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BANNER ACCOUNTS RECEIVABLE ACCESS REQUEST FORM

This form is to be filled out by applicant or supervisor, all information is required.

The person authorizing the access must submit this form.   Attach this document to an e-mail message and send it to:  gnanasee@fau.edu or send original to Lionel Gnanaseelan – AFTSS, Admin 138D. Fax 7-1311
	Applicant’s Name
	Z number
	Title

	
	
	

	School/College/Division
	Department/Campus Phone

	
	

	FAU E-mail Address  (Applicant must have FAU E-Mail account)
	                                        @fau.edu


  Please check the appropriate Box:    [        ]  Banner FAUP   (Mark X for FAUP)        [       ]  Banner STES  (Mark X for STES)            
	
	Create NEW Banner AR Access Account

	
	Change EXISTING Banner AR Access Profile

	
	Delete EXISTING Banner AR Access Profile


NOTE:  Most Banner System users will use Web Finance and e-Print accesses.  Proof of completed Training Sessions will be required before access is granted.

Indicate with an “A” for approval for all applicable Banner access profiles.  A “D” indicates removal of the profile. Supervisor’s Initials and appropriate Departmental Level approval signatures are required. 
Note: the number in ( ) next to certain clearances indicates the person that has to sign off on the particular clearance.
	
	

	
	

	Add or Delete
	BANNER AR ACCESS PROFILE
	Required Approval Level


	
	Departmental Level Users+

	

	
	FAU AR CASHIER (18)
	Supervisor

	
	FAU AR DEPARTMENTAL_USER (19)
	Supervisor

	
	FAU AR REGULAR_STAFF_CLOSER (20)
	Supervisor

	
	FAU AR THIRD PARTY BILLING SPECIALIST (21)
	Supervisor

	
	FAU AR INVOICE SPECIALIST (22)
	Supervisor

	
	FAU AR SUPERVISOR  (23)
	Supervisor

	
	FAU AR ADMINISTRATOR  (24)
	  Supervisor

	
	BAN_EPRINT_AR_REPORT_C
	   Supervisor

	
	STUDENT WAIVER
	Supervisor

	
	FAU AR ADMINISTRATIVE SUPER USER
	Supervisor

	Supvr.Intls.
	FAU Administrative Users
	

	
	Query Only Forms Access - 
Determined by Specific Job Requirement
	Cashier__________________________
Departmental User _________________
Regular Staff/Closer ________________
Third Party Billing Specialist __________
Invoice Specialist___________________
Supervisor ________________________
Administrator_______________________

	
	Applicant’ s Name 

FAU Administrative Level User (continued)
	(Name here) X

Required Approval Level/Supervisor Initials for each Add 

	
	Accounts Receivable Check Processing 
	Controller 

	
	Accounts Receivable Refund Processing
	Controller

	
	
	

	
	
	

	A or D
	Objects Directly Given to the User
	

	
	
	Associate/Controller  

	
	
	Associate/Controller  

	
	
	Associate/Controller 

	
	
	Associate/Controller

	
	
	Associate/Controller

	
	
	Associate/Controller

	
	
	Associate/Controller

	
	
	Associate/Controller

	 
	
	Associate/Controller

	
	
	Associate/Controller

	
	
	Associate/Controller

	
	
	Associate/Controller

	
	
	Associate/Controller

	
	
	Associate/Controller

	
	 
	Associate/Controller

	
	
	Associate/Controller


Department Supervisor or Manager Authorization and other Authorizations

NOTE:  The e-mail message requesting Banner AR System access must be sent from the e-mail account of the supervisor whose name is entered below.  Other named authorizations are required for access to identified functions above.

	Supervisor/Authorizer’s Full Name & Title
	FAU E-MAIL ADDRESS

	I authorize employee for the profile listed in the attached document. I understand it is my responsibility to notify Banner Security if employee terminates my employment or their change in duties requires a security profile adjustment.
X                                                                                             Date:
	X

	Signatures below will be required by the Banner Security Officer before processing Access Request Form.

	(1) Associate Controller’s Signature
	Date

	
	

	(2) Controller’s Signature


	Date
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