The University of Alabama in Huntsville
Office of Budgets and Management Information
Banner Finance Self-Service Training

How to Obtain Banner Access



Presenter
Presentation Notes
Welcome to the Office of Budget and Management Information’s Banner Finance Self-Service Training.

This is a procedural tutorial to learn to request access to Banner.



Do | Need Access to Banner My Finance Self-Service?

** The Budget Office provides access to Banner Finat
Banner Administrative Pages aka Internet Native Banner (INB or Banner
Admin).

** You will need access to Banner Finance Self-Service if you:
** Handle budget statements for your department (Query access)
** Enter requisitions (Posting access)
** Approve timesheets (Web-Time Entry)
** Have faculty development, startup, or PI (Principal Investigator)
Incentive accounts

** Banner Administrative (INB) access is given on a case-by-case basis
depending on departmental needs.


Presenter
Presentation Notes
The Budget Office provides access to Banner Finance Self-Service and/or Banner Administrative Pages aka Internet Native Banner (INB or Banner Admin).

You will need access to Banner Finance Self-Service if you:
Handle budget statements for your department (Query access)
Enter requisitions (Posting access)
Approve timesheets (Web-Time Entry)
Have faculty development, startup, or PI (Principal Investigator) Incentive accounts

Banner Administrative (INB) access is given on a case-by-case basis depending on departmental needs.



Getting Access to Banner

UAH Website Link: ‘\

https://www.uah.edu/budget/forms

Accounting

el Accounting Forms

Budget Information

Budget Office

Covid-19 Budget Information Finance Self-Service Access Form ,’

Finance Self-Service Help Banner Admin Access Form X
Effort Certification Budget Change Form [
Budget Change Form-For Research ¥

PARF
Payroll Services

FAST Conference ‘ Business Services

Business Services Forms
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To get Banner access, go to our website, click on Forms and select “Banner Self-Service Access Form” OR “Banner Admin Access Form (formerly INB)”.




https://www.uah.edu/budget/forms

Completing the Access Form:
Requestor Information

Requestor Information

Name A-number Email Address

Haymon, Tammy - tgh0008@uah.edu

Home Labor Org Number Home Labor Unit Phone Number
- Budgets and Management Information 256-824-2242

Is this request being submitted on behalf of another employee? *

O Yes
® No

Please type and select your Supervisor. *

Q



Presenter
Presentation Notes
This section is auto-populated with your information.  You cannot change any of your information as it pulls from a database.  If anything looks wrong, please contact OBMI.
The system asks if the request is being submitted on behalf of another employee.  You are required to select Yes or No.  Any time there is a red asterisk, the field is required.
If you select No, please begin typing your Supervisor’s name in the field and choose their name from the dropdown list.


Completing the Access Form:
Requestor Information

Is this request being submitted on behalf of another Is the employee an active UAH employee? *
employee? * @ VYes

® Yes O No

O No

Please type and select the Employee. *

Q

Please type and select the Employee’s Supervisor. *

Q
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If you select Yes, the system will ask if the employee is an active UAH employee.  Please select Yes or No.  If you are not sure, choose Yes, and if you type the employee’s name in the next field and it does not appear in the list, the employee is likely an inactive/terminated employee.
Please begin typing the Employee’s name and select the Employee’s name from the dropdown list. The system auto-populates the Employee’s information.
Then type and select the Employee’s Supervisor from the dropdown list.



Completing the Access Form:
Requestor Information

Is this request being submitted on Is the employee an active UAH Enter the Employee’'s Name. *
behalf of another employee? * employee? *

® Yes O Yes
O No ® No Enter the Employee’s A-number. *

Please type and select the Employee’s Supervisor. *

Q
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If you select No, then you will need to enter the Employee’s Name and A#.
Then type and select the Employee’s Supervisor from the dropdown list.



Completing the Access Form:
Banner Finance Self-Service Request Information

Banner Finance Self-Service Request Information

Request Type * Is Web Time Entry (WTE) access being requested? (for

i *
For employees who are transferring to a new those who need access to approve timesheets)

department/position, please submit a form to Remove (old O Yes (Payroll will contact you.)
department) Access first, then a second form to Add Access for ® No

the new department. Please note in Comments section that it is

for an employee who has transferred to a new

department/position.

(® Add Access

(O Remove Access
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The next section is Banner Finance Self-Service Request Information.  The system will ask you if you are adding access or removing access.  Please select one.
It will also ask if you need access to Web Time Entry (needed for those who approve timesheets).  Please select Yes or No.  If you choose Yes a message is sent to Payroll and someone from Payroll will contact you to get you set up.


Completing the Access Form:
Org Code Access

Org Code Access

*If requesting access to a Foundation Org Code, please complete and submit the Foundation Banner Self-Service Access Request
Form.

Please add all org codes and/or roll-up org codes to which access will be changed. Place all actions for org code
access under the same org code approver.

Please use rollups when appropriate. Rollups give access to current and any future orgs created. You can choose State,
Departmental, PI, and/or Gift rollups or All Rollups. (Ex. All Rollups for Dr. X OR COE State Rollups)

Please select Division to which you need Org Please select VPFA Select VPFA Support
Access. (This may or may not be your division.) * Area * Office *

VP Finance and Administration VPFA Support Offices % Q

Accounting and
Select Access Type: * Select Module(s): * Enter tl Financial Reporting

code(s
[[] Finance Self-Service (FSS Budget Accounts Payable

Queries)

For entering requisitions, please
select Query and Posting
Budgets and
[[] ePrint Repository (Budget Management
(O Query and Posting - View Budget Statements) Information
Queries and Data Entry

(O Query Only - View Budget Queries

[} wWeb Time Entry ONLY B
(O User will not be doing budget ursar

queries . .
Business Services

Are there any additional access changes being requested for org codes approved by Facilities and
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If you choose Add Access the Org Code Access section will display.

Note that you cannot use this form to request access to Foundation accounts.  That access form is found on Accounting and Financial Reporting’s website.

Please read carefully the instructions provided.  This section uses dropdown lists to identify which Division, Area, and Department that the org you need belongs to.  It may be your area or it may not be.  If you are not sure who the org belongs to, please ask our office, because if you get it wrong, then the form will be sent back to you for correction.


Completing the Access Form:
Org Code Access

Select Access Type: *

For entering requisitions, please
select Query and Posting

(O Query Only - View Budget Queries

(® Query and Posting - View Budget
Queries and Data Entry

(O User will not be doing budget
queries

Select Module(s): *

Finance Self-Service (FSS Budget
Queries)

ePrint Repository (Budget
Statements)

[] Web Time Entry ONLY

wiariayciiicii

Information

Enter the 6-digit Organizational
code(s) to add. *

999999

5565555

111111

Are there any additional access changes being requested for org codes approved by the approver selected

above? *

@® Yes
O No

Select Access Type: *

For entering requisitions, please
select Query and Posting.

[] Query Only - View Budget Queries

[] Query and Posting - View Budget
Queries and Data Entry

Select Module(s): *

[C] Finance Self-Service (FSS Budget
Queries)

[C] ePrint Repository (Budget
Statements)

[C] Web Time Entry ONLY

Enter the 6-digit Organizational
code(s) to add. *
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1.  The form will ask you to Select Access Type.  PLEASE READ INSTRUCTIONS CAREFULLY.  If you will be entering requisitions, you must select Query and Posting access to be able to do so.  If you only wish to View Budget Queries, then select Query Only.  If neither of those apply to you, please indicate that you will not be doing budget queries (e.g., this may be for someone who ONLY needs access to WTE.)  You will only be allowed to select one.

2.  Next select the Module(s) that you need access to.  You can select more than one.  As noted previously, you will need FSS access if you:
Handle budget statements for your department (Query Access/ePrint Repository)
Enter requisitions (Query and Posting access)
Approve timesheets (Web-Time Entry)  Please do not select WTE ONLY if you have already indicated above that you need access.  There are users who don’t need FSS or ePrint access, but ONLY WTE.
Have faculty development, startup, or PI (Principal Investigator) Incentive accounts  (please ask for rollup access).

Finally, enter the org code(s).  Please enter ALL org numbers in this field that fall under the department you selected.  You should NOT add a section for each org unless the org falls under a different department OR you need a different type of access for an org that falls under this department.  (e.g. if you need Query only access for some orgs and Query and Posting for others, you will need to choose Yes where the forms asks if there are any additional changes being requested for the approver selected above.)  A new section will be added for this department and you can choose different access types/modules.






Completing the Access Form:

Org Code Access

Departmental, PI, and/or Gift rollups or All Rollups. (Ex. All Rollups for Dr. X OR COE State Rollups)

Please select Division to which you need Org Please select VPFA Select VPFA Support
Access. (This may or may not be your division.) * Area * Office *

VP Finance and Administration s VPFA Support Offices & Budgets and
Management X
Information

Select Module(s): *

Select Access Type: * Enter the 6-digit Organizational

, _ code(s) to add. *
For entering requisitions, please Finance Self-Service (FSS Budget

select Query and Posting Queries) 555555
(O Query Only - View Budget Queries ePrint Repository (Budget 999999
111111

(® Query and Posting - View Budget Statements)

Queries and Data Entry [] Web Time Entry ONLY
(O User will not be doing budget
queries

Are there any additional access changes being requested for org codes approved by the approver selected
above? *

O Yes
® No

‘ -+ Add Another
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If you choose No when it asks for additional access changes for the same approver, then the form will have a button that allows you to “Add Another”.  You would choose “Add Another” if you need access to orgs that fall under a different department approve than the one above.  It will add a new section right below the first one where you can enter the information for the new division.


Completing the Access Form:
Comments and Certification

‘ <+ Add Another ‘

Please add any relevant questions or comments to assist with this request.

This request is for our Resource Manager to be able to reconcile these accounts.

Certifications

| consent to the monitoring of my use of these computing resources for the purpose of accountability and
authorized use. | understand that | am subject to disciplinary action and/or criminal prosecution for unauthorized
use. | have read, understood, signed and will comply with the University Computer & Network Use Policy & the

University Confidentiality Statement. *

[] I consent

This field is required
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Please use the Comments section to add any helpful information that may help us help you with the request.  An example comment is above.

Finally, the Certifications section is required for you to read and check the box.

You should be able to Submit the form at this point.  You should get an email confirmation that the form has been submitted.  The form will go through the workflow from approver to approver (it must be approved by each department and OBMI).

You should soon get an email notification about training.  Everyone requesting ANY type of access.  


Completing the Access Form:
Training

Budget Query Training

Please select your preferred method of budget query
training. *

On campus, in person - Training will be conducted in person and
on campus at UAH with the OBMI.

Video conference (Zoom) - If you are unavailable for in-person
training, or prefer to meet over video conference, training will be
conducted via Zoom meeting

Web Time Entry ONLY - If you only selected Web Time Entry on
the form, please select this option. If you selected FSS Budget
Queries and/or ePrint Repository in addition to Web Time Entry,
this option is not available.

Other - If you have no preference for training method or are not
sure you require training, please select this option and the OBMI
will determine your training appointment.
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You should soon get an email notification about training.  Everyone requesting ANY type of access receives this notification.  You are required to select one of the options in order for the form to proceed to the next person in the workflow.  If you ignore this training notification, then the form (and your access) will be stalled until you choose one of the options.  There is an explanation for the options, so please read carefully.  OBMI conducts an evaluation on everyone who requests access to determine if they need training.  New employees and those who have not had training will certainly need to choose one of the first two options.  OBMI will then contact you to schedule a training time. Once you have completed training or it is determined you don’t require training, you will receive an email notification with details concerning your granted access for your records.


Banner Finance Self-Service 8

Main Menu

A

THE UNIVERSITY OF
ALABAMA IN HUNTSVILLE

Personal Information Student Employee JEUEUGER Proxy Menu

Search| | RETURN TO MENU SITE MAP HELP EXIT

Finance

Budget Queries

Encumbrance Query
Requisition

Approve Documents

View Document

Multiple Line Budget Transfers
Budget Development

e~Print Repository

ARRA Certification

SSB8 - Budget Queries

[ Budget Queries | Encumbrance Query | Reguisition | Approve Documents | View Document | Multiple Line Budget Transfers | Budget Development | e~Print Repository | ARRA Certification | SSB8 - Budget Queries ]

RELEASE: 8.10.0.1

© 2023 Ellucian Company L.P. and its affiliates.
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The access granted should give you a Finance tab on the main Banner Finance Self-Service 8 main screen.  If you don’t have this tab, you DON’T have Banner Finance access.




Banner Finance Self-Service 9

-ﬁ- ‘ Ms Tammy Haymon

My Finance My Finance Query

My Finance Query Search Query Q

Favorites Saved Queries Shared Queries ¢ Low-High Y B

No Favorite Query exists

© 2013-2024 Ellucian Company L.P. and its affiliates. All rights reserved.
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Select Budget Queries at the top of the Banner 8 menu and it will take you to Banner 9 budget queries.


The University of Alabama in Huntsville
Banner Admin Access Form

Step One - Application Information
Phone:

Name:

First Ml Last Email: @UAH.EDL

Department Name:
Banner ID: A

Access to Banner Admin is granted generally to only Administrative Staff. A limited number of forms may be
granted to individuals when information from Finance Self-Service and Employee Self-Service is not adequate.
Only forms with Fund and Organizational Security may be granted.

Why do you need Banner Finance Admin access? (.01 reconcile accounts and need the ability to view detailed

(&5 reconcie scoounis _—
Use A Number

Banner Form Requested: b Please inCIUde a justification.

If you don't know the form name,
please leave this blank.

* Please enter Banner Form

Security: Fund
Organization

Access D Query D Maintenance :I Both Name and OrgS (if needed).

Step Two - Applicant's Signature b Please indicate What type Of

I consent to the monitoring of my use of these computing resources for the purpose of accountability and authorized use. | understand that | am
subject to disciplinany action andior criminal prosecution for unauthorized use. | have read, understood and signed and will comply with the
University Computer & Metwork Use Policy & the University Confidentiality Statement.

access you need and sign.
Section 3

Signature Date

Step Three - Department Authorization N
Iapﬂmeﬂnmqﬂedmssiwﬁbmplme_‘?agmebmfy&z:etm(Ssﬂm}mmwkm&dﬁuﬂﬂeum ° Please make Sure prlnted

or no longer meeds access to Banner Finance Admin.

S_ignature: Namf: (Print): )
pate names and Job Title are

(To Be Completed by Office of Budgets & Management Information)

SSB 306 present and legible.

Approver Signature Date
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Access to Banner Admin is granted generally only to Administrative Staff. A limited number of Banner Forms may be granted to selected individuals on a case-by-case basis when information from Finance and Employee Self-Service is not adequate. Only Budget, Position, and Labor related Banner Forms with Fund and Organizational Security may be granted. 

Please fill in all blanks.  If you have questions about completing the form, please contact our office.  

Training on Banner Admin is done by your department.  You will receive a confirmation email with details of your granted access for your records generally within 48 hours of our office receiving your completed access form. If the form is incomplete or incorrect when we receive it, it may take longer.


2> G 25 experience.elluciancloud.com/uoaih/

% Bookmarks ™ M Inbox - tgh0008@uah... E University of Alabama... n UAH - The University... m Home - my.

Report: uah.edu/makeareport

Employees Show More : M Banner Links S

Looking for more Employee related

links? ADMINISTRATIVE BANNER

SEE MORE > o PROD
o TEST
o DEVL

& SELF-SERVICE BANNER (V.
8)

4 : <. SELF-SERVICE BANNER (V.
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Once you are given access, you should go to MyUAH and scroll until you find the “Banner Links” card.  Select Application Navigator (Administrative Banner) PROD.  PROD is the live version of Banner Admin.


Banner Admin
(formerly INB)

Welcome

Search ‘ © Direct Navigation | pages, Menus, Jobs and Quickflows
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This is the Banner Admin main screen.  You can begin by typing your form name acronym into the Search box.  


For Your Information

Org Approvers/Signers
‘\

* To add, change, or remove an approver or
authorized signer from an org, you must
complete a Signature Authorization Form.

* They are processed by Accounting and Financial
Reporting, not Budgets. You can visit them by
clicking on their website link.



https://www.uah.edu/finance/forms
https://www.uah.edu/finance/forms

Contact us!
Website: uah.edu/budget/self-service-help

Ext. 2242 or 5217
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This concludes the tutorial.

Please feel free to contact the Budget Office if you have any questions.  

Our contact information is found on our website www.uah.edu/budget/self-service-help. 

We will be happy to assist!

https://www.uah.edu/budget/self-service-help
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