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Please turn off or set all cell phones/pagers to 
vibrate. 

If you must leave this session early, please sit at 
the back of the room and do so quietly. 

Please avoid side conversations during  
this session. 



 Basic Banner Data Entry 
 USG by the Numbers (USG123) 
 ADM Data Element Dictionary (DED) 
 ADM Translations 
 Data Entry for Reporting 
 Example 
 



 Course and student data 
 Build courses and sections 
 Admit and register students 
 Grade courses and maintain academic history 
 Perform accounts receivable and financial aid 

transactions 
 Accurate data entry is vital for accurate data 

reporting 
 Stay up-to-date 
 Update institutional data entry instructions 
 Distribute to campus staff 

 



 Baseline Banner instructions 
 Ellucian 

 Computer Based Training (CBT) 
 https://udca.sungardhe.com  







 Georgia Enhancements 
 GeorgiaBEST 

 Georgia specific functionality 
 Georgia Requirements form (ZOAGARP) 
▪ CPC, Regents’ Test, Legislative Requirements, Overlay 

Requirements, Learning Support 

 High School Detail Information form (ZOAHSCD) 
▪ Georgia Testing ID (GTID) 

 Georgia GPAs form (ZHATERM) 
▪ Regents’ GPA, HOPE GPA 

 
 



 Functional documentation  
http://www.usg.edu/georgia_best/banner/userdocs/ 

 



 Documentation index 
http://www.usg.edu/georgia_best/banner/user_doc_index 

 



 Workbook and release specific test plan 
http://www.usg.edu/georgia_best/banner/ga_enhancements 

 



 Release review slides 
http://www.usg.edu/georgia_best/training/georgiabest_etrai
ning#monthlyreview 



 Major upgrade test plan (updated quarterly) 
http://www.usg.edu/georgia_best/banner/major_upgrade_testplan 

  Items Requiring One-time Setup 
 Set Up Financial Aid (once a year—February-

May) 
 Set Up Term 
 Recruit Student 
 Tape Loads 
 Create General Person Data 
 Admissions 
 Self-Service for Students—Admission 

Application 
 Assign Housing/Meals/Phone 
 Financial Aid Applicant Processing 
 General Student Data 
 Establish Holds 
 Create Direct Deposit Subscription Records 
 Registration 

 Create Direct Debit Subscription Records 
 Write Receipts 
 Process Student Health Insurance 
 Load College Work Study Payroll Data 
 HOPE Invoicing 
 End of Day Processing 
 Auditing Tool Kit 
 Student and Exchange Visitor Information 

System (SEVIS) 
 Mid-term Processing 
 Academic Transcripts 
 End-of-Term Processing 
 Once-a-Year Items 
 Banner Web Tailor, Student, General, Faculty, 

and Advisor Self-Service 



 Business processes 
http://www.usg.edu/georgia_best/business_processes 

 



 USG by the Numbers 
https://app.usg.edu/portal/page/portal/USG123_10G 

 
 



 Business practices related to specific reporting 
data entry needs 

• Contain translation values 
used by the ADM 

• Business practices cross-
posted to the GeorgiaBEST 
website 
 
 



 Lists specific data elements collected for 
reporting purposes and valid Regents’ values 

 Data edits – important information for data 
entry staff 
 If Admit Type is TR, TL, TP, or NT, Prior College 

cannot be null. 
 Citizenship Status Code must be C if Country of 

Citizenship = US. 
 



 Banner form, field and table location for data 
entry 

 Translate institutional values to standard 
Regents’ values  
 EDI Cross-Reference Rules form (SOAXREF) 
 Crosswalk Validation form (GTVSDAX) 
 
 



 Find field name using Dynamic Help Query 
 

Place cursor in field, then 
select Dynamic Help Query 
from the Help menu 



 EDI Cross-Reference Rules form (SOAXREF) 
 Over 30 labels to translate 

 
 
 

Institutional Value Regents’ Value 



 RGTCHRT 
 RGTADMT 
 RGTADPL 
 RGTCLAS 
 RGTCPC 
 RGTCNTY 
 RGTRSTS 
 RGTDETC 
 RGTDEGC 
 RGTTERM 
 RGTDPLM 
 RGTMAJR 

 RGTLS 
 RGTCIPE 
 RGTRACE 
 RGTETHC 
 RGTRGT 
 RGTATTS 
 RGTESTS 
 RGTSLVL 
 RGTSTYP 
 RGTTTYP 
 RGTPURP 
 RGTTEST 

 RGTGMOD 
 RGTATTR 
 RGTSSCD 
 RGTBLDG 
 RGTINSM 
 RGTNFIR 
 RGTSITE 
 RGTSSTS 
 RGTSCHD 
 RGTADDR* 
 RGTMADD* 
     (*GTVSDAX) 



 Reminder:  
 Accurate data entry is vital for accurate data reporting 
 Update institutional data entry instructions 
 Distribute to campus staff 

 Communication necessary 
 Who is responsible for submitting ADM data? 
 Who enters data that is collected by the ADM? 
 Is all required data entry completed? 
 Have all required processes been run successfully? 
 
 



 Which institutional offices use these forms? 
 
 SPAIDEN 
 SPAPERS 
 SOATEST 
 SAAADMS 
 SGASTDN 
 SOAHSCH 
 ZOAHSCD 
 SSASECT 
 ZSASECT 

 SHATRNS 
 ZOAGARP 
 ZOARESI 
 SFAREGS 
 SCACRSE 
 SHADEGR 
 TSAAREV 
 SOAPCOL 
 ZHAHOPE 



Business practice located at 
http://www.usg.edu/georgia_best/busproc_docs/
Race_and_Ethnicity_BP_UserDoc.pdf 



Translate CPC and Regents’ Test status  values on 
SOAXREF > RGTCPC and RGTRGT 



User documentation located at 
http://www.usg.edu/georgia_best/user_docs/gamo
d8_0_HighSchoolGTID_userdoc_FINAL.pdf 

Translate diploma type values on 
SOAXREF > RGTDPLM 

Translate non-standard FICE codes on 
FICE and High School Code Translation 
System web site 



Translate schedule type, section 
status values on SOAXREF > 
RGTDPLM, RGTSSTS 



Term and cumulative hours, quality 
points, and GPAs 



 Schedule form (ZSASECT) 
 Instructional Method field = Instructional Delivery 

Code  
 Delivery Technology tab = Course Section 

Technology 
 



 Data entry responsibility (ZSASECT, 
SSASECT, SSADETL) 

 Update  and share data entry instructions 
 Data entry deadline awareness 

 
 Accurate data entry is vital for accurate data 

reporting 
  















 Don’t forget to Search 



 
 
 
 
 
 
 
 
http://www.usg.edu/georgia_best/change_requests/change_request_submit 

http://www.usg.edu/georgia_best/change_requests/change_request_submit
http://www.usg.edu/georgia_best/change_requests/change_request_submit


 Be sure to stop by Ellucian's Vendor Room for 
additional sessions. 
▪ Course Signals Product Demo, Thursday, 

September 20th 10:20-10:40 am 
▪ Recruiter Product Demo, Thursday, September 

20th 2:50-3:10 pm 
 
 
 
 

http://www.usg.edu/georgia_best/change_requests/change_request_submit




 Remember: All USG GeorgiaBEST customers 
have access to Ellucian’s Digital Campus 
Academy. 

 Access baseline training on your own 
schedule 

 Contact the ITS helpdesk 
(helpdesk@usg.edu) for access information 

 

mailto:helpdesk@usg.edu


 To create a new or update an existing production 
down, business interrupting (emergency) support 
request, call the ITS Helpdesk immediately 
 706-583-2001 
 1-888-875-3697 (toll free in Georgia) 

 For anything else, contact the ITS helpdesk at 
 http://www.usg.edu/customer_services (self-service 

support request) or 
 E-mail at helpdesk@usg.edu 
 

NOTE: Self-Service requires login using a user ID and access code. Contact the ITS 
Helpdesk at helpdesk@usg.edu to obtain self-service login credentials. 

http://www.usg.edu/customer_services
mailto:helpdesk@usg.edu
mailto:helpdesk@usg.edu
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