
How can I request access to a specific FOAPL? 
All who have completed the Banner Training session will have access to perform the 
following request:   
 
1. Login to your College PALS application by going to http://www.accd.edu/pals. 
2. Once you are logged in, select the Employee Tab. 
3. Find the Employee Resources channel (on the left side column) and select the  
Banner Access Request link. All who have completed Banner Training will have access to the 
Banner Access Request link. 
4. The screen shown below will display.  Click the Banner User Security/Access Requests 
button.  

 

To change your college, Edit 
your Information in PALS > 
Employee tab > Train-Track.  
Correct college is required so 
that request is forwarded to 
appropriate approvers (i.e. 
College budget Officers). 

The following screen will display.  Type the PALS Username of the employee needing 
access to a FOAPL.  Then, click the drop-down arrow and select New Employee (new 
employee refers to employees that are new to the Banner Finance System).  Click the 
Submit button. 
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The following screen will display.  Fill in the requested information.  Click the Submit 
Request button.   

 

 

Click to select employees’ Approver  

Automatically populates (will not accept 
manual updates) 

If unsure of role, contact employee’s 
College Budget Officer 

To change your college, Edit your Information in PALS > 
Employee tab > Train-Track.  Correct college is required so 
that request is forwarded to appropriate approvers (i.e. 
College budget Officers). 

Clarify Reason for the Request (i.e. new 
responsibilities assigned)

Click to select a Reason for the request 

Select ADD, then Enter the ORG 
Name & Number and FUND Name 
& Number you need access to.  
Contact your Budget Manager or 
College Budget Officer for 
information on which ORGS and 
FUNDS you need access to. 

 


