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[REGISTRAR_Internal]    

E N T E R P R I S E   A P P L I C A T I O N S

 (BANNER, XTENDER, SMARTi, ODS, COGNOS, BI REPORTING TAB, WORKFLOW, STARS)

ACCESS REQUEST FORM
This form is to be filled out by authorized management and/or School/College/Division (SCD) authorized Business Manager.
Attach this document to an e-mail message and send it to the Computing & Information Technology (C&IT) Access & Identity Management Office:   security@lists.wayne.edu
	Applicant’s Name & Title
	AccessID

	
	

	School/College/Division
	Department/Campus Phone

	
	


Type YES, if this is a NEW BANNER account or a CHANGE to an existing account.

	
	Create NEW Banner Account

	
	Change EXISTING Banner Account and ADD Access to Account

	
	Change EXISTING Banner Account and REPLACE Access with this Profile Request


Type YES to indicate database(s) for which access is needed.   NOTE:  Most Banner System users will only get PROD access.
	
	PROD – Production (Access for most Banner Systems users)

	
	PPRD – Pre-Production (C&IT/Developers & designated users performing system testing) 


NOTE:   By default, all users with access to Banner will receive the same administrative system access to Cognos and 
                Xtender Default Groups.  NOTE:  You must indicate NO in this selection if you do not want this user to have this access.

	
	[image: image1.jpg]STARS (Student Tracking Advising Retention System)  – University ADVISOR  access.

	
	SMARTi/COLD USER – Required for users to view output feed reports.



	
	WORKFLOW – Please implement the selection listed on the last page. 


	
	XTENDER / IMAGING – Granted by default of access to Banner and/or indicate Group(s) at the end of this document.

	
	BI REPORTING TAB  –   X Select area(s):   __  Finance   __ Human Resources   __  Enrollment Management  



	
	COGNOS – Required for persons to view and run Standard Certified Reports. (Granted by Default with access to Banner.)   X Select area(s) for Cognos Only Request:    __ Alumni  __  Finance  __ Human Resources  __ Student __ FINAID
                                                                                            __ Report Studio   


	
	ODS (Operational Data Store) - By Administrative System, notify the Contact Name below for access approval. 
X Select area(s) for ODS Only Request:    __ Alumni   __  Finance  __ Human Resources  __ Student __ FINAID  
                             Select Role Type:   __ Casual_Role  or  __ Power_Role

	Administrative System 
	Contact Name 
	Contact E-Mail Address 

	Development & Alumni Affairs-ADVANCE
	Kathleen Gouthro
	ac4601@wayne.edu

	Finance/WayneBuy

Management Systems
	BTS – Business Technology Solutions
	fbo-itech@wayne.edu

	Human Resources Management System
	BTS – Business Technology Solutions
	fbo-itech@wayne.edu

	Student Records, Registration & Scheduling
	Kurt Kruschinska
	ssts@lists.wayne.edu

	Undergraduate Admissions

Graduate Enrollment Services
	Ericka M. Jackson

Lakshmi Sabapathy
	au6361@wayne.edu
ab3326@wayne.edu

	Student Financial Aid
	Karen Fulford
	ak5389@wayne.edu


NOTE:  The e-mail message requesting Banner System access must be sent from the e-mail account of the authorized
	Authorizer’s Full Name & Title
	WSU AccessID E-MAIL ADDRESS

	
	


               management whose name is entered below or their Business Affairs Officer (BAO).    
BANNER STUDENT MANAGEMENT SYSTEM
All University staff receiving Banner Student Access Permissions must complete the FERPA form:
CODE OF RESPONSIBILITY FOR
SECURITY AND CONFIDENTIALITY FOR STUDENT DATA
(1972 FERPA)
Access this form at:   https://academica.aws.wayne.edu/link/4ep
[ Office of Registrar ]
	A

D

D
	
	ADD
	 
	ADD
	

	
	ENROLLCERT

Assigned to the records staff, allows them to run transcripts,
 update student academic information, issue degrees.

	
	TRANSCRIPTS

Gives the ability to run transcripts for records and front
Counter staff and Law School records staff.
	
	TPADMIN

Allows Records Department to upload old  transcriptions that are not in Banner.

	
	GRADMAINT

Assigned to the records staff, allows them to run transcripts,
update student academic information, issue degrees.
	
	TRANSFERCREDIT


	
	

	
	RECORDSMAINTENANCE

Office of the registrar’s Record staff, allows them to input 
grades, change or update a student’s academic record, 
run transcripts.
[BAN_WSUSTU_SOAHOLD_VBS]  (‘RT’ HOLD  CODE)
	
	TUITIONEXEMP

This profile is reserved for staff in the university’s staff
 benefits office who process tuition exemptions for faculty
 and staff.
	
	STU_REG_REGIMAGING



	
	REGISTRATION
Issued to Office of the Registrar’s staff for inquire to SOATERM records and apply tuition exemption codes.
	
	ORMANAGEMENT

Only for Office of the Registrar Managers and Technical Staff access to all functionality in Banner Student.
[BAN_WSUSTU_SOAHOLD_VBS]  (‘RT’ HOLD  CODE)
	
	

	
	SCHEDMAINTSTAFF

Used to Schedule university courses, assign rooms, 
instructors.
	
	ORDEVELOPMENT

~Development and Testing

(TO BE USED ONLY IN DEVL)
	
	

	
	
	
	
	
	


BANNER STUDENT MANAGEMENT SYSTEM
(  Continued  )
	A

D

D
	 [ Departmental Profiles ]
	ADD
	[ Departmental Profiles ]
	ADD
	[ Business Profiles ]

	
	APEX

~Departments can track their Education Opportunity 
Program.


	
	LAWRECORDS

~  Law School Admissions
For Records staff of Law School, gives them the ability to 
Register law students and run transcripts.
	
	REGAPPROVAL

~  Registration Approval

For the Registration staff or academic staff of a college
to approve (overrides) restricted registration for a 
student caused by department approval, or co-req/ 

pre-req  requirements set to university classes.

	
	ATHLETICS 

~ Athletic Department Staff

This profile is used for staff members in the Athletics 

department in order to view a student athletics record 

or place a hold on a student account.
	
	TITLE IV

~  Office of Student Financial Aids
This profile is reserved for staff in Financial Aid 
who require access to enrollment information for 
functions involving Title IV dollars.
	
	VIEWALL – Student Inquiry

This profile grants access to view most student data in Banner.  This profile is most appropriate for university staff who work with students but do not require update capabilities.

	
	BOOKSTOREINQ

~  Barnes & Noble Staff 
For selected Bookstore staff members.  Used so they 
can view and monitor enrollments in classes.
	
	UACADVISOR

~ University Advising Center
For university Advisors, gives them the ability to 
view student data, place holds and also access 
to academic history.
	
	VIEWCOMMENT – Comment Screen

Allows users to view comments appended to a 
students  record.  

	
	DECENREGCLAM

~ APEX (DCE)
This profile provides access to college staff authorized
by the University Registrar to perform student 
decentralized registration functions.  
	
	VETCERTMAINT

Veterans Certification Maintenance

~ OMVA Staff
Update student’s military veteran record and 
request transcripts for OMVA Staff.
	
	

	
	HONORSPROGRAM

~ Honors College Staff
Allows members of the Honor’s Program to issues 
grades, register students and assign a student a 
honors attribute.
	
	VETCERTMGMT

Veterans Certification Management
~ OMVA Program Specialist
Update student’s military veteran record and 
request transcripts for OMVA Management.
	
	

	
	INTLADVISOR

~  OISS
This provides International Advisors access to 

Student. data.
	
	
	
	


BANNER STUDENT MANAGEMENT SYSTEM
(  Continued  )
	A

D

D
	  SSN ‘Read Only’ Users   
	ADD
	
	ADD
	

	
	This selection is for “Read Only” users who
 require VIEW access to SSN.   A business 
reason is required for approval by the Data 
Owner.  Enter the business reason and send 
this Access Request Form to the below Data
Owner representative.
STUDENT:   SPAIDEN; SPAPERS
_________________________________________

Business Reason:  

Data Owner representative:
[ " Kurt Kruschinska” ac5753@wayne.edu ]
	
	
	
	


BANNER STUDENT MANAGEMENT SYSTEM
(  Continued  )
[ SOAHOLDS PERMISSIONS]

[BAN_WSUSTU_SOAHOLD_VBS]
	A

D

D
	
	
	
	ADD
	

	
	ACADEMIC PROBATION ADVISING / 

Hold Types:   PR; AE; RE

Academic Status Exclusion

Academic Probation

Probation Re-admittance
	
	GENERAL ADVISING / Hold Types:   MA; MJ
	
	NOT SEEKING DEGREE/ Hold Type:   ND
Grad Student Not Degree Seeking Status

	
	ATHLETICS / Hold Type:  AT
Athletic Equipment


	
	GENERAL EDUCATION ADVISING / 

Hold Types: BC; CC; CL; CT; EP; IC; MC; UG
Gen Ed-Basic Composition

Gen Ed-Oral Communications

Gen Ed-Computer Literacy

Gen Ed-Critical Thinking

Univ Eng Proficiency Exam

Gen Ed-Intermediate Comp

Gen Ed-Math Competency

Gen Ed-Univ & Its Libraries
	
	PROJECT 350 / Hold Type:   P3
Project 350

	
	BIOLOGICAL SCIENCES / Hold Type:  BS
Biological Science Advising
	
	INTERNATIONAL STUDENT OFFICE / 

Hold Types:   HL; IS; TB 

Health Insurance

International Services Officer
Tuberculosis Test
	
	RETURNING STUDENT/ Hold Type:  RT
An alert hold to contact Advisor prior to registering.

	
	CANDIDACY ADVISING / Hold Type:  CA
Candidacy
	
	 JUDICIAL / Hold Types:   JO; PN
University Judicial Officer

Persona Non Grata
	
	SCIENCE STORES / Hold Type:  SC
Science Storeroom Breakage Fee

	
	DEAN’S OFFICE / Hold Type:  DE
Dean’s Office
	
	LIBRARY / Hold Type:  LF
Library Fine


	
	SOM / Hold Types:   MD, MR, IM, HI, LH, CS, BE, CJ

School of Medicine

	
	ELI OFFICE/ Hold Type:   EL

English Language Institute
	
	MATH / Hold Type:  MT
MAT0993 Textbook Not Returned
	
	STUDY ABROAD  / Hold Type:  SA
Balance Owed to Study Abroad


APPLICATION XTENDER (IMAGING) ACCESS

( This page is being created and will be displayed soon!  )
	
	FINANCE
	
	RAPP
	
	HR
	
	FINAID
	
	STUDENT REG

	
	
	
	
	
	
	
	
	
	BAN_WSUSTU_INQ

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	B-S-ID-QUERY-WSU TRANSCRIPT

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Additional Request Information:   
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