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“Data can be entered directly into an electronic
form in Banner, rather than starting with a paper
form.”

Banner Workflow from SunGard Higher Education
is an open, flexible tool that unites processes,
information, and people. It automates, simplifies,
and directs the flow of information through your
entire enterprise. The results are more efficient
operations, increased automation and visibility,
institution-wide consistency, improved overall
process speed and reduced costs.

Although the university uses the Workflow
solution, their definition of “workflow” is much
broader than just the solution. For example,

they have developed self-service applications
within Banner that initiate a workflow to

process inputted data, eliminating paper forms.
Regardless of the definition, Lutz believes that
incorporating workflow along with imaging
provides more far-reaching benefits than imaging
alone.

“Going paperless is an opportunity to look at
processes and determine if they are efficient. You
don’t want to just recreate the same process,”
said Lutz.

“Workflow 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

For example, when the university evaluated

one process they found that a paper copy was
distributed to five people. Upon evaluation, they
found that one of the people did not need to

see the actual information; he/she just needed

to know the end result. The university spent
considerable time evaluating numerous processes
and determining decision makers in order to
streamline work processes.

Workflow Reduces Errors and Speeds
Process for Non-Appointed Hires

A strong example of where workflow streamlined
processes is in Human Resources. Every year,
the university hires an additional 4,000 to 5,000
non-appointed hires. These positions range
from student workers to adjunct professors

to temporary hourly workers. The Payroll
Department within the Controllers Office is
responsible for making sure that all necessary
and correct information is captured in Banner so
that the new hires can be paid promptly.

“In the past, it was a lengthy, paper-driven
process that often times required additional
communication between our central office and
the hiring unit,” recalled Chris Bennett, assistant
controller. “Now the entire process for a new hire
can be executed in just a few minutes.”
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For example, the design of the existing paper
form allowed for multiple personnel requests
which often times complicated the initial request.
In addition, the old paper form requested
information that was not necessary for each new
hire.

“It was quite a time-consuming process to get
correct data entered on all these people, register
them in their correct positions and get them
paid,” recalled Bennett.

To remedy the issue, the office extended the
functionality of the Electronic Personnel Action
Form (ePAF) in Banner by integrating Workflow
into it, automating approvals and notifications.
The automated hiring process begins with an
in-house developed self-service page to initiate
the request, validate the data, and prevent

the process from continuing if pre-requisites
such as background check processing have

not been completed. Submitting the hiring
request initiates a Workflow that streamlines the
approval process. After the final approval, the
data is automatically placed in the appropriate
ePAF tables. The final step in the workflow is to
launch the form to complete the hiring process.
Throughout the process, data is entered only
once and all available and relevant actions are
presented in drop down menus so there is no
chance for input errors. The implementation of
Workflow and ePAF allowed staff members to
process about nine new hires in the time it used
to take to complete one.

“Workflow 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
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“Workflow and ePAF helped us meet our
chancellor’s challenge to go paperless and use
technology to be more efficient in our daily
operations,” said Bennett.

Now the Controller’s Office is considering
applying Workflow to the processes for benefitted
hires and people leaving the university.

In addition to streamlining processes, Workflow
helps create and enforce important business
rules for many processes. For example,

in Financial Aid, workflows flag students
needing award adjustments, deliver the issues
to the correct aid officers, and facilitate
communications between the Office of Financial
Aid, Bursars Office, and students during

the process. Workflow helps staff track the
progress of adjusting student aid and notifies all
participants of any actions taken.

“Workflow helped us improve some really critical
business functions,” explained Lutz. “Workflow
also brings transparency and enhances our
auditing to show when an action was taken and
by whom.”

In Graduate Admissions, the university is using
a mix of self-service, BDMS and Workflow to
streamline processes. A self-service feature
accepts online letters of recommendation from
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third parties and allows supplemental documents
such as auditions to be uploaded. BDMS then
imports the documents with a single process.

At any time, the university can alert applicants

if additional information is required. A workflow
is automatically initiated when all the mandatory
checklist items are satisfied. The workflow begins
in the central graduate admission area where
staff review the application information. The

final step in the Workflow alerts graduate units
when applicants are ready for faculty evaluation.
Applicants can confirm or deny their acceptance
via a self-service feature in Banner.

“Whether it is self-service applications or

the actual Workflow solution, the concept of
workflow 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,” said Lutz.
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