
Supervisor Training 

Requesting Banner Security Access 

Every new hire will likely need some Banner Access.  Assess every new employee position for 

what Banner access is required.  You may want to keep a list of positions as you are 

requesting, noting the security accesses required, for future reference. For Student AR, 

Student Admissions/Reg, Financial Aid, etc., it will help you to know the position title, who 

they are replacing, and if the duties will be the same or different, in order to choose the 

correct security access.  A Banner Security Access report could be requested from IT (Juanita 

Venable) on the last person in that position to see what accesses might be required.  The 

report should be reviewed to be sure the new hire needs the same access. 

Supervisors may log in to LoLA and enter requests in the appropriate Banner Security Form 

(bottom left of screen in LoLA).   

If request is for Banner/Cognos (Finance) for Requisition entry, the supervisor may enter the 

information as noted below.  Supervisor will need the employee’s Banner ID (L#), First and Last 

name, preferably as it is recorded in Banner HR, BPCC e-mail address, work phone # and 

Department name.   

Access needed to enter Requisitions in Banner Finance (in Application Navigator or in Self-

Service)  

GEN_BASIC defaults, so it does not need to be checked. 

Under Accounts Payable, FIN_AP_QUERY 

Under Vendor, FIN_VND_QUERY 

Under Requisition, FIN_REQ_USER 

Under Other, FIN_SSB_USER 

Once completed the form will route to BPCC Finance for approval by Raymond Abraham and 

then to LCTCS IT for approval, and then back to BPCC IT for setup.  Once BPCC IT has set up the 

employee, the supervisor should receive an e-mail that setup is complete. 

If this employee also needs to be able to query on budget, revenue and expense information, 

please forward the e-mail to Comptroller, Alexa Lambert at alambert@bpcc.edu with the 

Funds and Orgs that the employee will need to view.  This set up is separate from the Banner 

Finance Security.   
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Requesting Banner Security Access (continued) 

Once this secondary setup is complete, instructions will be sent to the employee to review 

Purchasing procedures and Banner Requisition training documents. 

If they have any problems with their Banner setup, they can contact me first and I will direct 

them to the appropriate person to resolve any issues, if needed. 

-prepared by Alexa Lambert, Comptroller 10/17/19 
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