INSTRUCTIONS TO OBTAIN ACCESS TO BANNER FINANCE AND THE WEBFOCUS DASHBOARD

Request to be completed by the Supervisor of the Faculty/Staff member requiring access.

Request Location -
https://its.appstate.edu/forms/request-banner-account-options

Information Technology Services

Support Forms  Security Maintenance IT Gowernance Data Govermance  About

Request for Non-Employee User
Account

Plezze be sure to complete sll of these steps before submitting this form:

coount Request For

+ Complete all fields below for Requester Information (person making the request)

. + Complete all fields below for User Information (person for which access is being reguested)
Analytics Access Request

* Select the type(s) of access you are requesting and complete the additional Selds

Time Entry Security Form

MOTE: Bvary effort iz made to process requests in a timely manner. Requests are ususlly proccessed within 2 businezs

days, but some may take longer. Thanks in advance for your patience.

Username Change Request

The reguestor must be the supervisor of thiz user, or authorized designee. Please expalin for whom you are 3

Request Banner Account Options designes. For options in the Banner Human Resources saction, the reguestor must be the department head only.
Options *
ication & ® Add Opticns (for new or current banner users)

Service Catalog

Delete Oprions (for current banner users only)
Requester [nformation

Reason for request
l| | v

Effective date

TECHUHO6Y A ICANON + BT (AL DG

| Month Y| Day Y Yer V|

Requested by *

Phone Number of Requester

Email of Requester
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Request Location - https://its.appstate.edu/forms/request-banner-account-options

User Information

Pleata enler Lhe nlorrmation Tor the user needing

Mame of person needing access *

Email address of person needing access #

Banner |D of person needing access *

User Department *

4

User Job Title

MNon-Paid Volunteer

D ez

Graduate Assistant

0 Yes

Type of Access *
Plzase select the type of access that you are reguesting for the user.

) Banner Student

I Banner Accounts Receivable

| Banner Advancement

! P-Card Funds Needed

! Yo-Mart

! Banner Foundation Finance for Department Users

! Banner Human Resources

! Banner Student Financial Aid

AFTER SELECTING BANNER FINANCE FOR DEPARTMENT USERS THIS SCREEN WILL APPEAR:

Banner Finance for Department Users

Banner Finance for Deiartment Users

= HR/Payroll Dashboard

[MOTE: =alary and persomnel information is induded)

Funds Needed

List the funds needed. Please use a semicalon to separate funds (ex. 109308:109310;) and make sure to chack the boxles)
abowve.

0 Finance Auxiliary Billing (FZAAUXE, FZPRAXE)

CHOOSE BANNER FINANCE, SELF SERVICE, EPRINT AND CAMPUS BUDGETS DASHBOARD (CHART A) AND
LIST FUNDS YOU REQUIRE ACCESS TO.


fitchleejm
Highlight

fitchleejm
Highlight

fitchleejm
Highlight

fitchleejm
Highlight

fitchleejm
Highlight

fitchleejm
Highlight

fitchleejm
Highlight

fitchleejm
Highlight

fitchleejm
Highlight

fitchleejm
Highlight




