Remove Banner Access Form

This form removes Banner access for an employee who has terminated, retired, or moved to another
department. Please complete the following form and return by fax to Dot Carden at 450-5168.

**|f a person moves to another department, the remove banner access form (for the old department)
MUST be attached to the banner access form submitted for the new department. Both forms must be
received BEFORE access can be given to the new department.

Please select the type of Access requested for each employee. See below descriptions:

1. Inquiry (Query Only) - You will have the ability to query financial activity, track
transactions, check your budget availability and reconcile your budget to Banner.

2. Initiator — You will have the ability to enter, copy, remove, and track requisitions. You will
have the ability to view approval history and view vendor history.

3. Approver - You will have the ability to view requisitions, purchase orders, invoices, journal
vouchers, encumbrances and cash receipts. You will also have the ability to approve or
disapprove requisitions. You can query financial activity, track transactions, check your
budget availability and reconcile your budget to Banner.

Please provide the following contact information:

Full Name
UCA ID

Department/Organization

Phone Number

E-mail Address

Please provide your Index Numbers:

What type of access are you removing for this employee?

Inquiry Initiator Approver

Effective Date to Remove Banner Access:

Department Head (Name printed):

Department Head Signature:
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