Registration Term Set-Up Checklist
Business Office Set-Up 
Fee Assessment Set-up

SFARGFE 

Open ITS change request to roll current term SFARGFE values into the coming term.

Modify amounts as necessary.

Calculate and load refund percentages in SFAESTS.

Open ITS change request to set up cron jobs to run TGRFEED overnight during the Registration period, and to run SFRFASM hourly when fee payment is available. 
Web Fee Payment

WFEE104 (Web credit card transaction control form)
Click on “Enable” for start web fee payment.
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Registrar Set-Up

Term Pins

Set Term Pins for next term using WREG051

Send out Campus Pipeline reminder about priority registration.
Permissions

Setup SFAROVR (Registration permit-overrides control form)
This is a term based form and must be set-up for each term, but a former term will have all the details.
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Overall Registration 

SFAESTS  (Enrollment status control form)

Enter all the enrollment statuses with the start and end date for the term.   EL must be set up with a start date to incorporate the earliest registration (usually honors program)
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SFARSTS (Course Registration Status Form) 

After SOATERM is setup SFARSTS must be setup.

 Note: Web Drop and Web Registered have to be setup for Elroy
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Student Records Set-Up
Overall Registration

SOATERM (Term control form)
Setup term and part of term

Note: do not check the time status calculation

ELROY Registration (Self-Service for Students)
SOATERM (continued)

Setup Web Registration Dates (2nd screen)

This will allow access to schedule information for the term

Setup Web Controls
Click on Process Web Controls - to get Controls screen.  

Check items that students/faculty should be able to use.
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ELROY Setup (Self Service for Students)
SFARGTC - This will set up time controls for the students.  If Elroy is to be accessed without registration available, then SOATERM is to be set up without SFARCTL setup during that time. Set-up the registration management control records for:

Priority Registration

Orientation (if students are using Elroy)

Registration

Astro Setup (Voice Response)
Third Party Electronic Control Rules Form (GORTCTL)

Use this form to define controls for Registration, Billing and Grade Reporting.  Other products may also be controlled by this form in future SCT Banner releases.

You can set up these kinds of controls on GORTCTL:

Terms and/or aid years -  For example, you can control when registration or grade information is available through Voice Response.

Miscellaneous values -  For example, Voice Response requires certain message numbers to be spoken for certain functions. Each Admissions, Billing, Financial Aid, Grade Reporting, and Registration term or year has at least one control. Use the scroll bar to scroll through the controls.

GROUP : REGISTRATION

FUNCTION : REG_ADD_DATES : 

set Term/Year to correct term code

set begin and end dates FUNCTION : REG_DROP_DATES : 

set Term/Year to correct term code

set begin and end dates FUNCTION : REG_TERMS : 

set Term/Year to correct term code

set begin and end dates. these dates should 

encompass the date range for grade reporting as well

set Year 1 to the correct year for the registering term

set Value 2 and Value 4 to correct phrase code

Spring : Value 2 = 1125, Value 4 = 1006

Summer : Value 2 = 1926, Value 4 = 1007

Fall   : Value 2 = 1123, Value 4 = 1004

FUNCTION : REG_RSTS_DROP : 

set Term/Year to correct term code

set begin and end dates

GROUP : BILLING

FUNCTION : BIL_DEADLN_DATES : 

set Term/Year to correct term code

set begin and end dates

set Year 1 to the correct year for the billing term

set Value 2 and Value 4 to correct phrase code

Spring : Value 2 = 1125, Value 4 = 1006

Summer : Value 2 = 1926, Value 4 = 1007

Fall   : Value 2 = 1123, Value 4 = 1004

FUNCTION : BIL_TERMS : 

set Term/Year to correct term code

set begin and end dates

set Year 1 to the correct year for the billing term

set Value 2 and Value 4 to correct phrase code

Spring : Value 2 = 1125, Value 4 = 1006

Summer : Value 2 = 1926, Value 4 = 1007

Fall   : Value 2 = 1123, Value 4 = 1004

GROUP: GRADE REPORTING

FUNCTION : GRD_TERMS : 

set Term/Year to correct term code for grading period

set begin and end dates for grade availability

set Year 1 to the correct year for the grading term

set Value 2 and Value 4 to correct phrase code

Spring : Value 2 = 1125, Value 4 = 1006

Summer : Value 2 = 1926, Value 4 = 1007

Fall   : Value 2 = 1123, Value 4 = 1004

The “Active” Check box indicates whether the control is active (checked) or inactive (unchecked).   Multiple records can exist as long as they are for different terms or tagged as inactive.

Unwanted records can be removed.  Care should be taken not to remove records unless it is necessary.  Inactivating a record effectively takes it out of play.  

The “System Required” Check box indicates whether the Banner system requires the control.  (Once this box is checked, it cannot be changed or deleted.)

Financial Aid Set-Up
The following procedures apply during Priority Registration or Regular Registration.

Review the financial aid information published in the Schedule 

Booklet and on the Web for accuracy.

Timeline – Four weeks prior to registration or by the deadline established by the Registrar’s Office.

Establish the disbursement schedule

Timeline – Two weeks prior to registration

1.
Determine the dates and times that disbursement must run.

2.
Schedule the disbursement routine for the specific aid year and term via CronJob by opening a change request with ITS.

3.
On the first scheduled date and time, review the CronJob, in Banjobs, 
to ensure that it’s actually running for the correct aid year and term.

Update and print the disbursement schedule flier

Timeline – Two weeks prior to registration

1.
Update the disbursement schedule Word document.

2.
Print an ample supply of fliers for registration.

3.
Disseminate the fliers to the appropriate departments.

Unlock the HOPE Books Fund in Banner

Timeline – One day prior to the first day of Bookstore charges

1.
In Banner, go to the RFRMGMT Table

2.
Enter the HOPE Books fund code (ZHPBK)

Financial Aid Registration Procedures
3.
Control + page down to the 4th page

4.
Unlock the appropriate term by clicking in the “term lock” field and “Save.”

5.
Remove the appropriate term by clicking in the “term field”, select “Record”, “Remove”, 
and “Save.”

6.
Run the disbursement process for the next term to actually “authorize” the HOPE Books.
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