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BANNER

BANNER is the integrated software system purchased from SunGard Higher Education to replace certain components of the non-integrated systems currently in use at all Tennessee Board of Regents institutions.

BANNER offers the institutions an increase in the quantity and quality of information that can be maintained as well as increased accessibility to that information, enhanced data security, and compatibility across functional areas of responsibility.

Within BANNER there are separate modules for different functional areas.  TBR has purchased the Finance, Human Resources, Financial Aid, Student, and Advancement modules.  Integration is achieved via a general module that ties the functional modules together.  A person’s ID number, name, address, and basic demographic information are housed within the general module and shared by the other modules.  The data itself is stored in tables residing in an Oracle database.  The Oracle database is relational; tables are linked together by means of an internal identification number, thereby limiting data redundancy.  There are more than 1,200 tables in the BANNER system.

1.0 Data Integrity Guidelines

1.1 Purpose

These guidelines define the responsibilities of everyone accessing and managing data.  Offices may have individual guidelines that supplement, but do not supplant or contradict, this statement.  Data entrusted to the institution by other organizations (e.g., foundations and governmental agencies) is governed by terms and conditions agreed upon with those organizations.  Specific issues not governed by such agreed terms shall be governed by the guidelines set forth in this document.

These guidelines were developed to ensure database integrity and achieve the goals of efficient, professional, and cost-effective communication for the Pellissippi State community by:

· avoiding creation of duplicate records for a single entity

· providing complete name/address information in a timely manner, with an audit trail of changes

· using standard entry to facilitate consistent reporting and searches

· sharing effective processing discoveries and problem-resolution scenarios

· taking advantage of the database capabilities and functionality.

1.2 Scope of this Document

This document defines the standards for maintaining the integrity of Pellissippi State information.  It covers the format and usage of data elements that are shared between systems and those that are common to all systems and generally referred to as the General Person data.  While defining who has access and how to obtain access to this information is critical to the operation of the institution, it is better left to operational procedure manuals.  This document is written specifically for those individuals that have modify capability and therefore can seriously affect the integrity of the information.  This information will also be helpful for those with query access to the information to further understand the reason for certain formats of information.  Again, complete information about accessing Pellissippi State information is best left to operational procedure manuals.

1.3 Administrative Responsibility

By law, certain data is confidential and may not be released without proper authorization.  Users MUST adhere to any applicable federal and state laws as well as Pellissippi State policies and procedures concerning storage, retention, use, release, and destruction of data.
Electronic data is a vital asset owned by Pellissippi State.  All institutional data, whether maintained in the central database or copied into other data systems (e.g., personal computers) remains the property of Pellissippi State.  Access to data is not approved for use outside a user’s official institutional responsibility.  Data will be used only for legitimate Pellissippi State business.  Policies governing access to Pellissippi State records are located on the Pellissippi State Web site (see Policies and Procedures).
As a general principle of access, Pellissippi State data (regardless of who collects or maintains it) will be shared among those employees whose work can be done more effectively by knowledge of such information.  Although Pellissippi State must protect the security and confidentiality of data, the procedures allowing access to data must not unduly interfere with the efficient conduct of Pellissippi State business.

Designated administrative personnel will ensure that, for their areas of accountability, each user is trained regarding user responsibilities.  As part of that training, each user will read, understand and agree to abide by the stipulations in this document.

Designated administrative personnel will ensure a secure office environment with regard to all Pellissippi State data systems.  Designated administrative personnel shall validate the access requirements of their staff according to their job descriptions before submitting an Application Programming Support Security Request Form.
http://www.pstcc.edu/departments/information_services/index.htm
(This form is updated regularly, so please use this link to obtain the current version. The link to the form is also in Appendix 1).
All procedures and data systems owned and operated by Pellissippi State will be constructed to ensure that:

· All data is input accurately.

· Data accuracy and completeness is maintained.

· System capabilities can be re-established after loss or damage by accident, malfunction, breach of security, or natural disaster.

· Actual or attempted security breaches can be controlled and promptly detected.

1.4 Data Standards Development Team
The Data Standards Development Team, listed below, will establish the overall framework for data standards at Pellissippi State.  This committee is responsible for the development and maintenance of this document and the resolution of all data integrity issues.  The committee will consist of the following:

	Role
	Member

	Advancement
	Vice President of College Advancement
   and Executive Director of the Foundation

	Finance System, Procurement, and Contracts
	Assistant Vice President of Business & Finance

	Human Resources
	Director of Budget & Payroll; and Director of Human Resources & Affirmative Action

	Student System
	Registrar; and
Director of Admissions & Communications Center

	Institutional Research
	Director of Institutional Effectiveness, Research, and Planning

	Financial Aid
	Director of Financial Aid

	Applications Programming Support
	Director of Applications Programming Support


1.5 Data Custodian Responsibilities

A Data Custodian is an administrator of a Pellissippi State office or division or his or her designee.  The Data Custodian may make data within his/her charge available to others for the use and support of the office or division’s functions.

Before granting access to data, the Data Custodian must be satisfied that protection requirements have been implemented and that a “need-to-know” is clearly demonstrated.  By approving user access to Pellissippi State data, the Data Custodian consents to the use of that data within the normal business functions of administrative and academic offices or departments.

Data Custodians are responsible for the accuracy and completeness of data files in their areas.  Misuse or inappropriate use by individuals will result in revocation of the user’s access privileges.  Data Custodians are also responsible for the maintenance and control of BANNER validation and rules tables.  These tables, as well as processes related to their use, define how business is conducted at Pellissippi State. If a table is shared by two or more areas of responsibility, review by the Data Standards Development Team is required before the table is changed.
1.6 Pellissippi State Data Custodians
	Area of Responsibility
	Data Custodian

	Advancement
	Vice President of College Advancement
   and Executive Director of the Foundation

	Finance System (Budgets), Procurement, and Contracts
	Assistant Vice President of Business & Finance

	Human Resources System
	Director of Human Resources &Affirmative Action; and
Director of Budget & Payroll

	Student Financial Aid System
	Director of Financial Aid

	Student System
	Registrar 

	Student Admission and Recruitment
	Director of Admissions & Communications Center


1.7 Individual Responsibilities

Individuals to whom Data Custodians grant access are accountable to the Data Custodians for their use of the data.  Any individual granted access to data resources is required to acknowledge by signature that they understand all policies related to data access and usage of electronic information resources. (For further review)
Users MUST protect all Pellissippi State data files from unauthorized use, disclosure, alteration, or destruction.  Users are responsible for the security, privacy, and control of data to which they have access.  The user is responsible for all transactions occurring during the use of their log-in identification (ID) and password.  Employees are not to loan or share their access codes with anyone.  If it is discovered that access codes are being loaned or shared, employees who are assigned access to records are subject to disciplinary action, up to/or including termination.
 It is the policy of Pellissippi State Community College to comply with the Family Educational Rights and Privacy Act (FERPA) and, in so doing, to protect the confidentiality of personally identifiable educational records of students and former students. Each faculty and staff member employed by Pellissippi State is individually responsible for complying with FERPA, and violations may subject the faculty or staff member to disciplinary action. See Pellissippi State policy 04:03:00, “Student Records Confidentiality,” at http://www.pstcc.edu/ppm/pdf/04-03-00.pdf.
1.8 Access to Pellissippi State Data

Data security is every user’s responsibility.  BANNER classifications will be established based on job function such as admissions coordinator, human resource assistant, account clerk, faculty, cashier, etc.  Specific capabilities will be assigned to each classification.  Each user will be assigned a classification or possibly several classifications, depending on his or her particular needs as established by the responsible administrator and as approved by the Data Custodian(s).  The Data Standards Development Team will serve as the initial decision-making body covering security issues.

Two types of access can be granted to users: 

· Query access enables the user to view, analyze and download, but not change, institutional data. Downloaded information should be used and represented responsibly; it should not be altered when presented in word processing documents, spreadsheets, etc. 

· Modify access provides both query and modify capabilities. Modify capability is generally limited to the office directly responsible for the collection and management of the data. Modify access is available to administrators and users who have an authorized need to change institutional data in the routine performance of their job duties. 

Access for individual users (including an ID and password to access BANNER) must be requested by an authorized security contact – usually a vice president, director, dean, or other administrative personnel – for each user under his or her supervision, following the established procedure (see Section 1.5, “Data Custodian Responsibilities,” and Application Programming Support Security Request Form in Appendix 1).
2.0 Data Change Rules: Names and Personal Information
Never make a change to an employee, student, vendor, alumni, or donor record without proper documentation. Any questions should be directed to the appropriate Data Custodian.  The rules in Table 2.1.1 govern which office makes changes to names. The rules in Table 2.2.1 govern which office makes changes to 1) identification number, (2) address, (3) birth date and/or (4) telephone number to employee, student, vendor, or Advancement constituent records using BANNER form GUASYST (see Appendix 5 for a copy of GUASYST). These rules are subject to changes as new procedures are defined and implemented.

2.1 Procedures and Documentation for Name Changes
The rules in the Name Change Table (see Section 2.1.1) apply to records for employees, students, vendors, alumni, and other Advancement constituents. The rules follow these general principles:

1. Human Resources ALWAYS makes name changes to a record for anyone who is a current employee, no matter what other category the person belongs to.

2. Records ALWAYS makes name changes for anyone who is a current or prospective student, no matter what other category the person belongs to. The only exception is for a student who is an employee (see Principle 1). 
3. Purchasing ALWAYS makes name changes for any vendor (unless the vendor is an employee or student, covered by principles 1 and 2 above).

4. Advancement ALWAYS makes name changes for alumni (these former students will appear in the Banner Alumni system) and for any Advancement constituent who is not in any category above (that is, for anyone who is not an employee, a current or prospective student, or a vendor).  Records makes name changes for alumni who are current students, as stated in Principle 2.
5. Appropriate documentation is always required before making ANY name change. See the Name Change Table (Section 2.1.1) for the procedures and documentation required to make name changes for person and non-person entities in BANNER. See Appendix 2 for the forms currently used to change personal data. See www.irs.gov for the IRS W-9 form.
2.1.1 Name Change Table—Procedures and Documentation Required 
	Person or entity
	Procedures to Change Name
	Documentation

	Employee (faculty, staff, or student)
	Human Resources must make the change.

Use the HR Personnel Action Form. Follow procedures on form.
	Social Security Card for employees who are not students. 
For employees who have a student record, one of the following is also required:
· Marriage Certificate/License or

· Court Order Document

	Financial Aid Applicant Only (no other type of record exists for individual)
	Records must make the change.
Use the Records Change of Personal Data form. Follow procedures on form.
	Social Security Card
and one of the following:
· Marriage Certificate/License

· Court Order Document

	Student (current or prospective student who is not a current employee)
	Records must make the change.

Use the Records Change of Personal Data form. Follow procedures on form.
	Social Security Card and one of the following:

· Marriage Certificate/License

· Court Order Document

	Vendor (not an employee; not a student)
	The Purchasing Office must make the change.
	Updated information on IRS W-9 form (available at www.irs.gov)

	1. Alumni who are not current students

2. Advancement Constituent Only (includes board members, donors, or friends where no employee, student, or vendor record type exists)
	Any Advancement employee with modify access must make the change.


	Documentation examples include the following: 
· personal announcements

· checks

· phone calls

· return address labels
· newspaper articles


2.2 Procedures and Documentation for Changes to Personal Information Other Than Name

Note: For name changes See Section 2.1
The rules in the Personal Information Change Table (Section 2.2.1) for changing personal information other than names apply to records for employees, students, vendors,  alumni, and other Advancement constituents. The rules cover changes to birth date, ID numbers (including BANNER ID and social security numbers), address, and telephone number. Procedures follow these general principles:

1. Human Resources ALWAYS makes changes to personal information to a record for anyone who is a current employee, no matter what other category the person belongs to.

2. Records ALWAYS makes changes to personal information for anyone who is a current or prospective student, no matter what other category the person belongs to. The only exception is for a student who is an employee (see Principle 1).

3. Purchasing ALWAYS makes changes to personal information for any vendor (unless the vendor is an employee or student, covered by Principles 1 and 2 above).

4. Advancement ALWAYS makes changes for alumni (these former students will appear in the Banner Alumni system) and for any Advancement constituent who is not in any category above (that is, for anyone who is not an employee, a current or prospective student, or a vendor).  The Records office makes changes for alumni who are current students, as stated in Principle 2.
5. Appropriate documentation is always required before making ANY change to personal information. See the Personal Information Change Table (Section 2.2.1) for the procedures and documentation required to make changes for person and non-person entities in BANNER. See Appendix 2 for the forms currently used to change personal data. See www.irs.gov for the IRS W-9 form.
 2.2.1 Personal Information Change Table—Procedures and Documentation Required
(See Section 2.1.1 for the Name Change Table)
For further review: “ID number (not SS#)”
	Person or entity
	Change
	Department authorized to make change 
	Documentation 

	Employee (faculty, staff, or student)
	Address/phone number
	Human Resources
	Valid documentation

	
	Date of birth
	Human Resources
	Valid documentation

	
	Social Security Number
	Human Resources
	Social Security Card

	
	ID number (not SS#)
	Human Resources
	Valid documentation

	
	Deceased indicator
	HR Data Custodian
	Valid documentation

	Financial Aid Applicant Only 
	Address/phone number
	Records and Admissions
	Valid documentation

	
	Date of birth
	Records and Admissions
	Valid documentation

	
	Social Security Number
	Financial Aid Office or Records Office
	Social Security Card

	
	ID number (not SS#)
	Records and Admissions
	Valid documentation

	
	Veteran File Number
	Financial Aid System Data Custodian
	Valid documentation

	
	Deceased indicator
	Student System Data Custodian
	Valid documentation

	Student (current or prospective student who is not a current employee)
	Address/phone number
	Records and Admissions
	Valid documentation 

	
	Date of birth
	Records and Admissions
	Valid documentation

	
	Social Security Number
	Records and Admissions
	Social Security Card

	
	ID number (not SS#)
	Records and Admissions
	Valid documentation

	
	Deceased indicator
	Student System Data Custodian
	Valid documentation


	Vendor (not an employee; not a student)
	Address/phone number
	Purchasing
	Valid documentation


	
	Social Security Number
	Purchasing
	Social Security Card

	
	ID number (not SS#)
	Purchasing
	Valid documentation

	
	Tax ID
	Purchasing
	Valid documentation

	
	Deceased indicator
	Finance System Data Custodian
	Valid documentation

	1. Alumni

2. Advancement Constituent Only (not an employee, not a student, not a vendor)
	Address/phone number
	Advancement
	Valid documentation

	
	Date of birth
	Advancement
	Valid documentation

	
	Social Security Number
	Advancement
	Social Security Card

	
	ID number (not SS#)
	Advancement
	Valid documentation

	
	Deceased indicator
	Advancement Data Custodian
	Valid documentation


2.3 Change Data 

· Users should change data ONLY if (1) they have that authority and (2) they follow the procedures established by the Data Custodian of the data that needs to be changed.

· Some data fields have specific data entry rules.  See Section 5.0, General Person Information, for data entry rules for these fields.
· Special characters:  The pound sign (#), percent sign (%), ampersand (&), underscore (_), left square bracket ([) and right square bracket (]) must not be used because they have other functions in Oracle.
3.0 General Guidelines for Records Creation and General Searches
3.1 Creating New Records

Mandatory Searches and Common Matching: Users must make sure that they are not duplicating an existing record. It is very difficult and time-consuming for the College to try to resolve all the problems that result when duplicate records are created. To avoid these problems, users must use an option called Common Matching to search the existing data base before creating a new record. Common Matching is a process that uses an algorithm and rules defined by Pellissippi State to determine which BANNER records might be a duplicate of the one being entered. Users should review each potential match to determine if one is, in fact, a match. If in doubt about a match, users should consult their supervisor. The supervisor will contact the appropriate Data Custodian if there are further questions. Time is better spent at the beginning of this process to insure that it is done correctly rather than at the end to fix an error that has far-reaching effects. Users must report any duplicate records they find to their data custodian.
3.2 Searching

It is important that no one be entered into the BANNER database more than once.  Before entering information about a person or non-person/vendor, search the database to see if the record already exists. The only exception is non-person vendor/Advancement records. If a vendor is an Advancement donor, duplicate records may exist. If a record exists elsewhere, Advancement will change only the Advancement Name Type and will advise the constituent of procedures for formally changing the name in the appropriate office (see tables in Sections 2.1 and 2.2).
The steps for performing a name search differ from module to module, using different forms to look for existing records and others to check address information.  The following information applies to all modules:

· If a person’s social security number is available, users can enter the social security number into input-enabled ID fields on many Banner screens. When the final digit of the social security number is typed into the field, Banner will automatically convert this value to the corresponding Banner ID (“P” number) and display this person’s Banner ID in the ID input-enabled field as well as the person’s name.  If Banner has the same social security number mistakenly entered for more than one Banner ID, an error message will be generated indicating this fact, and the alternate ID search screen (GUIALTI) can be used instead. 

· If a person’s social security number is not available or if the social security number search reveals no records, users must search for the person (or vendor) name using the first few letters of each name followed by the wild card (%).

Admissions uses an automated process that is integrated into the BANNER Student module.
3.3 Wild Card Searches

In searching for a name, users should use the BANNER wild card.  Using the wild card allows users to enter part of the name, search for a name with and without spaces, or search for a name that might have been spelled differently in an earlier entry.

The BANNER wild card is the symbol %.  To BANNER, this symbol stands for any letter, number, or symbol; or any group of letters, numbers and symbols.

· For example, to search for a name which may be Griffith or Griffin, a user can type Griff% in the last name field and execute query.  This causes BANNER to display all names starting with Griff.

· To search for an employee named MacDuff whose name might begin with Mc or Mac and might include a space or not, a user should search %uff.

3.4 Case and Space Sensitivity

Some forms in BANNER allow the user to choose a case sensitive search or a case insensitive search.  Case sensitive searches distinguish between upper-case letters and lower-case letters entered as search criteria.  For example, a case sensitive search for %Beth would return MacBeth but not Macbeth.  When there is a choice, users should always opt to do a case insensitive search.  Generally, this is accomplished by clicking the “No” radio button under the “Case Sensitive Query” label.  In doing case insensitive searches, users will increase the likelihood of finding the person or organization of interest.  
3.5 Prefix Searches

When searching for a prefix name (such as McDonald or Da Vinci), use the wild card and no space in place of the prefix to check for all possible versions of the name. %onald will find MacDonald, Mac Donald, McDonald, and Mc Donald.

3.6 Multiple Records
BANNER maintains all versions of a person’s name and ID.  When a person changes their name or ID, BANNER registers the change but keeps the old information in the database.  This makes it possible to find someone using the old name or ID information.

Only the record with the most recent name and ID information is current.  To determine the current record, check the change indicator in the Change Field [CHG], the farthest right column of the search form.

· No entry in the Change Field indicates the current record for that person.

· I in the Change Field indicates that the ID in this row has been changed.  This row shows the old ID.

· N in the Change Field indicates that the name in this row has been changed.  This row shows the old name.

Note:  Although BANNER displays names and IDs which are not current in query results, it always returns an individual’s or organization’s current name and ID when that individual or organization is selected for further processing or review.

3.7 Record Identification (Person on Non-Person)
In the case of a common name, a duplicate entry may not indicate another record for the same person.  (For example, there may already be a different Jennifer Smith in the system.) To determine whether a name belongs to the search target, the person’s address or other available information must be checked.

3.8 Instructions for Searches

3.8.1 ID Search

Select an identification number:  (i.e., IDEN or VEND) form in the BANNER module.

3.8.2 Person Name Search

Note:  Searches MUST be completed from an IDEN form because these are in ALL general person records.  FTIIDEN or FOAIDEN displays both Person and Non-person records.  For IDEN forms, LIST of VALUES searches for Person records; COUNT QUERY HITS searches for non-person records.  Searches from other forms restrict the information to records associated with the module.

Type in the name to be searched using the % (wildcard) to broaden the search.

Example:  record = Dennis Rodman

Query as:  Last Name – Rodman First Name – D%

Note:  Some names have unique spellings.  Search on all possibilities by broadening the wildcard search.

When a list of possible names is retrieved for a person, verify social security number, student ID number, birth date, previous names, and any other information available.  REMEMBER TO SEARCH FOR BOTH FULL AND COMMON VERSIONS OF NAMES.  For example:  William as well as Bill; Lawrence as well as Larry.

The underscore (_) key can be used to replace one character at a time.  For example, to search for Anderson that may actually be Andersen use:  Anders_n --- This will find both AndersOn and AndersEn records.

See the Basic BANNER Navigation Guide for explicit instructions on searching.
4.0 Data Standards - General 

· Search first---before creating a new record, users must carefully evaluate potential matches after using Common Matching procedures (see Section 3.1).  
· Duplicate records (i.e., the same person or vendor in the system under more than one id number) are unacceptable. The only exception is non-person vendor/Advancement records.
· Users must be aware of the forms and the fields within the forms that they are allowed to enter data into.

· Users must use proper keyboard characters when entering numeric data.  For numbers, a numeric 1 (one) must be used, not a capital “I” (i) or lowercase “l” (L).  A numeric 0 (zero) must be used, not a capital “O” (o).

· Changes to data may only be made if users (1) have authority to do so and (2) follow explicit directions outlined by the Data Custodian. (See Section 2.0, Data Change Rules.)
· Specific processing entry rule definition—Drop down boxes are to be used whenever possible.  Some fields are associated with rule validation processing. (Note: Drop down boxes in the Student module provide fixed choices to users; data cannot be entered in the boxes.) 
· Enter data using mixed case (uppercase and lowercase), following appropriate capitalization rules.

· Special characters:  The pound sign (#), percent sign (%), ampersand (&), underscore (_), left square bracket ([) and right square bracket (]) are not to be used because they have other functions in Oracle.
· Hyphens may be used.

· The ampersand (&) may be used in certain cases (e.g., AT&T).  Otherwise, use the word “and.”

· Slashes may be used to clarify or designate a fraction.  For example, ‘in care of” should be entered c/o.  Do not use the percent sign (%) or spell out ‘in care of.’

5.0 General Person Information

The following guidelines should be adhered to for all person records added to the BANNER system. All vendors must be added as non-persons.
5.1 Date Standards
5.1.1 Calendar Dates

All dates must be entered in MM-DD-YYYY format.  Use hyphens (-) to separate month, day, and year.  The entry month (MM) must be the month’s two-digit number in the calendar year using a preceding zero (0) if the number is less than 10 (October).  The entry day (DD) must be the two-digit day of the month using a preceding zero if the number is less than 10.  The year must be entered with all four digits of the year.

The BANNER system will convert the entered dates to a DD-MON-YYYY format.  The month (MON) format is abbreviated to the first three letters of the month’s name.

Examples:

April 15, 2003:  enter as 04-15-2003; BANNER converts to 15-Apr-2003.

NOTE:  When a date is required but not available, all departments are to use the same institutionally defined date of 01-01-0101. Each month, records containing this date will be identified and corrected by the responsible departments.

5.1.2 Date of Birth

The Date of Birth must be entered as MM-DD-YYYY format.  When a birth date is required but not available, use the same institutionally determined date of  01-01-0101 defined above.  Each month, records containing this date will be identified and corrected by the responsible departments.

For employees, Human Resources will maintain this information. For all other categories of records, see the Data Change Rules chart to determine who maintains and changes this information.
5.2 Identification Number Standards

For the first character of the Banner ID, Pellissippi State will use the character “P.”  Use the system generated ID number on any Identification Form (xxxIDEN).  [This is a nine-byte Person Identification Number {ID} and is automatically generated when a new person or non-person is added.]  
5.3 Veteran File Number 

The Veteran File Number, a required field, is used to maintain a person’s veteran identification number.  A person’s veteran file number is entered on the General Person Form.  For the majority of people, this is their SSN.  This information is collected and maintained for students by the Financial Aid Office.  This information is not the same information collected or maintained for employees by Human Resources.
5.4 Name Standards

The only punctuation allowed within any name field will be the hyphen and the apostrophe.  No periods are to be used in any name field.

5.4.1 Last Name

· All information is to be entered using mixed case (standard combination of upper and lower case letters).  

· Enter the spelling and format of the last name as supplied by the person and using standard capitalization rules.

· Hyphens may be used to separate double last names (sometimes used in ethnic names or by persons who wish to utilize their maiden and married names).  However, if there are two last names that are not hyphenated (e.g., Monica Lou Creton Quinton), Monica would be input at the first name, Lou would be input as the middle name and Creton Quinton would be input as the last name.

· The legal name field is used and maintained by the office of Human Resources for employee records.  Do not add, delete, or modify any data in this field unless directed to do so. Human Resources is the only office authorized to add, delete, or modify any data in this field.  NOTE:  In Banner, the Legal Name field is a single, free-format field that is NOT automatically updated if the person officially changes his/her name.  The Legal Name field cannot be used as the basis for database searches.

· Apostrophes may be used in such names as O’Leary, O’Connor, etc.

· Spaces are permitted if the spelling and format of the names includes spaces.  See examples below.
NAME
CHANGE TO

Mc Donald
McDonald
Mac Pherson
MacPherson

St John
(No change)

Del la Rosa
(No Change)

Van der Linder 
(No Change)

· Titles, prefixes and suffixes in the last name field are not to be used (e.g., Dr, Mr, Ms, III, Jr, MD, etc.).
· Special characters:  The pound sign (#), percent sign (%), ampersand (&), underscore (_), left square bracket ([) and right square bracket (]) are not to be used because they have other functions in Oracle.
5.4.2 First Name

· All information is to be entered using mixed case (standard combination of upper and lower case letters).
· Enter the spelling and format of the first name as supplied by the person and using standard capitalization rules.

· Any single character first name should be entered without a period.  In those cases where a single character first name is designated as the first name and followed by a middle name, place the single character in the first name field and the middle name in the middle name field.

· Hyphens may be used to separate double first names.  However, if there are two first names that are not hyphenated (e.g., Mary Ann Louise Smith), Mary Ann would be input at the first name, Louise would be input as the middle name and Smith would be input as the last name.

· Apostrophes may be used in such names as O’Leary, O’Connor, etc.

· Spaces are permitted if the spelling and format of the names includes spaces.  (e.g., Bobby Jo, Mary Kate)
· Titles, prefixes and suffixes in the first name field are not to be used (e.g., Dr, Mr, Ms, III, Jr, MD, etc.).
· Special characters:  The pound sign (#), percent sign (%), ampersand (&), underscore (_), left square bracket ([) and right square bracket (]) are not to be used because they have other functions in Oracle.
5.4.3 Middle Name

· All information is to be entered using mixed case (standard combination of upper and lower case letters).
· Enter the spelling and format of the middle name as supplied by the person and using standard capitalization rules.  Do not include periods.
· If no middle name exists, leave the field blank.

· Any single character middle name should be entered without punctuation.  In those cases where there are two initials (e.g., John A H Smith), enter both and without periods after each initial.
· Hyphens may be used to separate double middle names.
· Apostrophes may be used.

· Spaces are permitted if the spelling and format of the names includes spaces.
· Titles, prefixes and suffixes in the middle name field are not to be used.
· Special characters:  The pound sign (#), percent sign (%), ampersand (&), underscore (_), left square bracket ([) and right square bracket (]) are not to be used because they have other functions in Oracle.
5.4.4 Prefixes

· All information is to be entered using mixed case (standard combination of upper and lower case letters).
· Enter the spelling and format of the prefix as supplied by the person and using standard capitalization rules. 
· See Appendix 3 for a listing of Prefix Abbreviations.

· Enter only the prefix in the prefix field.  Do not put the prefix in the first, middle or last name fields.

5.4.5 Suffixes

· All information is to be entered using mixed case (standard combination of upper and lower case letters).
· Enter the spelling and format of the suffix as supplied by the person and using standard capitalization rules.
·  See Appendix 4 for a listing of Suffix Abbreviations.
· Enter only the suffix in the suffix field.  Do not put the suffix in the first, middle or last name fields.

· Both a prefix and suffix are used when there is an inherited suffix (e.g., Mr John Doe Jr).  Both a prefix and suffix can be used for individuals who are in the military, are retired military, or in religious orders (e.g., Gen Frank Smith USA (Ret)).

· A suffix indicating an academic or medical degree is not used when the prefix is entered.  As a general rule, individuals are addressed in a non-professional context.  Therefore, the prefix and not the professional suffix will be used.  For example, do not enter a prefix of Dr and a suffix of MD; rather, enter the prefix only (Dr James Smith, not Dr James Smith, MD.)

· Do not enter academic degrees or professional designations as a suffix unless specifically asked by the individual.

5.4.6 Preferred First Name (Optional)

· If a person wishes to be known by something other than his/her legal first name, enter this name into the preferred first name field (e.g., Joyce Elizabeth Smith).  If this person goes by ‘Betsy’, then enter ‘Betsy’ into the preferred name field.

· All information is to be entered using mixed case (standard combination of upper and lower case letters).  Enter the spelling and format of the preferred name as supplied by the person and using standard capitalization rules.
5.4.7 Non-Person Name/Vendor

· All information is to be entered using mixed case (standard combination of upper and lower case letters).
· Generally do not abbreviate unless required by space limitations.  When abbreviations are required use the USPS Publication 28 (a link to this publication is provided below).

· Punctuation is allowable in the vendor name if it is part of the legal name or the vendor requires it (e.g., Amazon.com).
· Enter the spelling and format of the name as supplied by the vendor and using standard capitalization rules.
· Hyphens may be used to separate double names.
· Numerals are permitted in the vendor name.

· Apostrophes may be used in names such as O’Charley’s, O’Sullivan, etc.

· The ampersand (&) can be used only when part of a formal name (e.g., Baltimore & Ohio Railroad).  Use ‘and’ in all other cases.

· Abbreviations are allowed for Co, Corp, Ltd or Inc when used after the name of a corporate entity.  

· Companies that are recognized by their acronyms should be entered using their acronym (e.g., IBM, SCT, and ITT).  Do not use a space between the letters of an acronym.

· Spaces are permitted if the legal spelling and format of the names includes spaces.  
· Special characters:  The pound sign (#), percent sign (%), ampersand (&), underscore (_), left square bracket ([) and right square bracket (]) are not to be used because they have other functions in Oracle.
5.5 Address Standards

Addresses should conform to U.S. Postal Service standards.  For additional information on address standards required by the U.S. Postal Service, check their Web site www.usps.gov. 

Addresses entered in the BANNER will automatically be abbreviated by the system to conform to USPS Publication 28 Postal Addressing Standards USPS at http://pe.usps.gov/cpim/ftp/pubs/Pub28/pub28.pdf .

Multiple addresses can be entered for a person or vendor using different address types.  Address standards have been established cooperatively so that address types are used consistently.  
Before entering a new address, set the “to date” and check the inactive address box.  This is not necessary when making corrections to an existing address.

5.5.1 Address Change Source

The address change source type indicates the source of an address which comes from a batch load of data or is self-reported.  Valid values are in BANNER table STVASRC, “Address Change Source Type.”
5.5.2 Address Types

Addresses are entered on the General Person Form in the address information blank.  Address types are defined by the characteristic of the address, not by the office that uses the address.  The address type is based on the recipient address, not the sending office address.  See BANNER table SVATYP, “Address Type,” for more information about address types.

5.5.3 Street Standards

· All information is to be entered using mixed case (standard combination of upper and lower case letters). 

· Hyphens and slashes may be used when needed for clarity or designated fractions.

· Do NOT leave blank lines between street address lines.

· Do not include periods in an address.
· Special characters:  The pound sign (#), percent sign (%), ampersand (&), underscore (_), left square bracket ([) and right square bracket (]) are not to be used because they have other functions in Oracle.
· ‘In care of’ should be entered as ‘c/o’.  Do NOT use the % sign or spell out ‘in care of’.

· The address format allows three lines of street address information.  If a separate street address and PO Box number address need to be maintained, enter them as two separate address types.


Example:
	Information Given
	Mailing/Primary Address
	Local Address

	John F Smith
	John F Smith
	John F Smith

	PO Box 2351, 1379 NW Pine
	PO Box 2351

	1379 NW Pine

	Portland, OR  97203
	Portland, OR  97203
	Portland, OR  97203


Unit Numbers for Apartment, Building, Suite, etc. - The pound sign (#), percent sign (%), ampersand (&), underscore (_), left square bracket ([) and right square bracket (]) are not to be used because they have other functions in Oracle.
Secondary Address Unit Designators - If the address is a multi-unit apartment or building, place the room, suite, or apartment number to the right of the street address.  If the secondary unit designator is not provided, and only a pound sign (#) along with the number is provided (i.e., 3454 N. Jones #4), remove the pound sign (#) and leave a space.  NEVER use the pound sign (#).  The BANNER system uses Runner Technology, which will automatically update all addresses, including secondary unit designators, to U.S. postal standards.
Street Address and PO Box - BANNER address format allows three lines of street address information.  Three address lines cause a problem when printing one-inch labels.  Do not enter data into the second address line until data has been entered into the first address line.  Do not use both a street and PO Box for an address; choose one.  Runner Technology will ensure that abbreviations are formatted correctly in conformance with USPS standards.
5.5.4 City Standards

All information is to be entered using mixed case (standard combination of upper and lower case letters).  Users should NOT abbreviate unless there are space limitations. City names are to be entered without periods.
5.5.5 State & Province

State codes MUST be entered for all U.S. and Canadian addresses.  See BANNER table STVSTAT for the appropriate U.S. state and Canadian provinces codes. 
5.5.6 County Codes

A complete list of FIPS-6 country codes is available at http://www.itl.nist.gov/fipspubs/co-codes/states.htm.

See BANNER table STVCNTY for valid county codes for Tennessee counties and counties in adjacent states.
Zip codes MUST be entered for all United States and Canadian addresses.

	United States 
	Enter the 5- digit zip code.  When the 9-digit zip code is available, place a hyphen between the first 5 and last 4 digits.  The hyphen is required.

	Canadian 
	Enter the six character zip code without hyphens or spaces.

	International Postal Code 
	Enter the international address as supplied.  The Postal Code would be entered on the same line as the city.


Examples:

	Cheng Li
	Bader H Al-Khalifia

	7-301 Houji/ Middle of JiangNan Road
	c/o Aramco

	Guang Zhou 510240
	Dhahram 31311

	China P.R.C.
	Saudi Arabia


5.5.7 Nation Code Standards

A NATION code is required for all non-U.S. addresses.  Do NOT enter a NATION code for U.S. addresses.  Use the FIPS 10-4 country code designations which can be found at http://www.fincen.gov/country_and_state_codes.pdf 

5.5.8 International PIN Numbers

Enter the six-digit international pin number (without hyphens) to the right of the city on the second address line.  Do NOT enter the PIN number in the zip code field.  In the event the PIN number will not fit to the right of the city because of space, enter the city on the third address line and enter the PIN number in the city line.

Example:
Petko Metodiev Kitano



PO Box 140



Balgoevgrad Hyderab 270011



Bulgaria
5.5.9 Military Standards

Air Force Base (AFB)

Enter the City into the City Field followed by AFB (all CAPS) for Air Force Base.

EXAMPLE:
5 202A 2nd St



Elmendorf AFB




AK  99506-1207

Foreign Military Address


Enter the APO or AFO code into the CITY field.


In the State Field enter:



AE - Europe, Middle East, Africa, Canada
[ZIP=09nnn]



AP - Pacific




[ZIP=96nnn]



AA - The Americas (excluding Canada)

[ZIP=34nnn]


Example:
Alice VanFrogulemen




HHB 6th Battalion 43rd Box 72




Air Defense Artillery CMR 417




APO AE 09602-8802

See Banner table STVSTAT for the Overseas Military abbreviations.

5.6 Telephone Numbers

5.6.1 General

An entity (person or non-person) may have multiple telephone numbers within the BANNER system.  Telephone numbers should be accurate and reflect the most recent data received.  Supplemental information for international phone numbers may be added in the international access code field.  BANNER forms used to maintain telephone numbers are:  APATELE, FOATELE, PPATELE, RPATELE and SPATELE.
When adding a subsequent telephone number of the same type, the prior telephone number should be end dated and the new telephone number added.  Unless making a correction due to an initial entry error, do not change or delete the prior telephone number.

NOTE:  Telephone numbers, while displayed on SPAIDEN with the address, are not stored with the address in the BANNER tables.  Telephone numbers must be changed on the SPATELE form, not the SPAIDEN form.

The telephone number is presented in a three-field format.
All regional and local telephone numbers, including on-campus phone numbers, are to be entered using the ten-digit format.

5.6.2 Telephone Types

A telephone type distinguishes each telephone number entered in the BANNER system.  Telephone types are defined by the characteristic of the telephone, not by the office that uses the number.  There are two categories of telephone types:
General Telephone Types

This is a telephone number associated with a person or a non-person that is not related to a specific address.  See BANNER table STVTELE, “Telephone Types,” for valid general telephone types.
Address Telephone Types

This is a telephone number associated with each specific address of the same type.  Each address type defined in General Person will have a like Address Telephone Type defined.  Address Types are defined in BANNER table STVATYP. There is only one active address per address type in Banner HR and Student.  However, in Finance, vendors may have multiple active addresses within an address type using form FMTVEND. 
5.6.3 Telephone Numbers

Area Code

The three-digit area code must be entered for all phone numbers including the local areas, e.g., 865, 423, 615, 314, 618, 636.
Phone Number

Enter the seven-digit number without inserting a hyphen.


Example:
4871849
Extension

If an extension number is provided, enter only the digits of the extension.  Do NOT enter EXT or X into the extension field.

Example:
7300, 1764

5.6.4 International Telephone Numbers

International telephone numbers consist of four to seven digits.

International access code field

International telephone numbers should include the country and city codes as part of the international access code field.

Country Code

The country code consists of one to four digits and is required (e.g., 876)

City Code

The city code consists of one to three digits.  Not all countries utilize city codes.  The city code is often reported with a leading zero (0).  Do NOT enter the zero.

"011" must be dialed when making international calls from the United States unless dialing to any country included in the North American Numbering Plan.

5.6.5 North American Numbering Plan (NANP)

This agreement, held among many North American countries (Mexico is not included) establishes a procedure for dialing international numbers in a way that is similar to traditional United States procedures (1 + area code).  The country code for all NANP countries is 1.  The following countries are considered to be a part of the NANP and can be dialed using 1 + the three digit area code.  Any phone numbers from NANP countries can be entered in the domestic phone number field in the BANNER system.

	Country
	
	Area Code

	Anguilla
	
	264

	Antigua
	
	268

	Bahamas
	
	242

	Barbados
	
	246

	Barbuda
	
	268

	Bermuda
	
	441

	British Virgin Islands
	
	284

	Canada
	
	Multiple

	Cayman Islands
	
	345

	Dominica
	
	767

	Dominican Republic
	
	809

	Grenada
	
	473

	Guam
	
	671

	Jamaica
	
	876

	Montserrat
	
	664

	Northern Marianas Islands (Saipan, Rota, and Tinian)
	
	671

	Puerto Rico
	
	787

	St. Kitts/Nevis
	
	869

	St. Lucia
	
	758

	St. Vincent and Grenadines
	
	784

	Trinidad and Tobago
	
	868

	Turks and Caicos Islands
	
	649

	U.S. Virgin Islands
	
	340


5.7 Email Address Type
The email address type “CAMP” is required for TBR reporting.  Any other values are to be institutionally defined.  Institutions may add their locally defined values to BANNER table GTVEMAIL, “Email Address Type.”
5.8 Religion Code
Pellissippi State does not collect data on religious preferences.
Appendix 1 – Application Programming Support Security Request Form
(See Section 1.3 and 1.8 of Manual.)
http://www.pstcc.edu/departments/information_services/index.htm
Appendix 2 – Change of Personal Data Forms 
(See Sections 2.1 and 2.2 of Manual.)

Departments at Pellissippi State use specialized personal data change forms.
Human Resources: The “Personnel Action Form” used by Human Resources is available at http://www.pstcc.edu/hr/docs/pers_act_form.pdf

It can also be accessed on MyPellissippi (http://mypellissippi.pstcc.edu/cp/home/loginf).
Admissions: The form used by Admissions is shown below:

PELLISSIPPI STATE COMMUNITY COLLEGE – CHANGE OF PERSONAL DATA

Campus Wide ID#: _______________________________________ Date: _________________________
[image: image3.png][image: image4.jpg]UWF Banner W‘



Name (please print): _______________________________________________________________________________


Change Name To:  __________________________________________________________________ 

​​Note: If changing your name, you must provide the supporting documentation i.e., marriage license, court order, divorce decree, etc.
New Mailing Address: ____________________________________________________________________________

____________________________________________________________________________________________​

___________________________     ______________________________     _______________________​​​_______​

( Check here if same as mailing
Permanent Address: __________________________________________________________________​​​​​​​​​​​​​​​________
_____________________________________________________________________________________________

City 


State 



Zip Code
Parent/Next of Kin Address: ____________________________________________________________________________________________
_____________________________________________________________________________________________

City 


State 



Zip Code


Signature & Date

Signature and Date
Appendix 3 – Prefix Abbreviations 
(See Section 5.4.4 of Manual.)

Level: 

Date Last Updated: April 7, 2010
	Title
	Abbreviation
	
	Title
	Abbreviation

	Adjutant General
	Adg
	
	Lieutenant (Junior Grade)
	Lt JG

	Adjutant
	Adj
	
	Lieutenant Governor
	Lt Gov

	Admiral
	Adm
	
	Madam
	Mdm

	Ambassador
	Amb
	
	Mademoiselle
	Mlle

	Attorney General
	Atg
	
	Major
	Maj

	Chief Warrant Officer
	CWO
	
	
	

	Commander
	Cmdr
	
	Major General
	Maj Gen

	Chancellor
	Chn
	
	Mrs
	Mrs

	Commandant
	Cmdt
	
	Master Sergeant
	M Sgt

	Brother
	Bro
	
	Miss
	Miss

	Captain
	Capt
	
	Mister
	Mr

	Colonel
	Col
	
	Monsieur
	Msr

	Bishop 
	Bishop
	
	Monsignor
	Msg

	Chaplain
	Chp
	
	Ms
	Ms

	Corporal
	Cpl
	
	President
	Prs

	Count
	Ct
	
	Professor
	Prof

	Countess
	Cts
	
	Rear Admiral
	Radm

	Dean
	Dean
	
	Reverend/Priest
	Rev

	Doctor
	Dr
	
	Second Lieutenant
	2nd Lt

	Estate of 
	Est
	
	Senator
	Sen

	General
	Gen
	
	Senior Master Sergeant
	SM Sgt

	Father
	Fr
	
	Señor
	Sr

	First Lieutenant
	1st Lt
	
	Señora
	Sra

	Ensign
	Ens
	
	Sergeant
	Sgt

	Governor
	Gov
	
	The Right Reverent
	Rtr

	Judge
	Jud
	
	Vice Admiral
	VAdm

	Honorable 
	Hon
	
	Vice Consul
	Vc

	Lieutenant
	Lt
	
	Vice President
	VP

	Lieutenant Colonel
	Lt Col
	
	
	

	Lieutenant Commander
	Lt Cmdr
	
	
	

	Lieutenant General
	Lt Gen
	
	
	


Appendix 4 – Suffix Abbreviations
(See Section 5.4.5 of Manual.)

Level: 

Date Last Updated: May 22, 2007 (reformatted 4/7/2010)
	Description
	Abbreviation

	Certified Public Accountant
	CPA

	Chartered Life Underwriter
	CLU

	Doctor of Chiropractic
	DC

	Doctor of Dental Medicine
	DMD

	Doctor of Dental Surgery
	DDS

	Doctor of Divinity
	DD

	Doctor of Education
	EdD

	Doctor of Laws
	LLD

	Doctor of Medicine
	MD

	Doctor of Optometry 
	OD

	Doctor of Osteopathy
	DO

	Doctor of Philosophy
	PhD

	Doctor of Veterinary Medicine
	DVM

	Esquire
	Esq

	Incorporated
	Inc

	Junior
	Jr

	Juris Doctor
	JD

	Limited
	Ltd

	Past Commander, Police Constable, Post Commander
	PC

	Registered Nurse
	RN

	Registered Nurse Clinician
	RNC

	Retired
	Ret

	Senior
	Sr

	The Fourth
	IV

	The Second
	II

	The Third
	III

	United States Air Force
	USAF

	United States Air Force Reserve
	USAFR

	United States Army
	USA

	United States Army Reserve
	USAR

	United States Coast Guard
	USCG

	United States Marine Corps
	USMC

	United States Marine Corps Reserve
	USMCR

	United States Navy
	USN

	United States Navy Reserve
	USNR


Appendix 5 – BANNER Form: GUAYSYST
(See Section 2.0 of Manual.)
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P 00000000            NAME:  JANE DOE
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