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BANNER FINANCE 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.
	
	Create NEW Banner Account

	
	Change EXISTING Banner Access Profile

	
	Delete EXISTING Banner 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 ACCESS PROFILE
	Required Approval Level


	
	Departmental Level Users
	

	
	Accounts Payable Query
	Supervisor

	 
	Banner E-print Reports
	Supervisor

	 
	General Accounting Query
	Supervisor

	 
	Grant Query
	Supervisor

	 
	Finuser User Query
	Supervisor

	 
	Finpublic Query
	Supervisor

	
	 E-Print P-Card Reports 
	   Supervisor 

	
	P-card Approvals
	   Supervisor and Purchasing Director

	
	
	 

	Supvr.Intls.
	FAU Administrative Users
	

	
	Accounts Payable  (1)


	Controller

Regular ___________
Encumbered ____

Direct Pay _____

Threshold Amount $______

Receipt Required Override ____

Accrual ____

Period End Override _____

	
	FAU Administrative Level User (continued)
	Required Approval Level/Supervisor Initials for each Add 

	
	Accounts Payable Check Processing (1)
	Controller 

	
	Accounts Payable Reports (1)
	Controller

	
	Budget Development Query (3)
	Budget Director

	
	Budget Development Maintenance (3)
	Budget Director

	
	Applicant’ s Name 
	(Name here) X     

	
	
	

	
	Chart of Accounts Maintenance (1)
	Controller

	
	Entity Maintenance  (1 or 2)
	Controller or Purchasing Director

	
	Finance Security Maintenance (1)
	Controller  

	
	General Accounting Query
	Supervisor

	
	General Accounting Processing (1)
	Controller  

	
	General Ledger Reports (1)
	Controller

	
	General Ledger Interface Processing (1)
	Controller

	
	General Year End Maintenance (1)
	Controller  

	
	Grant Maintenance (5)
	Director of Research

	 
	Grant Reports (5)
	Director of Research

	
	Fixed Assets Maintenance (1)
	Controller  

	
	Fixed Assets Reports (1)
	Controller

	
	P-card Administration  (2)
	Purchasing Director

	
	Payroll Maintenance (2)
	Controller

	
	Purchasing Maintenance (2)
	Purchasing Director

Encumbrance___

Receipt Required Override___

	
	Purchasing Reports 
	Purchasing Director

	
	Receiving Processing (2)
	Purchasing Director

Receipts Threshold amount_ $______


Please indicate Banner Fund Codes and Banner Org Hierarchy (see www.fau.edu/banner for Org Hierarchy report) that the user will need to access to. (Refer to e-Print Reports FGRFNDH for Fund codes and FGRORGH for Org codes). 
	FUNDS
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


	ORGNS
	 
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


	IMPORTANT: Will this user require POSTING access? ___ YES ____ NO


Department Supervisor or Manager Authorization and other Authorizations

NOTE:  The e-mail message requesting Banner 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) Controller’s Signature
	Date

	
	

	(2) Purchasing Director’s Signature


	Date

	
	

	(3) Budget Director’s Signature


	Date

	
	

	(5) Research Director’s Signature

	Date

	
	


FAU Banner Security and Approval Subcommittee                                                                                                             Printed 04/29/11@11:43 AM

