Requesting Banner Finance Org Security through the Banner Authorization Request (BAR)

1. Access the Banner Authorization Request from My.unm.edu:
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2. Login

THE UNIVERSITY of

NEW MEXICO

Enter your NetlD and Password

NetiDx | | » Change Password

Password: | | For security reasons, quit your web browser when

you are done accessing services that require
authentication!

Warn me before logging me into other sites.

0GIN

EAR Bie wary of any program or web page that asks you for your
Metil and password. Secure UMM web pages that ask you
for your MetiD and password will generally have URLs that

begin with "Http=s: Moginounm edu”

In addition, your brovwser should visually indicate that vou are
ACCETTNG 8 SECUNS PAGE.

3. Select ‘Create Request’

Banner

thorization Request System for INTG

| Home | Create Request | Roles By Function | Roles By Name | RolesBy Org | Search Roles

My Training | My Requests | Help | Logout ‘

Welcome to the Banner Authorization Request System

Your Current Status

Name: Shareen Siegrist

Net ID: SHAREEN

UNM ID: 101133157

Job Title: admin Assistant 2 (USUNM Bargaining Unit)
Organization: 5944 Finance Systems Management
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yperion Operstional Data Store Departrsnt
Department Direct Pay Processor
Department General Inguiry.

Department Journaler

Department Pcard Reallocator

Department Peard Reviewer

Department Purchase Requisitioner

Einance Systems Mgmt Administrator

Finance Systems Mgmt CO& Administratar

Einance Systems Mgmt Data Administrator

Einance Attribute Updater

EPAF Labor Distribution Chg-First Level spprover

EPAF - Lahor Distribution change Originator
pprove Labor Bedistributions

Department Labor Redistributions
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4. Enter your Supervisor’s netlD and add the reason for this request.

Home Edit Request Rales By Function ‘ Rales By Name ‘ Rules By Org ‘ Seatch Roles ‘ My Training ‘ My Requests ‘ Help ‘ Logout

Edit Authorization Reqest

RequestID: 25515 Created: Har-26-2010 Status: Open
Supervisor and reason for request
Supervisor's net1D; LELACK Do e persn's nelD? Locki e UNM ety

Reason you need this change in Banner access:
\PJeise be specii. For exampie: My job fas changed and | wlbe entering time for my org*

5. Scroll down until you see ‘Role-Specific Settings’. To add Orgs to your Finance roles, use the
‘Select Finance Orgs’ box. For this example please note no Org codes have been selected. Please note
that you will only receive access to the Org codes you select, subject to security approvals.

Role-Specific Settings

Select Finance Orgs Role Proxies
Use ihis box fo select organizations for which you should have query-only finance org security. All Proxies for: EPAF Labor Distribution Chg-First
arganizations subordinate o those you sefect will be added automatically. Level Approver
Mone selected. -
Add Proxies
Enter org code: | Add Finance Org Find Org Code  Yiew Org Hierarch

Select Redistribution Orgs

Use this box fo select redistribution organizations. Nofe: subordinate organizations will NOT be
salected aufomatically, vou must selact each arganization individuaily.

Remove Status Redistribution Organization
O hav\:':it E94D Financial Services Support Center
O hav\l::it 4804 Controller administration
O hav\:':it E944 Finance Systems Management
Remove
Enter org code: Add Redistribution Org Find Org Code View Org Hierarch

Select HR - Payroll Orgs

Use this box to select limekeeping, reporting and EFPAF organizafions. Nofe: subordinaie
organizations will NOT ba selected aufomatically, vou must selact each arganization individuaily.

Remove Status HR - Payroll Organization
O h:::it 5944 Finance Systems Management
Remove
Enter org code: Add HR - Payroll Org | Eind Org Code Yiew Org Hierarch

[ withdiaw this request | | Saveforlater | [ Next>




If there are no Org codes listed in the “Select Finance Orgs’ box and you are not a user requesting
Finance security for the first time, it means you were grandfathered in with Finance Org Security as part
of the Banner 8 implementation. To verify what Org codes you currently have security access for, go to
Banner form FOMUSOR, enter your NetID, tab and perform a next block. Here is an example of what
user Iblack has access to:

=1=1x]

f2 Oracle Developer Forms Runtime - Web: Open > FOMUSOR [0]

File Edit Options Block Item Record Query Tools Help

BB REARE 9% e A & RERISEIEIL H&HI@ 01X

%8 /0rganization Security Maintenance Form FOMUSOR 8.0 (BANP) (el lielelelelleleleleirle bl le Dol Do el Dol LDl D e D Do Lol e Do D Do LD e D e Do Do D e D e

User ID: LBLACK I
Copy from User ID: [7

Include COA Code: |—F Include Organization: [+
Exclude COA Code: |—F Exclude Organization: F

Activity Date

MNone Z2-MAR-Z010 =

COA Organization Description Access
M

Controller Operations Query -

T
I

i g
Ll

Enter Chart of Accounts. List ofvalues is available. | ]
.Record: 111 I - | | <0sC>

These Org codes will need to be included in your Banner Authorization Request if they aren’t already
listed in your Banner Authorization request.

7. Enter the Org Code in the “‘Enter org code’ box. Select Add Finance Org.
NOTE: If this option is not available, you MUST select Department General Inquiry from the
Banner Finance Roles.



Role-Specific Seftings

SelectFinance Orgs

Use this box to select organizations for which vou should have quens~only finance org securily. Alf

\W

orpanizalions subordinale to those yvou select wif be added automatically.

Enter org code: 4354 Add Finance Org Find Org Code Yiew Crg Hierarchy

Once you select the *‘Add Finance Org’ button you’ll see that the status is ‘“New’, and the Org number
and title is populated.

Select Finance Orgs Role Proxies
Uise this box fo select organizations for which you showld have queny-only finance arg security. All Proxies for: EPAF Labor Distribution Chg-First
\orgamzanons subordinate fo those you select will be added automatically, Level approver
Remo Status Finance Organization
. .
O Mew 4854 Credit, Collections & Merchant Serv

Enter org code:

Add Finance Org | Find Org Code Wiew Org Hierarchy

Select Redistribution Orgs

Uses this box fo select redisiribufion organizalions. Note: subordinate organizations wilt NOT be
selecled automalically; vou must selact each organization individually.

Remove

O
O

O

Enter org code:

Status

You
have it
You
have it
You
have it

Redistribution Organization

594D Financial Services Support Center
4804 Controller Administration

5944 Finance Systems Management

Add Redistribution Org Find Org Code  Yiew Org Hierarchy

Select HR - Payroll Orgs

Use ihis box fo select iimekeeping, reporing and EPAF arganizafions. Mole: subordinafe
ormganizalions will NOT be selected auformalically, vou must select sach organizalion individually.

Remove
O

Enter org code:

Status

You
have it

HR - Payroll Organization

5944 Finance Systems Management

Add HR - Payroll Org | Find Org Code  Yiew Org Hierarchy
| Withdraw this request | | Save for later | | Next > |

8. After all Orgs needed are requested select “Next >’.

The review screen will come up, allowing you to review your request before submitting it.



Review request before submitting
Request ID: 25515 Request created: Mar-26-2010
Status: Open Last accessed: Mar-26-2010
Supervisor and reason for request
Supervisor's netID: LBLACK (Lorrie S Black)

Reason you need this change in Banner access: Requesting access to query Orgs in the Finance Administration per my supervisors request.

Access role(s) and actions requested

action Requested Role Name Training Status
Retain Hyperion Operational Data Store Department [
Retain Department Dirsct Pay Pracessor %]
Retain Department Genersl Inquiry m
Retain Department Journaler ||
Retain Department Poard Reasllocator ]
Retain Department Pcard Reviewer ||
Retain Department Purchase Requisitioner %)
Retain Finance Systems Mgrnt Administrator 1
Retain Finance Systems Mgmt COA Administrator )
Retain Finance Systems Mgmt Data Administrator %)
Retain Finance Attribute Updater M
Retain EPAF Labor Distribution Chg-First Level 4pprover %]
Retain EPAF - Lsbor Distribution change Qriginator 1
Retain Approve Labor Pedistributions ||
Retain Department Labor Redistributions %)

1 | ]
Organization Security
Finance Organizations

Cradit, Cabectiond & Merchant Sery (4854)
Redistribution Grganizations

Financal Services Support Canter (594D)
Contraller Admirnstration (4804)

Finance Systems Managemant (5944)

HR. - Fayroll Organizations

Finance Systems Management (5944)

Selected Role Proxles
o promes selectad for EPAF Labor Dvstribution Chyg-First Lewel Appaover

Please review the Org codes listed under the Finance Organizations above. Are all Org codes listed? If
not, please return to step 6 to add additional Org codes. If yes, then please continue to step 9.

Please note that you will only receive access to the Org codes you select, subject to security approvals.

9. After reviewing your request, scroll to the bottom of the page and select ‘Submit Request’.

Training Status

COMPLETE. &ccarding to EOD's records, you have taken all of the courses which are required for the accesNoles you are requesting,

| <- Back | | Withdraw Request | | Save Request | | Submit Request

You will receive an email saying that your Banner Authorization Request has been submitted.

If you need any assistance with this please contact the Financial Services Support Center @ 277-3457.




