Banner Administrative Pages Account Request Form

(This form may be downloaded at http://www.plu.edu/helpdesk/documents-forms/home.php) 
Banner is the administrative database which stores all PLU student, employee and budgetary information.  Completion of this form is required for any PLU employee who requires access to Banner Administrative Pages.  Access to another department’s data must be approved by the data custodian of that department.  
Pacific Lutheran University’s administrative computing systems collect and store sensitive data on employees and students that is needed for the normal operations of the University.  All PLU employees, including student workers, must assume responsibility for legal and ethical computer, data, and network use.

It is also the policy of Information & Technology 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.  The complete policy may be found at www.plu.edu/helpdesk/policies/home.php
Below is a brief description of the type of access that may be requested.  Access is granted based on an employee’s job responsibilities at the University.  After reviewing the descriptions, please check the appropriate box noting if the access requested is Modify (can change data) or Read (can view data).  In addition, please indicate below if this account requires the same access as another Banner user.
	Read
	Modify
	Area
	Description

	
	
	Academic History
	Courses completed, earned hours, mid-term warnings, final grades, transcripts, degree information.  This access is generally limited to Registrar and Center for Student Success Offices.

	
	
	Alumni/Advancement
	Biographical, donation and prospect information for Alumni, Parents and other donors to the university.  This access is generally limited to the Offices of Advancement, Alumni and Student Connections and President.

	
	
	Financial Aid
	Student Financial Aid information

	
	
	General Person
	Addresses, phone numbers, email addresses, gender, birth date, citizenship, ethnicity.

	
	
	General Student
	Declared majors/minors/concentrations, advisor assignments, sport involvement.

	
	
	Holds
	Student holds (academic, student life, financial, other).

	
	
	Housing
	Student hall and room assignments.

	
	
	Overall
	Student parent information, high school/previous college information, entrance exam scores.

	
	
	Recruit/Admission
	Prospect and Applicant information including intended major, co-curricular activities, high school information, entrance exam scores.

	
	
	Registration
	Ability to register student in courses.


1. Access to full SSN?  By default Social Security Numbers are masked for all users.  Will this employee be required to enter or maintain SSN’s?      Yes        No

2. Please provide the name and title of a current (or former) employee who has the same level access

the new account holder should have:

___________________________________    ___________________________________________
Employee Name                                                                       Employee Title

3. **Finance Access via Banner Self-Service:  Department budget head must obtain and submit a Business Office “On-Line Budget Query Authorization Change/Request” form to the Business Office. (Forms available from the Business Office)
4. **Student Employees:  A completed Student Employee Windows Access form must also be submitted.  The form can be found at http://www.plu.edu/helpdesk/documents-forms/home.php.
Banner Administrative Pages Account Request Form (pg. 2)
(This form may be downloaded at http://www.plu.edu/helpdesk/documents-forms/home.php) 
Name of Account Holder



PLU ID #       __ __ __ __ __ __ __ __


Last, First, MI

Account Holder phone ext.


ePass User Name 




Employee Status (check one)  Staff/Faculty ___  Temp Staff/Faculty ___  Student ___      Title:





Department

Departmental Ext 

Name of Supervisor (please print)  

Supervisor Ext 




Additional comments on your data/information access requirements.
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 access to my account by giving them my password.  If I leave PLU or change departments, I will notify Information and Technology Services of this occurrence so that the account can be modified as required.

Signature of Account Holder ____________________________________
Date___________

For Department Head only
I request an account be created in the Banner system for the employee 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 employee the ability to read and perhaps modify sensitive University data.

Signature of Department Head ______________________________________          Date: ___________
Return the completed form to Information & Technology Services Help Desk for processing.
Information Systems Use Only
Username:  






Bansec-l Notify Date 




    
Windows Admin. Notification:   Sent Date 


  Rcvd Date 



	Class/Webrole
	Approval Rcvd
	
	Class/Webrole
	Approval Rcvd
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