How can | check the status of my Banner access/training 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 Previous Requests Status button.
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* The Banner ID is much similar to PALS ID. it is different from email address for
i@accd.edu. Please make sure you have entered the correct ID. If you are not sure of the
user id, use the link on the right (Lookup PALS ID} and get the correct id using the SSH.

If you want to get the employee for training select Request for Hew Employee Training. if
the employee has already undergone the training, select any other appropriate options.
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The following screen will display a list of requests submitted. Click the Details link to
view more information about a specific request.
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Clicking the Details link will display detailed approval history (scroll to bottom of page):

Approvers:

Date Approver Approval Comments
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Once a Request is submitted, the Requestor receives an email (sent to @mail.accd.edu
PALS address) notifying him/her that the request has been forwarded to the Approver:

B Banner Access Request - Message (HTML) I'LH'EIEI
i Flle Edit  Wisw Insert Format  Took  Actions  Help

| aReply | GRRenly ol | e Forward | || ® G| X - a 0

Fram: Banner Requests [helpdesk@accd. edu] Sent:  Thu 11f16/2006 2:55 AM
To: yflores@mail. accd.edu; seratne@accd.edu
Ce:

Subject:  Banner Access Request

The request for Batmer access permissions change is forwarded to approver.
Please access the Banner Access Permissions' at the link under EMPLOYEE RESOURCES in the Emplovee tab of the PALS
This is a computer generated email Please do not reply

IFyou need any assistance call helpdesk at 220-1616.

Once a Request is submitted, the Approver also receives an email (sent to
@mail.accd.edu PALS address) notifying him/her of a pending approval.
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From: LISHA M, VENKAT [uvenkat@mail accd, edu] Sent: Thu 11/16/2006 10:09 AM
T 'YESCEMIA FLORES'
Ce

Subject: FW: Banner Access Request

From: Banner Requests [mailto:helpdesk@®accd.edu]
Sent: Thursday, Novernber 16, 2006 9:55 AM

To: uverkat@mail.accd.edu; seratme@accd. edu
Subject: Banner Access Reguest

& request for Banner access permssions change is pending your approval
Flease access the Banner Access Permissions' at the link under EMPLOYEE RESOURCES in the Emplovee tab of the PALS.
This is a computer generated emaill Please do not reply

If vou need any assistance call helpdesk at 220-1616.




