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[BAO ACCESS REQUEST FORM]
E N T E R P R I S E   A P P L I C A T I O N S
( Banner, WAYNEBUY, Cognos, ODS, Xtender (Imaging), Workflow, Webtailor, SMARTi, STARS 2.0 )
This form is to be filled out by authorized management and/or School/College/Division (SCD) Business Affairs Officer.
  The person authorizing the access must use the Cherwell Service Management system and
File Upload this form and submit to C&IT ISO - Identity & Access Management for processing.
	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 / REMOVE select access

	
	Change EXISTING Banner Account and REPLACE All 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.
	
	STARS 2.0 – FOR SELECTION SEE PAGE 14 - Roles:  Reporter /  Staff /  Front Desk /  Manager / Advisor   

	
	SMARTi/COLD USER – Required for users to view output feed reports in Appworx.
FOR SELECTION SEE PAGE 15


	
	WEBTAILOR ROLES – FOR SELECTION SEE PAGE 16

	
	WORKFLOW ROLES - FOR SELECTION SEE PAGE  17


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

FOR SELECTION SEE PAGE 18

	
	COGNOS – Required for persons to view and run Standard Certified Reports.
FOR SELECTION SEE PAGE 19


	
	ODS (Operational Data Store) - FOR SELECTION SEE PAGE 20


	Administrative System 
	Contact Name 
	Contact E-Mail Address 

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

	Banner Finance/WayneBuy

Management Systems
	FISOP Leadership Team
	fbo-itech@wayne.edu

	Banner Human Resources
 Management System
	HRAR Leadership Team
	HRAR-MGMT@wayne.edu

	STARS 2.0 – Student Tracking Advising Retention System
	
	stars@wayne.edu

	Banner Student Records, Registration & Scheduling
	Gina Jordan

David McGrann 
	hf6485@wayne.edu
al7989@wayne.edu

	Banner Undergraduate Admissions

Banner Graduate Enrollment Services
	Ericka M. Jackson

Sherry Quinn
	au6361@wayne.edu
ai6644@wayne.edu

	Banner Student Financial Aid
	Karen Fulford
	ak5389@wayne.edu


	Authorizer’s Full Name & Title
	WSU AccessID E-MAIL ADDRESS

	
	


BANNER FINANCE & WayneBuy MANAGEMENT SYSTEMS

	ADD
	FINANCE
	ADD 
	Finance Accounts Receivables

(Formerly General Billing)


	ADD
	Finance Restricted Profile



	
	FMSINQ 

Finance - Read  Only 

Inquiry Only – Read only access to all transactions 

with “I” (Inquiry) or “V” (validation) in the third 

character space on the form.
[Security Office IAMS Use: 

FOMPROF/FOMUSRG: Query Authority
Primary Class:  BAN_WSUFMS_INQ]
	
	FARINQ – QUERY

Finance Accounts Receivables
View Only Access to Non-Student Billing

[Security Office IAMS Use: 

FOMPROF/FOMUSRG: Query Authority 
/ (JVGC, JVOR, JVUC)
Primary Class:  BAN_WSUFMS_AR_INQ]

	
	SSN ‘Read Only’ Users
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.

	
	SCDUPDT
Commitments & Encumbrances 

A reservation of funds for an expense.  

This profile also includes query access.
[Security Office IAMS Use: 

FOMPROF/FOMUSRG: Query Authority / (JVUC)
Primary Class:  BAN_WSUFMS_SCD_UPDT]
JVUV
	
	FARSCD – SCD UPDATE
Finance Accounts Receivables Update 
Update Access to process Non-Student Billing
[Security Office IAMS Use: 

FOMPROF/FOMUSRG: Query and Posting Authority
/ (JVUC, CORG, REQG)
Primary Class:  BAN_WSUFMS_AR_SCD]

	
	FINANCE:   FOAIDEN


	 
	BUDGETUPDT
Budget maintenance, Inquiry access to transactions, and process Journal Vouchers in accordance with its designated rule code, and routed to its designated approval queue.
[Security Office IAMS Use: 

FOMPROF/FOMUSRG: Query Authority / (JVBD)

Primary Class:  BAN_WSUFMS_BUDGET_UPDT]
	
	EXTDEPTUPDT 

Inquiry access to transactions and process Journal Vouchers in accordance with its designated rule codes, and routed to its designated approval queue.

Special Transaction Processes for:

Laboratory Animal Resources, Library Audio 

Visual, Medical Communication, University

 Press, and McGregor Conference Center.
[Security Office IAMS Use: 

FOMPROF/FOMUSRG: Query Authority 
/ (JVLA-JVAV-JVMC-JVPR-JVMG)

Primary Class:  BAN_WSUFMS_EXT_DEPT_UPDT]


	
	Business Reason:  

Data Owner representative:

“Enterprise Applications” [businessapps@wayne.edu]


BANNER FINANCE & WayneBuy MANAGEMENT SYSTEMS

(Additional DESCRIPTIONS)  

https://procurement.wayne.edu/userroles
NOTE:  The BAO WayneBuy/RAPP Approval Queue Request Form link is located at:  https://procurement.wayne.edu/forms
	ADD
	
	ADD
	 [WayneBuy Profile Roles]
	ADD
	

	
	Query Only 

Includes these processes:
- Query Only (Also allows the ability to receive and 
   send WayneBuy Messages)
[Security Office IAMS Use:  PURWAYNEBUY]

FOMPROF/FOMUSRG: Query Authority / (JVUC)]

Primary Class:  BAN_WSUFMS_INQ / 

                                BAN_SECURITY_AIM_INQ]
	
	Requester+

Contract Requestor
Requisitions, Change Order Requests & 

  Contract Requests

Includes these processes:

- General Encumbrances

- Requisitions                           - Receiving

- Change Order Requests       - Query
[Security Office IAMS Use:  PURSCDREQCOR]

FOMPROF/FOMUSRG: Query & Posting Authority

/ (JVUC, CORG, REQG)

Primary Class:  BAN_WSUFMS_PUR_SCD_REQ_COR]
	
	Budget Approver

Contract Manager
Requisitions, Change Order & Contract Requests

Includes these processes:

- Approvals                           - Receiving 

- Requisitions                       - Query 

- Change Order Requests    
- General Encumbrances
[Security Office IAMS Use:  PURSCDAPPVR]

FOMPROF/FOMUSRG: Query & Posting Authority

/ (JVUC, CORG, REQG)

Primary Class: BAN_WSUFMS_PUR_SCD_APPVR]

	
	Query Plus

Contract Manager +
Includes these processes:
- Query Only (Also allows the ability to receive and 
   send WayneBuy Messages)
- This person can view and manage contracts

   within their individual Group, if one has been

   established.

 [Security Office IAMS Use:  

PURWAYNEBUYCONTS]

FOMPROF/FOMUSRG: Query Authority / (JVUC)]

Primary Classes: 

  BAN_WSUFMS_INQ / 

  BAN_SECURITY_AIM_INQ /

  BAN_WSUFMS_PUR_SCD_RQCOR_CONTS]
	
	Requester+ Contracts

Contract Manager +
Requisitions, Change Order Requests & 

  Contract Management

Includes these processes:

 - General Encumbrances

- Requisitions                           - Receiving

- Change Order Requests       - Query
[Security Office IAMS Use:  PURSCDRCCONTS]

FOMPROF/FOMUSRG: Query & Posting Authority

/ (JVUC, CORG, REQG)

Primary Class:  

  BAN_WSUFMS_PUR_SCD_RQCOR_CONTS]
	
	Budget Approver + Contracts

Contract Manager +

Requisition, Change Order & 

Contract Approvals

Includes these processes:

- Approvals                            - General Encumbrances

- Requisitions                        - Receiving

- Change Order Requests    - Query
[Security Office IAMS Use:  PURSCDAPPVRCONT]

FOMPROF/FOMUSRG: Query & Posting Authority

/ (JVUC, CORG, REQG)

Primary Class:    

   BAN_WSUFMS_PUR_SCD_APPVR_CONT]


BANNER FINANCE & WayneBuy MANAGEMENT SYSTEMS
(Additional DESCRIPTIONS)  

https://procurement.wayne.edu/userroles
NOTE:  The BAO WayneBuy/RAPP Approval Queue Request Form link is located at:  https://procurement.wayne.edu/forms
	ADD
	
	ADD 
	 [WayneBuy Profile Roles]

	ADD
	

	
	Receiving Only
Receivables Update 
Includes these processes:
- Query & Receiving Only
[Security Office IAMS Use:  RECSCD] 

FOMPROF/FOMUSRG: Query Authority / (REQG)]

Primary Class:  BAN_WSUFMS_REC_SCD]
	
	
	
	


BANNER HRMS MANAGEMENT SYSTEM
*Note:  FINANCE and HR ORG CODES:  FGRORGH – Organization Hierarchy Report   
                                                                       Job Aid Link:  https://hr.wayne.edu/srvctr/orgn-hierarchy
	ADD
	HRMS – Business Profiles


	ADD
	HRMS – Business Profiles
	ADD
	HRMS – Business Profiles

	
	DEPARTMENT
This profile grants query access into employee’s 

personal information, faculty information and 
position budget, etc.   This Profile is restricted 
by HRMS organizational security at the 
Department level.
*List in range order HR ORG Code(s):

  [i.e., H0501 – H0515]

	
	LABOR DISTRIBUTION 

REPORTS ACCESS
This profile should be selected only if the user 

should be granted access to Labor Distribution 

Cognos Reports.

*List in range order Finance Dept. ORG Code(s):

  [i.e., 05A-05J]

	
	TIME 

Web Time Approvers

This profile grants designated employee access to approve WTE timesheets.  This Profile is restricted by HRMS organizational security.
*List in range order Timesheet 6-digit 
  ORG Code(s):
 [i.e., H05010 – H0501C; H05030-H0503A]


	
	SCD – DIVISION

This profile grants query access into employee’s 

personal information, faculty information and 
position budget, etc.  This Profile is restricted 
by HRMS organizational security at the SCD level.
*List in range order HR ORG Code(s):

  [i.e., H05]
	
	
	
	TIMESUPER 
Web Time SuperUsers

This profile grants designated employees access to 

approve WTE timesheets and to maintain approval 

queues.  This Profile is restricted by HRMS organizational security.
*List in range order Timesheet 6-digit 
  ORG Code(s):

  [i.e., H05010 – H0501C; H05030-H0503A]



	
	
	
	
	
	



BANNER HRMS MANAGEMENT SYSTEM

(  Continued  )

	ADD
	HRMS – Select Departmental Profiles
	ADD
	HRMS – Select Departmental Profiles
	ADD
	HRMS – Restricted Profiles

	
	Master Organization Required
BUDGET 
University Budget Office Only

This profile grants the Office of University Budget 
staff access to administer and regulate position 
control & budget of General Funds. It also grants 
inquiry into faculty, job, and accounting information.

	
	Master Organization Required
PROVOST 

Office of Provost & VP for Academic Affairs

This profile grants the Provost Office staff access to 
Maintain faculty information.

	
	RAISESUNITS
Wayne Salary Adjustment Module (WSAM) Users
This profile grants the WSAM Users access to distribute merit pools for their Unit.  It also allows general inquiry.
This Profile is restricted by HRMS organizational

 level codes and Department Budget Administrators

 Only.

List HR ORG Code(s) in range order:

PLEASE NOTE: As standard process, users will be granted

 access to their Home Org.  However, if the request includes

 Home Orgs outside of their S/C/D, the Security Office will

 send the request to HR Service Center for review and 

decision.
WebTailor Administrator required to apply Role:

[Mass Salary Planner]

	
	Master Organization Required
LABORRELATIONS 

Office of Labor Relations

This profile grants the Office of Labor Relations staff

to inquire about labor.


	
	Master Organization Required
RISKMAN 

Risk Management Department

This profile grants the Office of Risk Management staff 

access to maintain health and safety information.

	
	Mass Salary Users
This profile grants the Mass Salary Users access 
to adjust salaries for their unit. It also allows 
general inquiry.


	
	Master Organization Required
OISS 

Office of International Student 
& Scholars
This profile grants the Office of International Students

and Scholars staff access to maintain international 

student information.
	
	Master Organization Required
SPA 
Sponsor Programs Administration

This profile grants the Sponsored Program Administration

 staff access to administer redistribution of labor for grant 

funded jobs and inquire into employee personal informa-

tion, faculty information and position budgets, etc.
	
	HR PROFILE FOR SOM TEMP STAFF ONLY BAN_WSUHRMS_SOM_TE_REP
This profile class allowed temporary clerical staff 
access permissions to view and data enter for 
Voluntary Faculty and FTA Faculty paperwork 
for all SOM departments. 

HR INTERNAL USE ONLY


BANNER HRMS MANAGEMENT SYSTEM
(  Continued  )

	ADD
	HRMS – Restricted Profiles

[Budget Department Only]


	ADD
	HRMS – Restricted Profiles
	ADD
	BANNER HRMS
Restricted Profiles

Require Data Owner Approval

	
	RAISES BUDGET ONLY
Wayne Salary Adjustment Module (WSAM) Budget

This profile grants the Budget Office access to adjust budgets for the University via the WSAM application.   It also allows general inquiry.
This Profile is restricted by HRMS organizational security and administrators only within the department: Budget, Planning & Analysis
WebTailor Administrator required to apply Role:

[Mass Salary Planner]
	
	Master Organization Required
QUERYALL
MASTERORGN ASSIGNMENT ONLY

This profile grants query access to ALL employees 
Personal information, faculty information, and 
position budgets, etc. 

Selected Employees Only - Access must be 
Approved by Office of the Associate Vice 
President or designated representative @
“Enterprise Applications” [businessapps@wayne.edu]

	
	SSN ‘Read Only’ Users
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.

HUMAN RESOURCES:   

PPAIDEN



	
	
	
	
	
	Business Reason:  

Data Owner representative:

“Enterprise Applications” [businessapps@wayne.edu]



BANNER HRMS MANAGEMENT SYSTEM
The below EPAF Profiles are available for selection.  

Training is being conducted by the HRAR Team
	ADD
	 [ EPAF Originator ]

Note:  To initiate information within your own ORG, either the HR Profiles DEPARTMENT or SCD (entire division) is required for this selection.  
	ADD
	 [ EPAF Approver ]

Note:  To initiate information within your own ORG, either the HR Profiles DEPARTMENT or SCD (entire division) is required for this selection.  
	ADD
	 [ Dual Role Requests Business Reason ]

*Provide business reason for dual role (Originator and Approver) request selections below.

	
	EPAF ORIGINATOR 

~ Business/Department Managers
    and/or Administrators

INITIATE AND SUBMIT THE HR EPAF
WEB TAILOR ADMINISTRATION required 
on Role:  EPAF Administrator

	
	EPAF APPROVER
~ Business/Department Managers 
    and/or Administrators

REVIEW AND APPROVAL OF EPAF

WEB TAILOR ADMINISTRATION required 
on Role:  EPAF Administrator
Contact HR Analytics & Reporting
HRAR-MGMT@wayne.edu  for

selecting the below Routing Queue(s)
Select Routing Queue(s) - Indicate an ‘X’:

___ 28 – Business Manager - Level 2 Optional
___ 29 – Business Manager - Level 1 Optional
___ 30 – Business Manager - Final

___ 38 – S/C/D Optional - Level 2 Optional
___ 39 – S/C/D Optional - Level 1 Optional
___ 40 – S/C/D - Final

	
	Business Reason:     Indicate an ‘X”
_____   BAO is the ORIGINATOR/APPROVER

             for multiple areas.
_____   ORIGINATOR approves EPAF 
             for other units.

Dual EPAF role access requests must be approved

by designated representatives @ 
 [HR Analytics & Reporting]



BANNER STUDENT MANAGEMENT SYSTEM
Before submitting Cherwell tickets for Banner Student Access Request(s), please do the following: 

1. Individuals that need Banner Student Access must review and sign the FERPA Privacy Statement: 
Click Link to Access this form at:   https://academica.aws.wayne.edu/link/4ep.

(FERPA Privacy Statement must be acknowledged PRIOR to approval of requested access)
2. After FERPA has been completed by employee, the BAO will need to navigate to the Enterprise Applications webpage and 
Click Here to Submit BAO Access Request Form (depicted below) to complete the ticket.  On the ticket, submit an e-mail 
to Gina Jordan at hf6485@wayne.edu to gain approval for the requested Banner Student Access for new or existing employees.

3. Once Banner Student Access is approved and confirmed within the ticket, it will be completed and processed by Identity & Security & Access Management Team.


 

Gina Jordan   hf6485@wayne.edu (Primary Contact)
David McGrann  al7989@wayne.edu
BANNER STUDENT MANAGEMENT SYSTEM
	A

D

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

	
	ATHLETICS 
~ Athletic Department Staff Only
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.
	
	LAWRECORDS
~  Law School Admissions Only
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.

	
	DECENREGCLAM 

~ APEX (DCE) Department Only
This profile provides access to college staff authorized by 

the University Registrar to perform student decentralized 

registration functions.  
	
	UACADVISOR 

~ University Advising Center

For university Advisors, gives them the ability to view student

data, place holds and also access to academic history.
	
	VIEWALL - See NOTE below.
~ 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.  


	
	HONORSPROGRAM
 ~ Honors College Staff 
Allows members of the Honor’s Program to issues grades, 

register students and assign a student a honors attribute.
	
	VETCERTMAINT
Veterans Certification Maintenance

~ OMVA Staff

Update student’s military veteran record and 

request transcripts for OMVA Staff.
	
	VIEWCOMMENT - See NOTE below.
~ Comment Screen

Allows users to view comments appended to a 

students  record.  

	
	INTLADVISOR
~  OISS Staff Only
Issued to University Advisor’s with the ability to place 

academic holds.
	
	VETCERTMGMT
Veterans Certification Management
~ OMVA Program Specialist

Update student’s military veteran record and 

request transcripts for OMVA Management.
	
	NOTE:   Office of Registrar approval of profiles VIEWALL and VIEWCOMMENT is no longer required by the BAO as long as the applicant is full time.

Effective 11/1/21; SR#297178


	
	SRTLOAD - BAN_WSUSTU_REG_SRIPREL_M 

~  PharmCAS Load Applications

 10/2018
	
	SARHOUSE 

Student Auxilliary Services – 
Housing Staff Only

HOUSING / Hold Type:  HO
Housing Permission

[SZ_HOLDS_FINANCIAL_HOUSING]
NOTE:  Banner training must be completed before
approval is granted for this profile.
	
	DEGREE WORKS

NOTE:  
To request access for Degree Works.
Please email degreeaudit@wayne.edu
               


BANNER STUDENT MANAGEMENT SYSTEM
(  Continued  )
	A

D

D
	 [ SOAHOLDS PERMISSIONS]

[BAN_WSUSTU_SOAHOLD_VBS]
	A

D

D
	 [ SOAHOLDS PERMISSIONS]

[BAN_WSUSTU_SOAHOLD_VBS]
	A

D

D
	[ SOAHOLDS PERMISSIONS]

[BAN_WSUSTU_SOAHOLD_VBS]

	
	ATHLETICS / Hold Type:  AT
Athletic Equipment
[SZ_HOLDS_STU-ATHLETICS]
	
	DEAN’S OFFICE / Hold Type:  DE
Dean’s Office

[SZ_HOLDS_STU-DEANS-OFFICES]
	
	NOT SEEKING DEGREE/ Hold Type:   ND
Grad Student Not Degree Seeking Status

[SZ_HOLDS_STU - ADV GR NO SEEK]

	
	MATH / Hold Type:  MT
MAT0993 Textbook Not Returned

[SZ_HOLDS_STU-MATH]
	
	GENERAL ADVISING / Hold Types:   MA; MJ

[SZ_HOLDS_STU - ADV GENERAL]
	
	PROJECT 350 / Hold Type:   P3
Project 350

[SZ_HOLDS_STU - PROJECT 350]

	
	LIBRARY / Hold Type:  LF
Library Fine

[SZ_HOLDS_STU-LIBRARY]
	
	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

[SZ_HOLDS_STU - ADV GENED]
	
	RETURNING STUDENT/ Hold Type:  RT
An alert hold to contact Advisor prior to registering.

[SZ_HOLDS_STU-RETURN STUDENT]

	
	BIOLOGICAL SCIENCES / Hold Type:  BS
Biological Science Advising

[SZ_HOLDS_STU-BIOLOGICAL-SCIENC]
	
	HOUSING / Hold Type:  HO
Housing Permission

[SZ_HOLDS_FINANCIAL_HOUSING]
NOTE:  Banner training must be completed before approval is granted for this profile.


	
	SCIENCE STORES / Hold Type:  SC
Science Storeroom Breakage Fee

[SZ_HOLDS_STU-SCIENCE]

	
	ELI OFFICE/ Hold Type:   EL

English Language Institute

[SZ_HOLDS_STU-ELI]
	
	INTERNATIONAL STUDENT OFFICE / 

Hold Types:   HL; IS; TB 

Health Insurance

International Services Officer

Tuberculosis Test

[SZ_HOLDS_STU-ISO]
	
	SOM / Hold Types:   MD, MR, IM, HI, LH, CS, BE, CJ

School of Medicine

[SZ_HOLDS_STU-SOM]

	
	ACADEMIC PROBATION ADVISING / 

Hold Types:   PR; AE; RE

Academic Status Exclusion

Academic Probation

Probation Re-admittance

[SZ_HOLDS_STU - ADV ACAD PROB]
	
	JUDICIAL / Hold Types:   JO; PN
University Judicial Officer

Persona Non Grata

[SZ_HOLDS_STU-JUDICIAL]
	
	STUDY ABROAD  / Hold Type:  SA
Balance Owed to Study Abroad

[SZ_HOLDS_STU-STUDY-ABROAD]

	
	CANDIDACY ADVISING / Hold Type:  CA
Candidacy

[SZ_HOLDS_STU - ADV GR CAND]
	
	MUSIC / Hold Types:     ML; MP; MU
Music Private Lesson Fees

Music Department Property

Music Entrance Exam
[SZ_HOLDS_STU-MUSIC]
	
	UNIVERSITY ADVISING CENTER ADVISING / Hold Type:   AD
University Advising Center Director’s

[SZ_HOLDS_STU - ADV UAC]


BANNER STUDENT MANAGEMENT SYSTEM
(  Continued  )
	A

D

D
	BANNER STUDENT  
Restricted Profiles 

Require Data Owner Approval
	A

D

D
	BANNER STUDENT

Restricted Profiles

Require Data Owner Approval
	ADD
	BANNER STUDENT  

Restricted Profiles 

Require Data Owner Approval

	
	SSN ‘Read Only’ Users
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
	
	STUDENT – OSFA 

OSFA PROFILE INQUIRY ONLY
Office of Student Financial Aid

INQUIRY
[Submit request for approval to process to: 

 Karen Fulford  ak5389@wayne.edu]

	
	STUDENT – SAR

SAR PROFILE INQUIRY ONLY

Student Accounts Receivables

SARINQ – SAR Inquiry
[Submit request for approval to process to:  BURSAR Office – Technical Manager - Gregory Weber ab6074@wayne.edu]

	
	Business Reason:  

Data Owner Approver representatives:

Gina Jordan   hf6485@wayne.edu
David McGrann  al7989@wyne.edu
	
	
	
	STUDENT–Transfercredit

Educational Outreach

TRANSFERCREDIT
[Transfer Credit Office Users Only]

	
	
	
	
	
	EnSC & Transfercredit - XTENDER GROUPS:

__ Banner Student ID (B-S-ADMN & B-S-ID)

__ B-S-ADMN-ANNO

__ B-S-ADMN-INDEX

__ B-S-ADMN-PRINT

__ B-S-ADMN-QUERY

__ B-S-ADMN-QUERY-EDOCS

__ B-S-ADMN-QUERY-IDEN

__ B-S-ID-PRINT

__ B-S-ID-QRY-MERRILL PALMER INST TRSCPT

__ B-S-ID-QRY-NWLB DOCS

__ B-S-ID-QRY-REL OF INFO FORM

__ B-S-ID-QRY-TRANSCRIPT REQUEST FORM

__ B-S-ID-QRY-WSU TRANSCRIPT


BANNER STUDENT MANAGEMENT SYSTEM
( Continued  )

RESTRICTED BANNER STUDENT OBJECTS

NOTE:  A business reason is required for approval by the Student Data Owner representative.  Enter the business reason and send this Access Request Form to the below Data Owner representative for approval.  The representative will then submit their approval to your identified Cherwell Service Request ticket.

Business Reason: 

Data Owner Approver representatives:
Gina Jordan   hf6485@wayne.edu
David McGrann  al7989@wayne.edu
	ADD
	BANNER STUDENT- RESTRICTED OBJECTS CLASS_ASSIGNMENT – Allow Update permissions.
	DEFAULT_ROLE
	OBJECT_NAME
	OBJECT DESCRIPTION
	OBJECT_TYPE

	    
	BAN_WSUSTU_REGISTRAR_SGASADD_M
	BAN_DEFAULT_M
	SGASADD
	Additional Student Information
	FORM

	    
	BAN_WSUSTU_REG_REC_SOAPCOL_M
	BAN_DEFAULT_M
	SOAPCOL
	Prior College
	FORM

	    
	BAN_WSUSTU_REG_SFAREGS_M
	BAN_DEFAULT_M
	SFAREGS
	Student Course Registration
	FORM

	    
	BAN_WSUSTU_REG_SGAADVR_M
	BAN_DEFAULT_M
	SGAADVR
	Multiple Advisors
	FORM

	    
	BAN_WSUSTU_REG_SGADISA
	BAN_DEFAULT_M
	SGADISA
	Student Disability Services
	FORM

	    
	BAN_WSUSTU_REG_SHADIPL_M
	BAN_DEFAULT_M
	SHADIPL
	Diploma
	FORM

	    
	BAN_WSUSTU_REG_SHAINST_M
	BAN_DEFAULT_M
	SHAINST
	Student Term Course Maintenance
	FORM

	    
	BAN_WSUSTU_REG_SHAQPNO_M
	BAN_DEFAULT_M
	SHAQPNO
	Qualifying Paper
	FORM

	    
	BAN_WSUSTU_REG_SHATCKN_M
	BAN_DEFAULT_M
	SHATCKN
	Student Course Maintenance
	FORM

	    
	BAN_WSUSTU_REG_SHATRNS_M
	BAN_DEFAULT_M
	SHATRNS
	Transfer Course Information
	FORM

	    
	BAN_WSUSTU_REG_SHRASTD_M
	BAN_DEFAULT_M
	SHRASTD
	Calculate Academic Standing
	JOBS

	    
	BAN_WSUSTU_REG_SHRPREV_M
	BAN_DEFAULT_M
	SHRPREV
	Progress Evaluation Process
	JOBS

	    
	BAN_WSUSTU_REG_SIAINST_M
	BAN_DEFAULT_M
	SIAINST
	Faculty/Advisor Information
	FORM

	    
	BAN_WSUSTU_REG_SSASECT_M
	BAN_DEFAULT_M
	SSASECT
	Schedule
	FORM

	    
	BAN_WSUSTU_REG_SSATEXT_M
	BAN_DEFAULT_M
	SSATEXT
	Section Comment
	FORM

	    
	BAN_WSUSTU_REG_SWRRQCM_M
	BAN_DEFAULT_M
	SWRRQCM
	Update SMRRQCM
	JOBS


STARS 2.0 – Student Tracking Advising Retention System

https://wayne.edu/stars/access
Role descriptions and service department codes link:   https://stars.wayne.edu/public/business-affairs/
Note:  A department must have at least one assigned Advisor for this function to work.

           Users can only be a member of one Service Department.  

	SELECT ‘X’
	STARS 2.0 ROLES
The below STARS Roles (with the exception of FRONT DESK Role) 
will include access permission to COGNOS Student Group - Standard Certified Report Folder [STU-STUDENT GROUP - c_stu_vrep_scr]
	(ENTER YOUR) SERVICE_DEPARTMENT_CODE

	
	* Choose one:  Users cannot be assigned more than one of the roles in this category at a time. 
	

	
	*REPORTER
	N/A

	
	*STAFF
	 

	
	*FRONT DESK
(Student Assistant and College Work Study)
	 

	
	
	

	
	Choose one of the following:  Users can be assigned one of the below roles in this category at a time.  These roles cannot be paired with the above Reporter, Staff or Front Desk roles.
	

	
	ADVISOR
	

	
	MANAGER
	

	
	ADVISOR and MANAGER
	 


Please contact stars@wayne.edu for assistance with service department codes, STARS 2.0 questions or concerns. 
Super users [PDF] are also available in your area for training assistance.
SMARTI/COLD USER GROUPS

Required for users to view output feed reports in Appworx.

	Available Assign Group (14)

	[image: image2.wmf]cldualm
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WEBTAILOR APPLICATION GROUPS
Required for users with Banner to view output feed reports in Appworx.

	Available Assign Roles

	[image: image11.wmf]EPAF Administrator (Assigned only after EPAF Training)  

	[image: image12.wmf]Master Salary Planner (HR Profiles:  RAISES+) 


WORKFLOW APPLICATION ACCESS

NOTE:   OSFA approval is no longer required for SAA Access requested on the Business Affairs Officers (BAO) - Access Request Form (1/29/16).

WORKFLOW STUDENT AWARDS AUTHORIZATIONS ROLES:  

· Users may have more than one role; however, 

· one user cannot be the Expense Approver AND the Account Approver on the same SAA.

it may be helpful as a backup to assign more than one expense and account approver.

· Indicate an ‘X’ on your selection(s) below in the ADD column.

	   ADD
	Workflow Role
	Comments

	           
	Requestor
	Any WSU employee can be a requester.

This person enters the information initiating the SAA process workflow. The requestor uses the account index, student ID and other required values. 

	       
	Expense Approver

Level I
	The expense approver is the first person who is approving the request before it is sent to the dean or director. The expense approver authorizes payments to the students listed on the SAA form.

	        
	Account Approver
Level II
	Usually the Dean or Director is the account approver. The account approver authorizes the expense to the account and acknowledges compliance with account provisions.


OTHER WORKFLOW ROLES:
	Warrior Way Back

	[image: image13.wmf]WWB_OSFA [Require FINAID Data Owner Approval]
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	Student Department Chair

	[image: image17.wmf]Department Chairperson


APPLICATION XTENDER (IMAGING) ACCESS

(By Default of below Class and Profiles)

	   FINANCE 
(Class: BAN_WSUFMS_PUR_INQ)
	   HR 
(Profiles:  EPAF and DEPARTMENT/SCD)
	   STUDENT
 (Class:  BAN_WSUSTU_INQ)

	B-F-DOCS-PRINT

B-F-DOCS-QRY-PO AND AMEND

B-F-DOCS-QRY-REQ

B-F-DOCS-QRY-REQ SUPP DOCS

W-F-FINSUPP-INDEX

W-F-FINSUPP-PRINT

W-F-FINSUPP-QRY

W-F-FINSUPP-SCAN

W-G-ORMCOI-PRINT

W-G-ORMCOI-QUERY

W-F-PAF-QRY
	B-H-ID-INDEX

B-H-ID-PRINT

B-H-ID-QRY-DEPARTMENT DOCS

B-H-ID-EQUAL OPPORTUNITY DOCS

B-H-ID-FINANCE-DOCS

B-H-ID-IDENTITY DOCS

B-H-ID-MEDICAL DOCS

B-H-ID-PAYROLL DOCS

B-H-ID-PERSONNEL DOCS

B-H-ID-SCAN
	B-S-ID-QRY-WSU TRANSCRIPT

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


COGNOS APPLICATIONS FOLDERS

NOTE:  
The C&IT Information Security & Access Management office only assign the below Cognos - Standard Certified Report Folders selections.

Each BAO internal departments have designated report owners for their report folders.  Either an internal manager or designee would grant access to these report folders for required staff.  If no one is identified or assistance is needed on how to grant the access, please contact the Institutional Research Assessment & Data Resources Team.

SELECT FOLDER TYPE ~ ADD _X_ Below:

COGNOS - FMS-FINANCE:

___    c_fin_vrep_scr



[ Standard Certified Report Folder]

___    c_fin_vrep_scr_bus_mgrs


[ Standard Certified Report Folder – Business Managers]

___    c_fin_vrep_scr_som


[ Standard Certified Report Folder – SOM]

COGNOS – HR-HUMAN RESOURCES:

___    c_hr_vrep_scr



[ Standard Certified Report Folder]

___    c_hr_vrep_scr_som


[ Standard Certified Report Folder – SOM]

COGNOS - STUDENT:

___    c_stu_vrep_scr



[ Standard Certified Report Folder]

COGNOS - FINAID:

___    c_fa_vrep_scr



[ Standard Certified Report Folder]

___   COGNOS – REPORT STUDIO

ODS – OPERATIONAL DATA STORE PPLICATIONS ROLES
SELECT ROLE TYPE ~ ADD _X_ Below:

~ CASUAL ROLE (Run/View Reports)

​​_____ BAN_DEFAULT_FINANCE

_____ BAN_DEFAULT_HR

_____ BAN_DEFAULT_STUDENT

______ 
BAN_DEFAULT_FINAID [Require FINAID Data Owner Approval]
_____ BAN_DEFAULT_SOM

~ POWER ROLE (Report Writer)

_____ BAN_DEFAULT_FINANCE_POWER

_____ BAN_DEFAULT_HR_POWER

​_____ BAN_DEFAULT_STUDENT_POWER

______ 
BAN_DEFAULT_FINAID_POWER [Require FINAID Data Owner Approval]

_____ BAN_DEFAULT_SOM

OTHER APPLICATIONS ACCESS REQUESTS

	FINANCE – ADD BELOW
	HUMAN RESOURCES 
	STUDENT 

	WORKFLOW:      
	
	

	LDAP:               
	
	

	COGNOS:             
	
	

	BANNER CLASSES:
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