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	Banner Finance and Student A/R System Application/Authorization 

This form is used to: 1) grant access to the Banner Finance System for new users or, 2) modify access to the Banner Finance System for existing users (including departmental transfers.)   Please fill in the information below and submit this form to the Controller’s Office. 

	Section 1: Applicant/Banner User Profile Information

	Name: _____________________________ /__________________________________ (please print)

                                             Last Name                                                                 First Name

Position Title: ___________________     Work Study? [ ]  Yes  [ ]  No        
CSM CWID: __ __ __ __ __ __ __ __ Are you transferring to another department? [ ] Yes [ x] No (check one box only)

This is a request to access (check all that apply):     [  ]  Internet Native Banner [   ]  Self-Service Web [   ]  E~print reports

Email Address: ____________________ Phone No: ____________________________

Department: ____________________________ Location Building ___________  Room No: ________

I understand and agree that I will use my Banner username for legitimate CSM business only, and will use it in compliance with the CSM Computing & Networking Resource and Responsible Use Policy & Guidelines and the CSM Administrative Data Access Policy I will not share it with others and I understand that misuse may result in disciplinary action being taken by CSM.

Signature: __________________________________________________________________ Date: ____ /____ /______



	Section 2A: Fund/Org Security Access
	Section 2B: Student A/R

	Please list below the Banner Index code OR Fund/Org combination(s) that you require access to.
	

	Index Code

OR

Specific Fund Codes Only by Organization

Organization Code(s)

Student A/R Access

     [   ]   Yes

    [   ]   No

     

	Section 3: Authorization – Fund Holder (Head, Director, Principal Investigator)

	I hereby approve the access specified above for Banner Finance.

Name: __________________________________________ /______________________________________ (please print)

                                              Last Name                                                             First Name

Title:___________________________________________________________________________________

Signature: __________________________________ Date: ____ /____ /______ Phone No:______________
 

	Section 4:  Controller’s Office/IS

	Date in CO: ____ /____ /_____ ______  Date in IS: ____ /____ /_____ _______  Date to User: ____ /____ /_____ ______

Course(s) attended: ___________________ Banner Username assigned: ___________________ INB [ ] SSB [ ]  e~print [ ]
INB CLASSES GRANTED

Controller’s Office Approval:    

Name (print):                                                                  Signature:                                                         Date:


Instructions

This Authorization form is needed by the Controller’s Office in order to provide you with access to the Banner database. After receiving a Banner Username, hands-on training is strongly suggested. Please see the SDC training website for details on upcoming Banner Finance training courses (http://www.is.mines.edu/training/Categories.asp).
Access to the database is through Banner Web products. Internet Native Banner (INB) runs as a Java applet so you must have a current version of Java downloaded and enabled on your computer.  Contact desktop support (http://helpdesk.mines.edu) if you have questions.  
Banner Username for INB and e~print
Your Banner username and password provide access to the Banner Oracle database using either the Banner INB interface or the e~Print system via a browser. Security roles (access rights) are set up for each username, allowing users access to certain data in the database.  Your password can be 6-30 characters long and must begin with a letter. You can change your password with the GUAPSWD form on Banner INB.  

CWID, Username,  and Access to Self-Service Web Products
Access to Banner Self-Service is through the Mines’ Trailhead Portal (https://trailhead.mines.edu). Your username is most likely the first initial of your first name followed by the first 7 characters of your last name.  (If that has been duplicated elsewhere at Mines, digits are typically added to the 7th and/or 8th character positions to make your username unique.  This username and a 6 digit PIN are required to initially access Trailhead.  Upon your first Trailhead sign-on, you will be required to change your password to a more secure string, and to set and answer 5 questions.  If you forget this password, some of the questions will be presented and, if answered correctly, you will be able to reset your Trailhead password.  If you have problems accessing Self-Service Banner, contact desktop support (http://helpdesk.mines.edu)  
Note that you must have a Banner Username set up by Enterprise Systems AND security assigned to it by the Controller’s Office before you can utilize either e~print or the Finance Self-Service Web Product.  
For assistance in completing this form please contact the Controller’s Office at ext. 3976. 
ONCE COMPLETED, PLEASE SEND THIS FORM TO THE CONTROLLER’S OFFICE.
