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BANNER Email Migration Technical
Specification

Specification for Usng BANNER Email Tables And
Forms

Overview

At one point in time, the most logical place to house email addressesin BANNER was the address tabl e,
SPRADDR. There were no email tables and email forms. As email became more important to the world,
SCT created two new tables and three new formsintended to handle better the storage of email addresses.
These are GOREMAL, GTVEMAL, APAEMAL, GOAEMAL, and GTVEMAL respectively. These tables
and the forms permitting their population are the ones SCT’ s other processes and systems expect to be
populated, i.e. where these processes and systems look for email addresses.

Wellesley Callege currently uses both the address table and the email tables and forms to house email
addresses. Whereas the Admissions Office, the Alumnae Office, Resources and to some extent the
Registrar’ s Office use the email tables and forms, the rest of the college uses the address table. The Data
Standards Committee would like to see the entire college begin to use the email tables and formsfor
several reasons. First, the email tables and forms are amore logical place to house email addresses. They
were specifically designed for that purpose. Second, it is only email addresses housed in email tables that
will be recognized by SCT’ s processes and systems. The “Web For” products, for example, only display
email addresses asfound in GOREMAL.

The purpose of this document is officialy to endorse the use of the BANNER email forms and tables, to
detail the way in which we expect those forms and tables to be used. The document & so provide some
genera specifications for how the migration from email addressesin the address table to the email tables
should probably happen.

Email Types

Thefollowing two email types should be used and should be stored in the BANNER GTVEMAL email
type table accessed using the BANNER GTVEMAL email type form.

GEN — General Email Address— This email typeisassigned to all internet email addresses. Examples
include jsmith@aol.com, kjones@wellesley.edu, agreen2@wellesley.edu etc.. Internet email addresses are
characterized by the* @” sign used. The expectation is that there would be no more than afew email
addresses of thiskind per person or organization and that if more prove necessary, it may be desirableto
create additional email typesin order to differentiate email addresses more easily.

FC — First Class Name — This email type is assigned to names as used in posting within the First Class
email system. Examplesinclude “John Smith” and “Katherine Jones’.

At this point, the thought is that no other email typeswill be needed, including email types owned by
particular offices or departments at Wellesley College. The hopeis that departments and offices will be
able to work together to sustain the currency of email addresses as peopl€' s circumstances and relationships
to offices at the college change.

Active versus | nactive Email Addresses
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Email addresses are designated active and inactive in the BANNER APAEMAL and GOAEMAL forms.
Active email addresses are email addresses to which email can be sent successfully. Active email addresses
are not necessarily ones at which recipients check their email. Not merely active, but active and preferred
email addresses are ones at which it isreasonable to assume recipients can and do check their email. See
“Preferred Email Addresses’ below.

The Data Standards Committee endorses the idea that inactive email addressesin BANNER bekept to a
minimum in the GOREMAL table. For the most part, inactive email addresses now present in the table
should be deleted or reactivated. The committee’ s opinion comes from experience in managing email
addresses. To date, with the exception of inactive Welledey College email addresses (see“Wellesley
Email Addresses’ section below), inactive email addresses have proven to be essentially uselessto
committee members. Once someone changes an email address, thereis little reason to retain the old one. In
fact, becauseinternet service providers often reassign old email addressesto different people, retaining
inactive email addresses permits the possibility that email wind up delivered to the wrong people.

Email addresses which bounce email back to senders repeatedly, consistently and without explanation are
not active and generally speaking should ultimately be del eted, subject to the particular policies of the
Welledley College departments which maintain the email addresses. If for some reason, these addresses
arerequired still to be in the database, at a minimum they should be flagged as inactive and not preferred .

Preferred Email Addresses

Email addresses are designated preferred and not preferred in the BANNER APAEMAL and GOAEMAL
forms. Preferred email addresses are email addresses through which Wellesley College and the peopleto
whom Wellesley College sends email “prefer” to communicate. More than other email addresses, these
email addresses are official Welledey College vehicles for communicating viaemail. The hope isthat
individuals would review email sent to these email addresses more regularly than email sent to any other
email addresses accessible to those individuals. BANNER permits only one email address to be flagged as
preferred per person.

Preferred email addresses are Wellesley College’ s email addresses of choice; however, they arenot
necessarily the addresses of choice for the people with whom Wellesley College communicates. Individuas
might arrange to have email forwarded from preferred email addressesto their own email addresses of
choice. These other email addresses may or may not be known to Wellesley College.

Thefact that an email addressis flagged as preferred should not necessarily be interpreted to mean that an
individua will definitely review email sent to that email address or that s’he will do so in atimely fashion.
Itisprobably fair to say that, at this point in time, there are other vehicles of communication more likely to
guarantee receipt and timely response than email. Certified mail is one such vehicle. Not everyone has
access to email; and many people who do use email take it less serioudly then mail, telephone calls etc..
Theimplication isthat people needing to communicate with other people on behaf of Wellesley Collegein
aparticular circumstance should consider carefully whether email, even email sent to preferred email
addresses, isthe best communication vehicle in that circumstance.

The Data Standards Committee endorses the idea that it be a requirement for anyone with active email
addresses to have one of those email addresses flagged as preferred. If an effort is made to determine for an
individual which email addressis preferred and no determination can be made, than one of theindividua’s
active email addresses should be flagged as preferred at random. Thiswill ensurethat it is possibleto
identify which one of someone's email addressesisthe one generally to use when emailing to only one
email addresses. This same email address will be the one to specify when it is desired to send email to the
email address most likely to be checked. As discussed below in the section on Wellesley College email
addresses, the Standards Committee proposes that, generally speaking, for people that have them, it be
Wellesley College email addresses which are flagged as preferred.



BANNER Email Migration Technical
Specification

Active and I nactive, Preferred and not Preferred Email Addr esses

Based on the preceding discussion of active and inactive email addresses and preferred and not preferred
email addresses, it follows that email addresses can be characterized asfollows:

Active and Preferred — These email addresses receive email and are the ones where reci pients are most
likely to review email.

Active and not Preferred — These email addresses receive email but may be ones at which recipients review
email only occasiondly or at infrequent intervals. Wellesley Collegeemail addresses created for the
incoming Fall first year classfall into this category prior to orientation. The accounts are active but not
preferred because the first year classis not yet able to access them. See the “Welledey Email Addresses”
section below.

Inactive and Preferred — Email addresses should generally not be characterized in thisway. It makeslittle
sense to flag an email address as incapable of receiving email and as the place where recipients are likely to
review their email.

Inactive and not Preferred — These email addresses do not receive email and are not locations where
recipients are most likely to review email. Relatively few email addresses should be characterized in this
way because the expectation isthat most email addresses found to be inactive will be deleted from the
database.

FC —First Class Name

The Standards Committee endorses the creation of the FC (First Class Name) email type and of active
BANNER email records with that type for al people having active Wellesdey College First Class accounts.
One reason to create these recordsis that doing so will facilitate distribution of email within First Class.
First Class names could be extracted from BANNER, stored in a.txt file, opened as an attachment within
First Class and dragged into distribution lists used for mailings. These distribution lists when used within
First Class permit email messages to take full advantage of First Class formatting and history functionality.

Thisis not the case with distribution lists created using email addresses, even ones at Welledey. In other
words, within First Class, sending email viadistribution lists containing entrieslike
msulliva@wellesey.edu or kagreen2@wellesley.edu produces very different results than sending email via
distribution lists containing entries like “Michael L. Sullivan” or “Katherine A. Green”. The former
approach retains First Class formatting and history and leaves email sent within the First Class system. The
latter approach loses First Class formatting and history and actually routes email out of First Class and back
by way of the mail server.

It would be the responsibility of the First Class Account Manager to maintain the First Class email names
in BANNER through data entry in the GOAEMAL form or through some BANNER-First Classinterface to
be developed.

The expectation isthat individuals at Wellesdley College would be assigned no more than one First Class
account. Each individual would be assigned one First Class hame, and it is this namethat is entered for the
individua’s pidm in the GOREMAL table under the FC email type. It isaso truethat individuals at
Wellesley College sometimes have accessto First Class accounts assigned to groups, to aFirst Class
account for the Alumnae Office, for example. The expectation is that these First Class accounts will not be
entered in BANNER either for individualsin the group or for the group itself.
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Inactive First Class names, like most other inactive email records, would be deleted under the proposal
being advanced.

Wellesley Email Addresses

The Data Standards Committee endorses the idea that anyone with active and inactive email accounts at
Welledley College should have their corresponding Wellesley College email addresses entered in
BANNER inthe GOREMAL email table. These entries would generally be of the form
Xyyyyyyy@welledey.edu, where‘x’ isthefirstinitia of theindividual and ‘yyyyyyy’ isthefirst 7
characters of the individual’ slast name. For example, msulliva@wellesley.edu might be the Wellesley
email addressfor Michael Sullivan.

Some people may have Wellesley College email addressesthat violate thisrule. For example, if Katherine
Green is one of severa people at Welledey College whose last nameis*“Green” and whosefirst name
beginswith “K”, than in order that she might have a unique Wellesley College email address, Katherine's
email address might be kareen2@wellesley.edu instead of kgreen@welledey.edu. Alternately, relatively
longtime Welledey College faculty and staff may have been grandfathered email aliases permitting them to
be contacted through email addressesincluding much more of their last names. For example,
msullivan@wellesley.edu could be an alias for msulliva@wellesley.edu. Both designations could result in
mail being routed to Michael Sullivan’s actual msulliva@welled ey.edu email account.

Welledley College email addresses should be assigned “GEN” email types and will be maintained by the
Welledey College First Class Account Manager. Active Welledey Collegeemail addresses would be
flagged as active. Inactive Wellesley College email addresses would be flagged as inactive and would be
retained in the BANNER email table because of their value to the First Class Administrator in account
management and reconciliation. For active Wellesley email addresses, the start date of the email address
should be entered in the BANNER comment field whereas for inactive Wellesley email addresses, both the
start date and the end date of the email address should be entered in the BANNER comment field. This
information will not only be useful to the First Class Administrator but will also facilitate the
synchronization of ES BANNER addresses until the BANNER email implementation is complete (See the
section below on “Migration Steps’)

Active Wellesley College email addresses should generally be flagged as preferred and inactive Welledey
College email addresses as not preferred. The reason for thisisthat, by definition, preferred email
addresses are the ones through which Wellesley College will generally do official businessanditis
reasonable to expect anyone doing business with Wellesley College and having an active Welledey
College email address to receive communications through that email address. Thisis particularly so given
that First Class accounts can be accessed through web browsers anywhere in the world with no specia
client software required to beinstalled. Moreover, because it is possible to forward email to different email
addresses, even people not otherwise inclined to access their Welled ey College email accounts can receive
email issued by Wellesley College routed through their Wellesley College email accountsto the email
addresses of their choice. Such forwarding is recommended for faculty emeritae, students on leave and
anyone else not likely to access Wellesley College email at their Wellesley College email addresses.

When Wellesley email addresses and First Class accounts are set up for new faculty, staff and Summer
students, active BANNER email records should generally be created and immediately flagged as preferred.
In these cases, people will be able to accesstheir email accounts at roughly the same time as those accounts
are created. Itisthereforelogical that the accounts be flagged as preferred right away. Because BANNER
only permits one email address to be flagged as preferred, flagging Welledey College email addresses as
preferred means flagging al other email addresses available to people as not preferred. Thiswill bethe
responsibility of the First Class Administrator.
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On the other hand, when Welledey email addresses and First Class accounts are set up for the majority of
theincoming Fall student class, active BANNER records should be created and flagged initially asnot
preferred. These accounts are active in that email can successfully be sent to them. In fact, email is sent to
the accounts early on in expectation that students will eventually gain access to their accounts and review
their email. Initially, however, these email addresses and First Class accounts are not preferred because
they have been established weeks before orientation when students arrive on campus, learn First Class and
aretold their First Class userids and passwords. The email addresses are not preferred because they are
unavailable to students and being unavailable can not represent where the students are most likely to check
for email. By orientation, the BANNER email records should be changed to preferred by the First Class
Administrator. By then, it is reasonabl e to assume that students may well consider their First Class accounts

and Welledey College email addressesfirst and foremost the mechanismsto use to check for Wellesley
Collegeemail.

It isimportant to note that the committee debated whether someone' s First Class name or Welledey
College email address should be required to be preferred. Convincing arguments can be advanced for either
position depending on one' s perspective. Factors which matter in deciding on a position include the extent
to which the community uses email systems other than First Class (like Worldcast or Eudora), whether one
considers First Class names or Wellesley internet addresses more official or enduring, how one envisions
selecting an email population etc.. In the end, thereis no clear-cut winner. Either position is tenable; but the
committee opted for making Wellesley College email addresses preferred.

Examples of BANNER Email Records
Sarah Johnson might have the following four BANNER email records:

1. Email type: FC Email Address: Sarah A. Johnson Active=Yes Preferred = No
Comment:

Thisis Sarah’ s name as found in the First Class directory.

It will be activein BANNER virtually as soon asthe First Class account is created whether or not
Sarah has become able to access First Class.

Itisnever flagged as preferred. By policy, only Wellesley Collegeemail addresses and not First Class
names may be flagged as preferred.

Initsalf, Sarah’s active First Class name record is not adequate to guarantee that she can access First
Class, although this almost certainly would be the case unlessit were July or early August and she
werein theincoming Fall class. Nonethel ess, something other than just Sarah’s First Class name
record would need to be considered to ensure access to First Class. For example, if Sarah were an
active employee, it would probably be reasonable to assume she could access her First Class account.
Similarly if Sarah were found to have an active, preferred Welledey College email address, it would
again probably be reasonable to assume she could access her First Class account.

No comment is required for this email type.

The First Class Administrator will maintain thiskind of email record.

2. Email type:GEN Email Address. gohnson@welledey.edu  Active=Yes Preferred=Yes
Comment: Start Date = 01/16/1999

Thisis Sarah’s currently active Wellesdley College email address. It isidentifiable as such by the
“GEN” email type, by the“ @wellesley.edu” ending to the email address and by the value of the active
indicator.
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The email record isflagged as preferred, meaning that the assumption by Wellesley Collegeisthat
Sarahismorelikely to access Wellesley College email at this email address than at any other email
address.

The Comment Field indicates that the email address began on January 16", 1999. Thisinformation is
useful to the First Class Account Administrator in account management and reconciliation. It also
facilitates synchronization with Sarah’s BANNER ES address record that also will be active and will
have address start date 01/16/1999 (See “BANNER ES Addresses’ section below).

The First Class Administrator will maintain thiskind of email record.

3. Email type:GEN Email Address: sbriggs@wellesley.edu Active=No Preferred =No
Comment: Start Date = 09/25/1993 End Date = 01/16/1999

Thisis Sarah’sformer Wellesley Collegeemail address, e.g. the Wellesley College email address she
held before getting married and changing her name. It isidentifiable as aformer Wellesley College
email address by its“GEN” email type, its' @welledey.edu” ending and by the value of its active
indicator.

The Comment Field indicates that the email address began on September 25th, 1993 and ended on
January 16", 1999. Thisinformation is useful to the First Class Account Administrator in account
management and reconciliation. It also facilitates synchronization with one of Sarah’sBANNER ES
address records, namely one that isinactive and effective between 9/25/1993 and 1/16/1999.

The First Class Administrator will maintain thiskind of email record.

4. Email type:GEN Email Address: sarah251@yahoo.com Active=Yes Preferred=No
Comment:

Thisisan active email address held by Sarah that is different than her Wellesley Collegeemail
address.

Like all true email addresses, its email typeis GEN.

The email addressis not preferred. Email addresses other than Wellesley College email addresses will
generaly not be preferred for people who also have active Wellesley College email addresses. There
are exceptions, as stated above. For example, email addresses not assigned by Welledey College and
held be the incoming Fall Class prior to orientation will generally be preferred until orientation.

The Comment Field is blank. Start and end dates are not required for email addresses other than
Welledey College email addresses.

Generaly, people other than the First Class Administrator and in offices not in Information Services
will be responsible for maintaining this kind of email record. The First Class Administrator will be

responsible only for setting preferred address valuesto “No” as s/he makes First Class accounts
available.

URL’s

The Data Standards Committee endorses the idea that Wellesley College not use the BANNER email forms
and tables as vehicles for storing corporate and individual URL’s. Although the BANNER email forms and
tables permit the entry of URL’s, the Standards Committee believes that these forms and tables are not the
right vehiclesfor their entry. In any case, at this point in time, there has been very little cause to store
persona and corporate URL’sin BANNER at dl, anywhere.

BANNER EL Addresses
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At present, the BANNER address table includes EL (Long Email) addresses. These represent former
Wellesley College email addresses longer than 22 characters (i.e. email addresses having more than eight
characters preceding @wellesley.edu). Certain people used to have these email addresses astheir officia
Wellesley College email addresses. Whether they know it or not, these same people how have official
email addresses which are abridged versions of their original email addresses. These new email addresses
are generally of the form xyyyyyyy@wellesey.edu, where x isthe first character of a person’ sfirst name
and they’ srepresent the first seven characters of the person’ slast name. People can aways be emailed at
their official Wellesley College email addresses; but people with EL addresses generally can also be
emailed at these addresses. EL addresses represent aliases that on the mail server trandate the longer, fuller
former email addresses to the shorter, abridged current and official ones.

At one point in time, as historical information, EL addresses were probably useful to First Class Account
administratorsin account reconciliation. They may also have been somewhat useful in indicating who has
email aliases. At thispoint in time, however, it is clear that the mail server is actualy the definitive source
of email aliases. Moreover, the current First Class Administrator, has not found EL addressesto be useful
and recommends they be downloaded to a desktop or network file as a precaution and then deleted from
BANNER. Before the records are deleted, a comprehensive search for programs that access them would
have to be completed, and those programs would have to be changed.

In the mean time, the Data Standards Committee endorses the idea that email addresses formulated from
EL addresses not be stored in the GOREMAL email table by a conversion program or entered there by
Wellesley College staff.

BANNER ES Addresses

At present, the BANNER address table includes ES (Short Email) addresses. These represent current and
former Welledey College email addresses shorter than or equal to 22 charactersin length (i.e. email
addresses having up to eight characters preceding @wellesley.edu.). The email addressesin question are
generally of the form xyyyyyyy@wellesey.edu, where x isthefirst character of a person’sfirst name and
the y’ s represent the first seven characters of the person’slast name. What is actually stored in the ES
address, however, is not the actual email address but only the portion preceding “ @welledey.edu”, e.g.
ksmith not ksmith@welledey.edu . As such, what is stored generally corresponds to peopl€’ s accounts on
various systems. For example, msulliva@wellesley.edu is now represented in an ES address record as
“maulliva’” which isMichael Sullivan’s Oracle and UNIX usernames.

The Data Standards Committee expects active ES address records to be copied to the BANNER email table
as active and preferred GEN email records. It expects inactive ES address records to be copied asinactive
and not preferred GEN email records. The comment field in the email table records would be popul ated
with the start and end dates of the ES address records. In addition, “ @wellesley.edu” would be appended to
what amount to partial email addressesin the course of establishing the new email records. This effort
would occur one time and be part of the migration process from email information in BANNER address
records to email information in BANNER email records. (See Migration Steps below).

Ultimately, it is expected that ES address records would no longer be needed in BANNER. The email
information they include could be found in the BANNER email table. The userids they represent could
aways be parsed from BANNER email records; and, in any case, BANNER is not now an absolute source
of information on usernames. Some people have different usernamesin different systems. Moreover, it is
likely that a new Oracle name server much more than BANNER will become the definitive source of
usernames.

Even though information in ES address records will become redundant once the BANNER email records
are populated, the Data Standards Committee expectsthat the ES records will remain intact in BANNER
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for yearsto come until al programs expecting email information in those records are changed. At that point
intime, ES address records should be deleted for two reasons. First, no one new to Wellesley College
would ever expect email information to be found in address records (whereas they would expect email
information to be found in email records). Second, retaining the ES addresses means housing email
information in two places and thiswould be a source of confusion.

After email records are populated from ESaddressrecords and before all programs have been changed to
access the email recordsinstead of the addressrecords, it will be necessary to keep the email and address
records synchronized. It is expected that synchronization will be done using database triggers placed on
the BANNER email table. Although the precise details of this synchronization will be left to Database
Systems, the idea would be to connect email to address records using the pidm column, the active column,
and start and end date information.

Migration Steps

Definitions

= Active ES addresses —spraddr records having spraddr_atyp code="'ES and spraddr_status ind IS
NULL
= Inactive ES addresses —spraddr records having spraddr_atyp code='‘ES and spraddr_status ind="*I’

1. TheAdmissions Office must modify its reports and report vehiclesto expect email addresses of email
type“GEN” and not “ADM” (Admission Applicant Email Address). This may or may not require
Admissionsto ater its population selections so asto be based on criteria other than email type. Status:
done.

2. SQL must be written and run to change email records with the ADM email type to have the GEN
email type. Status: done.

3. TheGTVEMAL email type table will require additions for the FC address type and deletionsfor the
ADM, SOL, and WCAA email types. Status: ADM, SOL, WCAA have been deleted, and FC needsto
be added.

4. A onetime conversion load program should be written to populate the GOREMAL tablewith email
records based on active and inactive ES address records. |n other words, the program must popul ate
GOREMAL with active and inactive Wellesley College email addresses. Status. pending.

Step A — Identify Wellesley College email addresses already in the GOREMALL table that probably
should not be there because they do not match data found in existing ES address records. Produce a
report on these Wellesley College email addresses. Distribute the report to end-userswho last updated
the records. Tell these people that the records are going to be deleted from the GOREMAL table.
Errant recordsin GOREMAL will have the following characteristics:

They will have pidm values different than those found in ES address records and yet have
gorema_email_address values like ‘ %o@welledey.edu’
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They will have pidm values equal to those found in ES address records and have
goremal_email_address valueslike ‘%@welledey.edu’ but not havegoremal_emal_code equal to
‘GEN’ and goremal_disp_web indequal to Y.

OR

They will have pidm values equal to those found in ES address records and have
gorema_email_address valueslike ‘ %o@wellesley.edu’ and have goremal_emal_code equal to
‘GEN’ and have goremal_disp web_ind equal to Y but not correspond to an existing ES address.
Thiswill be true unless an ES address record can be found satisfying al of thefollowing criteria:

the ES address record is active and goremal_status ind equals A OR the ES address record isinactive
and gorema_status ind equals|

the ES address record is active and goremal_preferred ind equals Y OR the ES addressrecord is
inactive and goremal_preferred_ind equals N

the ES address record is active and gorema_comment equals “ Start Date= MM/DD/YYYY” or the
ES addressrecord isinactive and gorema_comment equals “ Start Date= MM/DD/YYYY End Date
=MM/DD/YYYY”.“MM/DD/YYYY’ should be equa to the value of spraddr_start_date for “ Start
Date= MM/DD/YYYY”, and “MM/DD/YYYY” should be equal to the value of spraddr_end_date for
“End Date= MM/DD/YYYY™.

The ES address record has the value of spraddr_street linel equal to the value of
gorema_email_address with “ @welledey.edu” stripped off the end.

Step B — Create areport on non-Wellesley College GOREMAL email recordsto have preferred email
indicator set to ‘N’. These will be goremal records having goremal_preferred ind="Y’ and
gorema_email_address not like ‘ %@wellesley.edu’ for pidms that have active ES addresses.

Step C — Delete from the GOREMAL email table all Welledey College email addresses. These will
have goremal_emal_code equal to GEN and gorema_email_address values like ‘ %o@wellesley.edu’.

Step D — Set preferred email indicator (goremal_preferred _ind) valuesto ‘N’ in certain non-Wellesley
College GOREMAL email records. The gorema records to affect will havegoremal_preferred ind =
‘Y’ and goremal_email_address not like ‘ Yo@welledey.edu’ and pidms with active ES addresses.

Step E - Create GOREMAL email table records for al active and inactive ES address records
For each new record created, GOREMAL fields should be populated as follows:

goremal_pidm — this should be the pidm as found in spraddr_pidm.

gorema_emal_code—this should be GEN

goremal_email_address —this should be the value in spraddr_street linelappended with
@welledey.edu.

goremal_status_ind —this should be A for active records and | for inactive records.
goremal_preferred_ind —thisshould be Y for active records and N for inactive records.
goremal_activity date- this should be the date the record was inserted.

goremal_user_id —this should be theuserid of the user running the programs.

goremal_comment —this should contain “ Start Date= MM/DD/YYYY End Date= MM/DD/YYYY",
where“MM/DD/YYYY' isspraddr_start date for “ Start Date= MM/DD/YYYY” and where
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“MM/DD/YYYY” isspraddr_end date for “End Date= MM/DD/YYYY”. Active ES spraddr records
should always have non-null spraddr_start_date valuesand NULL spraddr_end_date values. Inactive
spraddr ES records should always have non-null spraddr_start_date values and spraddr_end_date
values.

» goremal_disp web ind—thisshouldbe.

5. Aninterface must be written to ensure that changes made to active and inactive Wellesley College
emall addressesin the GOREMAL email table are applied automatically to ES address recordsin the
SPRADDR addresstable. Status: pending

In other words, mechanisms should be created to ensure ongoing one to one correspondence between
Wellesley College email records and ES address records. DML activity against GOREMAL email
records having gorema_emal_code="‘GEN’ and gorema_email_addresslike ‘ %@welledey.edu’
must be mirrored in SPRADDR ES address records as follows:

If the DML activity isinsertion, than a new SPRADDR address record should be inserted with the
following column values:

= gpraddr_pidm should be set to the value of goremal_pidm

» gpraddr_atyp code should be setto ‘ES

»  gpraddr_segno should be set to one more than the maximum spraddr_seqno found for the
pidm and spraddr_atyp_code ES

» gpraddr_from_date should be set to a date/time built from the date character string parsed
from the value of goremal_comment. Specificaly, ‘ Start Date = MM/DD/YY Y'Y’ should be
searched for in the comment and the MM/DD/YY Y'Y string extracted. Thisis adate
represented as characters with date type MM/DD/YY Y'Y . The time used in composing the
date/time to beinserted should be 12:00:01 am.. If no start date isfound, than set the column
valueto NULL.

= gpraddr_to date should be set to a date/time built from the date character string parsed from
the value of gorema_comment. Specificaly, ‘ End Date = MM/DD/YY Y'Y’ should be
searched for in the comment and the MM/DD/YY Y'Y string extracted. Thisisadate
represented as characters with date type MM/DD/YYY'Y. Thetime used in composing the
date/time to beinserted should be 12:00 midnight. If no end date is found, than set the column
valueto NULL.

» gpraddr_street_linel should be set to the value of goremal_email_address without the

‘@welledey.edu’ suffix

spraddr_street line2 should be set to NULL

spraddr_street_line3 should be set to NULL

spraddr_city should be set to ‘Wellesley’

spraddr_stat_code should be set to ‘MA’

spraddr_zip should be set to * 02481

spraddr_cnty _code should be set to NULL

spraddr_natn_code should be set to NULL

spraddr_phone_area should be set to NULL

spraddr_phone_number should be set to NULL

spraddr_phone_ext should be set to NULL

spraddr_status ind should be set to NULL if gorema_status indis‘Y’ andto ‘I’ if

goremal_status ind =N’

spraddr_activity _date should be set to the value of goremal_activity date

spraddr_user should be set to the value of goremal _user_id

spraddr_asrc_code should be set to NULL

spraddr_delivery_point should be set to NULL
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spraddr_correction_digit should be set to NULL
spraddr_carrier_route should be set to NULL
spraddr_gst tax_id should be set to NULL
spraddr_reviewed_ind should be set to NULL
spraddr_reviewed_user should be set to NULL

If the DML activity against a GOREMAL Welledey College email record is deletion, than exactly one
SPRADDR ES address record should be deleted. Specifically, the SPRADDR ES address record to be
deleted should satisfy the criteriabelow. If more than one such SPRADDR ES address record is found,
the first such record found should be deleted at random. This circumstance will only be true if datahas
been entered or stored incorrectly. If no corresponding SPRADDR ES address record is found, do
nothing. Again, this circumstance will only be true if data has been entered or stored incorrectly.

» gpraddr_pidm should equal the value of goremal_pidm

= gpraddr_atyp codeshould equal ‘ES

= gpraddr_from_date should equal adate/time built from the date character string parsed from
the value of gorema_comment. Specifically, ‘ Start Date= MM/DD/YY Y'Y’ should be
searched for in the comment and the MM/DD/YY Y'Y string extracted. Thisisadate
represented as characters with date type MM/DD/YYY'Y. Thetime used in composing the
date/time to beinserted should be 12:00:01 am.. If no start dateis found, than
spraddr_from_date should benull.

» goraddr_to_date should equal adate/time built from the date character string parsed from the
value of gorema_comment. Specifically, ‘End Date= MM/DD/YYYY’ should be searched
for in the comment and the MM/DD/YY Y'Y string extracted. Thisis adate represented as
characters with date type MM/DD/YY Y'Y . The time used in composing the date/time to be
inserted should be 12:00 midnight. If no end date is found, than spraddr_to_date should be
NULL.

= gpraddr_street linel should equal the value of goremal_email _address without the
‘@welledey.edu’ suffix

If the DML activity against a GOREMAL Welledey College email record is an update, than exactly
one SPRADDR ES address record should be updated. Specifically, the SPRADDR ES address record
to be updated should satisfy the criteriabelow. If more than one such SPRADDR ES addressrecord is
found, thefirst such record found should be updated at random. This circumstance will only betrueif
data has been entered or stored incorrectly. If no corresponding SPRADDR ES addressrecord is
found, do nothing. Again, this circumstance will only be trueif data has been entered or stored
incorrectly.

= gpraddr_pidm should equal the value of goremal_pidm

= gpraddr_atyp codeshould equal ‘ES

» gpraddr_from_date should equal a date/time built from the date character string parsed from
the old value of goremal_comment. Specificaly, ‘ Start Date = MM/DD/YY Y'Y’ should be
searched for in the comment and the MM/DD/YY Y'Y string extracted. Thisisadate
represented as characters with date type MM/DD/YY Y'Y . The time used in composing the
date/time to beinserted should be 12:00:01 am.. If no start dateis found, than
spraddr_from_date should benull.

= gpraddr_to date should equal adate/time built from the date character string parsed from the
old value of goremal_comment. Specifically, ‘End Date= MM/DD/YY Y'Y’ should be
searched for in the comment and the MM/DD/YY Y'Y string extracted. Thisisadate
represented as characters with date type MM/DD/YYY'Y. Thetime used in composing the
date/time to be inserted should be 12:00 midnight. If no end date isfound, than
spraddr_to_date should be NULL.
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= gpraddr_street linel should equal the old value of gorema_email _address without the
‘@welledey.edu’ suffix

Once the SPRADDR ES address record to be updated has been identified, its values should be changed
asfollows

spraddr_pidm should retain the value of goremal_pidm

spraddr_atyp code should retain thevalue 'ES

spraddr_seqgno should retain its old value

spraddr_from_date should be set to a date/time built from the date character string parsed

from the new value of gorema _comment. Specificaly, ‘ Start Date = MM/DD/YY Y'Y’ should

be searched for in the comment and the MM/DD/Y Y Y'Y string extracted. Thisis adate

represented as characters with date type MM/DD/YY Y'Y . The time used in composing the

date/time to be inserted should be 12:00:01 am.. If no start date is found, than set the column

valueto NULL.

= gpraddr_to date should be set to a date/time built from the date character string parsed from
the new value of gorema_comment. Specifically, ‘End Date= MM/DD/YY Y'Y’ should be
searched for in the comment and the MM/DD/YY Y'Y string extracted. Thisisadate
represented as characters with date type MM/DD/YYY'Y. Thetime used in composing the
date/time to be inserted should be 12:00 midnight. If no end date is found, than set the column
valueto NULL.

» gpraddr_street_linel should be set to the new value of goremal_email_address without the

‘@welledey.edu’ suffix

spraddr_street line2 should be set to NULL

spraddr_street_line3 should be set to NULL

spraddr_city should be set to ‘Wellesley’

spraddr_stat_code should be set to ‘MA’

spraddr_zip should be set to * 02481

spraddr_cnty _code should be set to NULL

spraddr_natn_code should be set to NULL

spraddr_phone_area should be set to NULL

spraddr_phone_number should be set to NULL

spraddr_phone_ext should be set to NULL

spraddr_status_ind should be set to NULL if the new value of gorema_status indis‘Y’ and

to ‘I’ if the new value of gorema_status indis‘N’

spraddr_activity date should be set to the new value of goremal_activity date

spraddr_user should be set to the new value of goremal_user_id

spraddr_asrc_code should be set to NULL

spraddr_delivery _point should be set to NULL

spraddr_correction_digit should be set to NULL

spraddr_carrier_route should be set to NULL

spraddr_gst tax_id should be set to NULL

spraddr_reviewed _ind should be set to NULL

spraddr_reviewed user should be set to NULL

Note that as specified, the interface between the GOREMAL email table and the SPRADDR address
table does no error checking on data entered in GOREMAL. Because only the First Class
Administrator will be updating Welledey College email addressesin GOREMAL and there will be
relatively few cases where people have more than one Wellesley College email addressrecordsin
GOREMAL, therisk is minimal. Nonetheless, problems like the following could result from data entry
error.
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If two identical records are mistakenly entered into GOREMAL, they will both be stored in
SPRADDR, with only valuesin spraddr_seqno distinguishing them.

= If, by mistake, no start date is entered for an active GOREMAL record, the corresponding active
SPRADDR record will have no start date.

= |f, by mistake, no end date is entered for an inactive GOREMAL record, the corresponding inactive
SPRADDR record will have no end date.

» |f two Wellesley College email records are mistakenly entered into GOREMAL for the same pidm,
status indicator, start date and end date, two records will mistakenly be entered into SPRADDR.
Subsequent updates and deletes to one of the GOREMAL recordswill affect only one of the spraddr
records. If the two records have different email addresses, than the one with the matching email
addressin SPRADDR will be affected. Otherwise, one of the two recordsin SPRADDR will be
affected at random.

6. The process and programs now used twice ayear to inactivate and create large numbers of BANNER
ES addresses will need to be modified. This process when revised will be termed the First Classto
BANNER interface process. Status. pending

Existing ES Address Update Process and Programs

Presently, aprocessisin place whereby ES addresses are inactivated programmatically (instead of
manually by the First Class Administrator) for most graduating seniors. This happens relatively soon
following graduation. Similarly, aprocessisin place whereby ES addresses are created
programmeatically for theincoming Fall first year class. This takes place amonth or two before
orientation in the fal. The last step in both casesis running a program or programs to update the
database. In the pagt, it has been Maureen Williamsthat has run the program(s).

Other detail s of the process are sketchy and need to be fleshed out. Terry Ballantyne has apparently
been involved in the extraction of the pidms and BANNER ids to be updated. Leo Martins has
apparently been involved in adding Wellesley College email addressesto thefile of pidmsand ids
delivered by Terry. In doing so, Leo has been leaving out the * @welledley.edu’ suffix not being stored
in ES addresses. Maureen has received the file and used sgl* loader against it to update the database. In
doing that, Maureen has had to be told things like the address start date; and which date to use has
always been subject to discussion.

General Purposes of Processto Replace the Existing ES Address Update Process

A. The existing ES address update process should be revised not to update or insert ES
addresses. Instead, ES addresses will be updated automatically by database triggers on
GOREMAL email records or by whatever interface is established to keep ES addresses and
Welledley College email record synchronized.

B. The existing ES address update process should be changed to accommodate the
inactivation of GOREMAL email records for a variable population selection, people who have
graduated, for example. For each pidm in the population of pidmsto be updated, an attempt should
be made to identify the corresponding GOREMAL record.

The corresponding GOREMAL record will have the following column values

=  Gorema_pidm will equal the pidm to haveits Wellesley College email address
inactivated

= Gorema_ema_codewill equal ‘GEN’

»  Goremd_email_addresswill belike ‘' %@welledley.edu”

= Gorema_status ind will equal ‘A’
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The corresponding GOREMAL record should be updated as follows:

»  Gorema_status ind should besetto ‘I’

= Gorema_preferred ind should besetto ‘N’

»  Gorema_comment should have its value appended with* End Date= MM/DD/YYYY".
MM/DD/YYYY isadateformat for the date everyone agrees should be used asthe
inactivation date of Wellesdey College email addresses, for example, the inactivation date
to apply to graduatesin a particular year.

= Goremal_activity date should be set to the date the change was made

» Gorema_user_id should be set to the userid of the user running the programs

C. The existing ES address update process should be changed to accommodate the
deletion of GOREMAL First Class name records for a variable population selection, people who
have graduated, for example. For each pidm in the population of pidmsto have First Class names
deleted, an attempt should be made to identify the corresponding GOREMAL record.

The corresponding GOREMAL record will have the following column values

»  Gorema_pidm will equal the pidm to haveits First Class name deleted
» Gorema_emal_codewill equa ‘FC'

The corresponding GOREMAL record should be deleted.

D. The existing ES address update process should be changed to accommodate the
creation of Welledey College email addresses for for a variable population selection, studentsin
theincoming Fall first year class, for example. A parameter should be included which permits the
specification at run time of whether or not the value of the preferred email address indicator
should be Y (yes) or N (no). For each pidm in the population of pidmsto have Wellesey College
email addresses created, the following steps should be undertaken:

It should be ensured that the pidm does not already have an active Wellesley College email address. If such an addressisfound
to exist, than no new email address should be created and an exception should be reported to the First Class Administrator.
Specifically, an active Wellesley College email address existsif a GOREMAL record is found satisfying these criteria:

»  Gorema_pidm equals thepidm to have aWellesley College email address
inserted

» Gorema_ema_code equals‘GEN’

= Gorema_email_addressislike ‘%@wellesley.edu”

=  Gorema_status ind equas ‘A’

If no other active Wellesley College email addressisfound to exist, than anew Wellesley College email address should be
created and should have the following column values:

= gorema_pidm — this should be the pidm under consideration in the
population of pidmsto have new Welledey College email addresses

= gorema_ema_code-thisshould be GEN

» goremal_email_address—this should be the partial email address supplied
by the First Class Administrator and associated with the pidm under
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consideration appended with @welledey.edu (for example, msulliva
appended with @wellesley.edu)

= goremal_status ind —thisshould be A

= gorema_preferred_ind —this should be set to the parameter value specified
at run time for the value of preferred email address indicator

= goremal_activity date- thisshould be the date the record wasinserted

= gorema_user_id—thisshould betheuserid of the user running the
programs

= goremal_comment —this should contain “ Start Date= MM/DD/YYYY,
where MM/DD/YYYY isadate format for the date everyone agrees should
be used as the effective date for the new Welledley College email addresses

» goremal_disp web_ind—thisshould be Y

E. The existing ES address update process should be changed to accommodate the
creation of Wellesley College First Class names for a variable population selection, studentsin the
incoming Fall first year class, for example. For each pidm in the population of pidms to have First
Class names created, the following steps should be undertaken:

1t should be ensured that the pidm does not already have a Wellesley College First Class name. If such anameisfound to exist,
than no new First Class name should be created and an exception should be reported to the First Class Administrator.
Specifically, aFirst Class name existsif a GOREMAL record is found satisfying these criteria:

»  Gorema_pidm equals thepidm to have aFirst Class name inserted
» Goremd_ema_code equals‘FC

If no other First Class nameisfound to exist, than anew First Class hame should be created and should have the following
column values:

= gorema_pidm —this should be the pidm under consideration in the
population of pidmsto have new First Class names

» gorema_emal_code—thisshould be FC

= goremal_email_address—this should be the First Class name supplied by

the First Class Administrator and associated with the pidm under

consideration.

goremal_status ind —this should be A

gorema_preferred _ind —this should be N

goremal_activity date- this should be the date the record was inserted

goremal_user_id —this should be the userid of the user running the

programs

= gorema_comment —thisshould be Null

» goremal_disp web_ind—thisshould be Y

F. The existing ES address update process should be changed to accommodate the
update of preferred email indicator values for avariable population selection, the fall first year
classjust before orientation, for example. This population should have their Welledey College
emall addresses flagged as preferred at that time and all of their other email recordsin GOREMAL
flagged as not preferred. Specificaly, for the population of pidms under consideration, the
following steps should be taken:

If the person does not already have an active and preferred Wellesley College email address, report the person as an exception to
the First Class Administrator. People with such email addresses will have GOREMAL records characterized as follows:

»  Gorema_pidm equalspidm under consideration
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10.

11.

12.

Gorema_ema_codeequals‘ GEN’
Gorema_dtatus ind="A’

Gorema_preferred ind="Y’
Gorema_email_addresslike ' Y%o@welledey.edu’

Otherwise, identify the email address record satisfying the preceding criteria and update

the column valuesin that GOREMAL record as follows:

Goremal_pidm —retain current value

Goremal_emal_code - retain current value
Gorema_email_address—retain current value

Goremal_status _ind —retain current value

Gorema_preferred ind—setto ‘Y’

Goremal_activity date- set to the date the record was updated
Goremal _user_id — set to the userid of the user running the programs
Goremal_comment —retain current value

Goremal_disp_web_ind —retain current value

For all other email records belonging to the person, ensure that the value of preferred email address indicator is set to no.
Specifically, any other GOREMAL record having goremal_preferred_ind = *Y’ should be updated with the following column

values:

Goremal_pidm —retain current value

Goremal_emal_code - retain current value
Goremal_email_address—retain current value

Goremal_status ind —retain current value
Gorema_preferred_ind—setto ‘N’

Goremal_activity date- set to the date the record was updated
Goremal_user_id — set to the userid of the user running the programs
Goremal_comment —retain current value

Gorema_disp web _ind —retain current value

People must stop entering, changing and deleting email information in the SPRADDR addresstable.

Status: pending

People should temporarily refrain from entering, changing and deleting information in the GOREMAL
emall table. Status: pending

The conversion load program must be run to populate GOREMAL email address information from
SPRADDR ES addressinformation. Status: pending

The interface ensuring one to one correspondence between GOREMAL email addresses and
SPRADDR ES addresses must be put into place. Status. pending

People may resume entering, changing and deleting information in the GOREMAL table. All email
information should be entered by human beings only in GOREMAL and not as ES addressesin
SPRADDR. Status: pending

Only the First Class Administrator should be entering, updating or deleting Welledey College email
addresses from this point forward. Status: pending
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13.

14.

15.

16.

17.

18.

19.

20.

By approximately November of 2002, Liz Lieberman would like First Class namesto be available in
BANNER. Accommodating Liz would mean that revision of part of the First Classto BANNER
interface process would need to be completed and that people like Debbie, Terry, Leo and Maureen
would need to commit to the time table given that part of the process may well continue to be manual.
Status: pending.

Only the First Class Administrator should be entering, updating or deleting First Class namesin
BANNER from this point forward. Status. pending

After graduation, the First Classto BANNER interface process should be followed to inactivate the
graduate’ s Wellesley College email addressesin BANNER. The inactivation date will need to be
supplied. Status: pending

After graduation, the First Classto BANNER interface process should be followed to delete the
graduate’ s Welledey College email addressesin BANNER. Status: pending

Weeks before Fall orientation, the First Classto BANNER interface process should be followed to
create new Wellesley College email addresses for the incoming Fall first year class. The preferred
email addressindicator parameter value should bevalued ‘N’ (for no). Status: pending

Weeks before Fall orientation, the First Classto BANNER interface process should be followed to
create new First Class namesfor theincoming Fall first year class. Status. pending

Just before Fall orientation, the First Classto BANNER interface process should be followed to update
email recordsfor theincoming Fall first year classto ensure that active Wellesley College email
addresses are flagged as preferred and al other email addresses are flagged as not preferred. Status:

pending

All programs, reports and shadow systems retrieving email information from the address table must be
changed to retrieve email information for the email table. Thisis expected to be complete by late
Spring or so in 2004 when FOCUS is scheduled to retire. Status: pending
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