How to Add or Remove Employee Names to Create Requisitions, Create Budget Transfers, or Approve Documents
***Please note that if an employee has never been setup to use the Banner financial system the banner ID request form must also be filled out, signed, and forwarded to Accounts Payable.  This form may be found on the Accounts Payable website under forms as Banner ID Request Form.  You may contact Angela at acarron@truman.edu or Carolyn at cwriedt@truman.edu in order to verify whether an employee is currently setup in the Banner financial system.
Complete the information below.  Then, the completed form should be sent via e-mail or fax to x7337, by the supervisor in charge of the organization/budget, to acarron@truman.edu and cwriedt@truman.edu.
Employee’s Name: ________________________________________________
Supervisor’s Name:  ______________________________
Supervisor’s Signature:____________________________________
Click the box next to all that apply:
	Add Access
	 FORMCHECKBOX 

	
	Remove Access
	 FORMCHECKBOX 


	
	
	
	
	

	Create Requisition
	 FORMCHECKBOX 

	
	Create Budget Transfer   
	 FORMCHECKBOX 


	
	
	
	
	

	Approve Requisitions
	 FORMCHECKBOX 

	
	Approve Budget Transfers
	 FORMCHECKBOX 


	
	
	
	
	

	Approval Limit (if different from immediate supervisor’s limit):
	


	List Organization and Fund number(s) that this change is affecting:

	Organization/Budget # (6-digit):         
	
	
	Fund #
	     

	
	
	
	
	

	Organization/Budget # (6-digit):         
	
	
	Fund #
	     

	
	
	
	
	

	Organization/Budget # (6-digit):         
	     
	
	Fund #
	     

	
	
	
	
	

	Organization/Budget # (6-digit):         
	     
	
	Fund #
	     

	
	
	
	
	

	Organization/Budget # (6-digit):         
	     
	
	Fund #
	     


Comments:______________________________________________________________________________
