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“Data can be entered di rect ly  into an e lectronic 
form in Banner,  rather than start ing with a paper 
form.”

Banner Workf low f rom SunGard Higher Educat ion 
is  an open, f lex ib le tool  that  uni tes processes, 
in format ion,  and people.  I t  automates,  s impl i f ies, 
and di rects the f low of  in format ion through your 
ent i re enterpr ise.  The resul ts are more eff ic ient 
operat ions,  increased automat ion and v is ib i l i ty, 
inst i tut ion-wide consistency,  improved overa l l 
process speed and reduced costs.

Al though the univers i ty  uses the Workf low 
solut ion,  the i r  def in i t ion of  “workf low” is  much 
broader than just  the solut ion.  For example, 
they have developed sel f -serv ice appl icat ions 
with in Banner that  in i t iate a workf low to 
process inputted data,  e l iminat ing paper forms. 
Regardless of  the def in i t ion,  Lutz bel ieves that 
incorporat ing workf low a long with imaging 
prov ides more far-reaching benef i ts  than imaging 
a lone. 

“Going paper less is  an opportuni ty to look at 
processes and determine i f  they are eff ic ient .  You 
don’t  want to just  recreate the same process,” 
sa id Lutz.

For example,  when the univers i ty  eva luated 
one process they found that a paper copy was 
distr ibuted to f ive people.  Upon evaluat ion,  they 
found that one of  the people d id not need to 
see the actual  in format ion;  he/she just  needed 
to know the end resul t .  The univers i ty  spent 
considerable t ime evaluat ing numerous processes 
and determin ing decis ion makers in order to 
streaml ine work processes.

Workf low Reduces  Er rors  and Speeds 

Process  fo r  Non-Appo in ted  H i res
A strong example of  where workf low streaml ined 
processes is  in Human Resources.  Every year, 
the univers i ty  h i res an addi t ional  4,000 to 5,000 
non-appointed h i res.  These posi t ions range 
f rom student workers to adjunct professors 
to temporary hour ly  workers.  The Payro l l 
Department wi th in the Contro l lers Off ice is 
responsib le for  making sure that  a l l  necessary 
and correct  in format ion is  captured in Banner so 
that  the new hi res can be paid prompt ly.

“ In the past,  i t  was a lengthy,  paper-dr iven 
process that  of ten t imes required addi t ional 
communicat ion between our centra l  off ice and 
the h i r ing uni t ,”  recal led Chr is Bennett ,  ass istant 
contro l ler.  “Now the ent i re process for  a new hi re 
can be executed in just  a few minutes.”

For example,  the design of  the ex ist ing paper 
form a l lowed for  mult ip le personnel  requests 
which of ten t imes compl icated the in i t ia l  request.  
In addi t ion,  the o ld paper form requested 
informat ion that  was not necessary for  each new 
hi re.

“ I t  was qui te a t ime-consuming process to get 
correct  data entered on a l l  these people,  register 
them in the i r  correct  posi t ions and get them 
paid,”  recal led Bennett .

To remedy the issue, the off ice extended the 
funct ional i ty  of  the Electronic Personnel  Act ion 
Form (ePAF) in Banner by integrat ing Workf low 
into i t ,  automat ing approvals and not i f icat ions. 
The automated h i r ing process begins wi th an 
in-house developed sel f -serv ice page to in i t iate 
the request,  va l idate the data,  and prevent 
the process f rom cont inu ing i f  pre-requis i tes 
such as background check processing have 
not been completed. Submit t ing the h i r ing 
request in i t iates a Workf low that streaml ines the 
approval  process.  Af ter  the f ina l  approval ,  the 
data is  automat ica l ly  p laced in the appropr iate 
ePAF tables.  The f ina l  step in the workf low is to 
launch the form to complete the h i r ing process. 
Throughout the process,  data is  entered only 
once and a l l  ava i lab le and re levant act ions are 
presented in drop down menus so there is  no 
chance for  input errors.  The implementat ion of 
Workf low and ePAF a l lowed staff  members to 
process about n ine new hi res in the t ime i t  used 
to take to complete one.

“Workfl ow is very important to our university. 
It translates to improvement in processes which 
ultimately impact the bottom line. It helps us to 
do more with our existing resources and it greatly 
reduces errors.”

— Susan Lutz, director of information technology

“Workfl ow helped us improve some really critical 
business functions.  It also brings transparency 
and enhances our auditing to show when an 
action was taken and by whom.”

— Susan Lutz, director of information technology

“Workf low and ePAF helped us meet our 
chancel lor ’s chal lenge to go paper less and use 
technology to be more eff ic ient  in our dai ly 
operat ions,”  sa id Bennett .

Now the Contro l ler ’s Off ice is  consider ing 
apply ing Workf low to the processes for  benef i t ted 
h i res and people leav ing the univers i ty.

In addi t ion to streaml in ing processes,  Workf low 
helps create and enforce important business 
ru les for  many processes.  For example, 
in F inancia l  A id,  workf lows f lag students 
needing award adjustments,  del iver  the issues 
to the correct  a id off icers,  and fac i l i tate 
communicat ions between the Off ice of  F inancia l 
A id,  Bursars Off ice,  and students dur ing 
the process.  Workf low helps staff  t rack the 
progress of  adjust ing student a id and not i f ies a l l 
part ic ipants of  any act ions taken.

“Workf low helped us improve some real ly  cr i t ica l 
business funct ions,”  expla ined Lutz.  “Workf low 
a lso br ings t ransparency and enhances our 
audi t ing to show when an act ion was taken and 
by whom.”

In Graduate Admiss ions,  the univers i ty  is  us ing 
a mix of  se l f -serv ice,  BDMS and Workf low to 
streaml ine processes.  A se l f -serv ice feature 
accepts onl ine let ters of  recommendat ion f rom 
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Nest led at  the foot of  the majest ic Rocky 
Mounta ins,  the Univers i ty  of  Denver is  st r iv ing 
to keep i ts  125-acre campus pr ist ine and, 
eventual ly,  carbon neutra l .  Cutt ing back on 
energy use,  dedicat ing resources to buy 
e lectr ic i ty  generated by renewable sources 
and a iming for  carbon neutra l i ty  by 2050 are 
important parts of  the Univers i ty  of  Denver’s 
susta inabi l i ty  dr ive.  Support ing th is goal  are 
Workf low, Banner Document Management Sui te 
(BDMS) and se l f -serv ice funct ional i ty  f rom 
SunGard Higher Educat ion.  Not only are these 
tools making the univers i ty  greener,  they are a lso 
streaml in ing work processes and increasing the 
accuracy of  data.

For many inst i tut ions,  the thought of  going green 
immediate ly br ings “paper less” to mind. Solut ions 
l ike BDMS great ly  reduce paper consumpt ion 
and handl ing by imaging records that  would have 
otherwise been physica l ly  f i led,  and make them 
readi ly  ava i lab le to a l l  author ized users d ig i ta l ly 
f rom any desktop. However,  the Univers i ty  of 
Denver recognized the opportuni ty to incorporate 
Workf low f rom SunGard Higher Educat ion as wel l 
as leverage ex ist ing se l f -serv ice appl icat ions 
to gain maximum value f rom the solut ions and 
go even greener by reducing paper f rom thei r 
campus processes as wel l .

“ Imaging just  prov ides an e lectronic p icture of  a 
document,  but when you incorporate workf low, 
you f ind many instances where you don’t  even 
need a paper document anymore,”  expla ined 
Susan Lutz,  d i rector of  in format ion technology. 
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th i rd part ies and a l lows supplementa l  documents 
such as audi t ions to be uploaded. BDMS then 
imports the documents wi th a s ingle process. 
At  any t ime, the univers i ty  can a ler t  appl icants 
i f  addi t ional  in format ion is  requi red. A workf low 
is automat ica l ly  in i t iated when a l l  the mandatory 
checkl ist  i tems are sat is f ied.  The workf low begins 
in the centra l  graduate admiss ion area where 
staff  rev iew the appl icat ion informat ion.  The 
f ina l  step in the Workf low a ler ts graduate uni ts 
when appl icants are ready for  facul ty evaluat ion. 
Appl icants can conf i rm or deny the i r  acceptance 
v ia a se l f -serv ice feature in Banner.

“Whether i t  is  se l f -serv ice appl icat ions or 
the actual  Workf low solut ion,  the concept of 
workf low is very important to our univers i ty.  I t 
t rans lates to improvement in processes which 
u l t imate ly impact the bottom l ine.  I t  he lps us to 
do more with our ex ist ing resources and i t  great ly 
reduces errors,”  sa id Lutz.


