
Banner Security Access Request 
For Finance Activities 

Purpose 
• Provides access to Banner for PCardholders and PCard Account managers who reallocate PCard transactions.
• Provides access to Banner for staff who require detailed access to budget data in Banner, such as Org Code

Owners.
• Provides access to budget data via Self Service Banner (SSB) for view only access.

Procedure 
• If requesting access for PCard roles and reallocations (SSB query access included), submit to Terry Hindsman
• If requesting only SSB access in order to view budget data, submit to Karen Vazquez
• Please allow 1 week for processing.

Required Information 

Name:_____________________________________ S#:  ___________________________________ 

Department:  ______________________________ Title/Pos:  ___________________________________ 

Select one checkbox that describes your user situation: 

New Banner User (User name to be assigned) or Reinstated User 
Existing Banner User – Requesting additional access.  Must supply Banner User ID:  _______________________ 
Existing Banner User – Transferring departments or position.  Must supply Banner User ID:  

_______________________ 
TERMINATE  All access – Effective Date:  __________________________ 

Select the checkbox(es) that describes the access required: Check all that apply. 

PURCHASING  – (List Funds & Orgs Below) 
  PCardholder (User)   PCard Account Manager (Reallocator)   PCard Business Mgr (Approving Authority) 

List all Funds and Orgs for which the requester will need access.  Fund not required if using general fund 011010. 
List of Funds and Orgs must match the Funds and Orgs requested on the Org Code Signature Delegation form 

FUND ORG FUND ORG FUND ORG FUND ORG 



  SSB ACCESS  - provides view only access to budget data – (Select the appropriate checkbox below) 
 I need SSB Access to ALL of the same funds and orgs indicated in table above 
 I need access to the following funds and orgs: 

FUND ORG FUND ORG FUND ORG FUND ORG 

EMPLOYEE Agreement (Required): 

I, _____________________________, understand that the data contained in the Banner Database is confidential.  I also 
understand that the access I am requesting is for my use in performing my duties and responsibilities.  Therefore, I agree 
that my User ID and password will NOT be shared with any other persons, and that I am responsible for any accesses 
logged against my User ID.  I also understand that failure to keep my password private and secure may result in 
termination of my ability to access the Banner Database. 

___________________________________________________________  ____________________________ 
Requester Signature Date 

SUPERVISOR/ORG CODE OWNER Agreement (Required): 
By signing below, you are aware that you are responsible for terminating access for the employee if she/he is no longer 
working at CCCS or within your department.  Notify the CCCS Deputy Controller of termination no later than employee’s 
last day in the position for which access was originally requested. 

___________________________________________________________  ____________________________ 
Supervisor Signature Date 

___________________________________________________________  ____________________________ 
Org Code Owner Signature (if different than Supervisor) Date 

Procurement-Terry/Banner/Security Access and SSB Request 
March 2018 

For Fiscal Dept. Use Only 

Controller Approval:  __________________ 

Entered on FOMPROF by:  ______________ 

Date Entered:  _______________________ 
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