Standard BANNER Request Form

Glossary and Instructions

5-13-04
The BANNER system allows great flexibility for reports, but flexibility requires careful selection of criteria for the report.  Therefore, it is helpful to think through  



(1) what you want to see in the report, 



(2) what you want to do with the report, and



(3) the format in which you want the information.  


Some reports will be routine, ordered once.  Others will be specifically ordered, but a batch number will be the fastest means of getting the information processed.  

Below are some explanations of terms used on the request form.  Please read this glossary before you fill out the form the first time, and refer to it as necessary.  

The form can be transmitted via e-mail to Jean Roland.  Jean Roland or Jon Lindsey will review the form, raise any questions that appear to be necessary, and then will process the form for the report you requested.  If you do not wish to use e-mail, then use this form in hard copy and mail it or fax it.  

Activity Code:


When you are requesting information on a group of persons who participated in a club or organization as students, or to identify a group such as Development Council or other groups.

Alumni, alumnus, alumna:  

Graduates, male graduate, female graduate of Baylor University  (alumni is also male plural, female plural is alumnae).  At Baylor a person who has attended but has no degree is considered an alumnus/a, but is given a donor code of ALND; graduates receive a donor code of ALUM (See APACONS).

Constituent: 


Constituents come in two varieties: persons and non-persons.  Person constituents are in two varieties:  alumni and non-alumni.    All constituents have a Donor Code.  See:  APACONS.
Corporate List:  


Request non-person constituents, with Donor Code = CORP.
Count Only:



Requesting only the number of items, usually for a one-line or for labels to determine the probable number of items to be printed.

Data Set:



Information requested to be provided in electronic form, normally excel.  

Date Range:



Many reports require a date range, i.e., from-to (January 1, 1980-December 31, 1995).

Degrees: 



Selection by degrees can be for a single degree level or if for all degree levels select each of the three levels; if for a particular school or department identify the school or department.  Degrees are undergraduate, graduate, and professional.

Designation:
Seven character code assigned in Controller's Office that identifies the purpose to which funds are applied.  In the gift-entry system designations are coordinated with the university's accounting system.
Exclusions:


1.  Solicitation Codes XG, XP, and X; deceased constituents; and international addresses are always excluded from downloads (labels, tape, electronic labels).  If for some strange reason you wish to include one of these, you must specify.  In no instance will X-exclusion ever be included in a download. 


2.  If the download is to be used for solicitation (asking for money, regardless of how innocuous the ask) we must exclude solicitation code NOS from the population selection. 


3.  Deceased constituents will be included, with no address, in one-line reports if they fit other descriptors.
Foundation List:


Request non-person constituents with Donor Code for foundations.  Note that Corporate Foundations have Donor Code CORP, and this may generate some confusion. 
Gift profile report:


Provides all hard gifts of a constituent, ordered as a report for a Region, State, or Designation.  Individual gift profile reports can be searched online and produced to local printer via GUAHOST (adb021).  

Gift + Pledge Report: 

 Report that identifies all outstanding pledges and all gifts, providing a total.  May be for all gifts or designation specific.
Household (family):  Report provides household (family) address.  Is for instances where alumnus is married to alumna, or other instances of two constituents who are cross referenced as spouses.  If the constituent is unmarried, the unmarried constituent constitutes a household (family).


If Household is checked the report will include non-person constituents as a default.  If you want person constituents only, please check "Person Constituents Only".

Individuals Only:  

Machine provides individulas, and does not default to household (family) address of other combination defaults.  You must indicate if you want both alumni and non-alumni.  Households Only defaults to household address for spouses.  Non-spouses at the same address, no default.

International Constituencies:

Discuss with Jon Lindsey/Jean Roland.


Job Code:



To be used to put common occupations into segments, i.e., attorneys, teachers, physicians, etc. etc.   See ATVJOBC.
Non-Person Constituent:  


Constituent that is an organization, i.e., business, corporation, foundation, church, club.  If you specify this selection, your report will only contain non-person constituents.

One-line Directory:



Single line providing name/address/phone, etc., with preferred mailing address.

One-line Gift Report:  


One-line report that provides total gifts within a date range.  If you wish gifts plus pledges, you must specify.

State:




Identify the state by two letter designation

Texas Region:


Texas is divided into four regions, and each region has a unique number.  Requests by region provide data for all counties assigned to that region.  

Texas County:


Each Texas county has a number.  Use that number.  If more than one county is requested and the numbers will not fit on the line, use the "Other" lines for additional numbers.

Zip:




When ordering by zip code ranges.  Use "Other" or "Additional Information" to include long series of zip code ranges.  Provide 5-digit zip codes
Defaults:

1.  Class Year will be either the year of graduation or preferred class year.  This is machine set.  But, to include persons who have no degree, but who attended Baylor, include preferred year.

2.  Calendar Year will be the norm for reports on gifts.  Fiscal year will have to be specifically requested.

3.  One-line reports will default to name (alpha) unless zip is requested.

4.  Non-person will default if Household is checked.

