
section.

You can now enter the last college that the student attended.

DhAT: 4 of 9

Elogos, Jos

Prior College and Degree fil ] ) itratimn s Erimr G

You can view a list of colleges by selecting F9 or selecting the search icon to the right of the Prior College field.

)
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You will be brought directly into the list of third level institutions (SOISBGI). This list will initially appear blank.
Select the query function (F8) to retrieve the full list of institutions. Select the desired institution by double clicking in
the ‘Code’ field cell of the desired row selection.

Note: Code 99 is used to record any Institution not listed on this form.

%8 Source/Background Institution ¢

University College MUI Cork

University College MUI Dublin

MUI Galway

University of Limerick

MUI Maynooth

Trinity College Dublin

Thornond College of Educ

Dublin City University

Dublin Institute of Technology
Mational College of Art & Des

Mater Dei Institute of Educ

Teacher Train & HmEcon Colls

Miltawn Inst of Theal & Phil

Institute of Technol Tallaght

Crawford Coll of At & Design
Institute of Tech Limerick

Institute of Technol Athlone

Institute of Technology Cork

Institute of Technal Carlow

Institute of Technol Dundalk

26 Galway-hayo Inst of Techn

ARRRRRARRRNARRRRRARED
L]

Your Prior College will be entered. Once you have selected the relevant college code, you can now save at this point.

You can also select and add information under the Degree Details section. If the student has graduated you should enter
the relevant degree information including Degree, Degree Date and Year.

Save (F10) and exit the Form.
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SAAADMS — ADMISSIONS APPLICATION

The next form that will open is SAAADMS. This form is used to add the student’s application details. The first item
that should be added to the key block is the correct Term (e.g. 201314).

Note: Remember to use the ‘following year’ term code if you are generating an admissions record for next term.

This first Block/Tab on the form is the Application Block. It displays information describing the applicant type, such as
admission type and student type. This Block also displays a summary of the information from the Curricula tab for the
relevant application. The following information must be added on the Application tab:

— Admission Type (e.g. DA - Direct Applicant)

—  Student Type — (e.g. N — New Entrant ; U — Undergraduate)
— Residency — (N — Non European Union)

— The F/T (fulltime) or P/T (Part time) indicator

— Application Date — Defaults to system date

— Application Status — C (Complete ready for review)

D12123479 Eloggs, Joe 201314 L Vi Current/Active Carncula

Application

11-JUL-2013 ]
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STUDENT TYPE
The list of options for Student Type is as follows:

N — New Entrant (An undergraduate student entering a Third Level education for the first time)

U — Undergraduates (re-enrolling students on an undergraduate programme)

P — Postgraduate Taught

R — Postgraduate Research

A — Apprentice

C - Continuing Education

D — Professional Development

X - Transfer-In from own institution (This would apply to people who changed course within your institution)
| - Transfer-In from other higher education institution (This would apply to people who changed courses from one
institution to another)

B - Repeat (Students repeating the same year of the same course for which they are primarily registered)

Note: Most International Students are likely to be coded as N (New Entrants). However if an International student is
not a ‘new-entrant’ (i.e. has previously attended a Third Level Institution), they should be coded according to their level
(e.g. U — Undergraduate)

Next, you go to the Curricula tab. Enter 1 for the Priority field and enter the relevant Programme Code in Program
field. The other significant Programme details will default in. The curricula tab is used to record details of the
Programme that the applicant is applying for (including Programme Code, Level & Degree Code).

Curricula

MOFLANAGAN
10-JUL-2013

Note: The application will not save until you enter the programme information on the Curricula tab
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EXCHANGE, DISTANCE, E-LEARNING OR VISITING OCCASIONAL STUDENTS

If the student belongs to one of the options listed below, you will need to update accordingly under the ‘Fees, Mail
Submission, Withdrawal Data’ tab.

geé)s;;on Exchange / Non Standard Attendance / Mode of Study Category
S Exchange — Erasmus/ Socrates incoming exchange
[ Exchange — Other incoming exchange

0 Exchange — Outgoing Exchange

C Distance Education

L E-Learning

N In-Service Education

Q Postgraduate Qualifier

\Y Visiting Occasional/JYA 1 Term

J Visiting Occasional/JYA 2 Terms

Y Visiting Occasional/JY A Full Year

C Distance Education

L E-Learning

N In-Service Education

Under the Additional Data section, select the appropriate option from the Session field.

Checklist  Sources, Interests, Camments  Contacts, Cohorts, Aftributes

Application Curricula

Application Fees Additional Data
Application Fee: . Charge Fee  \ffaive Fee ® None Session: |L—E|E—Learning
Last Application Fee: O Fee Charged O Fee ififaived  ® Mo Fee Educational Level: l— E
Application Fee Waiver: l—[ZI Educational Goal: ’_[ZI
Application Fee Detail: El Recruit Type: ’_B
Application Fee Amount: Recruiter: I—E
Application Fee Date: ’7@ Intensiewr: |—E

Legacy: |—
Application Fee Rate: E Citizen: ,1_ Irish Citizen

Save changes when complete.

ATTRIBUTE CODE / YEAR OF STUDY
Go to the Contacts, Cohorts and Attributes tab. Enter the programme year under Attribute field.

|App|icati0n Curricula Fees, Mail Submission, Withdrawal Data  Checklist ~ Sources, Interests, Comments  [eulgieTa GRSl Il RN EH
Aftribute Description Activity Date
M
1 FirstYear 10-JUL-2013 =

F10 to save changes.

Note: This data is very significant when it comes to student progression, e-mail generation and fee assessment and
therefore must be entered.
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ADDITIONAL APPLICATIONS
If you wish to add further applications to this student record, return to the Application tab. From the menu, select
Record ->Insert (alternatively you can use the down arrow key until a new blank record exists).

Eile Edit Options Block ttem JETERMEN Query Tools Help

B B BEE R [[EAEKE &SISR (a2 1@ (@ 01 X

ons Application | Dlext LMNEL1Y  QuickFlo AT 6 af @ e ieiel
Scroll Up
1D: D131 22685 [7 EBlogg: Seroll Down Term: 201314 F2D13114Academic year  LMievw Cirrent/Actve Curncula
Clear
Bemaove

Curricula Fee ion, Withdrawal Data  Checklist ~ Sources, Interests, Comments  Contacts, Caohorts, Aftributes

Duplicate
Application Lock
Entry Term: El'memic Year Application Numhber: |_1 Application Preference: l_ Application Date: M@ =
Admission Type: ,KEDirectApplicant Application Status: |I—E|Incomplete items outstanding
Student Type: FBUndergraduate Application Status Date: ’m@
Residence: |E—E|Eur0pean Union haintained By: |S— SYSTEM
Site: I—El Application Decision: l_
Full or Part Time: “ Full Time ® PartTime  Mone Application Decision Date: ,7
Outstanding Reguirements: |+ haintained By: |— =

A new record will be created for the given term. Enter the relevant information (as outlined above) and then enter the
relevant curricula information under the Curricula tab, attribute under Contacts, Cohorts, Attributes tab and other

information required. F10 to save and you will now have two applications associated with this record. You can repeat
the same process over again for multiple applications .Each application can be reviewed from the Application tab by
use of the scroll bar.

F10 to save changes. Exit the form to proceed with the QuickFlow.

SAADCRV - ADMISSIONS DECISION (GENERATING AN OFFER)

The next form enables you to process the student’s application. First, ensure that both the ‘Student 1D’ and the ‘Term’
of entry for the student are correct in the key block. Then select ‘next block’.

All application details recorded on the previous form are recorded in Application Summary section. If more than one
application exists, you can scroll through the applications in the Application Summary section of the form. Scroll down
to find the Programme for which you wish to record an offer.

Next, ensure you are active in the Decision Data (Application Decision) section of the form. When an offer is to be
made to the student, a decision of 10 (Offer Made by Institute) should be entered under Decision Code and saved
against the correct Programme. Save (F10) and you will see the message Decision Processed appear. Select OK to
confirm this.
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Application Decision Application Decision Letter Decision Calculator Rating Review
Decision Data
Decision Significant Institution Applicant Institution Inactive
Code Description Decision Acceptance Acceptance Rejection Application
-
10 Offer made by DIT I [ [ [
Farms =i ] ] ] ]
L] L] L] u
® Decision Processed [ ] [ ] [ ] [ |
L] L] L] u

Maintained Decision

by Date User ID

MOFLAMNAGAN =

If you do not wish to process the applicant’s ‘acceptance’ at this point, you can choose to exit the QuickFlow

completely by selecting from the menu File — Exit QuickFlow.

I_Edlt Options Block [tem Record Query
Direct Access

Qbject Search

CickFlow

Select

Rollback

Save

Refresh

Print

Exit

Otherwise, proceed as outlined below.

SAADCRV — ADMISSIONS DECISION (GENERATING AN ACCEPTANCE)

If you wish to record an acceptance (assuming 10 entry has already been recorded), simply enter AD (Applicant

Accepted Offer) under previously entered 10 Decision Code.
Save using F10 and exit the form to proceed with the QuickFlow.
Decigion Calculator

Application Decision Letter Rating Review

Decision Data
Decision Significant Institution Applicant Institution Inactive
Code Description Decision Acceptance Acceptance Rejection Application
- :
- T 2 R
AD | |
n ™ i Learner Record Created
L] [ ]
L] [ ]

Maintained Decision
by Date User ID
U USER 11-JUL-2013 MOFLAMAGAMN -
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SGASTDN — GENERAL STUDENT

The next in the QuickFlow is the General Student Form SGASTDN. Student details will only appear on this form if an
accepted offer (AD) decision had previously been recorded against the student’s application.

Before entering the form, ensure the “Term’ of entry and ‘Student 1D’ are both correct and then select “next block’ to
enter/view information. This is the Student Record. This first Block/Tab is the Learner Block. This is used to view
student information such as student status and student type. You will need to complete the following information:

— Fee Assessment Rate —See section on Overseas Fee Rate Codes for further information on Rate Codes for
Non-EU students.

— F/P=F or P (this is the full or part-time indicator, indicating whether the student is studying this programme
on a full or part-time basis).

— Inthe Additional Information section, you should enter the relevant Block Code (Programme & Year of
Study).

— Inthe Additional Information section under Session field, you should also ensure exchange, distance, e-
learning or visiting occasional students is flagged, where applicable. See Exchange / Distance/E-Learning for
further information of relevant codes.

Save (F10) when updates are made and complete.

Learner

MEOrINSIon Page 146 of 351
sSeruces



BANNER OPERATIONAL USER GUIDE

SFAREGS - Creating new ‘EL’ registrations record

Once a student has accepted a place on a DIT programme and has been processed accordingly in Banner, the student’s
registrations record should then be saved in SFAREGS with an enrolment status of EL (Eligible to Register).

Note: You can only create an active EL registrations record in SFAREGS for the current ‘active’ term. Therefore, if a
student has accepted a place on a programme for the next academic term (i.e. in advance of the term roll process),
Banner will not allow you to create the students registration record in SFAREGS. You must keep a list of these students
and ensure that you create their ‘EL’ SFAREGS record and default grant record after term roll has completed.

SFAREGS has a tabbed interface for easy navigation. Simply enter the ‘Term’ and ‘Student ID” and select ‘next
block’ to view / update details on the form.

The form initially appears as follows:
78 Student Cours ion SFAR JAMET1)  QuickFlow: ADMT: 8 of 9

L IView Current CaTriculd| L Print:Bi I/ PrintSchednfe

Registration =jil] 1 LR

brazon o) s
[ETECER.

T
i

EREERENER
EREERERER
M SREERERER

8
- N
 a
- N
8
- N
- N
8
I

)
)

Under the Student Term tab, you can view / update detailed information about the student such as:

—  Student Type

—  Residence

—  Full or Part time indicator

—  Block schedule

—  Fee Assessment Rate.

—  Class (Attribute / Year of Study)

Ensure that these details are entered correctly or make any amendments as required
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Student Term

The Curricula tab allows you to view program related information for the student. You should also ensure that the
details on this tab are as expected (i.e. Programme & Term data).

Curricula

Return to the Registration tab. The student’s status will be EL (Eligible to Register) at this point. Select ‘save’ twice.
This will activate the student’s registrations record in Banner and trigger ‘Fee Assessment. You should now expect to
see the following message:

0 Fee Assessment processed.
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Select OK.
This will create the student’s registration record and the appropriate fees will be generated on the student’s account.

The Registration Service should then be informed in order to process the student’s registrations record further and to
invite the student to register online where appropriate.

SZASGNT - CREATING THE DEFAULT GRANT RECORD
Having created the student’s “‘EL’ registrations record, you must now save the student’s grant record.
Note: This step is only required for Full-Time students. If a student is Part-Time, simply ignore this step.

To save a student’s grant record, enter SZASGNT. In the key block you enter the student’s ID and Term Code and
‘next block’ into the form.

You will be prompted with the following message box.

\-3 Setting Student Grant Defaults?

(QK ________ " Cancel jl

Select OK and the standard default funding codes for the programme will default against the student’s record.

However, since the student is International, their funding codes should be updated to reflect the International grant
funding codes as follows:

— Funding Category: 09 (Overseas)
— Funding Maintenance: 20 (Non Aided)
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H Student Grant Maintenance Form 3

D13122536 Blogs, Joe 201314 01-JAN-1992

.

10-5EP-2M3 17-MAY-2014 16-JUL-2013

Save to commit changes. You will be prompted with a message ‘Contract numbers cannot be established’. Select OK.
You can now exit form and the QuickFlow.

The Registration Service should then be informed so that process of inviting the student to formally register and pay
fees online can commence.

Note: More information in relation to grants can be found under the ‘Fees and Grants’ section of this manual

MEOrINSIon Page 150 of 351
sSeruces



BANNER OPERATIONAL USER GUIDE

OVERSEAS FEE RATE CODES

International students with a residency of non-EU are assessed for the relevant fee structure according to the following
fee assessment criteria:

— Has the student previously or partially completed a third level programme?

— Isthe student an EU national or a national or a national of an EEA member country or Switzerland, or have
they been granted official refugee status?

— Has the student been a resident in an EU Member State for at least 3 or the last 5 years?

Depending on the student’s eligibility, non-EU students may be required to either pay the international programme fee
(see below) or the standard EU programme fee.

OVERSEAS NON-EU FEES
The following International rate codes apply for non-EU students.

Rate
Code
O13CL  |Higher Certificate or PG Cert/Diploma (Laboratory)
0O130D |Ordinary Degree

O13DN  |Honours Degree/Masters Degree (Non-Laboratory)
O13DL  |Honours Degree/Masters Degree (Laboratory)
O13CN  |PG Cert/Diploma (Non-Laboratory)

O10CL  |Higher Certificate or PG Cert/Diploma (Laboratory)
0100D |Ordinary Degree

O10DN  |Honours Degree/Masters Degree (Non-Laboratory)
O10DL  |Honours Degree/Masters Degree (Laboratory)
O10CN  |PG Cert/Diploma (Non-Laboratory)

ovi1o Special International Rate for specific programmes

Programme Level

Depending on level of the programme, the relevant RATE code is added to the student’s record in Banner.

Note: Returning Students will remain on the International Rate code applied at the time of admission. International
Rate Codes for terms prior to 2010/11 followed the format OVYY, where YY was the year of initial acceptance. (e.g.
OVO09 applied to international students who accepted a place on a programme commencing in term 200910)

GRANT RECORD
Students paying the full “International Programme Fee’ do not generally have any grant or awarding body fee
entitlements. They are therefore personally liable for the own fees.

As a result, their grant record in Banner should reflect this. On SZASGNT, they should be coded as follows:

— Funding Category: 09 (Overseas)
— Funding Maintenance: 20 (Non Aided)

More information on grants can be found on ‘Grants’ section below.

Overseas EU Fees
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When a full-time non-EU student has been assessed and approved for EU fees, the student’s RATE code should be set
to OVEU - Overseas EU fee. The OVEU rate code will process the standard EU programme fee on the student’s
account.

Note: non-EU students on a part-time programme have the same Rate Code as EU students (i.e. PART)

GRANT RECORD

International students paying the standard EU fee do not generally have any grant or awarding body fee entitlements.
They are therefore personally liable for the own fees. As a result, their grant record in Banner should reflect this. On
SZASGNT, they should be coded as follows:

— Funding Category: 15 (Overseas EU Fee)
— Funding Maintenance: 20 (Non Aided)

More information on grants can be found on Grants section below.

INTERNATIONAL STUDENT REGISTRATIONS

Non-EU students (paying the full international registration fee) cannot register using the DIT Programme Web
Registration system. Instead, non-EU students are invited to register directly with the Registration Service on a given
date each year.

Each student is requested to pay any outstanding fees in advance of this date, in order to enable them to register and
receive their ID card on the day.

SFAREGS — STUDENT COURSE REGISTRATION
SFAREGS is used to register students directly in Banner. Simply enter the “Term’ and ‘Student ID’ and select ‘next
block’ to view / update details on the Form.

The form appears as follows:

78 Student Course Registration SFA|

Term: Poias [* D 2123478 (% [Biogas, joe Date: 1202013 [ Holas: | | (%
[ VAEWICHTrEnt/ACtvE Curicia) L[ Print il I PrintSchedule
Registration Student Term Curricula Study Patt Tjirme Siatis:

Hours Source  Acceptance
statws: (B [¥|Eligile to Register Process Block:  DT22801 L Minimum: o007 fwes ;‘3""“""9‘1
Reason: | 7| Status Date:  [11-JUL-2013 [ Delete ANCRNs ~ Maximum: | 533333333 [ ¥ RS | f‘:zz:meu

Course Informatien 5 . Time Method
Grade Credit Bill Attempted  Status Appr Part of of
CRN Subject Course Section Mode Hours Hours Hours Hours Status Level Recd Owerride Term Instruction Campus
2 £ . . By . R 7 O ] = =
[ [ [ [ B[ BURS  -IN [ g
[ [ [ HE I E S
[ [ [ HE - N [
[ N N N N HE I EE E
[ [ [ [ B RS -IN BN OB
[ [ [ HE I E S
[ [ [ HE I E S
[ [ [ HE - N [
[ N N N WA | | \ | o ey - N -
Error Flag: Status Type:
Fees: ,W Date: ’m Credit Hours: l— Bill Hours: ’— CEU Hours: ’—

Under the Student Term tab, you can view / update detailed information about the student such as:
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—  Student Type

— Residence

—  Full or Part time indicator

— Block schedule

—  Fee Assessment Rate.

—  Class (Attribute / Year of Study)

Ensure that these details are entered correctly.

201314 O 2123479 Eloggs, Joe 1 2-0UL-2013 =

L] urncula; || PrntEill I/ PrntSchpdie

Student Term

The Curricula tab allows you to view program related information for the student. You should also ensure that the
details on this tab are as expected (i.e. Programme & Term data).

75 Student

on 5 il
201314 12123478 Bloggs, Joe 12-JuL2ms = . -

Sumcla| | |Print il [/ PrintiSe

Curricula

Return to the Registration tab. The student’s status will be EL (Eligible to Register) at this point. Save twice at this
point to trigger fee assessment on the student’s account.

TSAAREV — AccoUNT DETAIL REVIEW FORM
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You should now query the student account details in order to confirm that the correct fees have assessed on the
student’s account. To do this, go to the options menu and select Review Account Detail [TSAAREV]

[STailjiy Elock |tem Record Query Tools Help
Detailed Student Information [SGASTDN]

Student Attributes and Coharts [SGASADD]

View Student's Schedule of Classes [SFAREGQ]
Test Score Information [SOATEST]
Charge Optional Registration Fees [SFAEFEE]
R -caunt Detail [TSAAREY]
Review Student's Classes and Charges [SFAREGF]
Graduation Application [SEHAGAPF]

Cegrees and Awards [SHADEGR]

Summary Student Information [SGASTDA]

Persan System Identification [GLUASYST]
Admissions Application Detail [SA%ADME]

Define Time Status Rules [SFATMST)

This will bring you into the TSAAREV form. To enter the form, select ‘next block’. All account transactions for all
terms should appear on the form. You should immediately notice the Capitation and Tuition fee on the account for the
current term. Remember, if the student is liable for the full non-EU fee you should expect the higher Tuition fee on the
account. If the student is approved on EU fees, then the standard EU fee only should assess.

Account Details
Detail Source Effective
Code Description Term Charge Payment Balance Code Date
[7] A id =
[Tuition Fee [zoo11 || 9,500.00 | | 9,500.00 e 16-SEP-2010
[capT | [capitation Fee [zozo11 | | 1,500,00 | | 1,500,00 [r 16-SEP-2010
| | | | | I N

You can also check for any payment transactions. This may be noted by a detail code of CARD (Credit or Debit Card)
or EFFT (Electronic Funds Transfer) payment. Payment of fees is required before a student can formally register.

To return to SFAREGS, simply exit the form.
If the student’s fees have not assessed as expected, you should check the following list of items.

— Isthe student’s Residence correct (SFAREGS)?

— Isthe Fee Assessment Rate code correct (SFAREGS)?

— Is the full/part indicator correct (SFAREGS)?

— Is the student’s year of study entered correctly for the current term (SGASADD)?

— Is the student’s curricula / programme / field of study information correct (SFAREGS)?

— Has the student’s registrations record been saved and fee assessment triggered (SFAREGS)?

— Ifthe student is eligible for some form of grant funding. Is the student’s grant record (SZASGNT) or contract
arrangements (TSAACCT) correct.

— | funding from a third party applies, has the liability transfer been triggered (TSASPAY).
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REGISTERING A STUDENT
Assuming fees are correct and have been paid by the student, you can then formally register the student on SFAREGS.
You can do this by simply updating the student enrolment status to RE (Registered).

Enrollment Information

Status: E] Registered
Reason: I_E|

Select *save’ twice. This will save the student’s registrations record in Banner and trigger ‘Fee Assessment’. You
should now expect to see the following message:

® Fee Assessment processed,

Select OK. The student is now registered and will be eligible to receive their ID Card.
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INTERNATIONAL STUDENT REPEATS

This section relates to Full-Time International repeat students only. International Repeat students are categorised in
Banner according to the following factors:

— Is the student liable for the full International Fee or the standard EU fee?
—  Are they repeating the full year, a set number of modules or externally repeating?

Based on the above criteria, International Repeat students should be updated in Banner as follows:

INTERNAL REPEATS

INTERNATIONAL FEE
—  Student Type update to B (Repeat)
— Rate Code reflects International Fee Rate Code
—  Where necessary, manually adjust student’s Tuition fee on TSAAREV to reflect International repeat fee based
on number of modules being repeated.
— Grant Funding Codes updated to: 20 (Overseas Repeat Half) / 20 (Non Aided)

EU FEE

—  Student Type update to B (Repeat)

— Rate Code update to RCRED

— Manually adjust student’s Tuition fee charge on TSAAREYV to reflect no. of repeat modules
—  Grant Funding Codes updated: 12 / 20 (Repeat / Non Aided)

EXTERNAL REPEATS (XR)

INTERNATIONAL FEE

—  Enrolment Status updated to XR
— Rate Code update to XR
— Remove Grant Record

EU FEE

—  Enrolment Status updated to XR
— Rate Code update to XR
— Remove Grant Record

More information in relation to coding repeat students can be found under section ‘Repeat Students’.
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ERASMUS/SOCRATES STUDENTS
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The ERASMUS/SOCRATES programme enables students to study or work between 3 and 12 months in another EU
state (or in Iceland, Lichtenstein, Norway or Turkey).

Therefore, in the context of DIT, outgoing ERASMUS/SOCRATES are DIT students who have been approved to study
/ work in another EU university that has a bilateral agreement with DIT.

Similarly, incoming ERASMUS/SOCRATES students will have been nominated by their respective university to come
and study at DIT for a period of time.

The Erasmus Office in DIT looks after the application and set-up of incoming ERASMUS/SOCRATES student records
using QuickFlow ERAS.

ERAS — ERASMUS QUICKFLOW

The sequence of forms in the ERAS QuickFlow is as follows:

SAAQUH\N
GOAI T\g
SGASADD

SGASDT
SFAREGS

SZASGNT

SAAQUIK - QuicKk ENTRY
The first form is SAAQUIK. This form is used to create a new student record (including a newly generate Student ID).

To generate a number for the current term (e.g. 201314); use the Generate 1D button.
73 Quick Entry
-

78 Current Identificatio { 13 QuickF oy

L EntenAdiness, | |Enter Biographicall GENERATED

-

Cancel

In the prompt box, enter the student’s name details and then save.
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Banner will generate a new student ID at this point beginning with the letter D. The next two numbers will reflect the
academic year of entry (e.g. D12 — Term 201213). Take note of the student’s ID number for your own reference.

58 Quick Entry

ID: 12123480 [* |Bloggs, Joe Term: o134 ¥ Level |uc [¥ GenerateID: [0

Next, tab across to the “Term’ field and enter the academic term (e.g. 201213) and then to the level (e.g. UG). Then
select ‘next block’.

When you ‘next block’, the following dialogue box will appear.

\"3 Defaulting values frorm Quick Entry Rules Form

Select OK as this is just a note to inform you that certain values will be defaulted.
Note that *Student Type’ defaults to the appropriate code depending on the Level entered in the key block.

UG - U (Undergraduate)
PR - R (Research)

AP — A (Apprentice)

CE - C (Continuing)

PD - D (Professional)
PG - P (Postgraduate)

You should confirm that the defaulted data is correct and make any amendments where required (e.g. if Student’s
residency is Non EU).

At this point, you should also update the Full or Part Time indicator accordingly. The Rate Code should be updated to
SOCRS

Addresses | Biographical

|| Enter Adidress |_|EnterBiograpical

Student Type: |U—E Undergraduate

Student Status: IE [*] Active (check SFAREGS)
Residence: |E_[Z| European Union

Full or Part Time: 0l Time CPATtTime L Nong
Rate: WE Socrates

Education Goal: ’_ E
Education Level: E

Next you need to navigate to the Curriculum section.

The first field you must enter here is the Campus field. Then, you input the appropriate Program Code. When you
select ‘return’ on the keyboard, other key programme information will default in.
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Save at this point. You should expect to see the message ‘Transaction complete: 3 records applied and saved’ at the
bottom of the screen.

Next you will need to enter the Address Information. Choose the Address tab.
Note: You can also navigate between the tabs by use of the ‘next block’ and “previous block’ Icons

From here, select the ‘return’ key and today’s date will automatically populate the ‘From date’ field. Enter HM in the
address type field to record a Home Address for the student. Then enter the address details in the appropriate fields.

When entering the address information you will need to enter the address under the Street Line fields as well as the
City, County, Nation and Carrier Route fields.

11-JUL-2013

To enter another address at this point, you can enter a new record by selecting F6 and entering the relevant details as
above. However, you should be aware that the most recent address entered will be the address used for written
correspondence with the student.

If an address record already exists but it is no longer valid, you can de-activate it and enter a new one. See the section
on ‘Updating Student’s Address’ for more information.
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Address data as follow:

—  City: City of address

—  County Code: County codes including Dublin postal district codes. There is a look up table here. Double click
to view

— Nation Code: This is also a look up table. Double click to view. When entering the nation code enter the
nation pertaining to the address, as opposed to the student’s nationality.

— Carrier Route: This is used to record the accommodation type of the student for the purpose of HEA
statistical returns. This is a free text field, but you must use the following two character codes only when
entering this information:

PH Parental Home

RA Rented Accommodation

OH Own Home (house, apartment)
OA Other Accommodation

NS Not Specified

Note: You do not need to enter Sate or Zip code information.

Finally on the Addresses tab, you can enter the student’s telephone details. You can select the Telephone Type (e.g.
MOBL) from the drop-down list.

Save changes when complete.

Next, select the Biographical Information tab. On this tab, you must enter Gender, Date of Birth, SSN (PPS no.) and
Citizenship. All are mandatory for the purpose of HEA statistical returns.

— Gender

— Date of birth in the format day-month-year this will automatically populate the age box
—  Citizenship

—  PPSN number should be added into the box labeled SSN/SIN/TFN.

Note: Where a student is not Irish, PPS no. is not required.

01 -JAN-1993 i
1234567T

I
[ ]
N
|

=]
=1
@

=z

MOFLAMNAG AN

Save changes and exit the form.
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GOAINTL — INTERNATIONAL INFORMATION
The next form available on the QuickFlow is GOAINTL and relates to Visa and Nationality Information.

First, you need to ‘next block’ to get to the Visa Information section. Use the VISA type code box to enter the visa type
if available.

% International Infarmation NTL B.4 (BAMET1) Qu

D121234580 Joe Bloggs

F10 to save changes.

Now select the Nationality tab. Enter the Nation of Birth by selecting from the drop down list. This field is mandatory
and must be entered. If you already know the code, you can enter it directly.

%5 International Informatio g 13 GuickF o

12123480 Joe Blogys

Mationality

Save (F10) and exit the Form.

SGASADD - ADDITIONAL STUDENT INFORMATION FORM

The next form is SGASADD. Assuming the correct ‘Student ID’ and ‘Term’ has defaulted, you should ‘next block’
twice to enter the Student Attribute section. You will now need to record the correct student “year of study’.

Simply enter the correct year under the Attribute Code and save. A warning prompt box will appear.
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ent Infarms

Changing Student Attribute values may impact [
Registration Fee Assessment.

" CANCEL )

Click OK, save and exit.

SGASTDN — GENERAL STUDENT FORM

The next form will be SGASTDN. Ensure that both the ‘ID” and ‘Term’ in the key block are correct and then select
‘next block’ to enter the form.

This form details the student record and should reflect the correct student and programme information previously
entered.

However, you will also need to enter additional data in the Additional Information section

— You should enter the relevant Block Code in the Block field.
— Under Session field, you should also ensure the student is flagged as S - (Erasmus / Socrates Incoming Exch)
or | - (Other Incoming Exchange), where applicable.
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1D: 012123450 F|B|OQQS. Joe Student Summary [7 Term: 201314 [7 | INew CorrentiActve Curricula
Learner Curricula Study Fath Activities Yeteran Comrments Academic and Graduation Status, Dual Degree  Miscellaneous
General Learner
New Term: 201314 EI 201314 Academic Year From Term: 201314 ToTerm: |999993 =
Student Status: 25 [ =] Active (check SFAREGS)
Student Type: |U—E Undergraduate Additional Information
Residence: EE European Union Site: E
Fee Assessment Rate: SOCRS E Socrates Session: |S—E| ErasmusiSocrates Incoming Exch
Class: 1 1stYear Block: DTE01UG B Erasmus Media UG
Student Centric Cycle: =] Citizenship: | B
Full or Part Time: ® Full Time " Part Time " None
Curricula Summary - Primary Student Type:  Undergraduate Rate: Socrates
Priority Term Program Catalog Level Campus College Degree
ﬂ 201314 Erasmus Media 201314 Undergraduate Aungier Street Dublin Institute of Technol  External Award Erasm i
End: Outcome Key: Admission Type: Direct Applicant Admission: 201314 Matriculation: -
Field of Study Summary
Priority Term Type Field of Study Department Attached to Major [E
1 20134 Major Erasmus Media Media =l

You should now save on SGASTDN and exit the form.

SFAREGS - STUDENT COURSE REGISTRATION FORM

The next form is SFAREGS. This form details the student’s registration record. It has a tabbed interface for easy
navigation. It is used to update information on enrolment, registration, subject details and class details.

Simply ensure that both the “‘ID’ and “Term’ in the key block are correct and then select ‘next block’ to enter the form.

Term: [201314 [¥ I |D12123480 [7|B\oggs,doe Date: 12.uL2m13 (& Holds: l_ [+

[ \ew CurrentiietiveiCorneila [_|Printeir I Print Schednle

StudentIenm Eurricula Sty Eath it e StAtE

Hours Source  Acceptance
Status: EL | ¥|Eligible to Register Process Block:  [DTa01 Ll Minimum: 000 2] [mHRs ; ﬁonﬁrmed
: one
Reason: =] Status Date:  [12-JUL-2013 [ Delete ACRNs  Magimum: | 999999393 |7 RS |~ F——

Note: At this point, we have not yet saved the registrations record in SFAREGS, so technically the student does not yet
have an active registrations record. This is noted by the blank ‘Status Date’.

To create the registrations record, select save. Then select save for a second time. This will trigger fee assessment. You
will be prompted with the following message.

Fee Assessment processed.

Page 164 of 351



BANNER OPERATIONAL USER GUIDE

This is simply a notification to let you know that any fees associated with this student and Programme have been
applied to the student’s account. No fee is associated with the SOCRS rate code and therefore, Erasmus students will
not have any fees assessed on their account. Select OK to this message.

At this point, you have created the student’s registrations record with an enrolment status of EL (Eligible to Register).
This should then be communicated to the Registration Service. It is the responsibility of the Registration Service to
formally register each student either manually or by invitation to register online and to subsequently issue the students
with an ID Card. When finished, exit the form.

SZASGNT — STUDENT GRANT MAINTENANCE FORM

The last form in the QuickFlow is SZASGNT.

;_Q Student Grant Maintenance Farmm gl B/ o FETNEE W ] arh

012123480 Bloggs, Jos 201314 -

Upon entering the student 1D and term, the grant information will default accordingly. You should ensure this is correct.
Erasmus students should be coded with either of following funding codes:

Funding Category: 10 (Incoming Socrates 3 mth)
Funding Maintenance: 20 (Non-aided)

Funding Category: 11 (Incoming Socrates 1 yr)
Funding Maintenance: 20 (Non-aided)

Funding Category: 14 (Incoming Socrates 1 sem)
Funding Maintenance: 20 (Non-aided)

Save changes and exit.
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DIT receives confirmation of the list of Apprentice students each year from the relevant statutory authority such as FAS
or Failte Ireland. Upon receipt of such, the Registration Service generates and registers each new apprentice student
record in Banner on the relevant programme code. This set-up is handled by the QuickFlow APR1.

APPRENTICE STUDENT SET-UP — QUICKFLOW: APR1

The sequence of forms in the APR1 QuickFlow is as follows:

SAAQUIK

GOAINTL\'
SGASADD\'

TSAACCT

SFAREGS

~

SZASGNT

SAAQUIK - QuICcK ENTRY
The first form is SAAQUIK. To create a new student record, select the Generate ID icon on the right.

Before you generate a new ID, you should you should always search the database to see if a person record already exists
for the student. You can search for a student by selecting the ID drop-down and then Person Search. You can also use
form SOAIDNS for a more specific search. GUIALTI (Alternate 1D Search) allows you to search by PPS no. and Date
of Birth.

Note: As a caveat to this, you should never re-use a CAO ID from the current term (i.e. students who have also applied
to CAO in the same term). These IDs should be kept distinct and a new direct application ID should always be created.

GEMERATED

78 Current [dentificatic AMET1)  Quick

ENtEr AdHress Enter Biographica
[ Enter Addr L_IEnterBiograpmical GEMERATED

Cancel
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In the prompt box, enter the student’s last name and first name detail and then save.

Banner will generate a new student ID at this point beginning with the letter D. The next two numbers will reflect the
academic year of entry (e.g. D13 — Term 201213). Take note of the student’s ID number for your own reference.

Next, tab across to the ‘Term’ field and enter the academic term (e.g. 201213) and then to the level and enter AP for
Apprentice students. Then select ‘next block

12123481 Bloggs, Jos

When you ‘next block’, a dialogue box will appear. Select OK as this is just a note to inform you that certain values will
be defaulted. Note that ‘Student Type’ defaults to A (Apprentice).

You must now enter the following parameters:

—  Full or Part Time indicator should be checked accordingly.
—  Rate: For FAS apprentices, this should be set to BLKYY, where YY represents the calendar year of entry of the

student

E.g. September 2012 intake:  Rate Code BLK12
January 2013 intake: Rate Code BLK13
March 2013 intake: Rate Code BLK13

Note: The Rate Code ensures the correct fee is assessed on the apprentice student’s account.

To enter the Programme Code click on the Program field and enter the relevant Code and save. The other associated
field entries will default in.

Save at this point to create new student record.

Next you will need to enter the Address Information. Choose the Address tab.
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Note: You can also navigate between the tabs by use of the ‘next block’ and “previous block’ Icons

From here, select the ‘return” key and today’s date will automatically populate the ‘From date’ field. Enter HM in the
address type field to record a Home Address for the student. Then enter the address details in the appropriate fields.

When entering the address information you will need to enter the address under the Street Line fields as well as the
City, County, Nation and Carrier Route fields.

I

143 Rathimines R

Fathmines

MOFLANSGAR
11-JUL-2013

Address data as follow:

—  City: City of address

—  County Code: County codes including Dublin postal district codes. There is a look up table here. Double click
to view

— Nation Code: This is also a look up table. Double click to view. When entering the nation code enter the
nation pertaining to the address, as opposed to the student’s nationality.

— Carrier Route: This is used to record the accommodation type of the student for the purpose of HEA
statistical returns. This is a free text field, but you must use the following two character codes only when
entering this information:

PH Parental Home

RA Rented Accommodation

OH Own Home (house, apartment)
OA Other Accommodation

NS Not Specified

Note: You do not need to enter Sate or Zip code information.

To enter another address at this point, you can enter a new record by selecting F6 and entering the relevant details as
above. However, you should be aware that the most recent address entered will be the address used for written
correspondence with the student.

If an address record already exists but it is no longer valid, you can de-activate it and enter a new one. See the section
on ‘Updating Student’s Address’ for more information.

Finally on the Addresses tab, you can enter the student’s telephone details. You can select the Telephone Type (e.g.
MOBL) from the drop-down list.

Save changes when complete.
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Next, select the Biographical Information tab. On this tab, you must enter Gender, Date of Birth, SSN (PPS no.) and
Citizenship. All are mandatory for the purpose of HEA statistical returns.

— Gender

— Date of birth in the format day-month-year this will automatically populate the age box
—  Citizenship

—  PPSN number should be added into the box labeled SSN/SIN/TFN.

01 -JAMN-1993 S
12345677

MOFLANAG AN

11-JUL-2013

Save changes and exit the form.

GOAINTL — INTERNATIONAL INFORMATION

The next form available on the QuickFlow is GOAINTL and relates to Visa and Nationality Information. First, you
need to ‘next block’ to get to the Visa Information section. Use the VISA type code box to enter the visa type if
available.

Note: If the student is Irish, enter NS
F10 to save changes.

%= International Information

O 2123480 Joe Blogos

Now select the Nationality tab.

MEOrINSIon Page 170 of 351
sSeruces



BANNER OPERATIONAL USER GUIDE

%5 Interhational Information. GOAINTL 8.4

Mationality

Enter the Nation of Birth by selecting from the drop down list. This field is mandatory and must be entered. If you
already know the code, you can enter it directly.

Save (F10) and exit the Form.

SGASADD — ADDITIONAL STUDENT INFORMATION

The next form is SGASADD. This is where you need to enter the student’s phase information. Assuming the correct
‘Student ID” and “Term’ have defaulted, you should ‘next block’ twice to the Student Attribute section. Under the
Attribute Code, enter the appropriate phase for the student.

ditional Student Infarmation

012123481 Bloggs, Jog

Changing Student Aftribute values may impact i
Registration Fee Assessment.

]i CANCEL )

Note: Apprentice students are not coded are per year of study, but rather by phase. Available options are:

— Phase 2 (P2)
— Phase 4 (P4)
—  Phase 6 (P6)

Once you have entered the relevant phase, save you changes. Select OK to the prompt message and exit the form.
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TSAACCT — ACCOUNT REVIEW FORM STUDENT

The next form on the QuickFlow is TSAACCT. This is used to check what contracts the student is attached to for the
current term.

To enter the form, confirm the Student ID is correct in the key block and then ‘next block’ four times into the form.
This will bring you to the Contracts section of the form.

7a Account B orrm - Student 0.1 (B 3 QuickFl

012123482 Joe Blogys

75 Exem

L [
Rty
D [ [

In most instances, you should expect this to be blank (i.e. no contracts attached to the student).

DELETING CONTRACTS

However, if the student previously studied a full-time programme at DIT, it may be possible that they are incorrectly
attached to a contract(s) for the current term (i.e. a contract from an old term inadvertently copied over to the new term).

Standard Mon Aided

Special Rate Maint 1 Top Up

Standard Mon Aided

S0% of Twwo Home Adj

LI HRESESE &

SNENSNN
LT [F]I°
- S 3

E.g. Student active on 3000-35 for the Term 201213.

In order to delete a student from a contract simply enter a D against the Delete Indicator for the contract(s) in question
and save changes.

Standard Mon Aided

Special Rate Maint 1 Top Up

D indicator flagged against contracts for Term 201213

Note: You do not need to ‘Delete’ contracts from previous terms. You should only be checking for any unexpected
contracts for the current term that should be deleted.
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SFAREGS - STUDENT COURSE REGISTRATION FORM

The final form is SFAREGS. Again, ‘next block” from the key block assuming the ‘Student ID” and ‘Term’ have
defaulted correctly.

%8 Student G ion SFA QuickFlow: APR1: 4 0TS

201213 D1 2123481 B\oggs Jog 12-JUL-2013 £

VECOTTICHTE [ PrintiBill I/ PrintSchedule)

Y Immediate assessment

Regisiration

oo e

L B W

ARRRRARRR
annamznmn
] LLLLLLLLL
ERRRNARER
I
| M

inim

|L
;

Go to the Student Term tab first. You must now enter the Block Code in the Block Schedule field. Save changes at this
point. You can ignore the Warning prompt by selecting OK.

B310B/4T1

Note: Apprentice Block codes have been set-up to group students according to their Semester of Study and Phase.

E.qg. Electrical Apprentices SBE

SBE4AAU SBE Phase 4 Group A Autumn
SBE4ASP SBE Phase 4 Group A Spring
SBE4ASU SBE Phase 4 Group A Summer
SBEGAAU SBE Phase 6 Group A Autumn
SBEGASP SBE Phase 6 Group A Spring
SBE6ASU SBE Phase 6 Group A Summer

Return to the Registration tab. Assuming you wish to proceed with registering the student; update the student
enrolment status from EL to RE (Registered).

[
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Note: You should not process any payment at this point. The student’s grant record must be set-up first. Save changes
when complete and exit SFAREGS.

SZASGNT — STUDENT GRANTS MAINTENANCE FORM

The final form in the QuickFlow is SZASGNT. Only FAS apprentices require a grant record set-up on this form. FAS
apprentices will have a Tuition fee and an Exam fee initially charged to their account. In order to reflect the
contractually and fee arrangement between FAS, DIT and any other Third Party, the set-up of the student’s grant record
is important here.

Other apprentice students such as Failte Ireland do not require any set-up here.

Ensure both the Student ID and Term is both correct in the key block. Then “next block’ into the form. You should
expect the see the following two messages:

O Setting Student Grant Defaults? \3 Contract numhbers cannat he established.

Cancel

Select OK to both messages. You should then expect to see both the Funding Category and Funding Maintenance
codes default to 59. The Awarding Body FAS is also noted as the background contract which is configured to cover the
Tuition component of the fee.

If an agreement is also in place with another Third Party to cover the student’s Exam fee, this Third Party’s ID must be
entered against the Awarding Body field. Assuming a contract has been set-up for the Third Party; then the liability for
the student’s Exam fee will transfer to this Third Party.

%8 Student Grant Maintenance Form 5.

10z 0 21 23481 B|Eloggs,doe Term: 201213 E DOB:

Programme Information

Programme: S} | ¥ Mech Auto & Maint Fitting MAMF Class: | p4

Grant Information
Funding Category: ,59_ [*]Fas
Funding Maintenance: ISEI_ [=]| Fas
Awarding Body: [soos [*] ESB
4011 FAS
Bank Account Number: l— Name:
Bank Sort Code: ,7 EI

UL (e DB Active Date : Inactive Date :
Start Date: End Date: 12-JUL-2013

Record Control
User: |NOFLANAGAN Activity Date: 17-JUL-2013

E.g. Apprentice Student, where FAS is covering the Tuition fee and ESB covering the Exam fee.

Save at this point. Again, you will be prompted with the message ‘Contract numbers cannot be established’. Select OK
to this message. Exit the form. The APR1 QuickFlow is now complete.
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STAFF & ALUMNI REGISTRATIONS
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STAFF REGISTRATIONS

DIT Staff may also decide to study at DIT. Assuming the person has been accepted on the programme and approved for
the staff fee waiver, the student can be set-up in Banner. QuickFlows have been designed to facilitate this process.

Set-up of staff student records is generally carried out by the Staff Training & Development Office. The Registrations
Offices will then process any payment and formally register (RE) the student once the individual has been approved and
any outstanding fees paid in full.

1°" YEAR STUDENTS — QUICKFLOW: STF1

SAAQUIK - QuicK ENTRY

The first form is SAAQUIK. To create a new student record, select the ‘Generate 1D’ icon on the right.

Note: Before creating a new student ID, you should check if a record already exists in Banner for this student. By
selecting the 1D drop-down option and then Person Search, you can perform the search you require. You can also use
form SAOIDNS for a more specific search.

"em Current Identificatio

GEMERATED

L_EnterAdiress L EnterBipgraphical

Bloggsl

Jog

I

Cancel

In the prompt box, enter the student’s last name and first name detail and then save. Banner will generate a new student
ID at this point. Take note on the enrolment form of this number.

Next, tab across to the ‘Term’ field and enter the academic term (e.g. 201213) and then to the level (e.g. UG). The level
is the level of the Programme the student is studying. Then select ‘next block’.

8 Quick Entry 531 (BAMBT1Y QuickFlow: PRGT: 1 of @

012123482 Eloggs, Joe 201213

When you ‘next block’, a dialogue box will appear. Select OK as this is just a note to inform you that certain values will
be defaulted.

Note that ‘Student Type’ defaults to the appropriate code depending on the Level entered in the key block.

AP — A (Apprentice)
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CE - C (Continuing)

PD - D (Professional)
PG - P (Postgraduate)
PR — R (Research)

UG - U (Undergraduate)

However, if the student is entering a higher education programme for the first time, you must update the student level to
reflect the fact that they are considered new entrants for the purpose of HEA returns.

N — New Entrant

Furthermore, if the student is transferring either from within DIT or from another higher education institution, you
should update the student type as follows:

X - Transfer-In from own institution
| - Transfer-In from other higher education institution

Now enter the following parameters:

— Full or Part Time indicator (Part Time)
— Rate: PART (Most part-time programmes have a PART rate code. However, some may have something
different. Check this with your registrations officer if you are unsure.)

Note: If you do not check the part-time indicator, then the payment options will not appear at registration point.

You should also notice under the Application and Recruit Information section of SAAQUIK that the Admission Type
defaults to DA.

Assuming the student is a direct applicant (DA) into the 1% year of a part-time programme, no change is required here.
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However, if you are generating an Advanced Entry application for a student into 2" or subsequent years of a part-time
programme, the Admission Type should be updated to AE (Advanced Entry). This ensures that these students will be
selected for paper ITRs as opposed to email ITRs.

AE application into year 2 or subsequent years

Next you navigate to the Curriculum section. To enter the Programme Code click on the Program field and enter the
relevant Code and save. The other associated field entries will default in.

INFROGRESS

Save at this point to create new student record.
Next you will need to enter the Address Information. Choose the Address tab.
Note: You can also navigate between the tabs by use of the ‘next block’ and “previous block’ Icons

From here, select the ‘return’ key and today’s date will automatically populate the ‘From date’ field. Enter HM in the
address type field to record a Home Address for the student. Then enter the address details in the appropriate fields.

When entering the address information you will need to enter the address under the Street Line fields as well as the
City, County, Nation and Carrier Route fields.

(
Hi

T

T

NOFLANAGAN
11-JUL-2013

Address data as follow:
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—  City: City of address

— County Code: County codes including Dublin postal district codes. There is a look up table here. Double click
to view

— Nation Code: This is also a look up table. Double click to view. When entering the nation code enter the
nation pertaining to the address, as opposed to the student’s nationality.

— Carrier Route: This is used to record the accommodation type of the student for the purpose of HEA
statistical returns. This is a free text field, but you must use the following two character codes only when
entering this information:

PH Parental Home

RA Rented Accommodation

OH Own Home (house, apartment)
OA Other Accommodation

NS Not Specified

Note: You do not need to enter Sate or Zip code information.

To enter another address at this point, you can enter a new record by selecting F6 and entering the relevant details as
above. However, you should be aware that the most recent address entered will be the address used for written
correspondence with the student.

If an address record already exists but it is no longer valid, you can de-activate it and enter a new one. See the section
on ‘Updating Student’s Address for more information.

Finally on the Addresses tab, you can enter the student’s telephone details. You can select the Telephone Type (e.g.
HM) from the drop-down list. Save changes when complete.

Next, select the Biographical Information tab. On this tab, you must enter Gender, Date of Birth, SSN (PPS no.) and
Citizenship. All are mandatory for the purpose of HEA statistical returns.

— Gender

— Date of birth in the format day-month-year this will automatically populate the age box
—  Citizenship

—  PPSN number should be added into the box labeled SSN/SIN/TFN.

01-J20-1993 S
1234567T

MOFLARAG AN
11-JUL-201 3

I
n
n
B
L]

Save changes and exit the form.

You have now completed the first form of this QuickFlow. To progress to the next form, simply exit this form by
selecting the EXIT icon at the top right-hand corner.

MEOrINSIon Page 179 of 351
sSeruces



BANNER OPERATIONAL USER GUIDE

GOAINTL — INTERNATIONAL INFORMATION
The next form available on the QuickFlow is GOAINTL and relates to Visa and Nationality Information.

First, you need to ‘next block’ to get to the Visa Information section. Use the VISA type code box to enter the visa type
if available.

Note: If the student is Irish, enter NS

F10 to save changes.

A [nternational Information GOAIMTL 8.4 (BANET1)  QuickFlow: E

[12123480 | Joe Bloggs

[ 3122585 Joe Bloggs

Enter the Nation of Birth by selecting from the drop down list. This field is mandatory and must be entered. If you
already know the code, you can enter it directly.

Save (F10) and exit the Form.

SOAPCOL - PrRIOR COLLEGE

The next form is the Prior College SOAPCOL Form. This is where information about student’s prior third level
education is held. Assuming the Student ID field is already populated, select ‘next block’ to enter the Prior College
section.
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You can now enter the last college that the student attended.

% Prior C

You can view a list of colleges by selecting F9 or selecting the search icon to the right of the Prior College field.

]

Search

You will be brought directly into the list of third level institutions (SOISBGI). This list will initially appear blank.
Select the query function (F8) to retrieve the full list of institutions. Select the desired institution by double clicking in
the *‘Code’ field cell of the desired row selection.
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University College MUI Cork

University College MUI Dublin

MUI Galway

University of Limerick

MUI Maynooth

Trinity College Dublin

Thomond College of Educ

Dublin City University

Dublin Institute of Technology
Mational College of Art & Des

Mater Dei Institute of Educ

Teacher Train & HmEcon Colls

Miltawn Inst of Theal & Phil

Institute of Technol Tallaght

Crawford Coll of Art & Design
Institute of Tech Limerick

Institute of Technol Athlone

Institute of Technology Cork

Institute of Technol Carlow

Institute of Technol Dundalk

26 Galway-Mayo Inst of Techn

RRRRRRARERNARARRNARED
I

Your Prior College will be entered. Once you have selected the relevant college code, you can now save at this point.

You can also select and add information under the Degree Details section. If the student has graduated you should enter
the relevant degree information including Degree, Degree Date and Year.

Save (F10) and exit the Form.
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The next form is used to record information about student’s prior secondary level education. Assuming the student 1D

field is already populated, select “‘next block’ to enter the High School Details section.

[r13122685 Bloggs, Joe

You can now enter the secondary school that the student attended. You can view a list of schools by selecting F9 or
you can use the search icon which is to the right of the “‘High School’ field. You will be brought directly into the list of
secondary school institutions (SOISBGI) where you can search for a particular school by use of the search (F8) and %
(wildcard) function.

ground Institution

Blackrock College

St Jozephs Convent

Loreto Sbbey

Convent of the Sacred Heart

Presentation Brothers College

Manor House School

St Dominics High School

Scoil Ma MEBraithre

Baile Atha Cliath 9

Seail Ui Choraill

Baile Atha Cliath 1

Mean Scoil lognaid Ris

Baile Atha Cliath 12

Marian College

St Johns College

Gonzaga College

Catholic University School

Chanel College

Terenure College

Deutzche Schule Dublin

Dominican College

Seail Chattriona

Baile Atha Cliath 9

Holy Faith Convert

Dublin 3

L] ]

O

INFOrMa=ion
SEruceEs
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Simply enter part of the school name in the ‘Name’ field and use the % (wildcard) character to assist (e.g. %Christian%
to find all Christian Brother schools)

shhristiands

Tip: The search is case-sensitive, so you should consider this when entering your search criteria (e.g. omit the first
character of a word if you are unsure of its case.)

Select F8 to execute the query. F7 clears the form for a new query.

Note that these school codes are numeric. Once you have found the relevant school, double click on the ‘Code’ field
and it will select the appropriate school and enter it on the main SOASCH form.

Save (F10) when school details are entered and exit the form.

SGASADD - ADDITIONAL STUDENT INFORMATION FORM

The next form is SGASADD. Assuming the correct ‘Student ID’ and ‘“Term’ has defaulted, you should ‘next block’
twice to enter the Student Attribute section.

You will now need to record the correct student ‘year of study’.

Simply enter the correct year under the Attribute Code and save. A warning prompt box will appear.

73 Additional Student Informatio WETTY Quic

13122536 Bloggs, Joe

Warning Alert

Changing Student Attribute values may impact |
Registration Fee Azsessment.

| camce

Click OK, save and exit.

SGASTDN — GENERAL STUDENT
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The next form in the QuickFlow is the General Student Form SGASTDN.

First, you need to ensure the ‘“Term’” of entry for the student is correct and then select ‘next block’ to enter/view
information. This is the Student Record. This first Block/Tab is the Learner Block. This is used to view student
information such as student status and student tab. All information such as Fee Assessment Rate, Student Type,
Full/Part Indicator should already be there from entering it via the SAAQUIK form.

However, you will also need to enter additional data in the Additional Information section

— You should enter the relevant Block Code (Prog & Year) in the Block field.
— Under Session field, you should also ensure exchange, distance, e-learning or visiting occasional students are
flagged, where applicable. See section below for further information

al Student

D12123482 Blogos, Jog 201213 [ INiewiCurTen Ve CuThiculd

Learner

Save (F10) updates when complete.

EXCHANGE, DISTANCE, E-LEARNING OR VISITING OCCASIONAL STUDENTS

If the student belongs to one of the options listed below, you will need to update accordingly under the ‘Fees, Mail
Submission, Withdrawal Data’ tab.
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g%sgleon Exchange / Non Standard Attendance / Mode of Study Category
S Exchange — Erasmus/ Socrates incoming exchange
I Exchange — Other incoming exchange

O Exchange — Outgoing Exchange

C Distance Education

L E-Learning

N In-Service Education

Q Postgraduate Qualifier

\Y Visiting Occasional/JYA 1 Term

J Visiting Occasional/JYA 2 Terms

Y Visiting Occasional/JY A Full Year

C Distance Education

L E-Learning

N In-Service Education

Under the Additional Data section, select the appropriate option from the Session field.

Curricula Checklist  Sources, Interests, Comments  Contacts, Cohorts, Attributes

Application

Application Fees Additional Data
Application Fee: . Charge Fee  \ffaive Fee ® None Session: |L—[Z|E—Learning
Last Application Fee:  'FeelGChargen [ Eeeififared  ®¥o Feg Educational Level: l— EI
Application Fee Waiver: I—E Educational Goal: ’_EI
Application Fee Detail: E Recruit Type: ’_EI
Application Fee Amount: Recruiter: I—El
Application Fee Date: ’7@ Internriewr: |—E

Legacy: |—
Application Fee Rate: EI Citizen: ,1_ Irish Citizen

Save changes when complete.
TSAACCT — ACCOUNT REVIEW FORM STUDENT

The next form on the QuickFlow is TSAACCT. This is used to check what contracts the student is attached to for the
current term.

To enter the form, confirm the Student ID is correct in the key block and then “next block” four times into the form.
This will bring you to the Contracts section of the form.

"z__s_ Account Review Farm - Student T

ID: 012123482 ¥ Joe Bloggs

B EED Delete Authorization Mazimum

1D Humber Description Term Priority Indicator Roll Authorization Humhber Amount

=] d [~ !
| | | | [ B E [ B | =
| | | | [ [ L [ |
| | | | [ B = B | |
| | | | [ [ L [ |
| | | | mE 8 - B |

In most instances, you should expect this to be blank (i.e. no contracts attached to the student).

DELETING CONTRACTS
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However, if the student previously studied a full-time programme at DIT, it may be possible that they are incorrectly
attached to a contract(s) for the current term (i.e. a contract from an old term inadvertently copied over to the new term).

Standard Mon Aided
Special Rate Maint 1 Top Up

Standard Mon Aided
S0% of Twwo Home &dj

LN BN &/

EERNNNN
LT I°] [
EEE SR

E.g. Student active on 3000-35 for the Term 201213.

In most instances, part-time students are liable for their own fees and are not entitled to any funding from a third party
(thus should not be attached to any contract). In order to delete a student from a contract simply enter a D against the
Delete Indicator for the contract(s) in question and save changes.

Standard Mon Aided

Special Rate Maint 1 Top Up

D indicator flagged against contracts for Term 201213

Note: You do not need to ‘Delete’ contracts from previous terms. You should only be checking for any unexpected
contracts for the current term that should be deleted.
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SFAREGS - STUDENT COURSE REGISTRATION FORM

The next form is SFAREGS. Again, ‘next block’ from the key block.

201213 D12123452 Elogas, Joe 12-JUL-2013 ]

L \fie Curnclal L PrintBill |/ Print Schedule

CUrEulE

b [ w3 e
EET.

ARRNERENR
EEREEREER
ARREEREER
LLLLLLLL
ARREERRER
]

)
)

Select the Student Term tab. If the Block Code has not already been entered, ensure you update it in the Block Schedule
field. Save and return to the Registration tab.

Student Term

Where programme modules have fees attached, you should also ensure the student is registered on those modules before
you process any payment.

Save two times to process fees and all amendments to the record.
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TSAEXPT - EXEMPTION AUTHORIZATION FORM

The next form is TSAEXPT and is used to manage the students eligible for Staff discounts. Enter the Exemption Code
as designated for the relevant Term. (e.g. 8012 is used for Staff Waivers 201213). Ensure the Term is correct. Then
select ‘next block’. You will notice the Description “Staff Waivers...".

nption Authorization T

Now, you ‘next block” a further four times until you are brought to the ‘Person Authorization” Block. In this section
you will notice a list of students. You will need to enter your student details here. To enter a new record, select F6 and
enter the student ID. Save and exit.

Pa-auL-2m2

D04110683 fa-aoL2m2

D0s108478

[1a-0uL-2012

DUE114452 M8-JuL-202

DOT11 7362 [23-JUL-2012

|D08115034 [19-JuL-2mz2

39800 [15-aPR-2013

- hmaoszmz

| suLame
100000 [03-4PR 2013

|COBB19778

|pog120297 |

DOgt18811 |

lcosBongss
D1m122326

f1g-auL-20m2

1000 |o2aproms
- hgaocemz
| 3D-JUL-2D1 2
| [rauiomz

D10123251
0125670

11123789
2122521

EEEEE e EE N E e[

D1 2122588 |01-aUs2m2 =

Maximum amount: If a student is not receiving 100% fee discount, you can enter the maximum fee DIT is going to
discount for the student.
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TSASPAY — STUDENT PAYMENT FORM
When you’ve entered this form, ensure the key block details are correct and select ‘next block’.

The following pop-up box will appear. Click on the *Return’ button and you will notice that a discount is applied to the
students account.

{ Return i

P

You can now exit this form.
SFAREGS - STUDENT COURSE REGISTRATION FORM (SFAREGS)

The final form will be the Student Course Registration Form (SFAREGS) again. Select ‘next block’ when you enter
the form.

Saving twice on SFAREGS will trigger ‘Fee Assessment’. The payment options should now appear at the bottom of the
form. Payment can now be taken for a student, where applicable.

Alternatively, you can opt to save the registration record as EL (Eligible to Register). Following this, you can generate
an ITR (Invitation to Register) for the student so that the individual can register and pay fees online themselves.
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2" & SUBSEQUENT YEAR STUDENTS — QUICKFLoOw: STF2

This QuickFlow will manually progress students who are DIT Staff and are entitled to the DIT Staff waiver.

TSAACCT — ACCOUNT REVIEW FORM STUDENT

The first form of the SFT2 QuickFlow is TSAACCT. This is used to check if a student is incorrectly attached to a
contract(s) for the current term.

To enter the form, confirm the Student ID is correct in the key block and then ‘next block” four times into the form.
This will bring you to the Contracts section of the form.

CHCNC AT

In most instances, you should expect this to be blank (i.e. no contracts attached to the student).

DELETING CONTRACTS

However, if the student previously studied a full-time programme at DIT, it may be possible that they are incorrectly
attached to a contract(s) for the current term (i.e. a contract from an old term inadvertently copied over to the new term).

Standard Mon Aided
Special Rate Maint 1 Top Up

Standard Mon Aided

S0% of Twwo Home &dj

LINL L BCSEAN &/

EERNNNSN
T I°] [®]
EEE R

E.g. Student active on 3000-35 for the Term 201213.

In most instances, part-time students are liable for their own fees and are not entitled to any funding from a third party
(thus should not be attached to any contract). In order to delete a student from a contract simply enter a D against the
Delete Indicator for the contract(s) in question and save changes.
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Standard Mon Ajded

Special Rate Maint 1 Top Up

D indicator flagged against contracts for Term 201213

Note: You do not need to ‘Delete’ contracts from previous terms. You should only be checking for any unexpected
contracts for the current term that should be deleted.

SGASADD — ADDITIONAL STUDENT INFORMATION

The next form in the QuickFlow is SGASADD. This Form will enable you update the Student Attribute Code to reflect
the correct Year of Study.

Ensure the correct ‘1D’ and “Term’ is entered. The student ID will default from the previous screen. Your term should
reflect the term the student is progressing to.

Select ‘next block’ twice to enter the ‘Student Attribute’ section. You should notice the old term and Attribute Code.
You now need to update this to reflect the new attribute code for the new term.

Select the Maintenance Icon. Choose Copy Student Attribute

78 Option List

Cancel

Select OK to the following prompt.

0 Changing Student Attribute values may impact

Reqgistration Fee Assessment.

( ok | cenceL |

You should now notice the old attribute code has been copied to the new term. You now need to remove this old
attribute code.

From the Menu, select Record -> Remove.
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Jue
Previous
Mes=t
Scroll Up
Scroll Diown
Clear

Insert
Duplicate
Lock

Again, you will be prompted with the same previous ‘warning alert’. Select OK to proceed. Attribute Code should now
be blank.

Now enter the correct “Year of Study’ for the new term and save changes. Attribute Code should be updated for the new
term.

Save changes and exit form.

SFAREGS — STUDENT COURSE REGISTRATION FORM
Next form is SFAREGS, enter the correct ‘term’ and ‘student ID” in the key block field. Then select ‘next block’.

On entering the last form SFAREGS, ensure the correct term (i.e. Term student is progressing to) and student ID is in
the key block field. Then select ‘next block’.

PROGRESS STUDENT’S CURRICULA TO NEW TERM ON SAME PROGRAMME

Firstly, you should navigate to the Curricula tab. You now need to manually progress the student’s registration record
to the new term. To do this you need to select the ‘Duplicate’ icon.

This creates a copy of the existing curricula record for the new Term. Save changes when complete.
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UPDATE BLOCK CODE

Next, you should navigate to the Student Term tab. Update the Block Schedule field as appropriate for the new year of
Study.

Student Term

UPDATE STUDENT TYPE

Under the same tab (i.e. Student Term) you may also need to update the Student Type. If the student was previously a
new entrant (N) and is now being progressed the next term, then you must update the student type appropriately.
Students continuing or re-enrolling on a particular programme of study will have a student type corresponding to their
student level:
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A - Apprentice

C - Continuing Education

D — Professional Development
U — Undergraduate

P — Postgraduate

R — Research

However, as part of our obligation to return student data to the HEA annually, it is now required that where applicable,
we also code students according to the criteria below. Therefore if Student Type is considered to be a ‘transfer’ or
‘repeat’ student, the student type should be updated as follows:

Student Type | Description

X Transfer-In from own institution

I Transfer-In from other higher education institution

B Repeat (Students repeating the same year of the same course for which they are primarily registered)

Select the drop down list beside Student Type field to view list of available options.
Note: You may also be required to update other fields on this tab if necessary (e.g. if the Rate Code is different for the
new Term)

You should now navigate to the Registration tab.

Where programme modules have fees attached, you should also ensure the student is registered on those modules before
you process any payment.

Saving twice on SFAREGS will then trigger ‘Fee Assessment” and the payment options should now appear at the
bottom of the form. Payment can now be taken for a student.

Alternatively, you can opt to save the registration record as EL (Eligible to Register). Following this, you can generate
an ITR (Invitation to Register) for the student so that the individual can register and pay fees online themselves.

Exit SFAREGS to continue with QuickFlow.

SGASTDN — GENERAL STUDENT
The final form in the QuickFlow is the General Student Form SGASTDN.

Again, you need to ensure the term (i.e. progression term) for the student is correct and then select ‘next block’ to
enter/view information. This is the Student Record. This first Block/Tab is the Learner Block. This is used to view
student information such as student status and student tab. All information such as Fee Assessment Rate, Student Type,
Full/Part Indicator should already be there having just progressed the student from the previous term.

The only thing you need to check on this form is to flag a student as exchange, distance, e-learning or visiting
occasional students, where applicable. If this does not apply to this particular student, simply exit the form.

Alternatively, if this was entered for a particular student on a previous term and no longer applies, ensure it is removed
for the current term record.
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ID: 012123482 ¥ Eloggs, Joe Student Summary ~ Term: 201314 ¥ e CorrentiActivel Corricila
Curricula Study Fath Activities Weteran Comments Academic and Graduation Status, Dual Degree  Miscellaneous
General Learner
New Term: 201314 ¥ 201314 Academic Year From Term: 201314 Find|%
Student Status: A ¥ Active (check SFAREGS) Cade | Description =
- Additional Information =
Student Type: U ¥ Undergraduate | Other incoming exchange
Residence: E ¥ European Union Site: 7 J Visiting OccldvA 2 Terms
Fee Assessment Rate: PART ¥ Parttime Session: ~ L E-Learning
Class: 1 1stYear Block: DT331/2L hd . Mormng .
i » : M In-Service Education
Student Centric Cycle: - Citizenship: o] Cutgaing Exchange
Full or Part Time: I Full Time ® part Time 'None Gl Fostgraduate Gualifier
5 ErasmusiSocrates Incaming Exch
Curricula Summary - Primary Student Type: Ri | ¥ Wisiting OcoilYA 1 Term L
Priority Term Program Catalog Level Campus Ci|Y Yigiting OcollYA Full Year -
1 201314 Bachelar of Business ! 201213 Undergraduate Aungier Street o) A s I L
End: Outcome Key: Admission Type: Direct Applicant Admissior ( Find cancel
Field of Study Summary
Priority Term Type Field of Stuchy Department Attached to Major B
1 201314 Major BES Management -

EXCHANGE, DISTANCE, E-LEARNING OR VISITING OCCASIONAL STUDENTS

If the student belongs to one of the options listed below, you will need to update accordingly on the Session field
(Additional Information section).

geé)s;;on Exchange / Non Standard Attendance / Mode of Study Category
S Exchange — Erasmus/ Socrates incoming exchange
[ Exchange — Other incoming exchange

0 Exchange — Outgoing Exchange

C Distance Education

L E-Learning

N In-Service Education

Q Postgraduate Qualifier

\Y Visiting Occasional/JYA 1 Term

J Visiting Occasional/JYA 2 Terms

Y Visiting Occasional/JY A Full Year

C Distance Education

L E-Learning

N In-Service Education

Save (F10) when complete.
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TSAEXPT - EXEMPTION AUTHORIZATION FORM

The next form is TSAEXPT and is used to manage the students eligible for Staff discounts. Enter the Exemption Code
as designated for the relevant Term. (e.g. 8012 is used for Staff Waivers 201213). Ensure the Term is correct. Then
select ‘next block’. You will notice the Description *Staff Waivers...".

mption Autharization

Now, you ‘next block” a further four times until you are brought to the ‘Person Authorization” Block. In this section
you will notice a list of students. You will need to enter your student details here. To enter a new record, select F6 and
enter the student ID. Save and exit.

ZRExemption Autharization TE

Pa-uL-2m2

04110689 19—JUL—2EI12
|D05108478 |

|DOE114452

fta-auL-2m2

19-JUL-2012

DO7112352
DoB115034

|23-JuL-2012

fa-JuL-2012

39900 [15-APR-2013

- hgauiamz

| laaiame
100000 [03-4PR-2013

|COBE19778
|DOE1 20297

Dogt1EEt |
|C09800964
122328

fg-auL-2m2

100000 |02-aPRam3
- haaocemz
| 3D-JUL-2D1 2
| [rauiomz

(D1 o23251
10125670

11123789
2122521

(O (O
EEEEE RN EE s N e

D1 2122588 |01-aL52m2 =

Maximum amount: If a student is not receiving 100% fee discount, you can enter the maximum fee DIT is going to
discount for the student.
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TSASPAY — STUDENT PAYMENT FORM
When you’ve entered this form, ensure the key block details and correct and select “‘next block’.

The following pop-up box will appear. Click on the Return button and you will notice that a discount has been applied
to the student’s account.

" Accept Charges TSASPAY

" Charges

, Return Fi

P

You can now exit this Form.

SFAREGS — STUDENT COURSE REGISTRATION FORM (SFAREGS)

Saving twice on SFAREGS will trigger ‘Fee Assessment’. The payment options should now appear at the bottom of the
form. Payment can now be taken for a student, where applicable.

Alternatively, you can opt to save the registration record as EL (Eligible to Register). Following this, you can generate
an ITR (Invitation to Register) for the student so that the individual can register and pay fees online themselves.
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ALUMNI REGISTRATIONS

An Alumni Student has studied in DIT before and is a member of DIT’s Graduate Network - Alumni Association.
Assuming they present their Alumni card at registration they are entitled to receive a discount on tuition fees for part-
time programmes only.

As with the part-time registrations, QuickFlows have been set-up in Banner to handle Alumni registrations.

Since the student is a member of the DIT Alumni, we can assume the student studied at DIT previously. Therefore, they
will most likely have a previous student record in Banner. You should always reference and use the same student
number when processing new application details for a student in Banner, rather than generating a new ID. If the student
graduated from DIT pre-2001, then the student’s details may not exist in Banner. Either way, you should always search
for the student’s details before generating a new ID.

Before entering the ALM1 QuickFlow, you can search for the student in the form SOAIDNS.

Note: GUIALTI (Alternate ID Search) is an alternative search form with allows you to search by PPS no. and Date of
Birth.

SOAIDNS — PERSON SEARCH DETAIL
Enter the form. Enter the search information in any of the following fields:

- 1D

— Last Name

—  First Name

— Middle Name
— Birth Date

—  Gender

You should also use the % (wildcard) option in order to broaden or narrow your search criteria. Note also that the text is
‘case-sensitive’, so you are advised to use the % character in place of any character you are unsure of case (e.g.
%urphy% to search for Murphy).

Middle Change
D Last Hame First Hame Mame Birth Date Gender  Indicator

| |%urph5-' |%ohn% | | |_ r

| | | | B B
| | | | | B B

|k

A .

You can enter text in any number of combinations. To query the data, simply select F8 and all corresponding data will
be returned. Along with the student’s name, gender and date of birth, you will also see the student’s address details and
curricula information. This should help you identify the correct student.

If you wish to perform a new search, simply select F7 to clear the form. Enter new search criteria and select F8 again to
execute the search query.
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1°" YEAR ALUMNI STUDENTS — QUICKFLOW: ALM1

SAAQUIK - QuicK ENTRY

The first form of the ALM1 QuickFlow is SAAQUIK.

If you know the student ID, enter it in the ID field. Next, tab across to the term field and enter the academic term (e.g.
201011) and then the level (e.g. PG). The level is the level of the Programme the student is studying. Then select ‘next

block’.

%8 Quick Entry

ID:  [p121234m2 [ [Bloos, Joe Term: [oizs [¥]  Lewel: |pc [¥] Generate ID: [

If there is no record of the student in Banner and you have to create a new student record, select the ‘Generate ID’ icon
on the right.

Generate 1D: g

Generate ID

e Current ldentification | 31 (BAMETIY  GuickFlowe: ALMT: 1 of 11

ID: GEMERATED

Last Name: |
First Name: |
Micddle Name: |

Mote: Generated ID Being Used for Addition of MNew Persan

Press or Select SAVE to Create ID. | Cancel )

In the prompt box, enter the student’s last name and first name detail and then save.

Banner will generate a new student ID at this point. Take note on the enrolment form of this number. Next, tab across
to the term field and enter the academic term (e.g. 201213) and then to the level (e.g. (PG). The level is the level of the
Programme the student is studying. Then select “‘next block’.

Once the student ID and key block information has been established, you ‘next block’ into the form and a dialogue box
will appear. Select OK as this is just a note to inform you that certain values will be defaulted.

Note that *Student Type’ defaults to the appropriate code depending on the Level entered in the key block.
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AP — A (Apprentice)

CE - C (Continuing)

PD - D (Professional)
PG - P (Postgraduate)
PR - R (Research)

UG - U (Undergraduate)

Note: Since the student is part of DIT Alumni, it is assumed that these students will never be coded as N (New
Entrants).

However, as part of our obligation to return student data to the HEA annually, it is also required that where applicable
we code students according to the criteria below. Therefore if Student Type is considered to be a ‘transfer’ or ‘repeat’
student, the student type should be updated as follows:

Student Type | Description

X Transfer-In from own institution

| Transfer-In from other higher education institution

B Repeat (Students repeating the same year of the same course for which they are primarily registered)

Select the drop down list beside Student Type field to view list of available options.

Now enter the following parameters:

— Full or Part Time: (e.g. P)
— Rate: (e.g. PART)

Next you navigate to the Curriculum section. To enter the Programme Code click on the Program field and enter the
relevant Code and save. The other associated field entries will default in.

Save at this point to create new student record.
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Next you will need to enter the Address Information. Choose the Address tab.
Note: You can also navigate between the tabs by use of the ‘next block’ and “previous block’ Icons

You will now need to validate any previous address record(s) for the student. In the case of updating the address details,
be sure to insert new address records rather than over-typing the old address. To do this, simply select the Address tab.
On the old address, enter a ‘to-date’ to reflect the end date of this address and check the Inactivate Address check-box.

Z0-ZEP-Z2006 |EE 05-APR-2009 |EE

Where required, a new Home address for the student must be entered. Select on the Address Tab

From here, select the ‘return’ key and today’s date will automatically populate the ‘From date’ field. Enter HM in the
address type field to record a Home Address for the student. Then enter the address details in the appropriate fields.

When entering the address information you will need to enter the address under the Street Line fields as well as the
City, County, Nation and Carrier Route fields.

143 Rathmines R

Fathmines

MOFLANSGAN

11-JUL-2013

Address data as follow:

—  City: City of address

— County Code: County codes including Dublin postal district codes. There is a look up table here. Double click
to view

— Nation Code: This is also a look up table. Double click to view. When entering the nation code enter the
nation pertaining to the address, as opposed to the student’s nationality.

— Carrier Route: This is used to record the accommodation type of the student for the purpose of HEA
statistical returns. This is a free text field, but you must use the following two character codes only when
entering this information:

PH Parental Home

RA Rented Accommodation

OH Own Home (house, apartment)
OA Other Accommodation

NS Not Specified

Note: You do not need to enter Sate or Zip code information.
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To enter another address at this point, you can enter a new record by selecting F6 and entering the relevant details as
above. However, you should be aware that the most recent address entered will be the address used for written
correspondence with the student.

Finally on the Addresses tab, you can enter the student’s telephone details. You can select the Telephone Type (e.g.
HM) from the drop-down list.

Save changes when complete.

Next, select the Biographical Information tab. On this tab, you must enter Gender, Date of Birth, SSN (PPS no.) and
Citizenship. All are mandatory for the purpose of HEA statistical returns.

— Gender

— Date of birth in the format day-month-year this will automatically populate the age box
—  Citizenship

—  PPSN number should be added into the box labeled SSN/SIN/TFN.

1234567 T

11-JUL-2013

M 2 i!!!ED

Save changes and exit the form.

You have now completed the first form of this QuickFlow. To progress to the next form, simply exit this form by
selecting the EXIT icon at the top right-hand corner.

Biographical

u

NOFLANAGAN
06-0CT-2010

n

—

n

|
e~
u
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GOAINTL — INTERNATIONAL INFORMATION
The next form available on the QuickFlow is GOAINTL and relates to Visa and Nationality Information.

First, you need to ‘next block’ to get to the Visa Information section. Use the VISA type code box to enter the visa type
if available.

Note: If the student is Irish, enter NS

F10 to save changes.

A International Information GOAINTL 8.4 (BANBTT)  GuickFlow: ERA

[12123480 | Joe Bloggs

Now select the Nationality tab.

%8 International Infarmation AIMTL 8.4 (BAMBLTY QuickFlow: ADMT. 2 of 9

[ 3122585 Joe Bloggs

Mationality

Enter the Nation of Birth by selecting from the drop down list. This field is mandatory and must be entered. If you
already know the code, you can enter it directly.

Save (F10) and exit the Form.
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SOAPCOL - PRIOR COLLEGE

The next form is the Prior College SOAPCOL Form. This is where information about student’s prior third level
education is held. Assuming the Student ID field is already populated, select ‘next block’ to enter the Prior College
section.

You can now enter the last college that the student attended.

= Prior C 8L1) QuickFlow: ADMT: 4 of 8

EBloggs, Joe

Prior College and Degree fuf i

You can view a list of colleges by selecting F9 or selecting the search icon to the right of the Prior College field.

]

Search

You will be brought directly into the list of third level institutions (SOISBGI). This list will initially appear blank.
Select the query function (F8) to retrieve the full list of institutions. Select the desired institution by double clicking in
the *Code’ field cell of the desired row selection.
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aL1)  Guickl

University College MUI Cork

University College MUI Dublin

MUI Galway

University of Limerick

MUI Maynooth

Trinity College Dublin

Thomond College of Educ

Dublin City University

Dublin Institute of Technology
Mational College of Art & Des

Mater Dei Institute of Educ

Teacher Train & HmEcon Colls

Miltawn Inst of Theal & Phil

Institute of Technol Tallaght

Crawford Coll of Art & Design

Institute of Tech Limerick

Institute of Technol Athlone

Institute of Technology Cork

Institute of Technol Carlow

Institute of Technol Dundalk

26 Galway-Mayo Inst of Techn

RRRRRRARERNARARRNARED
I

Your Prior College will be entered. Once you have selected the relevant college code, you can now save at this point.

You can also select and add information under the Degree Details section. If the student has graduated you should enter
the relevant degree information including Degree, Degree Date and Year.

Save (F10) and exit the Form.

SOAHSCH - HIGH SCHOOL INFORMATION

The next form is used to record information about student’s prior secondary level education. Assuming the student 1D
field is already populated, select ‘next block’ to enter the High School Details section.

MEOrINSIon Page 206 of 351
sSeruces



BANNER OPERATIONAL USER GUIDE

[r13122685 Bloggs, Joe

You can now enter the secondary school that the student attended. You can view a list of schools by selecting F9 or
you can use the search icon which is to the right of the ‘High School’ field. You will be brought directly into the list of
secondary school institutions (SOISBGI) where you can search for a particular school by use of the search (F8) and %
(wildcard) function.

Blackrock College

St Jozephs Convent

Loreto Sbbey
Convent of the Sacred Heart

Presentation Brothers College

Manor House School

St Dominics High School

Scoil Ma MEBraithre Baile Atha Cliath

Baile Atha Cliath 9

Seail Ui Choraill Baile Atha Cliath 1

Mean Scoil lognaid Ris Baile Atha Clisth 12

Marian College

St Johns College

Gonzaga College

Catholic University School

Chanel College

Terenure College

Deutzche Schule Dublin

Dominican College

Seail Chattriona Baile Atha Cliath 9

Holy Faith Convert Dublin 3

]
!J
!J
!J
!J
!J
!J
!J
!J
!J
!J
!J
!J
!J
!J
!J
!J
!J
!J
!J
L

Simply enter part of the school name in the ‘Name’ field and use the % (wildcard) character to assist (e.g. %Christian%
to find all Christian Brother schools)
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Fahristian

Tip: The search is case-sensitive, so you should consider this when entering your search criteria (e.g. omit the first
character of a word if you are unsure of its case.)

Select F8 to execute the query. F7 clears the form for a new query.

Note that these school codes are numeric. Once you have found the relevant school, double click on the ‘Code’ field
and it will select the appropriate school and enter it on the main SOASCH form.

Save (F10) when school details are entered and exit the form.

SGASADD - ADDITIONAL STUDENT INFORMATION FORM

The next form is SGASADD. Assuming the correct ‘Student ID’ and “Term’ has defaulted, you should ‘next block’
twice to enter the Student Attribute section.

You will now need to record the correct student ‘year of study’.

Simply enter the correct year under the Attribute Code and save. A warning prompt box will appear.

73 Additional Student Informatio WETTY Quic

13122536 Bloggs, Joe

Changing Student Attribute values may impact |
Registration Fee Azsessment.

| camce

Click OK, save and exit.
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SGASTDN — GENERAL STUDENT
The next form in the QuickFlow is the General Student Form SGASTDN.

First, you need to ensure the ‘“Term” of entry for the student is correct and then select ‘next block’ to enter/view
information. This is the Student Record. This first Block/Tab is the Learner Block. This is used to view student
information such as student status and student tab. All information such as Fee Assessment Rate, Student Type,
Full/Part Indicator should already be there from entering it via the SAAQUIK form.

However, you will also need to enter additional data in the Additional Information section

— You should enter the relevant Block Code (Prog & Year) in the Block field.
— Under Session field, you should also ensure exchange, distance, e-learning or visiting occasional students are
flagged, where applicable. See section below for further information

8 General Student IAREBTT)  GuickFloy

C12123482 Elogys, Joe 201213 | I\fiewiCurre Carnicula

Learner

Save (F10) updates when complete.

EXCHANGE, DISTANCE, E-LEARNING OR VISITING OCCASIONAL STUDENTS

If the student belongs to one of the options listed below, you will need to update accordingly under the ‘Fees, Mail
Submission, Withdrawal Data’ tab.
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g%sgleon Exchange / Non Standard Attendance / Mode of Study Category
S Exchange — Erasmus/ Socrates incoming exchange
I Exchange — Other incoming exchange

O Exchange — Outgoing Exchange

C Distance Education

L E-Learning

N In-Service Education

Q Postgraduate Qualifier

\Y Visiting Occasional/JYA 1 Term

J Visiting Occasional/JYA 2 Terms

Y Visiting Occasional/JY A Full Year

C Distance Education

L E-Learning

N In-Service Education

Under the Additional Data section, select the appropriate option from the Session field.

Curricula Checklist  Sources, Interests, Comments  Contacts, Cohorts, Attributes

Application

Application Fees Additional Data
Application Fee: . Charge Fee  \ffaive Fee ® None Session: |L—[Z|E—Learning
Last Application Fee:  'FeelGChargen [ Eeeififared  ®¥o Feg Educational Level: l— EI
Application Fee Waiver: I—E Educational Goal: ’_EI
Application Fee Detail: E Recruit Type: ’_EI
Application Fee Amount: Recruiter: I—El
Application Fee Date: ’7@ Internriewr: |—E

Legacy: |—
Application Fee Rate: EI Citizen: ,1_ Irish Citizen

Save changes when complete.

TSAACCT — ACCOUNT REVIEW FORM STUDENT

The next form on the QuickFlow is TSAACCT. This is used to check what contracts the student is attached to for the
current term.

To enter the form, confirm the Student ID is correct in the key block and then ‘next block’ four times into the form.
This will bring you to the Contracts section of the form.

’E_E Account Review Form - Student TSA 8.01 (BAMET1) QuickFlow: PRG1: 8 of 8

ID: 012123452 ¥ Joe Bloggs

B EED Delete Authorization Mazimum

1D Humber Description Term Priority Indicator Roll Authorization Humhber Amount

[~ [~ [~ ]
| | | | [ B E [ B | =
| | | | [ [ u [ |
| | | | [ | B = [ |
| | | | [ [ L [ |
| | | | E 8§ = B |

In most instances, you should expect this to be blank (i.e. no contracts attached to the student).
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DELETING CONTRACTS

However, if the student previously studied a full-time programme at DIT, it may be possible that they are incorrectly
attached to a contract(s) for the current term (i.e. a contract from an old term inadvertently copied over to the new term).

Standard Mon Sided

Special Rate Maint 1 Top Up

Standard Mon Aided

S0% of Twwo Home &dj

LINL L S S S &/

EEENNNN
T [ [° [°]
.

E.g. Student active on 3000-35 for the Term 201213.

In most instances, part-time students are liable for their own fees and are not entitled to any funding from a third party
(thus should not be attached to any contract). In order to delete a student from a contract simply enter a D against the
Delete Indicator for the contract(s) in question and save changes.

Standard Mon Aided

Special Rate Maint 1 Top Up

D indicator flagged against contracts for Term 201213

Note: You do not need to ‘Delete’ contracts from previous terms. You should only be checking for any unexpected
contracts for the current term that should be deleted.
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SFAREGS - STUDENT COURSE REGISTRATION FORM

The final form is SFAREGS. Again, ‘next block’ from the key block.

201213 D12123452 Elogas, Joe 12-JUL-2013 ]

L \fie Curnclal L PrintBill |/ Print Schedule

CUrEulE

b [ w3 e
EET.

ARRNERENR
EEREEREER
ARREEREER
LLLLLLLL
ARREERRER
]

)
)

Select the Student Term tab. If the Block Code has not already been entered, ensure you update it in the Block Schedule
field. Save and return to the Registration tab.

Student Term

Where programme modules have fees attached, you should also ensure the student is registered on those modules before
you process any payment.

Save two times to process fees and all amendments on the student record.
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TSAEXPT - EXEMPTION AUTHORIZATION FORM

The next form is TSAEXPT and is used to manage the students eligible for Alumni discounts. Enter the Exemption
Code 8050 and ensure the Term is correct. Then select ‘next block’. You will notice the Description ‘Alumni Discount -
25%’.

78 Exemption Authorization T

Now, you ‘next block” a further four times until you are brought to the Person Authorization block. In this section you
will notice a list of students. You will need to enter your student details here.

To enter a new record, select F6 and enter the student ID.

Save updates and exit the form.

TSASPAY — STUDENT PAYMENT FORM
When you’ve entered this form, ensure the key block details are correct and select “‘next block’.

The following pop-up box will appear. Click on the Return button and you will notice that a discount of 25% has been
applied to the students account.

tocept Charges

You can now exit this form.
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SFAREGS — STUDENT COURSE REGISTRATION FORM (SFAREGS)
The final form will be the Student Course Registration Form (SFAREGS) again.
‘Next block’ when you enter the form.

Saving twice on SFAREGS will trigger ‘Fee Assessment’. The payment options should now appear at the bottom of the
form. Payment can now be taken for a student, where applicable.

Alternatively, you can opt to save the registration record as EL (Eligible to Register). Following this, you can generate
an ITR (Invitation to Register) for the student so that the individual can register and pay fees online themselves.
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2"° & SUBSEQUENT YEAR STUDENTS — QUICKFLow: ALM?2

This QuickFlow will manually progress ‘Alumni’ students to the next academic term.

TSAACCT — ACCOUNT REVIEW FORM STUDENT

The first form on the QuickFlow is TSAACCT. This is used to check if a student is incorrectly attached to a contract(s)
for the current term.

To enter the form, confirm the Student ID is correct in the key block and then ‘next block’ four times into the form.
This will bring you to the Contracts section of the form.

CHCN AT

In most instances, you should expect this to be blank (i.e. no contracts attached to the student).

DELETING CONTRACTS

However, if the student previously studied a full-time programme at DIT, it may be possible that they are incorrectly
attached to a contract(s) for the current term (i.e. a contract from an old term inadvertently copied over to the new term).

Standard Mon Aided

Special Rate Maint 1 Top Up

Standard Mon Aided

20% of Twa Home &dj

LINL L RSN </

P
||
P
||
o 1
m B
m B

1 <] <] <]<]

E.g. Student active on 3000-35 for the Term 201213.

In most instances, part-time students are liable for their own fees and are not entitled to any funding from a third party
(thus should not be attached to any contract). In order to delete a student from a contract simply enter a D against the
Delete Indicator for the contract(s) in question and save changes.
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Standard Mon Ajded

Special Rate Maint 1 Top Up

D indicator flagged against contracts for Term 201213

Note: You do not need to ‘Delete’ contracts from previous terms. You should only be checking for any unexpected
contracts for the current term that should be deleted.

SGASADD — ADDITIONAL STUDENT INFORMATION

The next form in the QuickFlow is SGASADD. This Form will enable you update the Student Attribute Code to reflect
the correct Year of Study.

Ensure the correct ‘1D’ and “Term’ is entered. The student ID will default from the previous screen. Your term should
reflect the term the student is progressing to.

Select ‘next block’ twice to enter the ‘Student Attribute’ section. You should notice the old term and Attribute Code.
You now need to update this to reflect the new attribute code for the new term.

Select the Maintenance Icon. Choose Copy Student Attribute

78 Option List

Cancel

Select OK to the following prompt.

0 Changing Student Attribute values may impact

Reqgistration Fee Assessment.

( ok | cenceL |

You should now notice the old attribute code has been copied to the new term. You now need to remove this old
attribute code.

From the Menu, select Record -> Remove.
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Jue
Previous
Mes=t
Scroll Up
Scroll Diown
Clear

Insert
Duplicate
Lock

Again, you will be prompted with the same previous ‘warning alert’. Select OK to proceed. Attribute Code should now
be blank.

Now enter the correct “Year of Study’ for the new term and save changes. Attribute Code should be updated for the new
term.

Save changes and exit form.

SFAREGS — STUDENT COURSE REGISTRATION FORM
Next form is SFAREGS, enter the correct ‘term’ and ‘student ID” in the key block field. Then select ‘next block’.

On entering the last form SFAREGS, ensure the correct term (i.e. Term student is progressing to) and student ID is in
the key block field. Then select ‘next block’.

PROGRESS STUDENT’S CURRICULA TO NEW TERM ON SAME PROGRAMME

Firstly, you should navigate to the Curricula tab. You now need to manually progress the student’s registration record
to the new term. To do this you need to select the ‘Duplicate’ icon.

This creates a copy of the existing curricula record for the new Term. Save changes when complete.
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UPDATE BLOCK CODE

Next, you should navigate to the Student Term tab. Update the Block Schedule field as appropriate for the new year of
Study.

Student Term

UPDATE STUDENT TYPE

Under the same tab (i.e. Student Term) you may also need to update the Student Type. If the student was previously a
new entrant (N) and is now being progressed the next term, then you must update the student type appropriately.
Students continuing or re-enrolling on a particular programme of study will have a student type corresponding to their
student level:
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A - Apprentice

C - Continuing Education

D — Professional Development
U — Undergraduate

P — Postgraduate

R — Research

However, as part of our obligation to return student data to the HEA annually, it is now required that where applicable,
we also code students according to the criteria below. Therefore if Student Type is considered to be a ‘transfer’ or
‘repeat’ student, the student type should be updated as follows:

Student Type | Description

X Transfer-In from own institution

I Transfer-In from other higher education institution

B Repeat (Students repeating the same year of the same course for which they are primarily registered)

Select the drop down list beside Student Type field to view list of available options.
Note: You may also be required to update other fields on this tab if necessary (e.g. if the Rate Code is different for the
new Term)

You should now navigate to the Registration tab.

Where programme modules have fees attached, you should also ensure the student is registered on those modules before
you process any payment.

Saving twice on SFAREGS will then trigger ‘Fee Assessment” and the payment options should now appear at the
bottom of the form. Payment can now be taken for a student.

Alternatively, you can opt to save the registration record as EL (Eligible to Register). Following this, you can generate
an ITR (Invitation to Register) for the student so that the individual can register and pay fees online themselves.

Exit SFAREGS to continue with QuickFlow.

SGASTDN — GENERAL STUDENT
The final form in the QuickFlow is the General Student Form SGASTDN.

Again, you need to ensure the term (i.e. progression term) for the student is correct and then select ‘next block’ to
enter/view information. This is the Student Record. This first Block/Tab is the Learner Block. This is used to view
student information such as student status and student tab. All information such as Fee Assessment Rate, Student Type,
Full/Part Indicator should already be there having just progressed the student from the previous term.

The only thing you need to check on this form is to flag a student as exchange, distance, e-learning or visiting
occasional students, where applicable. If this does not apply to this particular student, simply exit the form.

Alternatively, if this was entered for a particular student on a previous term and no longer applies, ensure it is removed
for the current term record.
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ID: 012123482 ¥ Eloggs, Joe Student Summary ~ Term: 201314 ¥ e CorrentiActivel Corricila
Curricula Study Fath Activities Weteran Comments Academic and Graduation Status, Dual Degree  Miscellaneous
General Learner
New Term: 201314 ¥ 201314 Academic Year From Term: 201314 Find|%
Student Status: A ¥ Active (check SFAREGS) Cade | Description =
- Additional Information =
Student Type: U ¥ Undergraduate | Other incoming exchange
Residence: E ¥ European Union Site: 7 J Visiting OccldvA 2 Terms
Fee Assessment Rate: PART ¥ Parttime Session: ~ L E-Learning
Class: 1 1stYear Block: DT331/2L hd . Mormng .
i » : M In-Service Education
Student Centric Cycle: - Citizenship: o] Cutgaing Exchange
Full or Part Time: I Full Time ® part Time 'None Gl Fostgraduate Gualifier
5 ErasmusiSocrates Incaming Exch
Curricula Summary - Primary Student Type: Ri | ¥ Wisiting OcoilYA 1 Term L
Priority Term Program Catalog Level Campus Ci|Y Yigiting OcollYA Full Year -
1 201314 Bachelar of Business ! 201213 Undergraduate Aungier Street o) A s I L
End: Outcome Key: Admission Type: Direct Applicant Admissior ( Find cancel
Field of Study Summary
Priority Term Type Field of Stuchy Department Attached to Major B
1 201314 Major BES Management -

EXCHANGE, DISTANCE, E-LEARNING OR VISITING OCCASIONAL STUDENTS

If the student belongs to one of the options listed below, you will need to update accordingly on the Session field
(Additional Information section).

geé)s;;on Exchange / Non Standard Attendance / Mode of Study Category
S Exchange — Erasmus/ Socrates incoming exchange
[ Exchange — Other incoming exchange

0 Exchange — Outgoing Exchange

C Distance Education

L E-Learning

N In-Service Education

Q Postgraduate Qualifier

\Y Visiting Occasional/JYA 1 Term

J Visiting Occasional/JYA 2 Terms

Y Visiting Occasional/JY A Full Year

C Distance Education

L E-Learning

N In-Service Education

Save (F10) when complete.
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TSAEXPT - EXEMPTION AUTHORIZATION FORM

The next form is TSAEXPT and is used to manage the students eligible for Alumni discounts. Enter the Exemption
Code 8050 and ensure the Term is correct. Then select ‘next block’. You will notice the Description ‘Alumni Discount -
25%’.

78 Exemption Authorization T

Now, you ‘next block” a further four times until you are brought to the Person Authorization block. In this section you
will notice a list of students. You will need to enter your student details here.

To enter a new record, select F6 and enter the student ID.

Save updates and exit the form.

TSASPAY — STUDENT PAYMENT FORM
When you’ve entered this form, ensure the key block details are correct and select “‘next block’.

The following pop-up box will appear. Click on the Return button and you will notice that a discount of 25% has been
applied to the students account.

tocept Charges

You can now exit this form.
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SFAREGS — STUDENT COURSE REGISTRATION FORM (SFAREGS)
The final form will be the Student Course Registration Form (SFAREGS) again.
‘Next block’ when you enter the form.

Saving twice on SFAREGS will trigger ‘Fee Assessment’. The payment options should now appear at the bottom of the
form. Payment can now be taken for a student, where applicable.

Alternatively, you can opt to save the registration record as EL (Eligible to Register). Following this, you can generate
an ITR (Invitation to Register) for the student so that the individual can register and pay fees online themselves.
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JUNIOR CONSERVATORY OF
MUSIC REGISTRATIONS
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The Conservatory of Music & Drama offers individual and/or class tuition in vocal, instrumental and musicianship
studies. This part-time programme offers students the option to study a variety of tuition and practical classes. The
Programme Code associated with this Course is A001.

Because of the uniqueness and varied options offered on this programme, the processes for setting up modules, CRNSs,
enrolling, registering students and calculating fees are unique for AOOL.

AO001 TUITION & PRACTICAL MODULES / CRNS

There are two types of modules for programme A001. These include ‘Theory Related” and ‘Practical Instrumental’
classes. Each of these modules usually relate to ‘Flat Fee” and ‘Billing Hours Fees’ respectively.

BILLING HOUR MODULES & CRNSs

Billing Hour modules are set-up in Banner for the A001 programme to represent practical instrumental classes. These
classes are unique from any other module within DIT in that the class may be offered over varying durations. For this
very reason, ‘billing hour” modules are set-up in Banner with a billing hour range associate with them.

SCACRSE - BAsic COURSE INFORMATION

SCACRSE is used to create the basic module course information. Module data is set-up and created similar to any other
module in Banner. The key difference is in relation to the input of Billing Hours range. This is set-up with a Range 0-3.
Further information unique to these Modules includes the following:

College — 00 (Dublin Institute of Technology)

Department — ATO01 (School of Conservatory of Music & Drama)

Billing — Range 0 to 3

CEU or Credit-0

Level - CE

Grade Mode - G

Schedule Type — MP (note: this code is ignored by the CMIS interface and is therefore not set-up in the Timetabling
system Furthermore, MP or Music Practical is the Schedule Type used for these Billing Hours Module)

:

®BasiconNone  CICAPPEC DegreeWorks:

e.g. Module VION 5026 - Example of A001 Billing Hour Module in Banner
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Note: Historically (i.e. pre re-org of DIT Colleges and Schools), the College Code against Junior Music modules would
have been 45 (College of Applied Arts) and the Department Code would have reflected the instrument of study, as
opposed to School Code.

SSASECT — SCHEDULE

SSASECT is used create and maintain the CRN (course reference numbers) associated with the module. Again, the set-
up is similar to creating any CRN in Banner. Most information will be inherited from the module it has been set-up
against (i.e. Subject & Course No.). The following data input is unique to this type of CRN:

Campus — ADL
Credit Hours -0
Billing Range -0 To 3
Schedule Type — MP
Part of Term — 1 year
Meeting Type — CLAS

As with any Active CRN, Section Enrolment Information should be set to a Maximum of 999.
Note also that Meeting Time Block needs to be updated prior to adding lecturer information to the Instructor Block.

Note: As part of Term Roll, CRN are progressed to the new Term with the same Lecturer as previous Term. This must
be updated where appropriate following changes to Lectures on these Modules. It must also be update prior to
registering Students on a given CRN. If unknown, it may be set to the relevant TBA option.

1edule

ection Information

TR

10-SEP-2012 |0 foMavems [

B asit o None:

m
T
o |
N
"
w
Il
]
H
N
gl
—

L
M!MM

LK

o

L

iz

LongTitle) ents: |_[Syilabus:

CRN 4087 - Example of A001 Billing Hour CRN in Banner
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FLAT FEE MODULES & CRNS

Theory related modules are set-up with a flat fee structure. In other words, there is no *billing hours range” associated
with these modules. Instead a flat fee is associated directly with the CRN.

SCACRSE - BAsic COURSE INFORMATION
SCACRSE is used to create the basic module course information. The Schedule Type for a “flat fee’ module will be MT
(Music Theory). Further information unique to these Modules includes the following:

College — 00 (Dublin Institute of Technology)

Department — e.g. ATOL1 (School of Conservatory of Music)
CEU or Credit-0

Billing - 0

Level - CE

Grade Mode - G

Schedule Type - MT

Note: Historically (i.e. pre re-org of DIT Colleges and Schools), the College Code against Junior Music modules would
have been 45 (College of Applied Arts) and the Department Code would have reflected Academic Studies department,
as opposed to School Code.

uzic Theory Grade 2

® BasicorNones S CIGAPR]

GSMU 5005 is an example of a “flat fee” Module in Banner.

SCADETL - COURSE DETAIL INFORMATION
To assign a set flat fee against a Module, form SCADETL is used. Enter the Subject, Course and Term Code in the key
block and next block in the form. Select the Fee Codes tab.
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Detail Code of MPRT should be entered along with an Amount. Fee Type will default to FLAT.

w8 Course Detail Information SCADETL 8.2.1 (BANST1)

Subject: G2 FMusicianshipClass-GrE Course:  |5005 [7 Term: 201213 [7

Course Title: Music Theory Grade 2

Corequisites and Equivalents EEENSGGEEE Degree Attributes  Transfer Institutions Supplemental Data Course Description  Course Text  Integration Parthers

Fee Codes
From Term: (201213 Maintenance | ToTerm: 992093
Fee Duration .
Detail Description Amount T[!Ee Unit User ID Activity Date
- v
TEl  Music Parttime Fee 5200 |FLAT | SATURN [16-U6-2012 B

Note: The fee set in this form is ‘“Term Effective'. Therefore each year following the Term Roll, the Fees & Income
Office will update this form with the new fee and ‘From Term’ information. This is necessary for Fee Assessment to
process against any students registered on the CRN.

Any CRN subsequently created from a fee module will automatically inherit that module fee. It is therefore important
the fees are associated with the Module prior to setting up the CRN.

SSASECT - SCHEDULE

SSASECT is used create and maintain the CRN (course reference numbers) associated with the module. Ensure you
enter the Subject & Course No as per your previously created Module data on SCACRSE.

Note also that “flat fee” CRNs will have no billing range set. The following data input is unique to this type of CRN:

Campus — ADL
Status - A

Schedule Type - MT
Part of Term — 1 year
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Music Theory Grade 2

L

10-SEP-2012 |5 [O0Mavy2m3 [

!EMB

mQ

[[ong/Titie OMMmEnts: |_Syllabus

Upon saving the new CRN details, you must enter the Section Enrolment Information. This should be set according
to the number of places allocated to the CRN.

The default Maximum Enrolment Count is 999.

However, if the CRN is a musicianship class which is made available online for slot selection, you must ensure that the
maximum enrolment count reflects accurately the number of places available on this class. Thus ensuring the class is
not over subscribed.

Section Enrollment Infarmation

Enroliment Details

o

[_|Resenved

Next, go to the Meeting Times tab. A Meeting Type of CLAS will default. Simply tab across each field on the record
(start date and end date will default in) and enter Hours per Week of 0.

In the case of musicianship classes which are part of the Online Musicianship Enrolment, you must also enter the Day,
Start Time, End Time, Building and Room flag, thus ensuring these details are viewable to the students when selecting
their slots online.
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Meeting Times and Instructar

TEA, TEA

LI <]
LI

Note: As part of Term Roll, CRN are progressed to the new Term with the same Lecturer as previous Term. This must
be updated where appropriate following changes to Lectures on these Modules. It must also be update prior to
registering students on a given CRN. If unknown, it may be set to the relevant TBA option.

SSATEXT — SECTION COMMENTS

If the CRN being set-up is the ‘generic” Grade CRN, which is used to ensure the correct CRN fee is assessed on the
student’s account (in advance of slot enrolment), then you must also add long text detailing the requirements of the
class.

SSATEXT is used to add long text and can be accessed from within SSASECT’s menu: Options -> Course Section
Comments.

Enter the Form. Ensure the Term and CRN data are correct in the key block and next block twice to the Section Long
Text. Enter required text and save.

Text will be made available to students online when selecting a musicianship slot.

srade 2 Musicianship Class for students who have successfully completed Grade 1 (minimurmn age 9 vears;
applies to students who have completed Inttial, Primary and Grade 1 courses). Mew entrantz must be at least
11 years of age. Places wil be allocated subject to approval of teacher.

26-JUN-2012
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SADETL — COURSE SECTION DETAIL

nce the fee was set-up at the module level, the CRN will have automatically inherited that fee. To view the fee

associated with the CRN, you need to access Form SSADETL. Again this can be accessed directly from the Menu:

Bl

.-

Options -> Course Section Detail [SSADETL]. You will notice a Fee Code (MPRT) and Amount in the Section Fees

ock.

Schedule Detail SSADETL 8.5.0.1 (BA

Term: 201213 [¥  CRM:  |gs42 [*  Subjectt GIMU Course: 5005 Title:

Music Theory Grade 2

Section Links and Corequisites Section Fees

Degree Program Attributes Contract and Block Schedule Information

Section Fees

Detail Fee Duration
Level Code Description Amount Type Unit User ID Activity Date
S &
MPRT  Music Part-time Fee a2.00 [FLaT | SATURN [16-206-2012
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MUSICIANSHIP CLASSES - SLOT ENROLMENT

Musicianship classes are offered at a number of different times and locations each week. Students must therefore select
their preferred timeslot based on a first come, first served basis. Traditionally this was managed directly by the
administrative staff within with the College of Arts and Tourism. In 2011, a slot enrolment facility was developed to
enable students to select their preferred timeslot online. The principle of first come, first served still applies. However,
only registered students with no outstanding fees may avail of this online facility.

To support this process, a ‘generic’ Grade CRN is created for each unique type of musicianship class. CRNSs are then
replicated based on this ‘generic’ CRN reflecting each of the specific timeslots and enrolment capacities.

The link between ‘generic’ Grade CRN and its associated timeslots is managed via from SZRMUSC in Banner

Term Code: W E
Grade CRN: [s542 [ ¥] G2mu 5005

Subject

Course Day Start End Maximum
Slots Details MTWIHF S SU Time  Time Lecturer Enrolments  Building  Room  Valid
MEE  [52mu 5005 O 00 ke 00 0F [1645  [[1730 | [Helen Kane [15 RTHRD [R1.03 | ¥ =
[10380  [G2mu 5005 D W L 1115 (1200 [Bemadette Sherlock [12 [CHATH [ [cRG1 | w
[16347  [Gzmu 5005 LI OO T 1030 [1115 [Dermat Dunne [15 RTHRD [R1.18 | ¥
[22315  [G2mu 5005 [ LR L 1700 (1745 |Paula Hughes [12 [CHATH [ [cRe1 | @
[22316 | [G2MU 5005 LI IR S 630 1715 [TBA TEA [15 [RTHRD [R1Dz | ¥
| | H B = = =H = H | | | | | | u
— EsssEns NN | — I F
| errrrry 1 | — o
[ [ H B = = =H = H | | | | | | u
| | H EE e e N [ [ [ [ [ L~
Grade 2 Musicianship Class for students who have successfully completed Grade 1 {minimum age 9 years; applies to students
who have completed Initial, Primary and Grade 1 courses). Mew entrants must be at least 11 years of age. Places will he
allocated subjectto approval of teacher.

To configure data on this form, you first enter the Term Code and ‘Grade CRN” in the key block and ‘next block’ into
the form.

You then enter each CRN related to this Grade CRN in the Slots field. All data associated with each CRN will default in
(i.e. Course Details, Day, Start & End Time, Lecturer, Max Enrolments, Building and Room).

Once you are satisfied that the slot you entered is correct, you must validate it by checking the “Valid’ checkbox. This
will ensure that the CRN is available to students online for selection.

Any student registered on the Grade CRN (who has previously programme registered and paid any outstanding fees)
will see the available slots for selection online. Upon selection of a given CRN, the student will then be registered on
that CRN slot.
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AO001 CREATING NEW STUDENT RECORD - FIRST TIME ENTRANTS

First time entrants to A0O1 can be set-up in Banner with an initial enrolment record using the following forms in Banner

SAAQUIK - QuICcK ENTRY

In setting up new first time enrolments to Programme AQ01, the first Form is SAAQUIK. This form is used to create a
new student record (including a newly generate Student ID).

Before you generate a new ID, you should you should always search the database to see if a person record already exists
for the student. You can search for a student by selecting the ID drop-down and then Person Search. You can also use
form SOAIDNS for a more specific search. GUIALTI (Alternate ID Search) allows you to search by PPS no. and Date
of Birth.

To create a new student record, select the Generate ID icon on the right.
t -k Entry ) QuickFlow: PRG1: 1 of 9

GEMERATED

rent ldentificatio

GEMERATED

| |EnterAdiiress |_|Enter Biographicall

Ellogg3|

Joe

I

Cancel

In the prompt box, enter the student’s last name and first name detail and then save. Banner will generate a new student
ID at this point. Take note on the enrolment form of this number.

Next, tab across to the ‘Term’ field and enter the academic term (e.g. 201213) and then to the level ‘CE’. This relates to
the level of the Programme the student is studying (i.e. A001). Then select ‘next block’.

w8 Quick Entry (BANETT)

[12123483 Bloggs, Jos

When you ‘next block’, a dialogue box will appear. Select OK as this is just a note to inform you that certain values will
be defaulted.

Now enter the following parameters:

o Set Full or Part Time to P
° Enter Program Code A001 in Program field

F10 to save at this point.
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Next you navigate to the Curriculum section. To enter the Programme Code click on the Program field and enter the
relevant Code and save. The other associated field entries will default in.

Save at this point to create new student record.
Next you will need to enter the Address Information. Choose the Address tab.
Note: You can also navigate between the tabs by use of the ‘next block’ and “previous block’ Icons

From here, select the ‘return’ key and today’s date will automatically populate the ‘From date’ field. Enter HM in the
address type field to record a Home Address for the student. Then enter the address details in the appropriate fields.

When entering the address information you will need to enter the address under the Street Line fields as well as the
City, County, Nation and Carrier Route fields.

11-JUL-2013

Address data as follow:
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—  City: City of address

— County Code: County codes including Dublin postal district codes. There is a look up table here. Double click
to view

— Nation Code: This is also a look up table. Double click to view. When entering the nation code enter the
nation pertaining to the address, as opposed to the student’s nationality.

— Carrier Route: This is used to record the accommodation type of the student for the purpose of HEA
statistical returns. This is a free text field, but you must use the following two character codes only when
entering this information:

PH Parental Home

RA Rented Accommodation

OH Own Home (house, apartment)
OA Other Accommodation

NS Not Specified

Note: You do not need to enter Sate or Zip code information.

To enter another address at this point, you can enter a new record by selecting F6 and entering the relevant details as
above. However, you should be aware that the most recent address entered will be the address used for written
correspondence with the student.

If an address record already exists but it is no longer valid, you can de-activate it and enter a new one. See the section
on ‘Updating Student’s Address’ for more information.

Finally on the Addresses tab, you can enter the student’s telephone details. You can select the Telephone Type (e.g.
HM) from the drop-down list.

Save changes when complete.

Next, select the Biographical Information tab. On this tab, you must enter Gender, Date of Birth, SSN (PPS no.) and
Citizenship. All are mandatory for the purpose of HEA statistical returns.

— Gender

— Date of birth in the format day-month-year this will automatically populate the age box
—  Citizenship

—  PPSN number should be added into the box labeled SSN/SIN/TFN.

1234567 T

11-JUL-2013

»
!J
—
B
u

Save changes and exit the form.
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SGASADD - ADDITIONAL STUDENT INFORMATION FORM

The next form is SGASADD. Assuming the correct ‘Student ID’ and “Term’ has defaulted, you should ‘next block’
twice to enter the Student Attribute section.

You will now need to record the correct student “year of study’.

Simply enter the correct year under the Attribute Code and save. A warning prompt box will appear.

al Student Infarmatio

L1131 22536 Elogis, Joe

20314

Changing Student Attribute values may impact
Registration Fee Assessment.

H CANCEL ]

Click OK, save and exit.

SFAREGS - STUDENT COURSE REGISTRATION FORM

The next form is SFAREGS. Upon entering the form, ensure the correct ‘Term” and ‘Student ID” are entered. ‘“Next
Block’ from the key block.

738 Student C an S i T1)

[

L\ Eljlailk) L PrintiBill |/ PrintiSehedule

porn | o
15-JUL-2013 ! 999999999

Select the Student Term tab. Enter A001/1 into the Block code in the Block Schedule field. Save and return to the
Registration tab.
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78 Student C tion SFAR

.

[ ViewICarrents Carmicula) [ PrintBill [« Print

Student Term

REGISTERING STUDENT ON CRNS

Now you need to update the students Module choices by registering the student on the relevant CRNs. From within the
Registration tab enter the Course Information Block. Now enter the relevant CRN number and select ‘return’. The other
field details will default in automatically.

If you are entering a Billing Hour CRN, you will need to update the Bill Hours fields to the appropriate unit (e.g. 0.3 for
30 mins; 0.45 for 45 mins etc)

B0 pav ko b | ol | wo[ o owl| wobe e C i b [ e

F10 to save any changes

Save twice to process fees and all amendments to the record.

The new student has now been set up as EL (eligible to register) on Programme A001 with the relevant CRNS.
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A001 GENERATE MusIC PART TIME RE-ENROLMENT FORMS

NEW STUDENTS
Once “first-time’ students have been provisionally enrolled on A001, it is then necessary to print out the Enrolment
Form for these students. These Forms will confirm what modules the student opts to take.

Upon entering TZSENMU, you have the option to select / de-select various checks.

—  All Teachers allows you to choose students registered on a CRN for a particular Teacher
—  All Students gives you the option to select a single or multiple students
— All Subjects give you the option to select against a single or multiple subjects.

As we are printing enrolment forms only for those new first-time students, ensure you select the checkbox ‘Enrolment
Form for New Students?’

% Generate Music Part Time Re-enralment Forms TZSERMU 8.0 (BANET)

201314 =

s

R

e

By Student Marme -

Prirt Music Re-Enralment Form

Once you are happy with your selection, select Print Music Re-Enrolment Form. You may be prompted with a
message indicating the process may be time consuming. Select "Yes' as appropriate.

INFOrMa=ion
SEruceEs
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1. PERSONAL DETAILS
StudentID :  DOS118085
Surname :

First Name :

Date of Birth : D7-JAN-1888

PPS Number :
Home Address Aungier St
Dukdin 2
Telephone No :

Contact Phone No -

SESSION 200809

Change of Address ! Telephone No (if applicable)

Home Address :

Telephone No :
Contact Phone No :

2. SESSION 2008/09 - TUITION DETAILS

CRN Teacher Tithe

4087 .. Dalligan WION - Violin

Duration  [Please Specify)

For Office Use Only

Grade Fee Scholarship

45 Yes[] No[]

3. PREVIOUS TUITIONEXAMINATION DETAILS

Please give details of previous practical and musicianship examinations taken (most recent details will be sufficient):

SUBJECT GRADE

EXA

DATE

RESULT EXAMINING BODY

Month

Year

e.g. College, Assoe, Board, ete.

[ you are presently a member of an Orchestra, Band or Cheir, please give defails:

CRCHESTRA:

BAND:

CHOIR:

CTHER:

If you are currently a student of the Conservatory of Music and Drama undertaking any other individual subjects please give detais:

SUBJECT GRADE

TEACHER

BANNER OPERATIONAL USER GUIDE
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For those students with the option to return to AOO1 Programme, Re-enrolment Forms are also printed from TZSENMU

and posted to existing students.

Again the user has the option to select the following:

— All Teachers
— All Students
—  All Subjects

You can also select the preferred Print-out order. And if necessary, select the Re-Print Option (if Forms where already
Printed).Assuming the relevant checkboxes are selected, simply select Print Music Re-Enrolment Form.

1. PERSOMAL DETAILS
Student ID :

Surname :

First Name :

Date of Birth :

PP5 Number :

Home Address :

Telephone No :
Contact Phone Mo :

PART-TIME STUDENT RE-ENROLMENT FORM

SESSION 2008/09

Change of Address | Telephone No (if applicable)

Home Address :

Telaphons No -

contact Phone Mo -

2. SESSION 200708 - TUITION DETAILS

CRN Teacher Crse No Title Duration (Please Specify)
4070 L. Cassidy 5013 CLGR - Classical Guitar 30 min
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AO001 UPDATING STUDENT RECORDS & PROGRESSING RETURNING
STUDENTS

Upon receipt of the completed Enrolment Forms back to the office, it is first necessary to check for any changes to
Personal Student data such as Address or Phone details. Following this, the students are then ‘progressed’ into A001 for
the new Term.

SPAIDEN — GENERAL PERSON IDENTIFICATION

SPAIDEN is used to update general person information such as address details or phone no. etc.

To retrieve student details, enter the ID and select ‘Next Block’. You can then navigate to the relevant Tab (e.g.
Address) and update data as appropriate.

MOFLARNAGAN
16-JUL-2013

In the case of updating the address details, be sure to insert new address records rather than over-typing the old address.

To do this, simply select the Address tab. Check the Inactivate Address check-box on the address which is now
redundant or old. Then select F6 (to insert new record). Type in the relevant information such as Address Type, Street
Line Details, City, County, Nation and Carrier Route (Accommodation Type). Then select F10 to save. You now have a
new address record, but the old address record still exists as an inactive record.
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SZASPRF — STUDENT PROGRESSION MAINTENANCE FORM

Next it is then necessary to ‘Progress’ the relevant students back into A001/1 for the new Term. This is done using
Form SZASPRF. Upon entering the Form, you will need to enter the following parameters into the key block. They are
as follows:

— Term Code - The Term you are progressing FROM
—  The Campus - ADL
—  Programme Code — A001

When you have entered the parameters above, continue by choosing ‘Next Block’.

All students registered on A001 will appear in alphabetical order.

78 Student Progession Maintenance Form SZASFR

Term Code: (201112 [ ¥] 2011112 Academic Year
Campus : ADL EI Adelaide Road

Programme : |~001 E Yocal Instrurm, Drama&MusTuition

Prog. Progression  Roll Roll  Current Date Grade

Term Programme  Block Class Ind Block Class Level Rolled PBD Grade Date
50511955 [ TTEwE TR 01213 | [aoo1 [a0011 e W =E e =
D11125362  ommnn fo1213 | [aoo1 a0t [ TR Hfeootn B | e hzooceoz f[ I I
DUB109355  pme——— 01213 | [aoo1 a0t iR facotn I e Phzwamz [ [
DUBI17145 S fo1213 | [aoot a0t [ FR Pfeootn B0 e Whzooaoz f I I B4
DO3119845 e Po1213 | |ao0t |0ot 1 ,1_ |R— 40011 |1_ E 12-JUL-2012 l_l—
D10123415  eom— fo1213 | [aoot a0t W 3G EErE I
PO7113081  Mamesmiisiios fo1213 | [aoot a0t i R facorn o = et
D11122527 s fo1213 | [ao0t [a00t1 [ R Fleootn Bf e Ppzoceoz | I 1]
TP ———— fo1213 | [aoot a0t HE B &G T N -
postosst1 | e———— 01213 | [aoot |a0014 iR facoin [ Wl Wz BN
Poo120077  Mematwhlaan 201213 | [aoot a0t |1_ |R— W |1_ E IW l_ l— li
T — fo1213 | [aoot a0t i R facorn [ fee otavezaz f [
DoS10B117  pememememe—— 01213 | [aoot [a0011 [ PR feootn B e Phzooceoz | I
DO0140337 | amalaiann 201213 | [aoot |a0014 |1_ |R_ W |1_ E lm l_ l_ li
DUS106236  maiambeiet o1213 | [aoo1 [a0014 [ TR feootn B e Phzooceoz [ I I
DINN24502  piweesimtemone fo1213 | [ao0t [m00t 1 [ R Fleootn B e [Fpz-wceoz | T [ |
D0S121508 el 01213 | [aoot a0t A 3 & EEE N

You may wish to view all the students in this Form or perhaps simply look at an individual student records. To view
only a particular student record:

—  Firstly select F7 to clear records and enter a query.
—  Then enter the Student ID under Student Field
— Select F8 to execute query and retrieve student record.

In order to flag students for progression, you simply enter a Y against the Roll Ind (Roll Indicator) for a given student.
Once you have updated this list, you then save using F10.

From within Business Objects, you can validate this list by running the Student Progression Proof Listing report. This
will print-out a list of the students who are due to progress to the next year of the Programme. This report is found the
General Student Reports Category.
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The following are the parameters require input:

—  Current Programme — A001

—  Current Year

— Full-Time / Part-Time - P (& Term)
— Progression Ind - Y

— Term

%!

Reply to prompts before running the query.

[+] Enter Current Programme : : A001

@ Enter Currentvear::1

& ~ Enter Full Time or Part Time (F/P) ;2 P
Enter Term : : 200708

[+] Enter Progression Ind. @ Y

- Run Query

- |

Refresh Values %3 Enter Term :

195800 5| [200708

200102

200203
200304
200405
200508
200607

200808 hd|
[ | 48 -

(2) More Information

200708

BANNER OPERATIONAL USER GUIDE

NB: It is important at this stage that you run the report for the Progression Indicator of Y.

Once you have cross checked this report your list, then you are in a position to run the progression roll.

Once this roll is preformed, a student record for the next term will automatically be created. You will not be able to

delete this once it has been completed.

SZRSPRF - STUDENT PROGRESSION RUN MODE 2

SZRSPREF is used to run the actual Student Progression Roll. This is the Form used to run the process which
‘Progresses’ Students to the ‘next block” and creates a new Student Record for the new Term. This process is known as

Student Progression Run Mode 2.

The following parameters must be inserted:

—  Printer: DATABASE

— Run Mode: 2

— Current Term: (e.g. 201213)
— Camp Code: ADL

— Level: ‘leave blank’

— Program: A001

— Student ID: ‘leave blank’

—0 INFQrmasion
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SIRSPRF Student Progression Roll

DATABASE

o
ps
s |
|
[

The Level and the Student ID may be left blank.

Note: it is possible to run this Progression Roll for an individual student. In this case, simply input the relevant Student
number in the Student ID parameter.

When you have entered the relevant parameter information, make sure to ‘Next Block’ to the Submission section and
select the checkbox Save Parameter Set as. Now select F10 to save and the Student Progression Roll will commence.

Note: At the bottom of the screen you should see a job number created for this process. It is worth taking a note of this
no. to view the output and ensure the job ran successfully.

If you return to SZASPRF (Student Progression Form), you will be able to see that all of your students who previously
had a Roll Indicator of Y will now have a Roll Indicator of R. This means that a new record is created for the coming
term.

You can now run a new Student Progression Proof listing report in Business Objects with Progression Indicator of R.

You can also run a “Class Listing’ report for the coming term. You can find these reports in the General Student
Reports Category. The most commonly used is ‘Class Listing by Block (Standard)’.

Parameters entered include:

—  Block Code: A001/1
—  Enrolment Status: EL
— Term: (e.g. 201314)

Note: At this stage all students will have a registration record of EL only and you are running the report for the next
academic year.

AO001 REGISTERING STUDENTS ON MODULES / CRNS
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Assuming you have received returned enrolment forms and progressed students where appropriate, it is now necessary
to add and amend the CRN registration details on the Students’ registration record. This process applies to both new
entrants and existing returning students.

SFAREGS — STUDENT COURSE REGISTRATION

To add, remove or update the registration record for a given Student on CRNSs, you use SFAREGS. When in the Form,
enter the current Term and Student ID. Then select ‘Next Block’ twice. Under Course Information, enter the relevant
CRN number and select ‘return’.

For new students, you will need to confirm that the enrolment form matches the Module choices selected on this Form.
For students who are returning to A001 (assuming they have already been progressed back into the same Programme
and Year for the new Term), they will have been automatically registered with the same Modules / CRN as the previous
Term. It is therefore necessary to check for any changes to the student’s registration record for the New Term.

Upon entering the Course Information Block, you can then amend details such as:

— Dropping students from CRNs (i.e. enter DD under Status field)
— Adding New CRNSs to student record (as above)
— Amending Billing Hours on a particular CRN (i.e. Update Bill Hours field)

EERIE L Student Term Curricula Study Bath Time &tatis
Hours Source  Acceptance
Status: ’E [ = | Registared Process Block: 40014 [ ] Minimum: oo [ 7] | £ IConfirmed
. L None
Reason: ’_ El Status Date:  |01-JARN-2012 | Delete All CRNs Maximum: ® Accepted
Course Information ) . Time Method
Grade Credit Bill Attempted Status Appr Part of of
CRH Subject Course Section Mode Hours Hours: Hours Hours Status Lewvel Recd Owerride Term Instruction Campus
] A 1 = = (= A = =
|4098 |PIAN |48El4 o |§ | 000 | 000 | 000 | 000 ,E E [] \:\ 1 0L
fpgar T e b b [ oo [ woo [ oo [ om o e 0 [ <] h aDL
53 [y (5004 b G [ oo [ e[ w0 [ oo o e [ <] ADL
lsos7 Pian | [asne 0 b [ oo [ om0 [ oo [ om e fee 0 [ <] h DL
|2231 2 |G1 MU |snu4 o |§ | 000 | 000 | 000 | 000 ,E E [ ] \:\ 1 0L

If you are entering a Billing Hour CRN, you will need to update the Bill Hours fields to the appropriate unit (e.g. 0.3 for
30 mins; 0.45 for 45 mins etc)

Note: In terms of Billing Hours ranges, you should consult with you supervisor regarding the appropriate Bill Hours
unit to be entered. For example 0.9 and 1.3 both relate to the same Unit of time of 90 mins, but Fee Charges will
dependent on which one you choose.

F10 to save any changes
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FEE ASSESSMENT & TSSAREV

Once changes have been made and updated in SFAREGS, selecting save twice on SFAREGS processes the online Fee
Assessment. This means that any charges relating to the CRNs and / or Programme the student has now registered on
will be charged against the Student’s account.

Note: During the course of the year, Fee Assessment runs daily as an automated background job in Banner. This
ensures that Fee Assessment occurs regularly against all Student records. However, there is a period shortly after Term
Roll where this automated Fee Assessment is temporarily switched off (this is while the Fees & Income Office await
confirmation for new Fees for the New Term). It is however possible for MIS to run this job manually upon request, thus
triggering a mass Fee Assessment for AOO1 students (if required by the Conservatory of Music & Drama).

To review and verify that the appropriate Fees have been triggered on the student’s account you can use the Form
TSAAREV.

Account Details

Detail Effective
Code Description Term Charge Payment Balance Source Date
- i o _&
Music Part-time Fes pozz || £15.00 | | B15.00 R [ossvs2oz | =
e Music Part-time Fes o213 || 200 | | §2.00 R [pz-a0c-2012
| | | | | | [ |
I I I I I I e

Upon entering the Form, enter the Student ID and then “‘Next Block’. This will retrieve all Detail Charges, Payments
and Refunds etc against the Student’s account for all Terms. You can query for a particular Term by selecting F7 to
enter the query. Then enter the preferred Term Code and select F8 to execute the query.

AO001 - WEB REGISTRATIONS INFORMATION PACKS

Assuming, you registered all students against the relevant CRNs and all fees and charges have been processed
accordingly, you are now in a position to print Web Registration Information Packs. This enables students to formally
register on-line for Programme A001

When you are ready to generate the first Web Registration InfoPacks, you will need to confirm that the relevant student
PINS are re-enabled. See section on ‘Student PINs’ for further details.

Assuming all relevant PINs are re-enabled, you can proceed with generating ‘Web Registration Information Packs
(InfoPacks)’ letters for A001 students.

Note: Before generating your first batch of InfoPacks, you should always ensure that your IE & Banner settings are
configured correctly. Try generating a Student Details Report from SZANAVI to test that you can run reports from
Banner in advance. Please see http://appupdates.dit.ie for further details on the correct technical configuration for
running Banner 8.5.

Page 245 of 351

— NEQrMakiom
JJ SErUICES


http://appupdates.dit.ie/

BANNER OPERATIONAL USER GUIDE

SZAINFO - WEB REGISTRATION INFORMATION PACK
The Form to use is SZAINFO.

I

Generste Info Packs

Parameters to be entered on this form are as follows:

— Term Code (e.g. 201314)

— Block Code (A001/1)

—  Select checkbox for All Students (or enter individual student no.)
— Signature & Title remains blank

The “Reprint?’ checkbox should only be checked if you wish to reprint InfoPacks for students (or single student) which
have already been generated.

When you are satisfied with the input parameters you have entered, simply select Generate Info Packs.
You will then be prompted with the following message detailing the number of InfoPacks to be generated.

) Informatio
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For A001 students, you should expect all InfoPack to be “paper’ web packs.

Simply select Proceed to continue with the generation of the paper packs. At which point, a new browser window will
open with a PDF of all the web registrations letters. Each letter contains the student’s details and programme
information along with instructions on how to logon to the DIT Online Web Registration system. It will also include
their logon details to their new DIT email account.

Further information regarding Online Programme Registration is available on the Registration website
(www.dit.ie/registration). An instructional user-guide is also available.

Note: The text used on the A001 InfoPacks is updated each year in agreement with School of Music and MIS Office.
This text must be updated and agreed prior to production of Packs.

EMERGENCY CONTACT - SPAEMRG

As part of the online registration process, A001 students are requested to enter emergency contact information. This
information is captured so that the student’s parent or guardian can be contracted in case of an emergency.

In order to review/amend these details in Banner, simply go to SPAEMRG.

Enter the students ID and ‘next block’ into the form to review the student’s emergency contact details. Data can be
amended as required. Additional emergency contact details can also be added as required by inserting a new record
(F6).

143 Rathmines Rd

Fathmines
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A001 — MusiIC REPORTS

Banner provides a variety of reports specifically for Conservatory of Music A001 Programme.
TZAMURP — CONSERVATORY OF MusIC REPORTS

The Form TZAMURRP is used to access the various reports for A001.

To run reports, simply select:

- Term

— Report Type

— Registration Status’.

— Teacher (You can run for All Teacher’s or for a particular Teacher’s module)

Select Produce Report to run. A new window will open with the PDF report which can be saved locally or printed as
preferred.

The list of reports available is:

— Tutor Class Listing

—  All Fee Details by Student

—  Fee Summary by Subject & Tutor

— Fee Summary by Subject

—  Fee Summary by Subject & Tutor (Gender)
— Fee Summary by Subject (Gender)

EEET—

Tutor Class Listing g

Produce Repoart
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A001 - SZANAVI

Finally, to query a particular Student record in Banner, the most appropriate Form to use is SZANAVI.

This form holds all registration and personal details for a student.

Student Persanal Details

A001H

03-ALIG-2012

22-M2Y-2000

FEMALE

03-AUG-2012

Student Account Summary Student Details Report

To query an existing student for the term 201213, ensure the Term Code is 201213. Then enter the student number in
the Student 1D field.

Note: If you don’t know the Student ID, you can search for this under the drop-down menu beside Student ID and then
select Person Search. This will bring you into another Form SOAIDNS. By entering the relevant information and
utilising %, select F8 and you should be able to find the required record.

Once the Term Code and Student ID data is entered correctly, select ‘next block’ to view information pertaining to this
student.

The immediate Block of information you will see is Student Personal Details. To navigate and view information on
each Block, simply click on the relevant tab (i.e. Financial Details, Address or Registration) or select ‘next block’ in
turn.

Some important information to note includes:

— Blank record: If programme data on the form is blank, the student has no registration record for the term. This
will impact the creation of the student’s email account, AD account as well as their ability to register.

— Registration Status: A registered student has an RE status.

— Date of Birth: A blank date of birth will impact the student’s default PIN code when reset.

— Student Year: If no year exists here, the student has not been correctly progressed or set-up.

— Address: A blank or inactive address may cause issues for admin users trying to generate reports for the
student (e.g. transcripts etc)

—  Telephone Number: Reference for contacting the student
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Click on the Financial Details Tab and you will be able to see all financial transactions for that student. This includes
Fee charges and payments.

Student Personal Details Address Registration
Effective  Giro No / Charge Payment
Term Date Details - Amount --——- Balance Detail Code Third Party Activity Date
[ 201213 [03-suG-2012 | I [ sar.on[ mMPRT [Music Part-time Fee [ [ [03-80G-2012 | =
| \ | | | | | | \ | |
[ \ [ [ [ [ [ [ \ [ [
| [ | | | | | | \ | |
| \ | | | | | | \ | |
[ \ [ [ [ [ [ [ \ [ [ ]
| \ | | | | | | \ | | M
{_Detsiled Accourts ¢ {  Student Giros
Cheque: |N— Account Balance: £37.00 Balance Forward : 0.0n Term Balance: E97.00
Funding Categony:
Funding Status: Grant Active Date: TLT Start Date:
Bank Account Number: Bank Sort Code: Grant Inactive Date: TLT End Date:
Subject Course Title Crse No  Teacher Bill Hour CRN Charge
| | | | a
| | | | =] {  Retrieve CRN's
{ Student Account Summary j( Studert Details Repart ¢

The last section of the Form holds CRN details for student. This does not automatically populate, if you wish to view
these click on the Retrieve CRNs tab on the bottom right of the screen. In the Address Details tab you will be able to
view all stored address for the student, their telephone numbers and email addresses.

Student Personal Details  Financial Details Registration

Home Address -

Address Line 1: 143 Rathmines Rd
Address Line 2: Rathmines
Address Line 3:

City: Dublin &
County: D& Dublin &

National Code: IRL Ireland

Telephone Type: Hh Home
Telephone No: (011 5555555

Address ,— _
AR AEJUL-2M3 - Active
Email Atdress: ﬁﬂe hiloggs11 @yt 1

Sacial Economic
Background: -

The final tab holds other relevant Academic/Registration details such as how they were admitted to DIT.

If you wish to print information, click on the Student Details Report on the bottom left of every page.

| Studert Detsils Report

If you wish to review information for another Term Code or even to query another student, simply select the Roll-Back
function.
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The term module registration relates to the process of assigning the appropriate modules from the programme of study
to the corresponding student records registered on that programme.

METHODS OF MODULE REGISTRATION

The methods of assigning modules to student records are as follows:

Self Service — SoS (Scheme of Subjects) Module Registration: Modules are linked to stages of a programme. These
modules are subsequently authorised. Following the commencement of the SoS process, authorised modules are
automatically assigned to the students registered for that stage of that programme.

The SoS process runs twice during the Academic Year as follows:
i ‘Semester 1’ & “Year Long” module registration.
ii. ‘Semester 2 module registration.

Processing the Block: Blocks of modules are set-up in Banner. Each block represents a stage of a programme which is
streamed. By processing the block against an individual student records, all modules on that block / stream will be
assigned to that student record.

Self Service — Manual Module Registration: Students log on to the Student Self-Service system and manually attach
modules to their student record.

Manual Module Registration: In some instances, fees are associated with modules as opposed to the programme.
Consequently, students need to be manually registered on these modules in Banner. Once registered on the module,
liability for that module fee will assess on the student’s account and payment can be processed. This method is
primarily used for part-time programmes and CPD programmes. Where a student is invited to register and pay fees
online, fee linked modules must be assigned on the student’s account in advance of this.

S0S MODULE REGISTRATION

In advance of module registration, all modules should be approved and set-up in Banner. Those modules that are
common to all students on a given programme and year can be authorised against SZRPGMD in advance of the SoS
Module Registration process.

The SoS Module Registration process runs twice a year. The first run checks for all “‘Semester 1" and “Year Long’
modules and registers students on those authorised modules. The second run checks for authorised ‘Semester 2’
modules. As part of this process, students then log on to the self-service system via http://modularisation.dit.ie to
confirm their module selection.

Note: The terms Module and CRN (Course Reference Number) are often used to refer to the same entity. A CRN is an
instance of a module. For the purpose of understanding the module registration process in Banner, we will primarily
make reference to CRN.
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PROGRAMME MODULARISATION MANAGEMENT FORM — SZRPGMD

SZRPGMD is used to link and authorise CRNSs against programmes and years.

Upon entering the form, you must first enter the relevant ‘“Term’ (e.g. 201011), ‘Programme’ & “Year’. Then select
‘next block’.

ZH Programme Modularisation Management S
201213 hd
DT366

Infarmation Technology 1

||Accounting

||Elu3iness Finance 1

||Communica1i0n For Business

||Quarrt'rtative Analysis

]IEconomic:s

IManaging the Organization

LI L O A I I

. 0 N

From within the form, you can:

— Add or Remove CRNs

— Update Module Type to Core, Optional or Elective
— Authorise CRNs

—  Set-up Programme Streams

ADD OR REMOVE CRNSs
To add a new CRN, simply select a blank row and enter the CRN in the appropriate field. When you select return, the

Semester, Subject and Course Number will automatically populate. By default the Module Type will be Core.

Save changes upon completion.

To remove a CRN, simply select the row you wish to delete. Then select Record -> Remove from the menu. Save
changes upon completion.

Note: By removing an authorised CRN from SZRPGMD, you are simply ensuring that no further module registrations
will occur on this CRN. Therefore, if the SoS process has already commenced, then any existing registrations on this
CRN will need to be either manually removed from SFAREGS or by use of the Registration Mass Entry - SFAMREG
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CHANGE MODULE TYPE

By default, any new CRN added to SZRPGMD is added as a CORE module type. This infers that the module must be
taken by all students on that programme and year. OPTIONAL modules are those modules which can be dropped by the
student via Self-Service Banner. ELECTIVE modules are those modules which must be selected / added by the student
themselves via Self-Service Banner. ELECTIVE modules will not be automatically added to a student’s record by the
SoS process.

Students on a given programme and year will be automatically registered on all CORE and OPTIONAL authorised
modules on SZRPGMD. When a student logs on to the Self-Service System they will be able drop OPTIONAL or add
ELECTIVE modules. No action is required from students for those modules that are CORE.

Note: Only students who are RE (registered) for the current term will be selected for the SoS Module Registration
process. The only exception to this rule is students with a RATE code of RCRED (i.e. students repeating a select number
of modules). These students are excluded on the basis that they need to be manually registered on repeat modules.

AUTHORISE CRNSs

CRNs should only be authorised on SZRPGMD once they have been approved to run for a given programme and year.

At term roll each year; all CRNs set-up on SZRPGMD from the previous year will be copied to the new term record.
However, by default they will be un-authorised. The process of reviewing and re-authorising those CRNs must occur in
advance of the module registration process.

The Validation - R27 Approved Modules report in Business Objects can be used to support this authorisation process.
This report lists all modules linked to the programme and year on SZRPGMD as well as a flagging if the module is
authorised or not.

When the SoS process commences, any authorised CRNs on SZRPGMD will be automatically populated on all student
records registered for the given programme and year. The process cannot be easily reversed, thus the reason to ensure
all CRNs have been accurately validated and only authorised where appropriate.

As well as having their records updated with the relevant authorised modules, students will also receive an email
requesting them to review their modules using the online Self-Service system. It is therefore imperative that you ensure
that student PINs are re-enabled prior to the commencement of the SoS Module Registration process. More information
can be found under the ‘Student PINS’ section.

Not all CRNs will be registered against student records by means of the SoS module registration process. Some students
are registered on CRNs by mean of the other three methods outlined below.

In general, CRNSs can be authorised against a programme and year on SZRPGMD if they meet the following criteria:

1. All students in the programme and year are eligible to take the module.

2. There is no fee associated with the CRN which should have been billed to the student prior to the
commencement of the SoS Module Registration process.

3. The programme is not a ‘streamed’ programmed which utilises the “process block’ method of the module
registration.

4. The students are not being asked to manually select their own modules on the Self-Service system.

To authorise a CRN on SZRPGMD, simply check the ‘Authorised’ flag beside the appropriate CRNSs. You can also
authorise all CRNs by checking the ‘Authorise All’ flag. Save changes upon completion.

STREAMED PROGRAMMES
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While the primary function of SZRPGMD is to manage the authorisation of modules for the purpose of module
registration, it can also be used to track and keep a record of which modules are associated with which Programmes. By
not authorising modules on SZRPGMD, module registration will not be invoked. Therefore SZRPGMD simply acts as a
reference or link for modules and programme data. The DIT Programme and Module Catalogue (www.dit.ie/catalogue)
reflects the SZRPGMD programme/module data, irrespective of whether modules are authorised or not.

Streamed Programmes may use SZRPGMD for this very purpose. A streamed programme is one where there may be
multiple groups of study within a given stage of a programme. The most common example of a streamed programme is
one which is run through various languages. For each language, a separate stream may be required with a different set
of CRNS.

Streams are usually set-up in Banner as a unique ‘Block Code’ at the point of programme set-up. However, for the
purpose of referencing which modules are associated with which stream, each stream can also be set-up via SZRPGMD.

To set-up a stream from SZRPGMD, select Options -> Programme Streams [SZRPGST] from the menu. This will bring
you into the Programme Streams form.

Block Item Record On

Programme Streams [SZRPGST]

First you must enter the Programme Code and the Year for which you wish to associate the stream. Then select ‘next
block’.

Enter the Stream No., Stream Name and save. Repeat as many times as required. You can create multiple streams
against a given programme and year. Save changes and exit when complete.

Year Programme Description
Programme 7555 F |2 |E=A in Irt Bus & Languages (F)

Stream Mo Stream Name
1 B It Bus & Lang (Fren-Begin) -
2 |BA Int Bus & Lang (Fren-Advan)

To attach CRNs to a particular stream within a programme and year from SZRPGMD, you simply select Term Code,
Programme, Year and Stream from the key block and then “‘next block’ into the form.

Note: The selection of Stream is important here. If no stream is selected, you will be simply querying / updating
modules against the whole programme and year.
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78 Programme Modularisation Management SZRPGMD 8.0 (BAMST1)
Term Code [ Authorise &ll ?
Year

Programme |p1ss5 F 2 |BA inInt Bus & Languages (F)

Stream | B Int Bus & Lang (Fren-Actvan) |

Semester CRN Subject CourseNo  Module Type  Authorised ?
1 bono?] FREN [French Translation & Ling Prof 2028 Core - 1 A
1 22003 Fren [French Prot comm & Pren 2029 [care - m
|1 |22005 |GERM |German Lang & Culture Il |201 i |Opti0nal v| [ 1}
|1 {22008 sPan [Spanish Lang & Cuture | 2013 Optional - m
i {22007 L [tian Lang & Cubure 1 fo1o | ptionl -] m
[s1 22009 cuLt [intercutural Studies 2013 Optional - )
|s2 22010 e [EUMythin Lit & Cuture 017 Optional - L
| | | | | | .
| | | | | L}
| | | | | L}
| | | | | | .
| | | | | | | =
| | | | | N =

Authorise User  [pimwicr Date [26-JUn-2012

Streamed CRNs on SZRPGMD against a Programme & Year
You can then add or remove modules here as normal. Save changes upon completion.

As mentioned previously, it is most likely that you will not be authorising the CRNs on a given stream as they are
unlikely to be common across the programme and year. However, it may be plausible that some CRNs are in fact
common across all streams on a given programme year. In which case, these CRNs can be authorised. These CRNs
should be linked to the programme and year (ignoring the stream selection from the key block) and authorised from
there. Save changes upon completion

Remember modules that have been linked to streams via SZRPGMD are for reference purposes only. In order to
register students on those streamed modules, you will need to set-up the same modules against the block stream and
‘process the block’ against each student’s registration’s record. This process is covered further under ‘Processing the
Block’ section below.

PROCESSING THE BLOCK

Modules can also be added to individual student records by means of a process known as ‘processing the block’. This
process is usually used for those programmes that are ‘streamed’.

As outlined in section on Streamed Programmes, modules can be set-up on streams from SZRPGMD. However, the set-
up of streamed modules on SZRPGMD is for reference only. In order to actually link a set of modules on a given stream
to a student’s registration record the following two processes must occur:

1. Modules must be linked to a Block Code / Stream on SSABLCK.
2. The ‘Block of Modules’ is then processed against individual Student records on SFAREGS
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ATTACHING MODULES TO A BLock — SSABLCK
SSABLCK is used to attach / link modules to a Block / Stream.

Enter the ‘Term” and ‘Block’ in the key block and then “‘next block’ into the form.

chedule Control 55

& M
Al [ sowf | ool

o L b e [ e (e

N I I 7 e s 3

Cf L b s [ o) [om

| m

Note: You can search for blocks by selecting the drop-down menu beside the block field. Block Codes are usually set-up
at the point of programme creation. Block Codes will normally reflect the programme stage (i.e. programme year), but
can also be created to reflect the streams of a programme.

To add new modules to a Block / Stream, simply select F6 to insert a new record and enter the relevant CRN. When you
select return, the other CRN details will default in. You should repeat this process until all required CRNs have been
added. If a CRN was added in error and needs to be removed, simply highlight the relevant CRN row and select
‘Record -> Remove’ from the menu. Save changes upon completion.

PROCESS BLocK (SFAREGYS)

Once all CRNs have been attached to the block / stream on SSABLCK, it is then possible to process the block of
modules on SFAREGS. This process will in effect attach all modules linked to a given block / stream onto the student’s
registrations record.

To process the block, ensure the correct block / stream code is entered in the Block Schedule field under the Student
Term field in SFAREGS

DT228/3CS
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Return to the Registration tab. You should notice that same block / stream is displayed in the Process Block field. To
attach the modules that are set-up against that block to the student registrations record, simply check the Process Block
checkbox.

Process Block: |DTzzg/3cs [

CRNs attached to that block / stream will automatically register on the student’s record. Save twice in order commit
changes and trigger fee assessment.

Note: CRNs are set-up according a given semester. CRNs may be *‘Semester 1°, ‘Semester 2’ or ‘Year Long” modules. If
you try to register a student on a CRN outside of the semester range, you will receive an error message: ‘Course status
dates not within range for part of term’. If you do need to retrospectively register a student on CRNs on a past date,
ensure the effective date in SFAREGS is within the CRN range.

m Student Term Curricula Study Fath Tifme Statis

Hours Source  Acceptance
Status: [J [¥|Resistered Process Block: pTsoisc [ Minimum: o[ [ (f:(:onﬁrmed
Reason: I_El Status Date:  [14-0CT-2011 | Delete All CRNs Maximum: 99.990[3 l— ﬁ:z::metl
Course Information : . Time Method
Grade Credit Bill Attempted Status Appr Part of of

CRN Subject Course Section Mode Hours Hours Hours Hours Status Level Recd Owverride Term Instruction Campus

= A4 = = = T = = =
10128 puse | [as1s bt fp [ 15000 [ o0 [ 1soo0 [ tseool RE e O [ <f b RTH ]
20387 use | [zs00 b P [ som [ oo [ sooo [ soo0 ke fue L0 [ < f [ [fm
Paris | pwuse | [zom b k[ sow [ oo [ somw | som e e CF [ <] f R
3208 use | [zson b [ som [ oo [ sooo [ soo0 ke fue L0 [ < f [ [fm
223 pusc | [z bt [ 15000 [ o0 [ 1soo0 [ tseool RE e L0 [ < h R
o2 usc | [asi b0 P [ sooo [ oo [ sooo [ som R e O [ <) f [ | rm
573 pusc | [as1s b [ som [ oo [ sooo [ soo0 ke fue L0 [ < f [ [fm
574 pusc | [as1s bt [ soo0 [ 000 [ soo0 [ seool ke e L [ < h R

| | | B8 | | | HE BB [ -
Error Flag: Status Type:

Fees: |Y - Immediste assessment v| Date: 'm Credit Hours: 'm Bill Hours: 000 CEU Hours: ’W

You have now successfully processed a block of modules on a given stream against an individual student record. This
process should be repeated for all students on a particular stream. The next step is to email students on that particular
stream to inform them to confirm their module registration using the Self-Service system.

Note: If students on a particular programme stream are going to be registered on modules via a combination of both
the SoS Module Authorisation process (for shared modules) and the manual ‘processing the block’ process (for specific
streamed modules), you should ensure that the students are registered on the specific streamed modules prior to
authorising the shared modules on SZRPGMD. This ensures that when students receive their communication to logon to
the Self-Service system, they will see all modules that they are registered on.
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EMAIL STUDENTS ON STREAMED PROGRAMMES — SZPEMAL

After all modules have been set-up for students on streamed programmes by ‘processing by block’ and authorising
those shared modules on SZRPGMD, an email should be sent to those students requesting them to review their modules
using the online Self-Service system. This email communication also includes the student’s username (student number)
and PIN.

SZPEMAL is used to generate emails to groups of students for various communications. One email type / option is to
email students on ‘streamed’ programmes informing them of the module registration process and their logon details to
the Self-Service system.

To generate this email to students on streamed programmes, enter the Term Code, Email Type (Streams Reminders),
Programme and Year information. You must also check the ‘All students’ checkbox. Then select Create Emails.

8 Student Email Generation  SZPEMAL 8.0 (BAMNETI)

201213 ~

Streams Reminders &

Create Emails

The ‘Student Email Generation Audit’ box will appear displaying ‘Total No of Student Emails’. If the ‘“Total No” is as
expected, then select Proceed or Cancel to enter new criteria. The next popup confirms that emails have been sent.
Simply select OK this message.

If this email has already been sent for a particular streamed programme and year, you can opt to resend it by selection
the ‘ReSend Student Email’ checkbox. You can also choose to resend to an individual student by entering the Student
ID and ensuring All Students is unchecked.

Ensure you always select Streams Reminders as the email type, as the other options are used by the Exams function for
reminding students about exams and supplemental results.
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Note: The selection for students on streamed programmes is dependent on the programme stream being set-up on
SZRPGST. If a stream is not set-up on this form against the relevant programme and year, no email will generate for
those students. More information on the set-up of streams on SZRPGST is covered under section on Streamed
Programmes.

This form also has an audit trail of all emails generated from it. To view an audit report of e-mails send to selected
Programmes, select Options -> Email Audit Trail from the menu.

Dptions

Email Audit Trail

In the ‘Print Email Audit’ box, select the Term Code, Email Type, Programme and Year. Select ‘Print Email Audit’ to
generate audit log.

"8 Print Email Audit SZPEMAL 8.0
Email Types : |Exam Results PIM Emsail -

Block : DT50113C [=]BMus

(" Print Email Sudit { Concel
r A

An Audit Report will display listing each student an email was sent to, when it was sent and the user who generated the
email.

SELF SERVICE — MANUAL MODULE REGISTRATION

In some instances, students may be requested to add certain modules themselves using the Online Self-Service system.
Rather than having these modules authorised via SZRPGMD, the students are informed locally of the CRNs which they
should select. When the student logs on to the self-service system via http://modularisation.dit.ie, they can manually
attach the CRN to their record.

Note: These students may have some of their modules authorised via SZRPGMD, but the other modules they will have
to add manually themselves. As a result of the authorised modules, they should expect to receive an email
communication detailing their Self-Service logon details.
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MANUALLY REGISTERING STUDENTS ON CRNSs

In some instances, students will need to be manually registered on modules directly from SFAREGS. Usually this is
required for modules that have fees associated with them. Once registered on the module, liability for that module fee
will assess on the student’s account and payment can be processed. This method is primarily used for part-time
programmes and CPD programmes.

Ensuring that students are registered on modules which have fees is of particular importance for those students who are
eligible to programme register online. The correct modules must be assigned to the student’s registration record in
advance of the student receiving their invitation to programme register online communication. Thus ensuring the
student is assessed for the correct registration fee when they are asked to programme register and pay online.

Modules may also need to be manually applied to a student’s registration record for any other number of reasons. For
example, students carrying modules into the next academic year will require manual module registration via SFAREGS.
Either way, the process of registering a student manually on a module is the same.

To attach a module to the Student Course Registration Form SFAREGS, you should first enter the ‘Term’ and “Student
ID” in the key block and select ‘next block’ twice. This brings you directly into the Course Information section. To
register the student on a module, enter the CRN code. This is typically a 5 character number. When you select ‘return’,
the other CRN information will default in.

If you need to add more than one CRN, select F6 and enter the new code. Repeat this process until all required CRNs
have been added.

m Student Ierm EUrriculE Sty Fath e Status

Hours Source  Acceptance

Status: [EL [ |Eligible to Register Process Block:  [DT038/1 [ ] Minimum: 000 [T rs ; zonﬁrmed
Reason: l_ E Status Date:  [12-JUL-2013 | Delete All CRNs Maximum: 999999999 B MHRS r Azgzmetl

Course Information ) . Time Method

Grade Credit Bill Attempted Status Appr Part of of
CRN Subject Course Section Mode Hours Hours Hours Hours Status Level Recd Owverride Term Instruction Campus
=] =] = = = [ Ad = &

|1 1050 |DGEP |341 1 0 |P— | 5000 | oo | 5000 | 5000 E ’E [] l:\ 1 EST =
[t10s3 lLapp | [aart & Po[ sooo [ oo [ soon [ somm e fus O [ 4] [m2 B=T
[ioss | peaL | [ae11 o1 Pl sooo [ oo | som [ som R e | L0 [ 7] 2 BST

Upon completion, save changes. When you save twice, ‘Fee Assessment’ will be triggered. This will ensure that any
modules with fees associated with them will be added to the student’s account. Payment can then be processed by
means of the payment options made available at the end of the form.

Note: CRNs are set-up according a given semester. CRNs may be ‘Semester 1°, ‘Semester 2’ or ‘Year Long’ modules. If
you try to register a student on a CRN outside of the semester range, you will receive an error message: ‘Course status
dates not within range for part of term’. If you do need to retrospectively register a student on CRNs on a past date,
ensure the effective date in SFAREGS before you enter the form reflect the date within the CRN range.
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MODULE REGISTRATION FOR REPEAT STUDENTS

Students who are repeating may require additional attention to their module registration record as each record will
require individual review.

Student repeating the entire academic year and re-attending are managed as normal. Once they are registered on the
correct programme and year, they should expect to register on their modules via one of the four methods outlined
above. However, students who are repeating a set number of modules, carrying modules into the next academic term or
repeating externally will require special attention. Each category is outlined below.

STUDENTS INTERNALLY REPEATING MODULES

Students re-attending and repeating fall into this category. These students should have an active registrations record for
the new academic term, albeit with the same ‘year of study’ as the previous term. Their Block Code should also reflect
their repeat year.

Since these students are only repeating one or more of their modules, they will be automatically excluded from the
*‘SOS Module Registration” process. You must therefore manually register the student on their selected repeat modules
as outlined in the “Manually Registering Students on CRNs’ section above.

STUDENTS CARRYING MODULES

If a student is carrying modules into the next academic term, you will need to ensure that the student is manually
registered on those carried modules.

You should expect the student to be registered on the standard programme and year modules as per normal. However, to
manually register the student on additional carried modules, you will need to add the module manually on SFAREGS.
The process is the exact same as outlined in the ‘Manually Registering Students on CRNs’ section above.

Other key information should also be updated on the student’s record. This is covered in further detail under the section
on ‘Student Repeating or Carrying Modules’.

STUDENTS EXTERNALLY REPEATING MODULES

An External Repeat student is one who does not attend classes for the particular module. The student is not studying
other than the modules he/she is externally repeating for that Academic Year. External Repeats will have an active
registrations record for the term. Students who are externally repeating should be coded as XR on the both Enrolment
Status and the CRN level.

Depending on the sequencing, you may decide to update either CRN status or ‘Enrolment Status’ first. Either way, you
should always ensure that all statuses reflect XR. An XR student cannot repeat any modules internally. All modules on
an XR student must be flagged as XR.

The best method to update an XR student is to add the modules first. Assuming the student’s status is initially EL, you
‘next block’ to the Course Information section and add those modules that the student is externally repeating. Initially
the student enrolment status will be EL and the CRN statuses will be RE.

Return to the key block and ‘next block’ into the form again. Now you should update the enrolment status to ‘XR’.
When you ‘next block’ into the Course Information section, you should expect all CRN status to automatically update
to XR also.
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Student Tertm Curricula Study Path Titre Status

Hours Source Acceptance
Status: [ | External Repeat Process Block:  |DT0854 L] Minimum: 00 [ 7] s ; Confirmed
None
Reason: E Status Date:  [15-JUL-2013 | Delete All CRNs Maximum: 999999.999 B MHRS  Accepted
Course Information : . Time Method
Grade Credit Bill Attempted Status Appr Part of of
CRM Subject Course Section Mode Hours Hours Hours Hours Status Lewvel Recd Owverride Term Instruction Campus

=] =] = = = I =] = [
[t1054 peaL | [aar b P | sooo [ eoo [ som [ soon fr e O |:| 2 BsT ]
[r1081 Poow | [aar b P [ wow [ o0 [ tooo0 [ tooo0 R jue | [ -] sz ] EBsT

Save changes twice upon completion to commit changes and to trigger fee assessment.

Note: If the student’s enrolment status was already set to XR prior to adding CRN to the record, the status of the CRNs
will not automatically default to XR. You should therefore ensure that you manually update the CRN status to XR after
adding the required modules to the record.

Other key information should also be updated on the student’s record. This is covered in further detail under the section
on ‘Student Repeating or Carrying Modules’.

DROPPING MODULES FROM SFAREGS

Occasionally, it may be necessary to drop students from modules they were incorrectly registered on. You can manually
drop students from module(s) in SFAREGS.

In the key block, enter the Student ID and Term and “next block” into the form. Within the Course Information section,
you should notice all CRNs that the student is registered on. To drop modules, simply select the CRNs you wish to drop
and update the status to DD. Repeat this process until all required CRNs to be dropped have a status of DD.

Registration Student Term Curricula StudyEath e Statis
Hours Source  Acceptance

Status: IHTE Registered Process Block: D703/ [ | Minimum: 000 (7] Hrs ; 5nnﬁrmed
Reason: l_ E Status Date:  [15-JUL-2013 | Delete All CRNs Maximum: 9959999999 B MHRS @ A::zpted

Course Information : . Time Method

Grade Credit Bill Attempted Status Appr Part of of
CRH Subject Course Section Mode Hours Hours Hours Hours Status Level Recd Owerride Term Instruction Campus
= 5.2 I 7 ) 7 KA I £ = = [

[ioss  [poaL | [ o1 Pr[ oo [ o[ oo woo o e O [ ] [ BST g
[r1os1 Poov | [a#11 o N I I I o = e e R =7 B=T
[ [ [ [ = [ [ [ [ e - e e

Save changes twice upon completion to commit changes and to trigger fee assessment.

The student will no longer be registered on those dropped modules and will not appear for marks entry selection in EGB
against those modules. You can now exit the form.

DROPPING MODULES USING SFAMREG (REGISTRATION MASS
ENTRY)
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If however, a whole cohort of students were incorrectly registered on a particular CRN, you can drop students from that
CRN using the SFAMREG (Registration Mass Entry) form.

The form replaces the old SFAMASS form and offers and wider scope of functionality. SFAMREG allows users to find
a cohort of students based on particular registration criteria (e.g. registered on a particular CRN). With this selection, it
is then possibly to perform a selected task, such as adding or dropping a CRN from all selected student records.

Note: There may be any number of reasons why a group of students were incorrectly registered on a particular CRN.
However, the most likely reason would be that a CRN was incorrectly authorised against a programme on SZRPGMD.
If this is the case, you should also ensure that the CRN is removed from SZRPGMD to ensure no further registrations
are processed against it.

To add/drop a CRN from a whole cohort of students using SFAMREG, proceed as follows:

Under the Search Tab, you set out your selection criteria to find all relevant students. You need to enter data in the
following fields:

— Registration Term: Term you wish to make the update against (normally the current term)

— Registration Date: Date you wish to make the update against (normally today’s date, but you may need
to make this a retrospective date if dropping/registering students against a closed ‘part of term’.)

— Search Term: Term you are searching against

—  Currently in CRN: CRN that students are enrolled on

— Registration Status: Status of CRN that students are registered on (may be RE or XR)

— Block: Programme Block which students are registered on.

There are other fields which you can enter data against to limit your search further, but the above list will most likely
find the group of student you are looking for.

Search Update Errar Checking Results

Registration Term and Date

Registration Term: 201213 EI 201213 Academic Year Registration Date: 15-JUL-2013 @
Search Criteria

Search Term: WB 201213 Academic Year Level: I_E|

Currently in CRN: oos  [*]accT 1000 Campus: [ =
Registration Status: ,E E Registered College: l_ E

Grade Mode: |P—E| Percentage Degree: ’7 E
Block: WEI Accounting & Finance, %1 Program: I—E
Class: I = Field of StugyType: | | 7|
Student Attribute: [ = Field of Study Code: | |7

Cohort: ’7 B Department: l— E

Bypass registration eligibility check: [ ] Curricula: l:l

***Note: When searching for a particular cohort of students, you should always enter a CRN as part of
your search criteria (even if that CRN is not part of the update). This ensures you are limiting the scope
of your search to the correct group of students for a particular term. If you do not enter a CRN (and
decide to search on block code only), the search criteria will pick up records which are term effective from
previous terms. The consequence of this would be incorrectly updating student records from the wrong
term. Adding a CRN to the search criteria will mitigate this risk. ***

Once you are satisfied with your search criteria, navigate to the Update tab. From here, you will enter the criteria which
reflects the ‘update’ you want to make against the selected students. In the case of dropping a CRN from student
records, you should enter the following data under the Registration Course Drop Values section:
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— CRN: CRN you wish to drop from the student records.
Note: All other CRN related data will automatically default in
— Registration Status: Should reflect DD

[ ]|
m
—
—
—
—
|
-
|
o |
[

L]

Note: In a similar fashion to dropping a CRN, you can enter data in the Registration Course Add Values section to add
a CRN registration to student records.

Next, you proceed to the Results tab. On this tab, you should see the list of students that were selected based on your
Search criteria. At this point, you should pay careful attention to the list of students selected. You should validate the
list against the appropriate ‘Class’ or “‘CRN listing’ report from Business Objects. You should also take note of the
number of records selected from the bottom of the form.

Total number of records selected: 131.
Record: 11131 | ] |

If this number is much greater or much less than expected, you will immediately know that the search criteria used is
incorrect. In which case, you should return to the Search tab and refine your search criteria.

Note also at this point, you may also manually add student records to your listing. This may be applicable if you have
other students that you also wish to drop CRNs from, but they are not in the main search listing (e.g. some students
taking a CRN on a different block code to the main cohort). To enter new student records, simply select F6 and enter
the student ID.

Note: You may notice that whenever you navigate away from the Results tab, you will get the message
‘WARNING: All non-manually added results will be removed’.

This means that those records you manually added will no longer be there when you return to the Results tab.

Therefore, you should always manually add additional records last, just before you are about the process the
registration mass entry.

Assuming you are happy with your listing of students selected for the update, you can process the action of dropping /
adding CRNSs to the student records as follows:
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—  Select “All students’. You will notice the checkbox active beside each student
Note: if you wish to exclude some student’s simply uncheck the selected tick box beside the
individual record.

—  On the Submission section, check the ‘Submit’ tick box.

— To process, select Save from toolbar

01-DEC-2014

LRI RIS L SR
LI AU LI I AT LI
LI AU LI I AT LI
LI I I LI I I LT
LI I I LI I I LT

You will be able to determine if the job was successful by noting the YES, NO or NONE radio button against each
record. A message providing further information is also available. This should be checked to ensure you are satisfied
with the student records that you expect to be updated.

C05485067 Aherne, Graham F. 201415 [ [ ) v
C11760731 Akono, Vital A. 201415 El El n CRN 2 a
([p11123228 Alhubail, Ahmad 201415 [ [ [ 7
v s | Ol v
/[p13128838 Alothaim, Abdulaziz 201415 | | u ) v
C14483202 Arulchelvan, Elisha 201415 [ [ o v
C11351121 Bailey, Ryan - [ [ ) v
14311166 Baldwin, Matthew 201415 [ [ o v
C14378041 Beere, Gavin - [ | L] (] [
14357601 Beliotti, Jack 201415 [ [ o v
C09624015 Bergin, Luke C. 201415 [ [ " |cannot drop CRN 20304, 5 v
C09319107 Blake, Hannah . 2o1as | L [ ] v
10361107 Bolger, Conor 201415 " n O |cannot drop CRN 20304, 5 v/

You have now successfully added/dropped a CRN ‘en masse” from a group of student records.
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QUERY AND DISPLAY CRNsS - SSASECQ

If you wish to search for a particular CRN or simply query a given CRN, you can do so by using the form SSASECQ.

To utilise this form, simply enter the information you know about a given CRN. For example, you may know the Term,
part of the Module Code and the Description on a given CRN, but not the actual CRN id.

Part Registration Registration Block Section
Term of Term From To CRN Schedule Su[Mgc‘t Course Section Status Ca[mpus
i M = = A M M
01213 | | | | [ accT [
Schedule Instructional
Course/Section Title T[me Method Duration Unit
M A M
|%ccounting% |
Cross Reserved . ,— ’— ’—
Link List Seats Long Syllabus Comments (I Ty = (EE] .
[ [ [ ] ] O Waitlist: Maximum - Actual =

Tip: If you are searching for part of a word, you can use to % (wildcard) character to assist your search (e.g.
%ccounting% to search for CRN title with that text). Since the search is case-sensitive, you should consider this when
entering your search criteria (e.g. omit the first character of a word if you are unsure of its case.)

To execute your query, simply select F8. All CRNs should be returned which meet the criteria entered. Where more
than two records are returned, simply use the scroll bar to review the full list. You should also notice the Actual
Enrolment figure. This refers to the number of students registered on a given CRN. It may be useful to know if a CRN
is actually running or not (i.e. a figure of 0 may infer that CRN is not active, but this does depend on the time of year
since most module registration will not occur until after November).

To clear your query, simply select F7. You can re-query again as required.

STUDENT COURSE REGISTRATION AUDIT - SFASTCA

SFASTCA allows you to query the module registration audit for individual students. It includes an audit from initial
module registration right through to the entry of grades by lecturers against that module. If a student is dropped from a
module, you will also see that transaction.

To query a student record, simply enter the ‘Term Code’ and ‘Student 1D’ in the key block and “‘next block’ into the
form. Ever transaction for every module related to the student will appear.

If you wish to query all transactions on a single module only; simply select F7 to clear the query, enter the CRN you
wish to query and then select F8 to execute to query again. You should now only see those transactions for that
particular CRN.

When reviewing module transactions on SFASTCA, you should also be aware of the different ‘User’ 1Ds that appear
beside each record entry. The following 1Ds reflect the scenario associated with a given transaction:
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— Banner User ID: When a Banner user updates a student’s module registration (e.g. register / drop a student
from a module on SFAREGS), that Banner User 1D will appear against the record entry on SFASTCA.
— DITMGR;: If the student is automatically registered on a module by means of the SoS process the user

DITMGR will appear.

- WWW _USER (Student): If the student manually registers themselves on a module from with Self-Service,

the user WWW_USER will appear.

-  WWW_USER (Lecturer): If a lecturer enters all grade components for a particular module through EGB, you

should see an entry with user WWW_USER also.

MODULE AUDIT EXAMPLES

M| oo | [ fw | G | o | ol [ oom

ke [osmvao | sz | fow

T o oo fese aw |l o fan | e [ oo

bo [swenaoo | fosawao | [

=

= Student then dropped from CRN on 15" April 2010 by Banner user.

B womo | w1 eos | fem | ke e b s

ke fsomwamc | e || o

[ w) fomo s meos | fem o m et wel b

=

= Student then withdrawn (WS) on 28" April 2010 by Banner user.

osamzoso szs | ||

ss-apm-zoi0 1530 | o)

Student registered on CRN 7252 on 5™ Jan 2010 by means of the SoS process (user DITMGR).

osamzowo 17 | |

eo-tprantoseis |

Student registered on CRN 7551 on 5" Jan 2010 by means of the SoS process (user DITMGR).
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05-MAR-2009 Final updated to 38 W _LSER 03-JUN-2009 13:06 !J
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05-MAR-2009 Final updated to 40 SMORRIS 09-JUN-2009 10:32 !]

Student registered on CRN 12598 on 05" March 2009 by means of SoS process (user DITMGR).
Grade entered for all components of module by lecturer in EGB (user WWW_USER) on 3 June 2009.
Grade then updated again on 9" June 2009 by Banner user.

CLASS ROSTER — SFASLST

The Class Roster form SFASLST is primarily used by the Exams function for the purpose of reviewing student’s marks
entry against a given CRN and then rolling all marks on that CRN to student’s academic history.

However, for the purpose reviewing / querying what students are registered on a particular CRN, SFASLST can be
utilised.

When you query a CRN on SFASLST, you should expect to see all students registered on that CRN for the given term.
SFASLST will also show students who were withdrawn or deferred from that CRN. It will not show students who have
been dropped.

To query a CRN, enter the term and CRN in the key block and ‘next block’ into the form. You should then expect to see
all students on that CRN appear in alphabetical order. You can scroll though the list by use of the scroll bar on the right.
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Note that where marks have been entered in EGB for students on that CRN, you may also see that mark entry on this
form. The ‘Rolled’ indicator also indicates if the student marks have been rolled to Academic History.

Note: The primary function of SFASLST for registration staff is to enable users to review student registrations on a
given CRN. The Exams function will utilise this form for the purpose of managing and rolling exam marks to student’s
academic history. You should be aware that the mark you see on this form is not necessarily the final grade that was
approved and validated at the relevant module /exam board. Once the grades have been rolled, all results are then
viewed and maintained in Academic History (SHATCKN).
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There are three categories of repeat students. They are as follows:

1. Internal Repeats
2. External Repeats
3. Carries

INTERNAL REPEATS

Any student who is repeating internally and attending classes falls into this category. The student may be repeating the
entire year or a specific number of modules. These students should have an active registrations record for the new
academic term, albeit with the same ‘year of study’ as the previous term. Block Code and attribute code should reflect
their repeat year.

These students are liable to pay the part-time Capitation fee and a Tuition fee rate based on the number of modules they
are repeating. The modules fees are applied manually and are based on number of ECTS credits per module.

GRANT RECORD
Students repeating a set number of modules are not eligible for TLT or HEA Free Fees Funding.

Their grant record on SZASGNT should be flagged as:

— Funding Category: 12 (Repeat)
— Funding Maintenance: 20 (non-aided)

Note: If a grant record already existed for this current term you should remove the old one first by selecting from the
menu: Record -> Remove.

More information can be found on the ‘Fees and Grants’ section regarding updates and changes to students grant
records.

RATE CoODE & STUDENT TYPE

Student repeating a set number of modules should have their rate code updated to RCRED (Repeat Credit) and student
type to B (Repeat). Both these updates can be made from the Student Term tab on SFAREGS.

Student Term

After updates are made, return to the Registrations tab and save twice. This will trigger ‘Fee Assessment’ which will
apply the part-time Capitation charge to the student’s account. The Tuition fee still needs to be manually applied at this
point.

APPLYING TUITION FEE
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Students repeating a set number of modules are charged based on the number of ECTS credits per repeated module.
Since this will vary from student to student, it necessary to manually tabulate and apply the appropriate tuition fee on
TSAAREV.

Note: Some CRNs already have a fee charge set-up against them in Banner. These CRNs should therefore be excluded
from the calculation of Tuition charges.

The method for tabulating the Tuition fee is noted on the Finance Student Registration policy. Once you are satisfied
that the overall fee has been correctly tabulated, it can be applied on TSAAREYV as follows:

— From the Menu, select Record -> Insert to create a new transaction

— Input detail code of TUIT (tuition). Tab into the Description field and include the total number of credits the
student is being charged for (e.g. 5 ECTS credits).

— Tab to the Term field to input the Term code.

— Tabto the Charge field and input the total charge applicable and save.

Account Details

Detail Source Effective
Code Description Term Charge Payment Balance Code Date
[~ A d =
[capT | |capitation Fee [zo1011 | 135.00 | | 135.00 Ir 06-0CT-2010
[Turt | [Tuition Fee (30 credits) [zo1011 | 1,300.00 | | 1,300.00 i [os-ocT-zo10
r r T T T T —

CARRIES

Students who are carrying module(s) but are still progressing forward will fall into this category. These students should
have an active registrations record for the new academic term having been progressed to the next year of study.

The student’s fees and eligibility for a local authority grant are handled as normal. However the student (as opposed to
the local authority) will be liable for carried module(s) fee.

Furthermore the student’s Rate Code should not change. It should reflect the appropriate Rate code for the programme
& year (e.g. FULL or PART).

APPLYING CARRY FEE TO THE STUDENT’S ACCOUNT

Students carrying modules into the new academic term should be charged for these modules in addition to their normal
programme fees. This fee is manually tabulated based on ECTS credit and a set exam fee. This fee is then manually
applied to the students account with a detail code of CARY.

Where the student is not attending lecturers but is sitting the exam, then the CARY fee applied should reflect exam fee
only. Further information is available on the Finance Student Registration policy.

To apply the CARY fee on TSAAREV:

— From the Menu, select Record -> Insert to create a new transaction.

— Input detail code of CARY (Carry Fee). Tab into the Description field and include the total number of credits
the student is being charged for (e.g. 20 ECTS credits).

— Tabto the Term field to input the Term code.

— Tab to the Charge field and input the total charge applicable and save.
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22-1UL-2009
22-JUL-2009
22-JUL-2009

Note: If the student is re-registered on the carried module and there is a fee directly attached to the module in Banner,
you need to ensure that the student is not ‘double’ charged for the carried module. To rectify this you should still apply
the carry charges based on ECTS credits as above. However, you will also need to manually apply a negative Tuition
charge to reverse out the CRN “tuition’ fee which was automatically applied during CRN registration. See sequence of
steps below as an example.

Carry Fee {20 ECTS credits)

Capitation Fee

Tuition Fee

(=N Y

Carry Fee (20 ECTS credits) . .
Capitation Fee . .
Tuition Fee . .
Tuition Fee 3 . .
Tuition Fee (reverse CRNM fee) o . ° o
Carry Fee tabulated based on ECTS Student re-registered on CRN with a fee Manually apply reverse Tuition charge
credits for all carried modules into which is applied automatically to to cancel the CRN fee applied
new academic year. student’s account.
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EXTERNAL REPEAT (XR)

An External Repeat student is one who does not attend classes for the particular module. However the student is sitting
one or more components of the module. The student is not studying other than the modules he/she is externally
repeating for that Academic Year. External Repeats refer only to DIT students and excludes those students who may be
physically sitting exams in DIT (e.g. Professional body or apprentice exams where the student is not a registered DIT
student).

External Repeats should have an active registrations record for the term. Their enrolment status should be flagged as
XR (External Repeat) on both the programme and CRN(s) level. They are liable for an exam fee only.

REMOVE GRANT RECORD

Any student who is externally repeating is generally liable for their own fees. They will therefore not have a grant
record. If a grant record exists against the student for the term on SZASGNT, you should remove it from the menu:
Record -> Remove.

ENROLMENT STATUS, RATE CODE
Students who are externally repeating should have the following updates made to the registrations record on SFAREGS:

— Rate code updated to XR (External Repeat)
—  Enrolment Status updated to XR (External Repeat)

Student Term

Note: Student type is not updated to B (Repeat) for XR students Student type should reflect appropriate student level as
normal.

After updates are made, save twice from the Registrations tab. This will trigger ‘Fee Assessment’ which will apply the
XR fee on the student’s account.

External Repeat o EJ 19-APR-2011
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All Programmes offered by the DIT are subject to a fee. The fee charged includes a Student Registration Charge
(Capitation Fee) and a Tuition Fee. The fee is determined by a number of factors such as:

—  Type of Programme (Undergraduate, Postgraduate, etc.)

—  Level of the Programme (Level 6 - Higher Certificate, Level 7 - Ordinary Degree, Level 8 - Honours Degree,
Level 9 - Masters Degree, etc.)

—  Whether the student entering DIT is a EU or Non-EU student

Under the Irish Government’s Free Fee Scheme the student may be eligible to funding towards their tuition fee.

Furthermore, depending on the student’s status or the type and level of Programme, the student may be eligible for
financial assistance from SUSI (the Central Grant Awarding Body) or another Local Authority such as a County
Council or a Vocational Educational Committee (VEC).

The type of grant/allowance the student is entitled to receive will be determined by a combination of the programme
type and the student’s own personal circumstances.

Banner is configured to manage fee rules and grant eligibility for each and every student. As a rule, all whole time
undergraduate students are initially set-up with either a ‘Standard’ or “TLT’ non aided grant record. This infers that the
student’s tuition fee will be covered by the relevant government fees scheme. The student will be initially liable for
their own capitation fee until such time that confirmation of grant approval is provided by the student.

Part-time students do not generally fall within the remit of any government or local authority funding. However, some
part-time programmes are run in conjunction with external third parties whereby an agreement may be in place for
student fees to be paid by the third party. Where this is the case, funding rules and a Third Party contract should be set-
up in Banner to reflect this arrangement.

DIT now facilitates a payment option to allow students pay their fees by Installments. This is available to all students
via the Online Web Registration system. A student can make an online payment of any amount at any time over the
course of the year (providing it is at least €100). However, it should also be noted that the student will not be formally
registered until they pay a minimum of 50% of their total outstanding fee. Academic year students are obliged to pay
this minimum amount and register before the 31st October. Calendar year student must pay and register by 28"
February.

Further information on the regulations governing the student fee policy is available from the registration website.
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STUDENT FEE ASSESSMENT

Before a new student registers for a full-time programme at DIT, they must be assessed for the correct Third Level fees.
This assessment is carried out as part of the online web registration process.

Each student will be asked to answer the following questions online:

Are you an Irish National?

Are you an EU National?

Are you a national of an EEA Member Country?

Are you a national of Switzerland?

Have you been granted official refugee status in Ireland?

Have you previously completed or partially completed a third level programme?
Have you been resident in an EU Member State for at least 3 of the last 5 years?

No gk~owDdE

Irish nationals are required to answer Qs 1, 6 and 7. All other national must answer all questions.

SAAADMS — ADMISSIONS APPLICATION

v 5
30-AUG-2011
I

FEE
FE2C
FED
FEE

The answers to all questions are saved on the Checklist tab of the SAADMS form in Banner.

You should notice a Y or N to each answered question inferring a response of Yes or No respectively. The FEE4
question is simply a declaration that all answers were answered correctly and in good faith.
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The full list of codes recorded on SAAADMS is as follows:

Request Question

FEE1 Have you previously completed or partially completed a third level course?
FE2A Are you an Irish National?

FE2B Are you an EU National?

FE2C Are you a national of an EEA Member Country?

FE2D Are you a national of Switzerland?

FE2E Have you been granted official refugee status?

FEE3 Have you been resident in an EU Member State for at least 3 of the last 5 years?
FEE4 Declaration checkbox

Note: Where FE2A is Y (Yes), student is not required to answer to FE2B to FE2E.
Depending on the student’s answer to these questions, they student may be:

— Eligible for free tuition fees under one of the Dept. of Education grants schemes.
— Required to pay the standard EU programme fee, but without grant support.
— Required to pay the full international programme fee.

DEPT OF EDUCATION FREE FEES SCHEME

The Higher Education Grant scheme is applicable to Higher Degree/ Level 8 programme. Eligible students on these
programmes will inherit a default Grant Code of:

— Funding Category 00 (Standard)
— Funding Maintenance 20 (Non Aided)

Students with these funding codes against their grant record on SZASGNT will be automatically set-up against the Dept
of Education (5000) contract. As a result, the Department of Education will be liable for the student’s tuition fee. The
student will still be liable for the capitation fee while they are coded as Non-Aided (20).

On TSAAREV, a DESP (Dept. of Education & Science) payment will reconcile against the TUIT (Tuition Fee) charge.

-2,319.00 | 1?-AUG-2E|10

U S T
vom e e
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TUITION SUPPORT GRANT

New students may apply to a SUSI for third level financial assistance. Returning students who are still part of the older
grant schemes will continue to apply to their local authority for third level financial assistance. If they are successful,
you should expect to receive written confirmation from the grant authority outlining the student’s grant entitlements.

Students can now declare that they have applied for a grant using the DIT Online Web Registration facility. Note
however that this declaration of a grant application does not automatically entitle a student to a grant. A student’s grant
record in Banner remains coded as ‘non-aided’ until such time that the student produces a ‘letter of award’.

By provided this information the student can register on the premise that they have applied for a grant.

CHANGES TO STUDENTS GRANT RECORD - SZASGNT
Changes should be made on the Student Grants Maintenance Form (SZASGNT). When you enter the form, enter the
relevant Student ID and Term code. Then select ‘next block’.

When updating a level 8 student’s grant record from non-aided to aided, you must enter the new Funding Maintenance
Code and Awarding Body as appropriate, to reflect the student’s grant entitlements (e.g. Funding Maintenance 82 —
SUSI 100% Contribution Aided).

Note: Depending on the grant you are entering, you may receive an error telling you that the grant could not be
established. In certain circumstances, this is correct (e.g. a student has been changed from 00 20 to 06 20 which means
that the student is 100% liable for their own fees, therefore they are not entitled to any grant).

F10 to save changes.
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UPDATING GRANT APPLICATION DETAILS

You must also update the student’s grant application details on SZASGNT. To access this data, select Grant Application
Details from the Options menu

(0fuin[ulal-W Elock [tem Recor

General Person [SPAPERS]
admissions [SA8ADMS]
Student Record [SGASTOM]
Registration [SFAREGS]
Programs [SMAPRLE]
Program Progression
Contracts

| Grant Application Details
You should expect to see the following Grant Application details:

- Grant Application Date
- Awarding Body / VEC
- Application Status

- Comments

Application Detail

Save Cancel

This grant declaration information is originally submitted by the student using the Online Web Registration facility. If
the student has not submitted this information online, it will appear blank.

Following confirmation of a student’s approval for a maintenance grant, the Application Status should also be updated
to ‘Approved’ along with any additional comments in the Comments field (e.g. Date of update and initials of Banner
user who processed the update).
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Updating the status of a student’s grant application does not automatically update the student’s grant funding codes to
‘aided’. This action must also be completed on SZASGNT (as outlined previously) to ensure student is coded correctly.

Note: Where confirmation that a student’s application was rejected, you can also update the Application Status to
‘Rejected’

Save changes upon completion.

TSIAUTH - CONTRACT / EXEMPTION HISTORY QUERY

To review and query what ‘contract’ a particular student is set-up against, you can use the form TSIAUTH. This form
will also allow you to determine if a student has been ‘Deleted” from a particular contract (i.e. if a Grant Record was
removed). This is denoted by the D flag under the Delete column.

To use the form, simply enter the ‘Student ID” and select “next block’. Details of Contracts by Term will then display.
You can execute queries similar to any other Banner Form by use of F7 & F8.

ID: 13122536 [~ s Blogas

Contracts
Term Priority Humber Contractor ID Description Activity Date Delete
Ak [ 1 20 |sooo {Standare Non Aided [16-d0L-2013 [
| 0 | | | B
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TLT GRANT SCHEME & PROCESS

The TLT Grant scheme was a grant funding scheme applicable to Ordinary Degrees, Diplomas & Certificates / Level 6
& 7 programmes. New students now apply to SUSI for grant funding. However, returning students who are still part of
the old TLT scheme will continue on this scheme.

All eligible students on these programmes (SUSI and TLT) will inherit a default Grant Code of:

— Funding Category - 03 (TLT Scheme)
— Funding Maintenance - 30 (Non Aided)

Students with these funding codes against their grant record on SZASGNT will be automatically set-up against the TLT
Dept of Ed Fee Scheme (3000) contract. As a result, the Department of Education will be liable for the student’s tuition
fee. The student will still be liable for the capitation fee while they are coded as Non-Aided (30).

On TSAAREV, a TLTP (TLT Payment) payment will reconcile against the TUIT (Tuition Fee) charge.

Account Details

Detail Source Effective
Code Description Term Charge Payment Balance Code Date
[~ | I =
TLTP TLT Payment 201011 || | 1,368.00 | -1,368.00 [E 17-AUG-2010
[TuIT | [Tuition Fee [zoio1 1,368.00 | | 1,368.00 R [t7-auG-2010
[capitation Fee [zo1011 || 1,500,00 | | 1,500,00 R 17-AUG-2010
| | | | I | (I

MAINTENANCE GRANTS

Similar to Higher Education grant scheme, students may be eligible to apply to SUSI or a local authority for a
Maintenance Grant. If they are successful, you should expect to receive written confirmation from the grant authority
outlining the student’s grant entitlements.

Assuming the student is eligible; the student’s grant record will require updating to reflect this change in fees. Namely,
the Funding Maintenance code, Awarding Body and Bank Account details will be updated on SZASGNT.

For SUSI students, the maintenance code for students awarded a grant could be coded as:

81: SUSI -50% Contribution Awarded
82: SUSI- 100% Contribution Awarded
83: SUSI — ALL/PART Tuit and Contribution Awarded

For students still on the older TLT scheme, a full list of maintenance codes can be viewed from the Funding
Maintenance drop down option within SZASGNT.

For TLT scheme, they are as follows:
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30 |Mon Aided

31 |Fu|| Maintenance Away Mon adj

3z |Fu|| Maintenance Home adj

33 |50% of One Non Adjacent

ad |5D°.'"o of Two Home Adjacent

35 |Spec:ia| Rate Maintenance Gne Top Up
36 |Spec:ia| Rate Maintenance Two Top Up
a7 |Disadvantaged Half away

38 |Disadvantaged Half Horne

39 |TLT MNon Aided 100% Tuition & Capitati
40 |?5% Away (Mon Adjacent)

41 |75% Home (Adjacent)

4z |25°.-"o Away (Mon Adjacent)

43 [25% Home (Adjacent)

45 |TLT 50% Self 50% (Mon Aided)

Next, you will need to update the Awarding Body with the relevant code.

SUSI students will get the awarding body 8000 (SUSI).

BANNER OPERATIONAL USER GUIDE

Students on the older TLT scheme may be awarded from any of the following list of Awarding Body VECs:

3001 |City of Dublin VEC |09-maY-z001
3002 [county Dublin vEC [09-mav-z001
3009 [County Carlow vEC [09-mav-zo01
3010 [county Kildare vEC |09-mav-2001
3011 |county Kilkenny wEC |09-mav-2001
3012 [County Laais wEC [09-mav-zo01
3013 |county Langfard vEC [09-mav-2001
3014 [county Louth veC [09-mav-z001
3015 [County Meath VEC [09-mav-zo01
3016 [county offaly vEC |09-mav-2001
3017 |county westmeath vEC |09-mav-2001
3018 [County wexford vEC [09-mav-zo01
3019 [County Wicklaw VEC [03-mav-2001
3020 [county clare veC [09-mav-zo01
a0z1 [County Cork VEC [09-mav-zo01
anzz [county kerry wEC |09-mav-2001
3023 |county Limerick vEC |09-mav-2001
3024 [County Tipperary Morth vEC [18-nOw-z002
3025 |C0unty W aterford WEC |09-MAY-2001
3026 |city of Cork vEC [09-mav-z001
HEE [city of Limerick vEC [09-mav-z001
3028 |city of Waterford vEC [09-mav-zo01
anza [County Tipperary South WEC [18-nov-2002
3030 |County Galway YEC [09-mav-z001
3031 [country Leitrim VEC [03-mav-zo01
3032 [county Mayo wEC 09-mav-zo01
3033 |C0unty Roscormmon WVEC |09-MAY-2001
3034 [county slige VEC [03-mav-zoo1
3035 [city of Galway vEC 09-mav-zo01
3042 |C0unty Cavan VEC |09-MAY-2001
3044 |county Donegal VEC [03-mav-z001
3047 [county Monaghan vEC 09-mav-zo01
3050 [Dun Laoghaire vEC [18-nov-2002
3054 [Town of Bray VEC 0g-mav-zoo1
3055 [Town of Drogheda VEC |09-mav-zo01
3056 [Town of Sligo vEC 09-mav-zo01
3057 [Town of Tralee VEC [0g-mav-z001
Note that all Codes begin with a 3.
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For SUSI students, DIT does not need to know the student’s bank account details. Since all maintenance payments are
handled directly by SUSI.

However, in the case of TLT students, the student’s bank account details are required, so that the TLT process within
DIT can process the payment from each period via Electronic Funds Transfer.

The following bank details are required:

—  Bank Account Number
— Bank Account Name
— Bank Sort Code (BSC)

As part of the Online Web Registration process, students can now enter their own bank account details online.
Therefore for those students who registered online, you should expect the student’s bank details to be already entered on
SZASNGT.

Note: If a BSC is not appearing in the system, contact the Support Desk and this code can be added.

An updated SUSI aided grant record on SZASNGNT should look something like this

An updated TLT grant record on SZASGNT should look something like this.

Joe Bloggs
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UPDATING GRANT APPLICATION DETAILS

You must also update the student’s grant application details on SZASGNT. To access this data, select Grant Application
Details from the Options menu

Eﬁ Block Item Recor

General Person [SPAPERS]
Admissions [SAALDMS]
Student Record [SGASTDMN]
Registration [SFAREGS]
Programs [SMAPRLE]
Program Progression
Contract:
Grant Application Details

S

You should expect to see the following Grant Application details:

- Grant Application Date
- Awarding Body / VEC
- Application Status

- Comments

Grant Application Information

When the student is approved, remember to update the
Funding Category and Awarding Body on the grant record

Grant Application Date: 01-JUL-2013

Awarding Body | VEC: City of Cork WEC E|
Grant Application Number:
Application Status:

Application Comments:

{ zave { Cancel
r £

This grant declaration information is originally submitted by the student using the Online Web Registration facility. If
the student has not submitted this information online, it will appear blank.

Following confirmation of a student’s approval for a maintenance grant, the Application Status should also be updated
to *‘Approved’ along with any additional comments in the Comments field (e.g. Date of update and initials of Banner
user who processed the update).Updating the status of a student’s grant application does not automatically update the
student’s grant funding codes to “aided’. This action must also be completed on SZASGNT (as outlined previously) to
ensure student is coded correctly.

Note: Where confirmation that a student’s application was rejected, you can also update the Application Status to
‘Rejected’

Save changes upon completion.
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TLT START & END DATES

TLT Start and End Dates are configured in the system for each programme. They are added at the time of programme
set-up and updated as necessary prior to the first TLT Grants Payment run. These dates should be reflected on each
individual student Grant on SZASGNT.

TLT REPORTING

BUSINESS OBJECTS VALIDATION, AUDIT AND DQM REPORTS

Prior to each TLT Grants pay period, it is necessary to run the Grants - Validation Listing report from Business
Objects (Fees and Grants category). This will highlight any invalid data such as missing Bank account details or dates.
Data which is invalid or missing could result in an unprocessed payment for the student.

The DQM - Student Data Errors Detail (by Programme) report in the Data Quality Reports category will also
highlight student grant errors which require attention. A list of DQM error codes is available from the Business Objects
report DQM — Data Error Codes & Descriptions.

UPDATING INVALID DATA ON A TLT GRANT RECORD
If you have noticed that details on a student’s grant record are incorrect you may need to make amendments.

If the TLT grant record is still valid, but rather details such as Bank Account of Funding Maintenance Code need are
incorrect, simply update the record directly on the form SZASGNT and save.

If the student is not entitled to a TLT Maintenance Grant, the Funding Maintenance should be changed back to 30 (Non-
aided) and Awarding Body removed. Again, this change can be made directly on the SZASGNT Form and changes
saved.

CHANGES A TLT GRANT RECORD AFTER FIRST TLT PAYMENT RUN

If you discover that a TLT grant record is invalid after the first TLT Payment run, then you should never remove the
TLT Grant record on SZASGNT. Instead, you should update the ‘“TLT Grant Details End Date’ directly on SZASGNT.

TLT PAYMENT SCHEDULE

The TLT Student Payment schedule is published each year and provides details of the TLT payment data including
closing date for receipt of attendance reports, bank notification date & payment date.

IMPORT OF TLT GRANTS DATA FROM BANNER TO GRANTS SYSTEM

Based to the TLT Payment Schedule for a given Academic Year and following receipt of attendance reports from each
Faculty, Payroll will import all TLT Grant Information from Banner for processing and submission to the Bank. These
dates will be agreed in advance. Payroll will then process the information in the TLT Payments System and generate
and output file for submission to the Bank and subsequent processing of EFT payment to students accounts.
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STUDENT PAYMENTS — TZITLTP

Once the ‘bank’ file has been generated by Payroll, Banner will be updated with information regarding the student’s
payments. A full payment audit history on TLT eligible students is available on Banner Form - Student Grants Payment
—TZITLTP.

Note: this form is not applicable to SUSI students.

| =

To review details, enter the relevant BlockCode  Period From Payment Type  Method Amount  Paid
f14-mov-11 Mormi Bank | 45139 | 2
Term Code, Student ID [proozn f1z-DEC-11 [Mormai [Bark | 138,88 [
[progzn g-san-12 ormal [Bank | 13473 [y
and then “next block’. [pTaozn pe-FEB-12 [Mormal [Bark | 134.72 [y
ooz [p5-MaR-12 ormal [Bank | 13472y
[praoza p2-2pRA12 [Marmai [Bank | 13472 [
[pToo2n 30-2PR-12 [Mormal [Bank | 102.08 [
|
|
|

Total Paid 123124

WITHDRAWING A STUDENT

Where attendance is not satisfied or if the student is withdrawing or deferring from a programme, the user must take the
appropriate action to update the student’s enrolment status in order to withdraw / defer them. This action will
subsequently withdraw their grant entitlements. If a student is withdrawing or deferring, you should not remove the
grant record. Instead, you should ensure that the withdrawn / deferred date is entered correctly in SFAREGS and
appears in the TLT Grant Details ‘End Date’ in SZASGNT (see details below). If a student is being removed for any
other reason from a TLT maintenance grant, Payroll needs to be advised.

To update a student’s enrolment status in SFAREGS, simply

1. Enter the SFAREGS Form

2. Enter the Term, ID and effective withdrawal / deferral Date in the key block.

3. Next Block to enter the Form.

4. Update the enrolment Status as appropriate (e.g. WI)

(Note: Withdrawal and Deferral Status must be used in accordance with the correct withdrawal or deferral date as
outlined in the Student Finance Policy. There are also fee refund implications to these statuses and dates.)

5. Ensure the ‘Student Grant Withdrawal Date’ is correct when prompted and then save.
6. The student’s enrolment status will be saved.
7. Check SZASGNT to ensure the TLT Grant Details ‘End Date’ is updated as per withdrawal date. This will

ensure the student will not be processed as part of any future TLT Grant payment run.

g5 Student Inactive Date SFAREGS 2.5.4 (BAMETI)

Student Grant Withdrawal Date [TERTEEnGLE
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OTHER GRANT RULES

OVERSEAS NON AIDED

The Funding Rules for Overseas students are coded as Overseas / Non-Aided (09, 20).

Overseas students who are eligible for EU fees are coded as Overseas EU Fee / Non-Aided (15, 20).

There is also an Overseas / 100% Tuition or Capitation (09, 50) coding rule which caters for ‘Overseas’ students where
fees are covered ‘in-part’ by a Third Party.

More information on “‘Overseas’ students can found under the section on International Students.

SOCRATES
Socrates students Grant records are coded as

- Socrates (incoming 3 months) / Non-Aided (10, 20)
- Socrates (incoming 1 semester) / Non-Aided (14, 20)
- Socrates (incoming 1 year) / Non-Aided (11, 20).

POSTGRADUATE

Postgraduate students are initially coded with funding rules based on the programme set-up which is Self Support / Non-
Aided.

— Post Graduate Self Support / Non-Aided (16, 20)

Where postgraduate students are set-up with an ‘aided’ grant, the Third Party awarding bodies associated with these
grants will begin with 1 or 2.

Post Graduate students approve for grant maintenance funding are coded with one of the following codes

— Post Graduate PG Grant (Max Amt Awarded)
— Post Graduate PG Grant (50% of Max Amt Awarded)
— Post Graduate Bol Student Loans (PG)

Postgraduate students who have been awarded funding from a third party are often approved for a specific funding
amount or percentage of the full programme fee. In such instances, it is possible to insert a ‘“maximum’ amount by
which the third party is liable for. This ‘maximum’ amount must be entered manually against the student’s contract
direct on TSAACCT. See the section on TSAACCT for further information on managing student contracts and entering
‘max amounts’.

SELF-SUPPORT

Some undergraduate students are entirely liable for their own fees due to the fact that they have completed a year on
another programme either in DIT or another institution. These students will have a Funding Codes of Self-Support /
Non-Aided (06, 20). 100% of their fees will be charged to them.
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THIRD PARTY FUNDING

Some programmes offered at DIT will have an agreement with another third party or funding body. This will often
involve the third party agreeing to cover the cost of student fees on that programme.

These programmes will have a funding rule with grant codes and third party contract associated specifically with that
programme.

Once all data is set-up, students on that programme should have the relevant grant codes and awarding body set-up on
their grant form SZASGNT, thus triggering the liability transfer of programme fees to the relevant third party.

E.g. Grant record reflecting IBEC funding codes

REPEAT STUDENTS

INTERNAL REPEAT

When a student is repeating a year, you must change their grant record to reflect this. Students repeating a year are not
entitled to a grant and are therefore liable to pay their own fees. Students may be repeating the entire programme year of
a set no. of modules. Their grant record should reflect this as follows:

— 12 (FCAT) and 20 (FMAN).

Note: Where Rate of RCRED is used, a Fee per Module is applied directly on the student’s account. Therefore, the
Funding Codes for repeat students are used purely as a method to flag students as ‘repeats’ on their grant record.

EXTERNAL REPEAT

External Repeat (XR) students are not eligible for a grant. Further information on Repeat students is covered under the
section ‘Repeat Students’.
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PROCESSING PAYMENT FROM SFAREGS

From SFAREGS it is also possible to process a credit or debit card payment for the student. This can be done for both
full-time and part-time students.

Part-time student also have the option to submit a cheque payment.

To select a payment option on SFAREGS, you must first trigger ‘Fee Assessment’ by saving twice from within the
Registration tab. You will be prompted with the following message:

® Fee Assessment processed.

Select OK.
You should now notice the following payment and receipt options appearing at the bottom of the form.
They will vary slightly depending on whether the student is full-time or part-time/apprentice

The student payment is processed by selecting one of the payment options available at the bottom of the form.

FuLL-TIME PAYMENT OPTIONS

|( Card Payment g, I{( Print/Reprirt Receigt }

PART-TIME/APPRENTICE PAYMENT OPTIONS

{ Card Payment g, {’ Cheque Payment g, {’ Frint/Reprint Receipt }

CREDIT CARD PAYMENTS

To choose Card Payment, select this option. A prompt box will appear. The ‘Payment Amount’ should reflect the total
outstanding fees for that student.

em Card Audit SFAREGS 854 (BANATI)

Please confirm the amount for the card transaction.
Hote once you click Proceed the transaction cannot
be cancelled.

IMPORTANT:

If the halance helow includes fees due from a previous
term you should ensure you take the payment for the
previous term before taking this payment.

Payment Amount 560000 | Owerride amount ?

_Procsed [ cancel

Note: the ‘Important’ instruction on the prompt instructs users to ensure that payment is taken for the appropriate term.
In other words, if ‘Payment Amount” includes fees outstanding from a previous term, then payment should be taken
against that previous term first before processing payments for the current term.
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You also have the option to ‘override’ the payment amount if you wish to process a different payment amount from the
student. Simply check the ‘Override Amount’ checkbox and enter the new desired ‘Payment Amount’.

When have are satisfied, select ‘Proceed’ to continue.

You will then be brought to a new browser window detailing the transaction number and transaction amount. If you are
satisfied that the amount is correct, select ‘Proceed to Payment’.

Proceed to Payment

You will then be prompted to enter the student’s credit/debit card details. You can process Visa, MasterCard or Laser
payments.

Securely Processed by

@ realex
payments
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When you have entered the relevant details, select ‘Pay Now’. You should notice this will then change to ‘Processing’.
You should not do anything further until you receive a message confirming the card payment has either been processed
successfully......

OR declined.

]

Assuming the payment was successfully processed, you should click ‘Finish’ to close the card payment browser
window and return to SFAREGS in Banner.

Return to SFAREGS and update the student enrolment status to RE (Registered), where appropriate.

PRINTING RECEIPTS

Having processed a card payment, you should now produce a receipt for student. You should first rollback on
SFAREGS and re-enter the form. Save twice again to re-trigger fee assessment. This will ensure the payment and
receipt options are displayed.

To print a receipt, select the ‘Print/Reprint Receipt’ button.

You will be prompted to select either ‘Last Credit Card Payment” or ‘Receipt for All Payments’. These are self-
explanatory. Where multiple card payments were made by a student, you may wish to print the ‘Receipt for All

Payments’. However, if the student paid all outstanding fees using a single card payment, then ‘Last Credit Card
Payment’ should be sufficient.
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w3 Print Receipt SFAREGS

Last Credit Card Payment

Receipt for &l Payments ~

\  Prirt Receigt ) 3 Cancel J

b

Assuming you select ‘Last Credit Card Payment’, you should then choose ‘Print Receipt’ button.

A new browser window will open a PDF document of the receipt details.

Student ID: Cl10715021 Tuition : 100.00
Capitation : 2,000.00

Term Code: 2011/12

Payment Date: Not Applicable

Card Authorisation: Not Applicable

Faas Due :
Timetables are available on the internet at 2,100.00
www.dit.ie/registration Amount Paid : 2,000.00
Balance Due : 100.00

This should be printed on the appropriate stationery. The receipt will have a perforated line which you can tear in order
to give the student their copy and for you to retain your section of the receipt.

CHEQUE PAYMENTS

It is also possible to take a cheque payment for part-time students. To process a cheque payment, select on the ‘Cheque
Payment’ option.

Processing a cheque payment does not credit the student’s account, but rather enables you to print a receipt to reflect
receipt of such payment.

A prompt box with the amount required will be displayed.

® Payment Amount = 5600 EURC

( oK | cancel |

When you select OK to the prompt message, a new browser window will open a PDF document of the cheque receipt
details.

This should be printed on the appropriate stationery. The receipt will have a perforated line which you can tear in order
to give the student their copy and for you to retain your section of the receipt.
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Cheque Payment

Student ID D13122536
Term Code 2013/14
Payment Date 16 JUL 2013

Saction 2 - To be retained by Institute
DECLARATION

agree to be bound by same.
Cheque Payment

Signed :

BANK BRAND
&
INITIALS

| acknowledge by my signature below that | agree to familiarise myself with the regulations of the Dublin Institute of Technelogy and

Fees Due : 5,600.00
Amount Paid : 5,600.00
Balance : 0.00

Subject to cheque clearance

Date: 16 JUL 2013
Student ID D13122536
Programme: DT228A/1

Payment Amount: 5§ 600.00

Upon generating a cheque receipt, the student will be automatically registered (RE). Where appropriate, the student’s
enrolment status may need to be changed (e.g. if minimum payment amount for registration not satisfied).

The student’s account on TSAAREV will still have the outstanding debt until the point whereby the cheque is fully
processed through DIT’s bank account reconciliation and manual payment matching process.
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TSAAREYV - ACCOUNT DETAIL REVIEW FORM

To query and review the charges and payments against a student’s account, use TSAAREV. This form details all
account transactions against a student’s account for each Term.

Simply enter the Student’s ID and then select ‘next block’. All account transactions will display.
As with any Banner form, you can query and execute on a defined set of values.

E.g. - To review account transactions for a given term only, select F7 to clear the screen. Enter the Term under Term
field and select F8 to execute the query. You will now see those transactions only for that specific Term.

The “‘Account Balance’ and ‘Amount Due’ totals at the end should reflect the student’s overall balance. The ‘Query
Balance’ reflects any specific query you have just executed (e.g. querying transactions against a single term).

ortm - Student T

ID:  [Dost1E324 [+ |doe Bloggs Credit Limit: [ ]
User: MOFLAMAGAN Holds: |— l— F
Account Details
Detail Effective
Code Description Term Charge Payment Balance Source Date
- = o __O

MPRT] Music Part-time Fee po1z1z | 82.00 | | 82,00 R [oamavons | 2
[carp | [1234s Poiziz | | £97.00 | ~697.00 [ po-ser2ms
e Music Part-time Fee po1z1z | £15.00 | | 615.00 R [7oiza2
ere Music Part-time Fee Poiziz | g2.00 | | g2.00 R [z
PR |Music Part-time Fee o1z | -80.00 | | -80.00 R [pa-sEP-2011
ere Music Part-time Fee otz | 50.00 | | 50.00 R [oa-seraom
oo [cira Paymert otz | | £80.00 | -680.00 [T pe-ser2m1
e Music Part-time Fee otz | 50.00 | | 50.00 R [ez-aue20m1
ere Music Part-time Fee otz | -80.00 | | ~50.00 R lz-suc2omt
e Music Part-time Fee otz | £00.00 | | 600,00 R [z-aue20m
e Music Part-time Fee Potiiz | 50.00 | | 50.00 R [rz-suc2011
PR |Music Part-time Fee oo | -70.00 | | -T0.00 R procreoo |

A | »

Authorized
Query Balance Account Balance Amount Due Memo Balance Aid Balance MSF Receipt?

| 12.00 | 82.00 | 82.00 | 0 | 0 [ o "N

Note: Remember Charges and Payments will only be updated providing Fee Assessment has run following the most
recent change to the student’s account. If Grant records or Enrolment Status have changed, the account details will
only be updated after the Liability transfer has been triggered. The liability transfer process runs daily after the fee
assessment process.
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AMENDMENTS TO STUDENTS ACCOUNTS

Not all transactions on a student account can always be captured by the standard fee, billing, grant entitlements or
payments processes. There may be instances where a manual adjustment is required on a student’s account. In such
instances, the user must apply an amendment directly on the Account Detail Review Form — TSAAREV.

The type of manual adjustment will depend on the type of charge / fee amendment required. This section will aim to
demonstrate the various types of manual adjustments which can be applied via TSAAREV. Note however, it will not
attempt to illustrate the Finance regulatory procedures which govern the policies behind any such account amendments.
This detail is covered as part of the Finance Student Fee policies, published at the beginning of each Academic Year

(ref http://www.dit.ie/intranet/finance/policiesandprocedures/).

Note also that where adjustments are manually added to the student’s account, the necessary documentation should be
kept on file for audit purposes.

Note: Users must familiarise themselves with all student fee policies prior to making any changes on TSAAREV.

FEe WAIVERS & DISCOUNTS

Fee Waivers may be approved against a student for varying reasons. When a waiver is approved for a student, the
student account in Banner should be manually updated to reflect this.

APPLYING A FEE WAIVER
To apply a waiver directly on TSAAREV, you need to:
—  Open the Form — TSAAREV (Account Detail Review Form)

— Input the Student ID and then ‘next block’. All fee and liability transactions for all Terms will display.

Account Details

Detail Effective
Code Description Term Charge Payment Balance Source Date
- i o O
[rur [Tuition Fee loatz1s | -1,791.00 | | -1,781.00 [ fis-auia01s
[T [Tuition Fee EECH 3,350.00 | [ 3,350.00 |R— 11-JUL-2013
[cat | |capitation Fee lotz1s | 2,250.00 | | 2,250.00 R f-iaoms
WEAF | [Full Fee waiver [o131a || | 2,000.00 [ -2,000.00 [ [e-wuzms
, , , , , , —

— From the Menu, select Record -> Insert to create a new transaction.

— Input detail code of either WAIF (Full Fee waiver) or WAIP (Part Fee waiver) as appropriate.

— Tab into the Description field and include the Waiver Reference (e.g. ENO001) in the Description
— Tabto the Term field and input the term code for which the waiver applies.

— Tab to the Payment field and input the waiver amount and save.
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APPLYING A DISCOUNT

Note: Alumni Waivers & Staff Discounts are not applied directly on a student’s account, but rather are set-up with an
exemption code which automatically triggers the discount on the account. The student is set-up against these exemption
codes at the point of record set-up or at the point of progression. The sections of ‘Staff and Alumni Registrations’ refer.

It is also possible to apply a discount directly on the student’s account in TSAAREV. For example International
Postgraduate students may be eligible for a 20% discount on their fees.

To apply a discount directly on TSAAREV, you need to:

—  Open the form — TSAAREV (Account Detail Review Form)

— Input the Student ID and then “next block’. All fee and liability transactions for all Terms will display.

—  From the Menu, select Record -> Insert to create a new transaction.

— Input detail code of DISC.

— Tab into the Description field and include the appropriate Discount Reference (e.g. Int. Loyalty PG Discount
20%) as the description.

— Tab to the Term field and input the term code for which the discount applies.

— Tab to the Payment field and input the discount amount and save.

Account Details

Detail Effective
Code Description Term Charge Payment Balance Source Date
- ) o _=
[rurr [Tution Fee eI 1,781.00 \ | A,.781.00 |R— 16JUL-2013
[rur [Tution Fee [o1zs | 3,35000 \ | 3,350.00 |R— 11-JUL-2013
[capt | [captation Fee poims || 225000 \ | 225000 R [11-e2013
[pisc [piscourt (Loyatty) 01314 || \ £00.00 | -600.00 B [15-0i2013
r r r r —

APPLYING LATE FEES & ADMINISTRATION CHARGES ON ACCOUNTS

The policy and guidelines governing the application of Late fees and Admin charges are covered under the Finance
Student Fee policies, published at the beginning of each Academic Year
(ref: http://intranet.dit.ie/finance/pols_proc.html).

APPLYING A LATE FEE / ADMIN CHARGE:

—  Open the Form — TSAAREV (Account Detail Review Form)

— Input the Student ID and then ‘next block’. All fee and liability transactions for all Terms will display.

— From the Menu, select Record -> Insert to create a new transaction

— Input detail code of LFEE (Late Fee) or ADCH (Administration Charge).

— Tab to the description field and enter a description which accurately reflects the reason for the fee / charge.
— Tabto Term field and enter correct term.

— Tab into the Charge field and input the fee amount (e.g. €60) and save.

Account Details

Detail Effective
Code Description Term Charge Payment Balance Source Date
M ] - 3
[ruir [Tuition Fee IEL 478100 | | -1.781.00 R feozos
[t [Tuition Fee FET 3,350.00 [ [ 3,350.00 R [r-oaoms
[capt [capitation Fes IE 225000 | | 250,00 |R— 19-0L-2013
= [Lste Fee EET £0.00 [ [ 50.00 @ [re-woaors

DISSERTATION FEE
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A dissertation fee can be applied to a student’s account, where no module fee already exists.
APPLYING A DISSERTATION FEE

— Open the Form — TSAAREV (Account Detail Review Form)

— Input the Student ID and then ‘next block’. All fee and liability transactions for all Terms will display.
— From the Menu, select Record -> Insert to create a new transaction

— Input detail code of DIST.

—  Tab to the Description field. You will notice the text ‘Dissertation Fee’ will default.

— Tabto Term field and enter relevant term.

— Tab into the Charge field and input the dissertation fee amount.

—  Save to commit changes.

J - JL-2013

3
B = = 3

Dissertation Fee L L E_lJ

STUDENT REFUNDS

REFUND

Where a refund is applicable and has been approved, the refund should be updated against the student record in Banner
and also processed in the respective financial system (i.e. Agresso for cheque refunds and Real Control for Credit/Debit
card refunds

To apply a refund in Banner:

— Open the Form — TSAAREV (Account Detail Review Form)

— Input the Student ID and then ‘next block’. All fee and liability transactions for all terms will display.

— From the Menu, select Record -> Insert to create a new transaction

— Input detail code of RFND (Refund Payment).

— Tabto the Description field and enter the refund reference number set by the faculty.

— Tabto Term field and enter correct term (note: this should always reflect the Term for which the refund
applies).

— Tab into the Payment field and input a ‘negative’ minus value followed by the refund amount (e.g. - €200) and
save.

Tuition Fee 1,781 1,781 J 16-JUL-2013

Tuition Fee 350, 350, _J 11-JUL-2013
Capitation Fee 250 250 J 11-JUL-2013
Credit/Debit Card Payment 0o, -3,000. _J 1 6-JUL-2013
Refund (Payment) -3,000. 0o, _J 1 6-JUL-2013

TRANSACTION ENTRY ERRORS
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If a transaction has been inserted on TSAAREV (Account Detail Review Form) in error, you should reverse this
transaction by adding a new transaction with the same Detail Code, Description (prefixed with reverse) & Term as the
error line and enter either a minus or plus payment/charge as appropriate.
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Examinations processing encompasses the sequence of activities ranging from the initial entry of student grades in EGB
right through to the rolling grades to Academic History and ultimately flagging students either for Progression (to the
next term) or Reassessment (to re-sit supplemental exams).

PREPARATION FOR ASSESSMENT MARKS ENTRY

DISABLING STUDENT PINS

In advance of opening EGB for assessment marks entry by lecturers, all student PINs are globally disabled by MIS
Office with a reason Code DPOS (Disable Pin Off Season). This prevents students from logging into Student Self
Service and viewing exam results before Exam Boards have ratified results. Colleges will be notified in advance of this
action.

The status of individual student PINs can be reviewed on GZTPIND. It is also possible to run a student PIN disabled
report from the Options menu. See section Student PINs for further information in relation to managing student PINs.

[,

0:3-APR-2013
11-JUL-2012

EGB - LOGGING IN AND ENTERING ASSESSMENT MARKS

When EGB is opened to lecturers for the purposes of entering grades, the lecture will logon using the EGB username
(Staff ID) and PIN.

If the lecturer is new to DIT and have never used EGB before, their default PIN will be their date of birth. Once logged
on, they will be prompted to enter a new PIN and a security question.

If the lecturer has used EGB before but cannot recall their PIN, then the users should be advised to use the ‘Forgot Pin’
functionality on the EGB logon screen in order to reset their own PIN. If the lecturer is unable to use the ‘Forgot Pin’
functionality (either because they have not yet set-up their security question OR if they can’t remember their security
question), then you can reset the lecturer’s PIN on GOATPAC. This will reset it to be the same as their user ID (i.e.
staff no.).

When lecturers log into EGB for entering Assessment marks, they select: Assessment =»Academic Year = CRN for
which they wish to enter marks.
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Lecturers must enter marks for all components of a given CRN. If marks are not entered for all components, then no
overall grade will be calculated. Thus no overall grade can be seen in Banner for the selected student(s).

The Lecturer also has the option in EGB to suggest an overall comment for students. This comment is entered against
the overall calculated grade and can be used to instruct students to repeat certain components. This comment will also

display on the class roster form SFASLST.

Course attributes

Selected Term : 2010/11 Academic Year (201011} - Full Term

Selected CRN : CONS3011 - 14724 - Construction Work-Rel Project - 0
Gradable Students: 52

Students eligible for assessment (component): 52

Component

Description Weight Grade Incomplete

Scale Marks
PROJECTS - Project Work 100/100 PERCENT 9

Component Marks and Grades

1(Brady)-50(Tew) 5L(Tinney)-52(Treacey) Change Number of displayed records

Overall Grade View
Component List
Component View

Record Student Student Status Mark Out Percent Grade Due Date Marker Current New

Number ID Name of Reason Reason

1 D07116202 dE Registered [sg 100 56 56 Jun 20, |Kegnaghan, Garrett +| Original |0E—Ongma\ Entry |
2011 Entry

2 D07115211 Se—— Registered [53 100 53 53 Jun 20, ICIar’ke, pater =] original IOE-Or\gma\ Entry =]
2011 Entry

3 D07115200 s Registered [72 100 72 72 1un 20, [Keenaghan, Garrett x| Original [0E-original Entry =l
2011 Entry

E DO0711454 2 — Registered [s5 " 100 &5 65 Jun 20, [Hayden, Ruair x| Original [0E-original Entry =]
2011 Entry

5 D10125075 I——— Registered 100 Jun 20,  [Hayden, Ruairi | [OE-original Entry =l
2011

[ D10125237 SE— Registered [g4 100 54 54 Jun 20, |Meeke\, Sonya =] Original IOE*Ong\na\ Entry |
2011 Entry

7 D06113773 Gl  Registered [45 100 45 45 Jun 20, [keenaghan, Garrett x| Original [0E-original Entry |
2011 Entry

8 DO7115167 S Registered [gg 100 86 86 Jun 20, |Clarke, Pater x| original |0E70r\gma\ Entry =]
2011 Entry

The list of comments available to lecturers in EGB is as follows:

R AURAL Repeat Aural

R ORAL Repeat Oral

RE Repeat Written Examination

RL40 Repeat all components less than 40%
RL50 Repeat all components less than 50%
RM Retake Module

TN Threshold not met
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SZPSTAF — AcADEMIC EGB LETTER

If a lecturer requires a printout of all CRNs/Module which are assigned to them in EGB, it is possible to generate a
letter detailing this from SZPSTAF.

emic PIM Distribution 5

Create CRM Letters

To use the form, simply select the Term Code and individual Staff ID. Then click on Create CRN Letters. Proceed on
the popup to confirm number or cancel and reselect criteria.

Note: You only need to check the ‘Reprint’ checkbox if the letter has already been generated for the term.

Memorandum

TO: Jack Murphy

DATE: 17-JUL-13

RE: Electronic Gradebook Academic Year 201314
Dear Jack

Your ID for Electronic Gradebook is:

ID: 123456

You can now use EGB to enter results. To use the system please go to
http://modularisation.dit.ie and click on the Staff tab. Should you identify any issues with
weightings, please email catalogue@dit.ie

You are attached to the following CRNs in Banner:

CRN Description Part of Term Campus
24155 Marketing Principles 1 AUN
24157 Accounting off site 1 0s0
24158 Accounting off site 1 0sI
24159  Accounting off site 1 0sD
20609 Digital & Graphical Comms 1 S1 BST
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ROLLING EXAM RESULTS

CLASS ROSTER - SFASLST

The Class Roster Form SFASLST displays the overall grades and comments for a particular cohort of students on a
given CRN.

Overall grades will only be viewable on this form assuming the lecturer has submitted marks for all components on that
CRN. The overall result will reflect the total grade based on combined component marks and weightings (as defined on
SHAGCOM (Gradable Component Definition Form)

To query students’ results on a given CRN, enter the Term and CRN in the key block and then ‘Next Block” in form.

Note: Assuming you are not yet in a position to roll students to Academic History at this point, you should ensure the
Roll indicator checkbox is not checked before you next block into the Form. The ‘Roll” indicator should only be checked
when you are happy that all updates including Grade entries and Comments are correct and you are satisfied to roll all
student grades on this CRN to Academic History.

[_IRoll

1| e

Rolled | Grade Comment | [v]

4a | [crosoere7 |

CRCEET S 0 T R IO B S
Rolled ©© Grade Comment | (7] o

From this form, you have the option to change the overall Final Grade. However, if you do decide to change to overall
Final Grade in SFASLST, the combined total of components based on weightings may differ to this manually altered
overall grade on SFASLST.

To change a Comment, simply highlight the relevant student record and either overtype with new comment code or
select comment from Grade Comments validation list (select from dropdown or F9 in Grade Comment field to view all
Comments). Comments with an asterisk pre-pended on description are no longer valid and should not be used (e.g.
*Submit Log Book by 15 August 2005).

Once all data all has been verified and validated, you will be in a position to roll student results to Academic History.
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SFASLST
To ‘roll” students results to Academic History from SFASLST, you do the following:

—  Enter the Term and CRN in the key block.

Note: roll-back to the key block if you are already in the form querying results.

—  Check the roll indicator.

— Next block into the form.

— Assuming you are happy that all updates have been made and the data has been verified and approved, you can
roll the students by selecting SAVE.

— You will now notice the roll indicator checked against all students with grades.

— At the bottom of the form you should see a message confirming roll was successful
‘Transaction Complete: _ records applied and saved’

Before leaving the form, you should return to the key-block and uncheck the roll indicator. This sets it to be unchecked
as default.

Once results have been rolled (the Rolled box is checked), then all queries and amendments should be managed on the
Academic History Forms.

SHROLL

SHRROLL is an alternative option to roll CRN grades, thus creating Academic history records for the students. This
process can be run for more than one CRN at a time. You can run for multiple CRNS by inserting a separate Course

Reference parameter for each CRN. Each time it runs, it will process any new final grades posted to student records

since the last time it was run for the CRN.

SHRROLL Grade Roll To Academic History

DATABASE

Start Rangs From Date

Start Range To Date

Part-of-Term Code

Course Reference Murmber

Lzer 10

Report Mode(f=280dit, U= Update)

Prirt Selection (&=21,E=Errar)

o
s
o
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The following Parameter values need to be entered on this Form:

— Term Code e.g. 201314

— Part-of-Term Code e.g. 1, S1, S2

— Course Reference Number: e.g. 9008

— User ID e.g. your banner user id

— Report Mode (A is audit mode and U is update mode. Running in Audit mode will not create academic history
records but will allow you view what records will be created when you run in update mode).

—  Print Selection = A (All)

— Grade Term can be left blank

— Roll Long Title Selection =N

Once all values have been correctly entered, next block to the Submission section. Check the ‘Save Parameter Set as’
box and then save the Form (F10).

Submission

¥ Sawe Parameter Set as

Select OK to the ‘Saving Current Parameter Values as User level defaults’ popup.

Following job completion, you will see a log file number. Note this down, as it can be used to confirm that the job ran
successfully. Go to Menu: Options -> Review Output [GJIREVO] and click on the preferred .lis file. The file will
display the CRN and students that have been rolled to academic.

If you wish to save this file output (or any other job submission file) to a local directory on your PC, simply select
Option -> Show Documents (Save and Print File) from the menu

Block Iterm Eecord Query

Show Document (Save and Print File)

Delete Output

You will then be prompted to save the file.

" General WebUtil File Extract GUQWUTL 8.4.2 (BANST1 7 X |

Data farfile sfrslst_125717 lis
Ready to Save.

( Save File ) ( Cloze ¥

Select ‘Save File’ and the file will be saved to your c:\temp folder on your pc. You will see another message prompt, to
which you select OK.

Note: You must have a folder called ‘temp” already set-up on the root directory of your C drive to save outputs from job
submission in Banner.
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ACADEMIC HISTORY - SHATCKN

After you have rolled students’ results, you can then review all grade result details for a particular student in the
Academic History form (SHATCKN).

When you access the SHATCKN form directly, select the student ID and Term, with “Validation Check’ set to
Schedule. “Next block’ to query all rolled CRNs for the student. You can scroll through the list of CRNs by using the
scrollbar beside the Course Detail section. You can also query a particular CRN using the F7 & F8 functions keys as
you would on any Banner form.

Course Detail

CRN: 6953 Subject: TFac (¥ Course: 1007 [*  |Fundamertals of Accourting ] -

Section: 0 Campus: CES [7 Repeat: [Mone) ~| System: Extension: _

Schedule Type: |U [7 Part of Term: 52 [7 Comment: |

[ ontinmnmg Education Units Co-op Education: [E Start/End Dates: | | -

Grades

Sequence Grade Credit Attempted Change Extension Incomplete Grade Grade

Number Grade WMode Hours Hours Reason Date Final Grade Date Comment User
== [ = M [

[ 1] & [P | 5000 | 5000 |0E | Original Entry | psuumzotz || [

| B | — | | | | 1.

[ N [N | [ | | | |

[ N [ | [ | | | | -

The Grades section will detail the students Overall Grade, for a selected CRN. You will also notice a ‘change reason’
and ‘grade comment’ (where applicable).

GRADE COMMENTS

If a Grade Comment was entered prior to the rolling of student’s grade to Academic History, this comment will be
visible. It is also possible to enter a Grade Comment (where none previously existed) or make an update to a Grade
Comment as preferred. This Grade Comment should reflect Exam Board decisions and is assigned to the overall CRN
result. It is generally used as an instruction to the student regarding what action is required (e.g. which components to
repeat).

To enter a Grade Comment, next block to Grades and either input relevant code in Grade Comment field or double click
and select from the list. Comments pre-pended with asterisk in description should no longer be used.

Grade Comment

Grade

Comment
-

Find| %

Al EAZ Submit Azsessments 1 & 2

AZ Submit Assessment 2

A Submit Assessment 3

AADR *Due to appeal application candidate deferred to re-submit

AADS *Due to appeal application candidate deferred to submit

AARR *Due to appeal application candidate referred to re-zubmit -
1T | b

(Ei? ' Ok iQanceI
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INSERTING NEW OVERALL GRADE

A new Overall Grade and Grade Change reason can also be inserted for the CRN. This can be done by selecting F6
(insert new record) when active in the Grades section of the form.

Simply insert the new Overall Grade as well as the Grade Mode and Credits for the CRN (attempted hours will
automatically populate). Input a Change Reason code and a Comment where appropriate. Then save using F10.

Grades

Sequence Grade Credit Attempted Change Extension Incomplete Grade Grade

Number OGrade Mode Hours Hours Reason Date Final Grade Date Comment User
5] [ - = i

[ 1] s0 [P | 10000 [ 10000 [oE | Original Entry | paunzotz || MLAMCASTE ~

[ B P [ 1000 10000 MB | Madule Board Deci | | [t7-L2013 | [RL4D Repeat all cormpor p

[ 0 B | [ | | | | | '

[ N [ | [ | | | | -

Note: As per update to Final Grade on Class Roster form SFASLST, any update to Overall Grade on SHATCKN
precedes the system calculated Overall Grade (which is based on component grades and weightings). Therefore, any
manually inserted Grade may differ to the system calculated ‘component weighted” Overall Grade. You should also
remember to carry forward any required Grade Comments on newly entered Grade Sequence, where applicable.

COMPONENTS

Component results can be reviewed by selecting Options -> Components after you’ve selected the student, term and
CRN you wish to query on SHATCKN.

Block Htem Record Query Tools H
Course Details, Grades and Levels
Course Instructars and Attributes

Components

EGE - Unroll from Academic History [SKAEGEC]

Each component is listed for the CRN with details of their latest Score, Weight and Change Reason.

2_9 Component Grades & CKMN (BANSTT)
Letter Change Must Calculated
Name Score Out of Percent Grade Weight Reason Pass Comments Summary
[=] [=] (=]
TS Continuous Assessment [ ess0 | toom0 | ess0 | B | 20| JoE =] | [component updater in £/ =
fARITEXAM  Wiritien Exam [ ass0 | to0o0 [ 4ss0) | 50| o0 JoE | [component uptiated in E
| | | | | | LR |
| | | | | | | |
| | | | | | L |
| | | | | | LR |
| | | | | | L |
| | | | | | L | <
Composite Marks Sub-Components: )
Percent Grade ) '
C nt History: E
= Calculated Summary.  [Best of = 0.Subsst of = 0Bath zero so Best of omponent History:  [B)
Final: ’W ,753 Change Reason: ’CA— ElCaIcuIated EGE { Return
Grade Comment: =]

Component History details the history of changes on the Component. Highlight the component for which you wish to

view history and click on the Component History button on the bottom right.

Page 309 of 351



BANNER OPERATIONAL USER GUIDE

& Component Grade History SHATCK

Component: COMT 255 Continuous Assessment

Sequence Change Letter Extension

Humber Reason Score Outof Percent Grade Date Marker User Input Date
ol OE  Original Entry | esso| o000 esso ) & | [Timoney, Nicola [pt7a2s [15mavamz |4
1 OE  Original Entry | [ o000 | | pimcr [14-hov-2011

The full history of changes on the component displays on the form. The lecturer ID displays as the User ID for marks
entered or updated in EGB as well as the Change Reason selected by the lecturer on EGB when making the marks
changes.

The list of Change Reason codes available to Lecturers in EGB for Assessment is:

OE Original Entry
IS Instructor Correction
DS Did not sit/submit

Once you’ve finished querying one component, click on the Return button (on bottom right) to return to the Component
Grades record and query another component.

While on Component Grades, click on the Return button below Component History to return to Course Maintenance
and select another CRN.

CHANGING COMPONENT MARKS IN ACADEMIC HISTORY

Component marks can be changed directly in Academic History. Select the student, term and CRN you wish to query
on SHATCKN Course Maintenance. From the menu go to Options -> Components. Click on the component you wish
to update and change the score. You must also select an appropriate change reason code. Save upon completion.

Letter Change Must Calculated
Hame Score Out of Percent Grade Weight Reason Pass Comments Summary
- - -
COMT ASS Continuous Assessment 5550 100.00 B5.50 BE 20 OE [ Component updated inE

WRIT EXAM  Written Exam 55.00 100.00 4930 a0 80 ME | Component updated in E

@ Acomponent recard has been changed. Do you want the

carresponding composite grade to he recalculated?

Selecting YES will trigger a re-calculation of the Overall mark and insert a new Overall Grade record on Academic
History based on the latest Component marks and weights on SHAGCOM.

Grades
Sequence Grade Credit Attempted Change
Humber Grade Mode Hours Hours Reason
& = = M
2 57 [p | 10000 | 10000 RH O Recalc SHATCKN

Selecting NO will NOT trigger a re-calculation of the Overall Mark. Component grades may have been changed but
there will be no change on the Overall Grade on Academic History.

The Calculated Summary popup on the Component provides more details of the activity on the component record. Click
on the Component you wish to query and double click in the Calculated Summary field.
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WRIT EXAM ‘Written Exam 55.00 100.00 55.00 55 80 MEB ] Component record char

ampanent recard changed in academic history (SHATCKM)
Recalculation of Cormposite [evel mark has been requested
Score Changed to 55. .
Grade scale PERCENT used to calculate Grade 55 Percentage 55. _
LaterResit Rules processing will not he applied.

( QK ”Qancel) (Search)

The Composite Marks box on the Component Grades record displays different information depending on the point in
time and how the data was input.

If you review the history behind the component, you should also expect to see the latest change with the highest
sequence number. Note also the INB user who made the component change directly in Academic History

@ Companent Grade History SHATCKN &5 4EGE
Component: WIT Exap  Written Exam
Sequence Change Letter Extension
Number Reason Score Out of Percent Grade Date Marker User Input Date
H ME  Module Board Decision | 5500 10000 ssoo 55 | [ [MoFLaMaGAN  [17-00L-2013
A OE  Original Entry | aos0| toooo| 4| 50| [coughian, Thomas N [p20798 [16-May 2012
1 OE  Original Entry [ [ 100,00 | | | [pimver [14-n0vv-2011

GRADE CHANGE REASON CODES

The grade record inserted from the initial grade roll to academic history (either from SFASLST or SHRROLL process)
will always have a change reason of OE (original entry).

The following are the Grade Change Reasons that are available to use when making amendments on SHATCKN
Academic History (for both Component and Overall Grades)

Al Attempt 1 for Module

A2 Attempt 2 for Module

A3 Attempt 3 for Module

A4 Attempt 4 for Module

AA Additional Mod Attempt Granted
CX Exclude Component

ER Office use data entry error

ES Data Entry pre 7.4 EGB upgrade
EX Exemption approved by Faculty
MB Module Board Decision

NS Did not Sit

PB Progression and Award Board
PE Panel of Enquiry Decision
RB Reconvened Board

SB Supplemental Board Decision

SN Did not Sit Supplemental
SR Supplemental Result

The following are the ‘system required” Grade Change Reasons. These Change Reasons will generate against grades
records as a result of component marks changes which trigger re-calculations automatically. These codes are not
available to you on the drop-down lists when making updates on academic history records.

CA Calculated EGB
CE Calculated EGB Acadhist
CH Calculated SHATCKN
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RR
SA
TP
ZG
RH

Shagcom Re-Calculated

Reroll

Shagcom Composite calculation
Temporary AH Final Grade
Zero calculated Mark/Grade
Recalc SHATCKN
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PUBLICATION OF EXAMINATION RESULTS

Once a student’s exam results have been rolled to Academic History, they may be able to view the result online.
However, students can only to log-on to SSB once their PIN has been re-enabled. Therefore, exam results are only
made available to students at the point in time when the examinations office re-enable student PINs.

RECONVENED BOARDS

In some instances, individual students may also have their PINs disabled by the Exams offices subject to reconvened
boards. This is managed by changing the individual student’s PIN on GZTPIND.

DPPE (Disabled PIN, Results Subject to Panel of Enquiry) is one such example.

RE-ENABLING STUDENT PINS

Assuming the Module / Progression Boards have concluded and all exam results have been ratified, student PINs can be
re-enabled from Form GZTPINE.

To re-enable student PINs from GTZPINE, enter the Term Code, Programme and Year. Then select ‘Re-enable Pins’.
Only those students who have a previously disabled PIN of DPOS (Disabled Pin Off Season) will have their PINs re-
enabled.

PINs disabled with any other reason code (e.g. DPPE - Disabled PIN, Results Subject to Panel of Enquiry) will remain
disabled.

7 Re-enable Ping GZTPIMNE 8.0 (BAMET1)

It is also possible to run an audit report to view which PINs have been re-enabled for a Programme & Year. This is
available from the Menu: Options -> Student PIN Re-enabled Report
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Student Re-enabled PINS Term Code - 201213

Report run on: July 17, 2013 3:06 PM Emgrm:Diges | e

1D Name Reason Date User
Di2123128  (lmhlidoniiudasih  RENP  Re-snabled PIN 11-APR-2013  NOFLANAGAN
C11383506  etememmeremmentenyion - RENP  Re-snabled PIN 05-APR-2013  NOFLANAGAN
C11318786  Raademaaalo RENP  Re-enabled PIN 05-APR-2013  NOFLANAGAN
C11413328  Aewsmiteul RENP  Re-enabled PIN 05-APR-2013  NOFLANAGAN
C11484042  mupiepemiiemest RENP  Re-enabled PIN 05-APR-2013  NOFLANAGAN
C11385571  Aeaaliaymiai RENP  Re-enabled PIN 05-APR-2013  NOFLANAGAN
COT050755  ueoseimys RENP  Re-enabled PIN 05-APR-2013  NOFLANAGAN
C11373086  Gpwinemitions RENP  Re-enabled PIN 05-APR-2013  NOFLANAGAN
C11426602  (lnmsmidad RENP  Re-enabled PIN 05-APR-2013  NOFLANAGAN
CTE1601  Smm——— RENP  Re-enabled PIN 05-APR-2013  NOFLANAGAN
C11423326  aasigaamasien RENP  Re-enabled PIN 05-APR-2013  NOFLANAGAN
CI727025  Gaintmidiahasin RENP  Re-enabled PIN 05-APR-2013  NOFLANAGAN
C11702865  Cmitamsisien RENP  Re-enabled PIN 05-APR-2013  NOFLANAGAN

SZPEMAL - EXAM RESULTS REMINDER

Once PINSs are re-enabled, a standard email is sent to students notifying them of exam results being available online
using SZPEMAL. The email also includes student’s logon details and PIN reminder.

User must select:
— Term Code
— Email Type (Exam Results PIN Email)
— Block Code
—  All Students or individual 1D

A checkbox is also available to re-send emails, where the reminders where previously sent.

79 Student Ema

Exam Resuts Pin Email &

Creste Emails

There is also an Email audit report available from the Options Menu.

MEOrINSIon Page 314 of 351
sSeruces



BANNER OPERATIONAL USER GUIDE

Term

201112
201112
201112
201112
201112
201112
201112
201112
201112
201112
201112
201112

Report run on:  July

Student ID
C11383526
D11125225
C11318786
C11413328
C11484042
C11385571
C09814329
C11373086
C11426602
C11761601
C11423328
C11727025

Email Generation Audit Trail

17, 2013 3:13 PM

Email Type Block Year Status Date Emailed User

ALLEXAM  DT366/1 1 RE 14/06/2012 SRYAN2
ALLEXAM  DT366/1 1 RE 14/06/2012 SRYANZ2
ALLEXAM  DT366/1 1 RE 14/06/2012 SRYANZ2
ALLEXAM  DT366/1 1 RE 14/06/2012 SRYAN2
ALLEXAM  DT366/1 1 RE 14/06/2012 SRYAN2
ALLEXAM  DT366/1 1 RE 14/06/2012 SRYANZ
ALLEXAM  DT366/M 1 XR 14/06/2012 SRYAN2
ALLEXAM  DT366/1 1 RE 14/06/2012 SRYAN2
ALLEXAM  DT366/1 1 RE 14/06/2012 SRYANZ2
ALLEXAM  DT366/1 1 RE 14/06/2012 SRYAN2
ALLEXAM  DT366/1 1 RE 14/06/2012 SRYAN2
ALLEXAM  DT366/1 1 RE 14/06/2012 SRYANZ2

FLAGGING STUDENTS FOR REASSESSMENT (SUPPLEMENTALS)

Students who have failed to meet the minimum threshold for passing a particular module must be flagged for re-

assessment.

To flag a student for re-assessment (supplemental) exams, you need to enter a new grade sequence on SHATCKN with

one of the following Grade Change Reasons:

— Al (Attempt 1 for Module)
- A2 (Attempt 2 for Module)
— A3 (Attempt 3 for Module)
— A4 (Attempt 4 for Module)

— AA (Additional Mod Attempt Granted)

When entering a new Grade Sequence, ensure the relevant Grade Comment is also added to ensure the student can still
view this comment / instruction on Student Self Service.

Grades
Sequence Grade Credit Attempted Change Extension Incomplete Grade Grade
Number Grade ode Hours Hours Reason Date Final Grade Date Comment

[ A [ =] [ [
[ 2] 3% [p | 1000 [ 10000 sz Atempt2formody | | [t3uunemz | [RF Referred SEVANE |~
[ 1] 3% [p [ 1000 [ 10000 [0 | Original Entry | | psunzmz || sscoTT
[ N [N | [ | | | | '
[ N [ | [ | | | | -
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PREPARATION FOR REASSESSMENT MARKS ENTRY

DISABLING STUDENT PINS FOR RE-ASSESSMENT

In preparing for opening of EGB for ‘supplemental’ marks entry, those students flagged for re-assessment must have
their PINs disabled. PINs should be disabled for each student individually on form GZTPIND with a reason Code of
DPOT (Disabled PIN, Other Reason).

17-JUL-2013
22-MAR-2014

You can also run the Student PIN Disabled Report to check which students have been disabled.

EGB LOGGING IN AND ENTERING RE-ASSESSMENT MARKS
When lecturers log into EGB for entering Re-Assessment marks, they select: Reassessment =»Academic Year =
CRN for which they wish to enter marks.

Only those students that were flagged for re-assessment in Academic History will appear in EGB. The lecturer will see
the last component mark entered as default. They simply overtype this mark with their new entry, select the appropriate
‘reason code’ (e.g. SR — Supplemental Result) and submit.

List of available Change Reason codes in EGB for Reassessment is as follows:

- SN Did not sit Supplemental
- SR Supplemental Result
- CX Exclude Component

Note: The CX (Exclude Component) reason code will exclude the component from inclusion in the overall calculated
grade. You need to confirm locally if this reason code is being used by your College.

Not all component marks have to be re-submitted (e.g. if a student only repeated one component, then the lecturer only
has to re-submit a new mark for that component).

The Lecturer does not select an overall comment for students (as they did for assessment marks entry).
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ACADEMIC HISTORY FOR REASSESSMENT— SHATCKN

Following the submission of component mark(s) in EGB for re-assessment, you will notice a new Grade Sequence
against the component in Academic History.

Each update of a component mark in EGB will also trigger a new Overall Grade sequence in Academic History. It will
display a Change Reason of CE (Calculated EGB AcadHist).

Grades

Seguence Grade Credit Attempted Change Extension Incomplete Grade Grade

NMumber Grade Mode Hours Hours Reason Date Final Grade Date Comment User
[z [=] [ = ;] ;]

[ 4] a0 [P [ t0ooo | 10000 [cE | Calculated EGE Ac | fto-sepomz || 301340

[ 5] 3% [p [ 10ooo | 10000 [ Attempt] formodu | | fto-seP2mz || DBRADY

Updates to student’s grades in Academic History can be made in the same manner as per original ‘assessment’ marks
entries. Following Supplemental Board decisions, a student’s grade can be updated at the component level or the overall
level. As per assessment, you should ensure the appropriate grade comment is entered (if necessary) and/or attempt
code is updated where student is to be flagged for further re-assessment.

Page 317 of 351



BANNER OPERATIONAL USER GUIDE

PUBLICATION OF RE-ASSESSMENT EXAMINATION RESULTS

Once a student’s reassessment exam results have ratified at the Supplemental Board, the results can be made available
to students online. This is dependent of the re-enabling of student PINs and confirmation of results by email

RE-ENABLING STUDENT PINS FOR PUBLICATION OF RE-ASSESSMENT
MARKS

GZTPIND should be used to re-enable each student’s PIN individually. Simply uncheck the ‘PIN Disabled’ checkbox
and save.

SUPPLEMENTAL RESULTS REMINDER

Once PINSs are re-enabled, a standard email is sent to students notifying them that supplemental exam results are
available online. Form SZPEMAL is used to generate this email which include student’s logon details and PIN
reminder.

User must select:

— Term Code

— Email Type (Supplemental Reminders)
— Block Code

—  All Students or individual 1D

78 Student Email Generation  SZPEMAL 8.0 {(BAMEL1}

Supplemertal Reminders =

DT3662

Creste Emails

Only students who have had component marks entered in EGB with a supplemental reason code are selected for this
email reminder.

There is also an Email audit report available from the Options Menu.

MEOrINSIon Page 318 of 351
sSeruces



BANNER OPERATIONAL USER GUIDE

UNROLLING A CRN

Unrolling students should only be used where a CRN should never have been rolled to academic history (namely, where
a student was incorrectly registered on a CRN). It should not be used where an incorrect grade was entered against a
student.

Unroll option can only be accessed from SHATCKN or SFASLST (via Options menu)

Block ltem Eecord Query Tools H
Course Details, Grades and Levels '
Additional Course Detail

Course Instructars and Attributes

Companents

Term: 201112 = 201N 2Acade_'_mi'c Year CRH: 7283 ¥ ACCT-20058-1

Unroll from Academic History
ID: M el Please confirm the un-roll of grades from Academic
History for the studer Seskmemekb—n’ 1 0709559 in
the Term 201112 and CREMN 7285

Unrall from Academic Histary

( Unrall " Cancel )

Select the Unroll from Academic History button.

A Warning Alert popup will display requesting confirmation of unroll based on Student Name, ID, Term and CRN.
Ensure details are correct before selecting Unroll to proceed.

If details are incorrect, select Cancel and a message will appear in the auto-hint line confirming that Unroll cancelled.

If details are correct, press Unroll and a message will appear in the auto-hint line to say Unroll from Academic History
completed.

The unrolled CRN no longer displays on the student’s academic history record (SHATCKN).

On the class roster form SFASLST, the student still displays for the unrolled CRN (because they are still registered on
it) with the rolled box unchecked.

The student will also still display on EGB (because they are still registered on the CRN) until you drop them from the
CRN on their registration record. See section ‘Dropping Modules from SFAREGS’ for further information on
performing this task. Once the student has a dropped status on the CRN (DD) they will no longer appear on EGB when
the lecturer logs on.

Note: In exceptional circumstances, you may be required to unroll ALL students on a CRN. This is done by simply
clearing out the student ID. Then select Unroll from Academic History.
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MISCELLANEOUS EXAM FORMS

SHACRSE - COURSE SUMMARY

This Form is used to query all the modules on an individual student’s Academic History record. Here, you can drill
down to detailed information by clicking the ‘Select’ button on the relevant record. This will open the Section
Dependent Course Maintenance Form (SHATCKN).

Acvanced Financial Reporting

Agfor Mgt and Cont & Dec Mak

Critical Analysis in Acc & Fin

Financial Econometrics

Corporate Finance

SSASECQ (SCHEDULE SECTION QUERY FORM)

This Form is used to query and display all CRNs currently in the system. You can also search for CRNs set up against a
specific Module (Subject and Course). Campus, maximum and actual enrolment figures are also displayed here.

" B B = =

e N T I
m = o

MEOrINSIon Page 320 of 351
sSeruces



BANNER OPERATIONAL USER GUIDE

SFAREGS (STUDENT COURSE REGISTRATION)

This Form can be useful to query a student’s enrolment status and/or to register students for course selections. You can
perform adds, drops, withdrawals on students’ registration records.

Students cannot be dropped from CRNs that have already been rolled to their academic history record.

CRNs that are dropped directly via the SFAREGS form will be noted by their DD status on the form. However, if the
student has dropped (DD) a CRN themselves via self service, the CRN will not be listed here.

SFASTCA (STUDENT COURSE REGISTRATION AUDIT)
This Form allows you to query registration transactions for individual students including final grades computed on
Electronic Grade Book (EGB).

CRNs which were automatically registered on student’s records as a result of Module Registration process (i.e. S0S
script) will display user DITMGR.

I e N = T T B T = T T

-
Re fenova | fenovam: Tlomwer fenovamzrazm |

Any CRNSs that the student has dropped will be recorded here with Course Status DD. CRN dropped by an admin user
in INB will display that user’s ID. If the CRN was dropped by the student in Self-Service, the user WWW_USER will
display.

el pos | Gwss fwowr | fow o ban s o[ omo [ omn [ ool foest

-
oo prmvao | fisnovarnz Tloons  aseravarzzmss o

A ‘Final Updated to” message added to the CRN row entry when an overall grade is calculated for results entered via
EGB (i.e. all components marks have been input and the system has calculated an overall grade based on component
weights set up on Gradable Component Definition form SHAGCOM).

m loms gewmee aw b | v e o wme | oo | oo e

Final updated to 46 N
RE | [15-NOV-2m2 15-NOV-2012 v fwwn_USER | [30-MAY-2013 12:06:26 !J
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EXAMS REPORTS

There are also numerous Exams reports available in Business Objects for querying and detailing students’ results,
progression decisions and award classifications. All reports are available in the Academic History category.

These reports can be categorised as follows:

—  Results
— Validation
— Transcripts

All reports are referenced with an R number. This is a legacy coding structure for referencing academic history reports.

Note also that there are 2 versions for each type of Results report. The reports have been designed this way in order to
reflect the following scenarios:

. Grades as entered by a Lecturer in EGB Assessment which have not yet been rolled to Academic History in
Banner

1. Grades that were rolled to Academic History in Banner. This may also reflect those grades as updated by a
Lecture in EGB Re-Assessment.

Therefore when choosing to run a particular Results report, users should cognisant of whether results have been rolled
to Academic History to ensure the correct version is run. All reports will retrieve the most up-to-date exams data. This
includes Supplemental results.

Note: Remember reports reflect a point-in-time accuracy of the Banner database. If results have changed in EGB or
Banner, reports should also be re-run to ensure you have the most up-to-date accurate list of results.
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RESULTS REPORTS

R50 - RESULTS SPREADSHEET BY PROGRAMME (LATEST MARKS WHETHER ROLLED OR
NOT ROLLED)

Module results for all students on a programme and year ordered by student name. Report displays the latest marks
whether rolled or not rolled. This is a combination of the R09 EGB Assessment and Class Roster and R09 Academic
History broadsheet reports.

R51 - INDIVIDUAL ACADEMIC HISTORY

Academic history results record for an individual student. The report displays the relevant academic year(s),
programme information, module grade records and associated progression decisions and/or award classifications.

REsSULTS — R0O1 EGB ASSESSMENT & CLASS ROSTER

Module Results listing by component and overall grade, ordered by student name. CRNs will not appear on this report if
they have been rolled to Academic History.

REsuLTS — RO1 AcCADEMIC HISTORY & EGB REASSESSMENT

Module Results listing by component and overall grade, ordered by student name. CRNs will only appear on this report
if they have been rolled to Academic History. To just select supplemental students choose the appropriate grade change
code from the list. To run for all students, select all grade change codes.

REsULTS — R02 EGB ASSESSMENT & CLASS ROSTER

Student Results listing by component and overall grade. CRNs will not appear on this report if they have been rolled to
Academic History.

REsuULTS — R02 ACADEMIC HISTORY & EGB REASSESSMENT

Student Results listing by component and overall grade. CRNs will only appear on this report if they have been rolled to
Academic History. To just select supplemental students choose the appropriate grade change code from the list. To run
for all students, select all grade change codes.

REsuLTS — RO7 EGB ASSESSMENT & CLASS ROSTER BROADSHEET BY PROGRAMME
AND YEAR

Module results for all students on a programme and year ordered by student ID. CRNs will not appear on this report if
they have been rolled to Academic History. Module results that are less than the value in the minimum pass parameter
field will be highlighted.

RESULTS — R0O7_S EGB ASSESSMENT & CLASS ROSTER BROADSHEET BY PROGRAMME
AND YEAR

Ordered by Semester version. Module results for all students on a programme and year ordered by student ID. CRNs
will not appear on this report if they have been rolled to Academic History. Module results that are less than the value in
the minimum pass parameter field will be highlighted.

REsuULTS — RO7 ACADEMIC HISTORY & EGB REASSESSMENT BROADSHEET BY
PROGRAMME AND YEAR

Module results for all students on a programme and year ordered by student ID. CRNs will only appear on this report if
they have been rolled to Academic History. Module results that are less than the value in the minimum pass parameter
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field will be highlighted. To just select supplemental students choose the appropriate grade change code from the list.
To run for all students, select all grade change codes.

RESULTS — RO7_S ACADEMIC HISTORY & EGB REASSESSMENT BROADSHEET BY
PROGRAMME AND YEAR

Ordered by Semester version. Module results for all students on a programme and year ordered by student ID. CRNs
will only appear on this report if they have been rolled to Academic History. Module results that are less than the value
in the minimum pass parameter field will be highlighted. To just select supplemental students choose the appropriate
grade change code from the list. To run for all students, select all grade change codes.

RESULTS - R0O9 EGB ASSESSMENT & CLASS ROSTER BROADSHEET BY PROGRAMME
AND YEAR

Module results for all students on a programme and year ordered by student ID. CRNs will not appear on this report if
they have been rolled to Academic History. Module results that are less than the value in the minimum pass parameter
field will be highlighted.

REsSULTS — RO9 ACADEMIC HISTORY BROADSHEET BY PROGRAMME AND YEAR

Module results and module grade comments for all students on a programme and year ordered by Student ID. To just
select supplemental students choose the appropriate grade change code from the list. To run for all students, select all
grade change codes.

RESULTS - R10 MODULE RESULTS AND PROGRAMME DECISION
Academic history module results ordered by student with overall progression/award classification decision.

TRANSCRIPT REPORTS
Note that there are 2 Transcript reports:

TRANSCRIPT - R24 STUDENT RESULTS NOTIFICATION (NON FINAL YEAR)

Transcript of student results for non final year students. At least one progression decision must be selected. Students
without any progression decisions will always display irrespective of decision(s) selected. To run for all students and all
grade change codes, simply leave the grade change code prompt blank. To just select supplemental students, choose the
appropriate grade change code from the list. Students with no home address will not appear.

TRANSCRIPT - R17 RESULTS NOTIFICATION FOR FINAL YEAR STUDENTS

Transcript of student results for final year students. Only students with an award classification will display. To run for
all students and all grade change codes, simply leave grade change code prompt blank. To just select supplemental
students, choose the appropriate grade change code from the list. Students with no home address will not appear.

VALIDATION REPORTS
Note that there are 8 Validation reports:

VALIDATION - RO5 STUDENTS WITHOUT MODULE RESULTS
List of students with no overall results calculated in EGB or the class roster.

VALIDATION - R18 GRADUATION LISTING
List of students and their overall award classification.

VALIDATION - R40 GRADE CHANGE CODES
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List of Grade Change Codes available for selection in Banner (INB) and Electronic Grade Book (SSB) both for
Assessment & Re-Assessment

VALIDATION - R41 GRADE COMMENT CODES
List of Grade Comment Codes available for selection in Banner (INB) and Electronic Grade Book (SSB).

VALIDATION - R42 STUDENTS CARRYING A MODULE
List of students with a CARY detail code transaction on their account.

VALIDATION - R43 STUDENTS REPEATING A MODULE
List of students with a RCRED Rate Code.

VALIDATION - R32 STUDENTS WITH INVALID ECTS CREDITS
List of students who have less than or greater than the number of ECTS credits specified in the credits prompt.

VALIDATION - R27 APPROVED MODULES

List of all modules against a programme and year, as per SZRPGMD. Includes module details (components,
weightings, lecturer etc) and confirmation of whether modules are authorised or not.

Note: The R32 & R27 reports are available from the General Student Reports category in Business Objects.

VALIDATION — R44 PROGRESSION BOARD DECISION WITH MODULE ACADEMIC
HISTORY RECORDS

This report displays the progression decisions recorded on the student progression maintenance form and details the
associated CRN grade records on academic history for the term and grade comments chosen. If the academic history
grade comment prompt is left blank, all the relevant students’ modules on academic history for the term will display.

INB REPORTS
There are also 2 exams reports available directly from Banner. These are as follows:

ExAM DOWNLOAD - SZREBRD

Results download for students based on Programme, Block Code or CRN.

Breakdown of results by component grade, component change code, overall grade, overall change code and overall
comment. Can be run for selected grade change codes (e.g. for selecting supplemental results only).

Two options available for running report:

EGB Assessment/ Class Roster

EGB Re-Assessment / Academic History

AWARD DowNLOAD — TZADNLD

Results download detailing the overall CRN grade(s) for each student on a given programme and year. Used to assist
the calculation an overall award for final year students.
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Progression is the process of advancing students from the previous stage of their programme to the next, following the
successful completion and passing of examinations. A Progression Board convenes to review and make a final decision
whether a student is entitled to Progress to the next Academic Year. Naturally, this is for all non final year students.

PROGRAMME PROGRESSION PATHWAYS

In order for progression to occur, programme progression pathways must be defined. These pathways are used to define
the Progression Paths and default grant funding codes for each Programme / Block in Banner.

1haintenance Form SZ;

CURRENT NEXT
Programme & P Programme

E‘ Block Class Term P Start Date Week End Date Week Lewel Duration ldode EI Block Class Term

bToo1 [pTon1a i o2z [ fswue2aiz i fauoneos o jue B [ oot [pToo1 2 o foas S
[Toot [prooz 2 oizms ([F [seeuceoiz o fawunens w0 fus 3 o [Too [pToo153 [ feorata

oo progte [ w2z [ sencomz [ fawunemz 0 o 5 [ oot [pTo0t ls | [orare

[Toot proows ¢ pozmz [ psevseorz i feuunzoz i jusl 5 o | | [

[pTonz [pTon2n [t ozt [ [oser2mz i firmeveots [0 o B o [pTooz [Tonze2 R fotza
[pToo2 procze p pmmz [ frseeamz [ famevaos i jus 5 o [pTon2 [pToo2ss B orsie
[pTon2 pracze [ w2z [ frsereorz i pamavaos 0 o 5 [ | | [
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[pToos proocss [ pmmz [ frseeamz [ famevaos i jus 5 o | | [

[pTons [proosern [t forzts [F fosereotz [ fiemevoors 00 jus [ o [pToose [provsez |2 | forsts
[pToo3a, proosez pmzmz [ frseramz [ pamevaos i us 5 o [pTo0aa, [proczes 5| fpoima
[pTonse [proczas 5 w2z [ frser2orz i pamavaos 0 fus 5 [ | | [

[pToos [oToo4n [ fpmzs [ [iosepemz 1 frmevems o Jus [5 o [oTons [pToo4r2 e
[pTons progse [z w2z [ frsereorz i pamavaos 0 o 5 [ [pToos [pTovass B [orare
[pToos procss [ pmmz [ frseramz [ amevaos i jus 5 o | | [

[pToos [prosssc 5 forzts [F firsereoiz [ fa-mevoors 00 us [ o | | [ F S
Current Programme |Pr0dud T

Description

Funding Category ’UD_ E‘ Standard

Funding Maintenance ,20_ [*] Non Aided

E.g. Progression Paths for DT001 from Term 201213 to 201314 with default grant funding codes

In advance of Term Roll & Progression activities each year, the Programme Progression Paths must be verified agreed.
Where necessary, updates are made to reflect a change to a progression path. Once completed, the Programme
Progression Roll Process is run which in effect roll the paths the following term. This is usually run as part of the
Banner Term Roll process.

Note: The Programme Progression Proof Listing report in Business Objects displays the full list of programme
progression paths on a given term.

STUDENT PROGRESSION RUN MODE 1

Also as part of the Progression & Term Roll, Run Mode 1 of the Student Progression is also run. This process populates
the Student Progression Maintenance Form (SZASPRF) with a list of students and their suggested progression path
from current term to next (as per agreed programme paths).

You can confirm each student’s progression path and make any changes as required.
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SZASPRF — STUDENT PROGRESSION MAINTENANCE FORM
To query students on this form, you need to enter the following parameters into the key block:

— Term Code (i.e. Term you are progressing FROM)
— Campus
—  Programme

When you have entered the parameters above, continue by choosing ‘next block’. All students registered with a status
of RE and XR for this programme will appear in alphabetical order.

¥

W Student Progession Maintenance Form SZASPRF 8.0 (BANSL1T)

Term Code : 201213 [ 7] 2012013 Academic Year
Campus : AN EI Aungier Street

Programme : |DT366 El Accounting & Finance

FProg. Progression Roll Roll Current Date Grade
Student Term Programme Block Classind Block Class Lewel Rolled PBED Grade Date
CIEEE ssiakamisssas | | | [ n | [oTaess B E N £
[c12760628  nimeesmbiaaie l2o1314 | |DT388 [pTsesr 2w [oTaeen hofus [ R [ fsunzors
[C11383625  cimbormmmmmmmitepmien fo1314 | [DT388 [pTaeess B[R [DTesse o fue pruoczors  p [ fzuunems
o —— | | | [ n | [oTaess o mE I
[D11125270 kinienmmiianasis | | | [ [ [oTaess o mE I
[D11126164 | ormmmemmem—— [201314 | [pTaes [Taser2 f2 | n | [orssen [ usl [ R M [fswunams
R e e— fo1314 | [DT388 [pTassr 2 [r [oTaesn [ Jus oo [ fsounaors
(12126085 piinkiathnimmisiane f2o1314 | [DT388 [pTassr 2w [oTaeen hofus [ R [ feunzors
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[C03030051  imimiamipetemmne | | | [ [ [oTaess Bofus [ R [ pruaes
[D11124440 | miwpemiainnien fo1314 | [pTa88 [pTaees B [r [DTasse o fue pruoczos p [ fmuunems
[C11315785 asmslemiiannnic fo1314 | [DT388 [pTssess B[R [oTaesn 2 Jus oo [ fsounaors |
[C12707688 e loo1314 | [DT388 pTsesr R [oTeeen i o pronemz  fp [ fiaaunams
P e ——— fo1314 | [DT388 [pTassr 2 [r [pTesen i Jue pruoceors  p [ fzuunems
12354285 cimmivein Po1314 | [DT388 [pTsssr 2 [r [oTaesn o Jue proeos [ fsounzors
[D07112581  omremin | | | [ [w [oTaess o mE N

Note: If students are retrospectively registered for the previous term after run mode 1 of the student progression job,
they will not automatically appear on SZASPRF.

To search for a given Programme Year, select F7 to clear the data. Now enter the preferred Year into the Class field
(e.g. 2) or Block Code into the Current Block field (e.g. DT212/2C). Then select F8 to query and view results.
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ENTERING A PBD (PROGRESSION BOARD DECISION)

Following a progression board, SZASPRF is used by the Exams offices in order to record a PBD (Progression Board
Decision) against each individual student record. The PBD entered against the student on this form will also appear on
the student’s results transcript.

There are a number of PBD options available to choose. By highlighting the PBD field and selecting F9, you can
display the list of options.

Progression Rules have been built into Banner according to the above PBD codes. Therefore based on the PBD
selected, the student will be automatically flagged with a Roll Indicator or Y or N, thus determining whether or not the
student is eligible for progression or not.

The Rules are as follows:

PBD PBD Description Roll Indicator
P Pass Y
CP Pass by Compensation Y
R Refer to Grade Comment N
RY Retake Year N
CG Permission to Progress Carrying Granted Y
RC Progression Not Allowed as Carry Not Passed N
PP Proceed to Project Y
PS Proceed within Stage Y
PY Proceed within Year N
PT Pass Practical Pass Theory Y
RT Pass Practical Repeat Theory Y
RP Pass Theory Repeat Practical Y
RR Repeat Theory Repeat Practical Y

Where a PBD decision is not entered on SZASPRF, it is also possible to manually update the Roll Indicator for a
student(s) directly with a Y or N. The overall process remains the same and students with a Roll Ind of Y will
eventually be rolled / progressed to the new Term.

CHANGING A STUDENT PROGRESSION PATH

It is also possible to manually change a student’s progression path on SZASPRF. For example, if you have confirmation
that a student is progressing to a different programme and year, you can manually update the student’s Programme
Progression, Roll Block and Class from the default entries.

You may also to perform such a change if you have confirmation that a student is repeating and thus is progressing back
into the same year of study and same block code. Simply update the Roll Block and Class accordingly.
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PERFORM STUDENT PROGRESSION

Once you are satisfied that the appropriate student records have been flagged for progression with a Roll Indicator of Y,
you are then in a position to proceed with running the progression job.

SZRSPRF STUDENT PROGRESSION — RUN MODE 2

SZRSPREF is used to run the Student Progression Roll. The process is known as Student Progression - Run Mode 2. It
can be run for an entire Campus, an individual Programme Code or an individual student.

Upon entering the form, select ‘next block’. This will bring you to the Printer control section. Enter DATABASE in the
printer field.

‘Next block’ again into the Parameter Values section of the form. Form here you must enter the following:

e Run Mode: 2
e Current Term (Term Progressing from)
e Campus Code:
e Level (leave blank)
e Program:
e Student ID (usually left blank unless running for an individual student)
Note: In the case of Student Appeals and/or Autumn Supplementals, you may also wish to run this Progression Roll for

an individual student. In this case, simply input the relevant Student number in the Student ID parameter.

alyy)

SZREPRF Studert Progression Rall

DATABASE

Fun Made

Current Term

o
%
|
||

‘Next block” against into the Submission section of the form. From here, you need to check the ‘Save Parameter Set’ as
checkbox. To proceed with running the progression job, simply select save or F10. You should now expect a message
prompt ‘Saving current parameter values as user level defaults’. Select OK to this message.

The job will now run. It should only take a few moments. Once this roll is preformed, a student record for the next term
will automatically be created. You will not be able to delete this once it has been completed.
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Every time a process like this is done, a unique job number is given. Upon completion of the progression job, you
should notice the Log & Lis file number at the bottom of the screen.

E.gl Lonfle: szrsprf 9130000 Listfile: sersprf 91300.1is |

Take a note of this number as it will be used to check the job output which verifies the successful completion of the
progression job.

To review the job output, select from the menu

Options — Review Output [GJIREVO]

Elock Itermm Bec
Select Printer Options
Enter Submission Options

¢ Output [SJIREW D]
Upload File [GUALIPLP]

You will then be brought into a new screen. From here you can select your recently run job output number by selecting
the drop-down beside the Number field.

Process: SZRSPRF ¥ Student Progression Rall Beginning Date Saved: E

MNumhber: hd File Mame: szrzprf 150574 log hd Lines: 9

Find|150574%

Mumber Output File Mame Time Saved
160674 ¢ f iz 13 10:01:46 AM
150574 szrspri_150574.logy 9 18-JUL-2013 10:01:46 A

Double click on the *.log file to confirm if job ran successfully. Double click on the *.lis file to confirm detail of
students successfully progressed.

If you wish to save this file output (or any other job submission file) to a local directory on your PC, simply select
Option -> Show Documents (Save and Print File) from the menu

Block lterm Record Query
Document § and Print File)
Delete Output

You will then be prompted to save the file.

"gH General WebUtil File Extr

Data farfile sfrslst_125717 lis
Ready to Save.

( Save File ) ( Close yi
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Select “Save File’ and the file will be saved to your c:\temp folder on your pc. You will see another message prompt,to
which you select OK.

Note: You must have a folder called ‘temp’ already set-up on the root directory of your C drive to save outputs from job
submission in Banner.

SZASPRF — CONFIRM STUDENTS PROGRESSED (ROLL INDICATOR OR R)
Following the completion of the Student Progression Run Mode 2 job, you should then return to SZASPRF to
confirm that students have rolled / progressed to the new academic Term.

Upon entering the form with the relevant parameters, you should immediately notice that those students who were
previously flagged with a Roll Indicator of Y will now be updated to R (Rolled). Those that were flagged with an N will
remain as N.

Prog.  Progression Roll Roll
Term  Programme Block ClassInd
[201314 | [oTom [pTo01.2 2 R
[201314 | [oTom [pTo01.2 5
— | B0
[201314 | [pTom [pTo01.2 5 R
o1z1a | [DTom [pTon12 2 [r
— | i
o1z1a | [DTom [pTon12 2 [r
oms | [pTom [pTo01 4 b
201314 | D701 [pTo01/2 |2_ |E
— 1 N O
o134 | [pmom [pToom 2 P
201314 | D701 [pTo01:3 |3_ |E
oms | [pTom [pTo01 4 b
o134 | [pTom [pTomt sz T
[zom14 | [DTom [pTout s B
o134 | [pTom [pToo 2 P
o114 | [pmoo [pTom 4 b

You can continue to update any student who still has an N to Y and re-run the progression job in order to roll these
remaining student records (e.g. repeat students flagged for progression at a later date).

However, once a student is already Rolled (i.e. Roll Indicator of R), this cannot be undone and you should not change
the Roll Indicator for these students.

Similarly, you should never manually update a Roll Indicator to R on this form. This will not roll students. They must
be flagged as Y and the progression job must then be run in order to progress students.

PROGRESSION BUSINESS OBJECTS REPORTS

There are two progression reports available in Business Objects to help support the progression process. Both are
located in the General Student Category. They are as follows:

—  Programme Progression Proof Listing
—  Student Progression Proof Listing
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MPRG - MANUAL PROGRESSION

It is also possible to manually progress a student in Banner without utilizing the automated progression jobs.

Part-time students can be manually progressed by means of the PRG2 QuickFlow. Staff and Alumni students can also
be progressed using STF2 and ALM2 QuickFlows respectively. Full-time students can be manually progressed by
means of the MPRG QuickFlow.

The sequence of forms on the MPRG QuickFlow is as follows:

SGASAD

SFAREGS

SGQDN
SZ@NT
TSEBAY
SFA\REGS

SGASADD - ADDITIONAL STUDENT INFORMATION FORM
The first form of the MPRG QuickFlow is SGASADD. This Form will enable you update the Student Attribute Code to
reflect the correct Year of Study.

Ensure the correct ‘1D’ and “Term’ is entered. The student ID will default from the previous screen. Your term should
reflect the term the student is progressing to. Select ‘next block’ twice to enter the ‘Student Attribute” section. You
should notice the old term and Attribute Code. You now need to update this to reflect the new attribute code for the
new term.

Select the Maintenance Icon. Choose Copy Student Attribute

& Option List

Cancel

Select OK to the following prompt.

WAarning alert

Changing Student Attribute values may impact
Registration Fee Assessment.,

CANCEL |
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You should now notice the old attribute code has been copied to the new term. You now need to remove this old
attribute code.

From the Menu, select Record -> Remove.

Que
Previous
Mext
Scrall Up
Scroll Down
Clear

Eemove
In=ert
Duplicate
Lock

Again, you will be prompted with the same previous ‘warning alert’. Select OK to proceed. Attribute Code should now
be blank. Now enter the correct “Year of Study’ for the new term and save changes. Attribute Code should be updated
for the new term.

Save changes and exit form.

SFAREGS - STUDENT COURSE REGISTRATION FORM

The next form is SFAREGS. Upon entering the form, ensure the relevant student ID and the correct term (i.e. Term
student is progressing to) is in the key block. Then select Next Block.

PROGRESS STUDENT’S CURRICULA TO NEW TERM ON SAME PROGRAMME

Firstly, you should navigate to the Curricula tab. You now need to manually progress the student’s registration record
to the new term. To do this you need to select the ‘Duplicate’ icon.
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This creates a copy of the existing curricula record for the new Term. Save changes when complete.

PROGRESS STUDENT’S CURRICULA TO NEW TERM ON DIFFERENT PROGRAMME

Where a student is progressing to a different Programme, you will need to replace the student’s curriculum with the new
Programme. You must therefore select the ‘Replace’ icon.

Curriculum

This copies the old curricula, makes it inactive and creates a new blank curriculum.
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You should then update the curriculum details relevant to the new Programme codes.

— Update the Catalog Term to reflect current Term (i.e. Term you are progressing to)
—  Ensure the Priority in set to 1.

—  Enter the new Program Code in the Program field.

—  Select ‘return’ and other Programme fields will default.

—  Save your changes.

UPDATE BLOCK CODE

Next, you should navigate to the Student Term tab. Update the Block Schedule field as appropriate for the new year of
Study.

Student Term Sty Fath) e E
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UPDATE STUDENT TYPE

Under the same tab (i.e. Student Term) you may also need to update the Student Type. If the student was previously a
new entrant (N) and is now being progressed the next term, then you must update the student type appropriately.
Students continuing or re-enrolling on a particular programme of study will have a student type corresponding to their
student level:

A — Apprentice

C - Continuing Education

D — Professional Development

U — Undergraduate

P — Postgraduate

R — Research

However, as part of our obligation to return student data to the HEA annually, it is now required that where applicable,
we also code students according to the criteria below. Therefore if Student Type is considered to be a ‘transfer’ or
‘repeat’ student, the student type should be updated as follows:

Student Type | Description

X Transfer-In from own institution

I Transfer-In from other higher education institution

B Repeat (Students repeating the same year of the same course for which they are primarily registered)

Select the drop down list beside Student Type field to view list of available options.
Note: You may also be required to update other fields on this tab if necessary (e.g. if the Rate Code is different for the
new Term)

You should now navigate to the Registration tab. Where programme modules have fees attached, you should also
ensure the student is registered on those modules before you process any payment.

Saving twice on SFAREGS will then trigger ‘Fee Assessment’. Exit the form to proceed with the QuickFlow. You will
return to SFAREGS later in the QuickFlow to register the student and to process any payment if required.

SGASTDN — GENERAL STUDENT

The next form in the QuickFlow is the General Student Form SGASTDN. Again, you need to ensure the term (i.e.
progression term) for the student is correct and then select ‘next block’ to enter/view information. This is the Student
Record. This first Block/Tab is the Learner Block. This is used to view student information such as student status and
student tab. All information such as Fee Assessment Rate, Student Type, Full/Part Indicator should already be there
having just progressed the student from the previous term.

The only thing you need to check on this form is to flag a student as exchange, distance, e-learning or visiting
occasional students, where applicable. If this does not apply to this particular student, simply exit the form.

Alternatively, if this was entered for a particular student on a previous term and no longer applies, ensure it is removed
for the current term record.
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ID: 012123482 ¥ Eloggs, Joe Student Summary ~ Term: 201314 ¥ e CorrentiActivel Corricila
Curricula Study Fath Activities Weteran Comments Academic and Graduation Status, Dual Degree  Miscellaneous
General Learner
New Term: 201314 ¥ 201314 Academic Year From Term: 201314 Find|%
Student Status: A ¥ Active (check SFAREGS) Cade | Description =
- Additional Information =
Student Type: U ¥ Undergraduate | Other incoming exchange
Residence: E ¥ European Union Site: 7 J Visiting OccldvA 2 Terms
Fee Assessment Rate: PART ¥ Parttime Session: ~ L E-Learning
Class: 1 1stYear Block: DT331/2L hd . Mormng .
i » : M In-Service Education
Student Centric Cycle: - Citizenship: o] Cutgaing Exchange
Full or Part Time: I Full Time ® part Time 'None Gl Fostgraduate Gualifier
5 ErasmusiSocrates Incaming Exch
Curricula Summary - Primary Student Type: Ri | ¥ Wisiting OcoilYA 1 Term L
Priority Term Program Catalog Level Campus Ci|Y Yigiting OcollYA Full Year -
1 201314 Bachelar of Business ! 201213 Undergraduate Aungier Street o) A s I L
End: Outcome Key: Admission Type: Direct Applicant Admissior ( Find cancel
Field of Study Summary
Priority Term Type Field of Stuchy Department Attached to Major B
1 201314 Major BES Management -

EXCHANGE, DISTANCE, E-LEARNING OR VISITING OCCASIONAL STUDENTS

If the student belongs to one of the options listed below, you will need to update accordingly on the Session field
(Additional Information section).

geé)s;;on Exchange / Non Standard Attendance / Mode of Study Category
S Exchange — Erasmus/ Socrates incoming exchange
[ Exchange — Other incoming exchange

0 Exchange — Outgoing Exchange

C Distance Education

L E-Learning

N In-Service Education

Q Postgraduate Qualifier

\Y Visiting Occasional/JYA 1 Term

J Visiting Occasional/JYA 2 Terms

Y Visiting Occasional/JY A Full Year

C Distance Education

L E-Learning

N In-Service Education

Save (F10) when complete.

SZASGNT — STUDENT GRANT MAINTENANCE FORM
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The next form is SZASGNT. This is where you enter the student grant details.

Ensure the Student ID and Term Code has defaulted correctly. Then “‘Next Block’. You will be prompted with the
following message:

\'j Setting Student Grant Defaults?

( QK " Cancel JI

This message infers the student will inherit the default Programme Grant codes. Select OK and the default funding
codes will populate the student’s grant record.

Make any updates as required (e.g. if student is eligible for grant funding, update the grant record to reflect this).

F10 to save changes. Exit the Form.

TSASPAY — STUDENT PAYMENT FORM

The next Form TSASPAY allows you to trigger the transfer of charges (i.e. liability for Fees) to the relevant Third Party
such as Dept. of Education or local awarding body. Ensure the key block details are correct (i.e. Term Code and Student
ID). Select Next Block. The following pop-up box will appear along with the various liability transfer transactions.
Click on the Return button.

Delinquency: 0.00 Financial aid: ~
Collection Date: 0.00 Authorized: kil
MNSF: i} 3,650.00 Memuos: 0o
Cashier Data
Detail [ Return rans Source - --- Cross Reference - - - - Effective Original Document
Code Description Paid Code Number Detail Category Date Charge Number
- -
TPPY Third Party Liability Transfe 900,00 [ 22 CAPT 28-APR-2009 [ =
DEsSP Dept Ed & Science Paymen £,950.00 L= 22 TUIT 25-APR-Z009 ]
L
L]
L]
[ -
(] »
Receipt Number: * Print Receipt? n
Balance Current Current Future Dated Future Dated Memo
Other Terms Term Charge Term Credit Amount Due Current Term Other Terms Balance
.00 3,850.00 -3,850.00 .00 .00 .00 .00

Note: Depending of what type of Grant the student has been set-up against, fees may be covered by the Dept. of
Education (Free Fees Scheme), an awarding body or both. In some instances the student may be liable for their own
fees (e.g. repeat students). The transfer of liability between students and Third Parties occurs daily in Banner as part of
an automated process. However, TSASPAY enables admin staff to trigger this liability transfer manually. Thus ensuring
student and third party accounts are up-to-date at a particular point in time.

You can now exit this Form.

SFAREGS - STUDENT COURSE REGISTRATION FORM
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On the final form, you are returned to SFAREGS. Ensure details are correct in the key block, and ‘next block’ into the
Form.

Save twice to trigger Fee Assessment and the payment options should now appear at the bottom of the form. Save the
registration record as EL (Eligible to Register). Following this, you can generate an ITR (Invitation to Register) for the
student so that the individual can register and pay fees online themselves.
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RECORDING THE AWARD CLASSIFICATION FOR A STUDENT

All graduates should have an Award Classification recorded in Banner.

SHADEGR — DEGREE AND OTHER FORMAL AWARDS
Once a Final Award has been agreed at the Board, the student’s award information is updated in Banner from
SHADEGR.

Enter the Student ID, Degree Sequence 1 and ‘next block’

? Degree and Other Farmal ;

1D: 011124652 F |m Degree Sequence: 1 F Graduation Holds: Override Hold: |— [7
|_\newiCrent/Active Cornicola

Leatner Qutcorme Curricula Dual Degree Honors Institutional Courses  Transfer Courses  Mon-Course Work  Colree Alnbutes

Learner Outcome Information

Outcome Status: EB Sought Graduation Information
Student Record Term: 201112 E Graduation Term: E Graduation Year: EI
Bulletin Academic Year: 2012 E Graduation Status: I_EI .
Degree Completion Term: E Graduation Date: @
Graduation Application Date: 31-JAN-2012 @ Fee: | Charge Fee " \Waive Fee  '® None Fee Term: EI
Calculate GPA @ Fee Detail: E L_Fee Cliarged
Apphy to Graduate: @ Fee Amount: Fee Date: U FeeiNaned
Authorize: |NSHORTT & No Foe
Curricula Summary - Primary
Priority Term Program Catalog Level Campus College Degree
’1_ 201112 BSC Accounting & Fing (201112 Undergraduate Aungier Street Duhblin Institute of Technol  Bachelar of Science (] :
Field of Study Summary
Priority Term Type Field of Study Department Attached to Major [E
’1_ 201112 Majar Accounting & Finance Accaunting and Finance =]
- |
- - G

Note: Degree Sequence is normally 1, assuming the student does not have more than one award. You should always
check the curricula summary to ensure you are querying the correct degree sequence for the correct programme. If not,
you should review the Degree Sequences from the key block and select the appropriate sequence relevant to the

Programme.

Assuming you have ‘next blocked’ to the Learner Outcome tab for the relevant curricula, you should see the Outcome
Status as SO (Sought).

If there is no record here (i.e. form is blank), you should go to the section on ‘Entering Degree information where SO
(Sought Record) does not exist’ and proceed from there.

Note: An SO degree award is automatically created against a student following the first grade roll for that student.
Therefore, the only reason an SO degree record will not exist is because the student has no academic history.
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Assuming the SO already exists and you have confirmed the curricula data is correct, you should navigate to the
Graduation Information section and update the following fields

— Graduation Term:Term of Final Year Registration (e.g. 201213)

— Graduation Year: Year of Graduation (e.g. 2012)
Note: This will default based on Graduation Term. However you can change this if required (e.g. where
graduation year is the following year)

—  Graduation Status: DS is the only option (For purpose of Diploma Supplement)

—  Graduation Date: Date Academic Council approved award.

Graduation Information

Graduation Term: 20213 B Graduation Year: 2013 EI

Graduation Status: 0= | ¥| Diploma Supplarment

Graduation Date: 01-aUG-2013 [

Fee: ' ChargeFee  WaiveFee ® None Fee Term: d|

Fee Detail: (=] CFep Charged
Fee Amount: Fee Date: Ere ATl

Authorize: |NSHORTT % No Fee

Now update the Outcome Status from SO to AW (Awarded). Save at this point.

Learner Qutcome Infermation

Outcome Status: sy || Awarded
Student Record Term:

Bulletin Academic Year:

Degree Completion Term:

Graduation Application Date: 3-an202 (]
Calculate GPA 'z
Apphy to Graduate: @

Finally, proceed to the Honours tab and input the relevant award classification (e.g. 2.1) under Institutional Honours —
you can see the list of Honors by double clicking in the code field.

Institutional Honars Code Yalidation (STYHONR) --0-
Learner Outcame Curricula Dual Degree Honars Institutional Courses  Trans
Departmental Honors :
Print on | coge Description
Code Description Transcrip # 1st . Honours
21 2nd Class Hons, Upper Division
L 22 2nd Class Hons, Lower Division
3 3rd Class Hons
] Distinction
e ——————————————————————— | L Merit, Lover DMS?U” ——
Institutional Honors gﬂu gﬂent, Upper Division
L . ass
Instrtutlor!al_Honors LM or_l FEC Fass by Compensation
Code Description Transcript .
= LM Unzpecified
2nd Class Hons, Upper Division % 4 — [ 5
Find Cancel
S
- 1
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The checkbox “Print on Transcript’ should also be checked ‘on’ under Honours tab. This checkbox will enable students
to view Award Classification on Student Self-Service. If this is not checked, students will not see their Award
Classification on Self-Service.

F10 to save changes.

The student’s award classification has been successfully created.

SHADEGR - ENTERING DEGREE INFORMATION WHERE SO (SOUGHT
RECORD) DOES NOT EXIST

Where a degree sequence does not exist for a programme (i.e. academic history has never been created for the student)
then the curricula / programme will need to be manually created.

Open the Degree and Other Formal Awards Form SHADEGR. Enter Student Number and Degree Sequence 1.
Next block into the Learner Outcome section of the form

Where degree sequence with a Sought (SO) record has not been created for a curricula / programme already, then
neither learner outcome nor curricula summary will display any information.

|
[
|

16-JUL-2013 ]

+

First, input Outcome Status of SO (sought) and student record term (e.g. 201213)

18-JUL-2013 EEH
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Then select the Curricula tab where you should input the relevant Program code.

Note: In the case of PG Research programmes, you must ensure you enter the campus first and then the Programme
Code.

Save changes at this point.

Next, go back to Learner Outcome tab. Note that the curricula summary will display the programme information you
input on the curricula tab

Navigate to the Graduation Information section and update the following fields:

—  Graduation Term:Term of Final Year Registration (e.g. 201213)

—  Graduation Year: Year of Graduation (e.g. 2012)
Note: This will default based on Graduation Term. However you can change this if required (e.g. where
graduation year is the following year)

—  Graduation Status: DS is the only option (For purpose of Diploma Supplement)

—  Graduation Date: Date Academic Council approved award.
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Go to the Outcome Status and change it to AW (Awarded)

Outcome Status: M | *| Awarded

Save changes
Go to Honors Tab. Enter “Institutional Honors’ code (i.e. award classification).

If you wish for the student to see their overall award classification on Student Self Service, you should ensure the *Print
on Transcript’ checkbox is checked ‘on’ under Honours tab. This checkbox will enable students to view Award
Classification on Student Self-Service.

Institutional Hano

Learner Qutcome Curricula Dual Degree Honars Institutional Courses  Trans
Departmental Honors :
Print on Description
Code Description Transcrip # ‘ . Honours
21 2nd Class Hons, Upper Division
L 22 2nd Class Hons, Lower Division
[ ] 3 3rd Class Hons
] Distinction
e ————————————————————————— | "L Merit, Lower Division ——
Institutional Honors gﬂu gﬂent, Upper Division
L . ass
Instrtutlor!al_Honors LM or_l FEC Fass by Compensation
Code Description Transcript .
- U Unspecified
2nd Class Hons, Upper Division w1 4 S [ 5
[ ]
Find Cancel
. S
- - 1

F10 to save changes.

The student’s award classification has been successfully created.
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HEA RETURNS & DATA QUALITY
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As well as supporting the core academic and administrative processes within DIT, the Banner Student System acts as a
data repository for all DIT student related information. This data is in turn is used to provide critical information to both
internal and external parties about DIT’s academic, administrative and financial status.

DIT is required to submit data to the HEA regarding its programmes, students and graduates. The data required and the
format in which it is returned is specified by the HEA. In order to satisfy HEA requirements, it is imperative that the
data held in the Banner Student system is accurate, absolute and consistent.

The Data Quality Monitor is an ongoing process within DIT to foster and ensure that certain guidelines and practices
are adhered to in ensuring the highest standard of data quality, which is correct and consistent with DIT business
process rules. The DQM offers a series of reports in Business Objects. These reports should be run by Registration
Services within a certain time frame each year, namely in preparation for HEA Student Statistical Returns. The outputs
of these reports provide each Faculty with an opportunity to correct invalid, missing or redundant data. However, it
must also be emphasised that data quality is something that every user of Banner should incorporate in everyday tasks
from Registration to Exam Board Processing. By incorporating a high level of Data Quality from each user, we are
avoiding the un-desired consequence of data, system and reporting errors.

DQM REPORTS

All DQM reports are available from the Data Quality category in Business Objects. The reports are divided into a
number of sections:

— Reference & Validation Reports
—  Summary Reports
— DQM/Error Reports

REFERENCE & VALIDATION REPORTS

Reference & Validation Reports have been developed to illustrate a high-level view of Programme data in Banner. They
also detail those programmes which are included and excluded from HEA returns. The list of reports is as follows:

— Active Programme Listing
— HEA Programme Type Definitions
—  Programmes excluded from HEA Returns

SUMMARY REPORTS

Summary reports can be run off data in Banner based on either “‘provisional’ or ‘final’ HEA returns. It is therefore
effectively a snapshot of summary data at a point in time contiguous with HEA reporting timeframes and deadlines.
Normally, provisional returns occur around November and final census returns around February / March.

The HEA Summary reports will specify summary ‘counts’ of Students, New Entrants and Graduates. The criteria that
these counts are based on are as follows:
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—  Programme

— Gender & Programme Type

— Gender & ISCED code

— Gender & Age

— Gender & County
— Gender & Domiciliary

— Gender & Nationality

— Gender & Postal Code
— Gender & Residency Type

AGE Male Female Total
17 and under 51 38 89
18 551 374 925
19 1297 8a7 2194
20 1313 886 2199
21 1424 930 2354
22 1373 743 2116
23 1225 493 1718
24 888 311 1199
25-29 2092 920 3012
30 and over 2224 1104 3328
Sum: 12438 6696 19134

E.g. Summary Report of Students by Gender & Age

DQM/ERROR REPORTS

BANNER OPERATIONAL USER GUIDE

DQM Error Reports utilise a process whereby a wide spectrum of data inaccuracies are isolated, tracked and stored in a
temporary table. This extraction process occurs in the form of a batch job which runs daily.

In supporting this extraction process, a number of DQM error reports have been developed. These have been designed

specifically to extract user-specified data errors from this temporary DQM table.

Users should therefore be aware of timing in relation to this DQM extraction process. If a user runs a DQM report on a
given day and makes changes to amend the reported errors on the same day, the errors will only drop off the relevant
DQM error report(s) the following day. This is because the DQM extraction process only occurs once a day via a

nightly batch job.

The full list of reports is as follows:

— DQM - Data Error Codes & Descriptions
— DQM - Exams Data Errors Detail
— DQM - Student Data Errors Summary (by Programme)

— DQM - Student Data Errors Summary (by Campus)

— DQM - Student Data Errors Detail (by Programme)
— DQM - Student Data Errors Detail (by Campus)

Q- imaik

I
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APPENDIX — REGISTRATION CODES &
THEIR MEANINGS
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EL - ELIGIBLE TO REGISTER

Students have accepted a place on a DIT programme but have not yet formally registered.

Students have were registered last year and have successfully progressed to the next stage of their programme
are EL again in advance of the new term registration process.

With the exception of international students, all EL students will receive an ‘Invitation to Register’ letter/email
requesting them to register online and pay their registration fee.

RE - REGISTERED

Students are currently attending a DIT programme.

Students are generally coded as RE when they complete the online process of programme web registration.
They must pay at least 50% of their registration fee to register for the coming academic term.

International Students are manually coded as RE when it is confirmed they are attending their respective
programmes and have paid their international registration fee.

Students are included on all standard reports and are counted for statistical analysis.

XR — EXTERNAL REPEAT

Students who are repeating one of more components of the module but do not attend DIT classes for that
particular module.

The student is not studying other than the modules he/she is externally repeating for that Academic Year.
External Repeats should have an active registrations record for the term and are counted for statistical purposes
They are not entitled to the normal privileges of an RE student such as a DIT student email account, AD
account or access to the Self-Service and Programme Registration systems.

OA — OFFSITE ATTENDANCE

Students who are registered in DIT but who are studying part of their course for the term offsite in another
campus, usually in an international capacity.
OA students should have an active registrations record for the term and are counted for statistical purposes.

PN - PERSON NOT ATTENDING

Registrations has proof of non-attendance on file (one of the following):
Letter/Email from student confirming non-attendance

Record of phone call from student confirming non-attendance

Noted on class listing as “not attending” — verified by course tutor

DD - DECEASED

Enrolment Status updated to reflect student status as ‘Deceased’.

CRNs (not already rolled to Academic History) should be dropped from registrations record.
The deceased Indicator and date on Banner (SPAIDEN) must also be set.

Students are not included on any reports.

DE - DUPLICATE ENTRY

A student record can be categorised “DE” where more than one record has been set up for a student in error.

O
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DI - DEFERRED INACTIVE
—  Students who are granted a deferral on or before 31st October — Registrations will have documentation on file,
verifying date of deferral.
—  Students are not counted for statistical purposes.
— No fee will be claimed from DOES.

DA DEFERRED ACTIVE
—  Students who are granted a deferral between 1st November and 31st January — Registrations will have
documentation on file, verifying date of deferral.
— 50% fees may be claimed from the DOES in respect of a “Standard” student. This may have implications for
fees if the student returns to 3rd level education in a subsequent session.

DS - DEFERRED END OF SESSION

—  Students who are granted a deferral from 1st February onwards

— Registrations will have documentation on file, verifying date of deferral.

— 100% of fees may be claimed from the DOES in respect of a “Standard” student. This may have implications
for fees if the student returns to 3rd level education in a subsequent session.

WI - WITHDRAWN INACTIVE

— Registered students who withdraw from the programme on or before 31st October

— Registrations will have documentation on file, verifying date of withdrawal.

— Students are not counted for statistical purposes.

— Students are regarded as never having attended the programme for fee purposes — no fee will be claimed from
DOES.

WA - WITHDRAWN ACTIVE
— Registered students who leave DIT between 1st November and 31st January — Registrations will have
documentation on file, verifying date of withdrawal.
— 50% of fees may be claimed from the DOES in respect of a “Standard” student. This may have implications
for fees if the student returns to 3rd level education in a subsequent session.

WS - WITHDRAWN END OF SESSION
— Registered students who leave DIT from 1st February onwards — Registrations will have documentation on
file, verifying date of withdrawal.
— 100% tuition fees may be claimed from the DOES in respect of a “Standard” student. This may have
implications for fees if the student returns to 3rd level education in a subsequent session.
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