Banner (MINT) Computer Account Request Form

Mint is the system on which Banner resides.  Banner holds student, employee and budgetary information.  Completion of this form is required for access to any of this information.

Please note that any access to another department’s data must be pre-approved by the head of that department.  Complete both sides of this form, including the supplemental Data Access Request Form on the reverse side.

It is the policy of Computing and Telecommunication Services that each PLU employee who needs access to computer based data must have his/her own account.  Using another person's account is a violation of the University Computer Use Policy.

Name of Account Holder


__ __ __ __ - __ __ __ __


Last, First, MI
PLU ID #

Account Holder phone ext.


ePass User Name


Employee Status (check one)
Full-time ___
Part-time ___
Student ___

Access Times Needed  

(Include hours of access, i.e., 8am-noon, etc.  Must be completed if employee status is student)

Last Day Access Needed  

(Must be completed if employee status is Part-time or Student)

Department



Name of Department Head (please print)



Departmental Phone Number



For Department Head only
I request that an account be created on the administrative computer system called MINT for the person listed above.  I give permission for this person to have access to the computer-based data for my department.  I understand that by allowing such access, I am giving the person the ability to read and perhaps modify sensitive University data.



Date:



Department Head (signature) 

For the Holder of the Account

I understand that I am being given access to sensitive University data, and will not abuse this by using or modifying the data in any way not directly related to University needs.  I agree to abide by FERPA Laws and not to allow anyone else access to my account.  If I leave PLU or change departments, I will notify Computing and Telecommunication Services of this occurrence so that the account can be modified as required



Date:



Holder of Account

	CATS OFFICE USE ONLY
	
	Yes
	No

	
	Existing NT Acct Name:
	
	

	
	Banner/Banner GUI Training Completed?
	
	

	
	Banner Users Group Access Enabled?
	
	


Data Access Request Form for Banner (MINT)
(Please make as many copies as are needed)

This request form grants computer access to other departments’ information and data and must be signed by the account holder.

Name of Account Holder

___________________  ___________  ___  (Last, First, MI)

Do you need access to the following (check all that apply)?

General student information 

Budget information 
*
Other 
 (describe below)

*Department budget head must also submit the completed Business Office “On-Line Budget Query Authorization Change/Request” form to the Business Office.  Additional forms available from the Business Office.

Additional comments on your data/information access requirements, i.e., general student information, etc.

I understand that I am being given access to sensitive University data and will not abuse this by using or modifying the data in any other way not directly related to university needs.  I agree not to allow anyone access to my account by giving them my password.

Signature of Account Holder  ____________________________________Date___________

Return the completed form to Computing and Telecommunication Services for processing.

CATS OFFICE USE ONLY

Data Custodian Review and Sign-off:
The account holder above has requested access to your data/information.  Please include the following:

1. The department from which you are authorizing access.

2. The name of the Banner Class(es) to which you are granting them access.  

3. Authorize access by placing your signature and noting date in the appropriate spaces.

If you need more room please attach another sheet of paper
Dept.
Class Name
Signature
Date
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