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SR www.sulross.edu

Start on the Sul Ross State University website's homepage.

STEP 1
Click on mySRSU
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STEP 2

Sign in to your Sul Ross account.

STEP 3

SR |[SUL ROSS

The FRONTIER University of Texas

Sign in to your account

koow16ff

Sign Ir

() Remember me on this computer

For security reasons, please Log Out and Exit your web browser when y:

SRSU System Use Notification:

You are accessing a system owned by the State of Texas
Unauthorized use is prohibited and subject to criminal and civil penalties
Usage may be monitored, recorded, and subject to audit

There should he no exnectation of nrivacy excent as atherwise nrovided

Once you've been logged in to mySRSU scroll down a bit to find "Banner"

under the section "SRInfo".
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STEP 4

When on the Banner SRInfo page select "Create Access Request" to start the
process of requesting access to various Ellucian systems.

SR |SUL ROSS

Welcome to the Banner Resources page. Use this page to Access E

Need to Request Access

Sul Ross has implemented a web-based system to allow manager
* Managers can submit requests for access for their employees t
* Managers and the employee will receive notifications as the pr

* To Access the system click the link below

[Cremte Access RQC{UEST.'] (MUSt be on-campus or VPN to CICCGSS)
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STEP 5

Sign in once again using your SRSU login credentials.

SR

Sul Ross Applications Navigator
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Remember username

3of7


https://srinfo.sulross.edu/banner/
https://apex.sulross.edu:8443/apex/
https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

STEP 6

This request form runs through a portion of Apex. Select "SRSU App for
Administrative Systems" to start a request.

= Sul Ross Applications and Reports Navigator

£ Home
Security Access Requests
Go Actions v

Qv

B33 BRSU App for Administrative Systems

STEP 7

Click on "Create New Request".

L lwl6ff v

Create New Request
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STEP 8

Type in the first or last name of the individual that needs Ellucian access.

1. You cannot put yourself down since this request is only made by managers/supervi-
SOrs.

2. You can try to use A# to search for individuals but it is not as consistent as someone's
name.

nd Reports Navigator

Security Access Requests

ol Security Access - Add/Edit Request Details

Instructions: This form is to be completed by the Employee’s Manager/Supervisor for the
purpose of establishing or granting additional access. Please feel free to provide any additional
information in the comments section that is helpful to the data owners when evaluating this
request

[Person Id ] v

Access Justification

Access Requested

) Access to Advisor Self-Service and Degree Plans

Access to Banner Fin Aid

Access to Banner Finance/Finance Self Service
Access to Banner HR
Access to Banner Student

Access to Reporting

O 0 g o

Access to Social Security Numbers
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STEP 9

Provide your justification for the access request in the box below "Person
Id".

In this example, we've noted that Dean Laura Payne is the employee who needs access to
the system.

Security Access Requests

Q~

| Security Access - Add/Edit Request Details X

Instructions: This form is to be completed by the Employee’s Manager/Supervisor for the
purpose of establishing or granting additional access. Please feel free to provide any additional
information in the comments section that is helpful to the data owners when evaluating this
request.

r
Person Id

A00011134 - Payne, Laura

Acc

ation

Dean Laura Payne needs access to Apex Reporting for her position)

Access Requested T=
O Access to Advisor Self-Service and Degree Plans
L Access to Banner Fin Aid
O Access to Banner Finance/Finance Self Service
] Access to Banner HR

Access to Banner Student

Access to Reporting

Access to Social Security Numbers

Access to Student Holds

Document Imaging
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STEP 10

If you are wanting to request "Apex Reporting"” access select the following
option.
Access to Banner Fin Aid

A

Access to Banner Finance/Finance Self

w

\ Access to Banner HR

\ Access to Banner Student

Access to Reporting
Access to Student Holds

Document Imaging

_J FTP Setup

STEP 1

Hit "Submit" when you've selected all of the options that apply. Be sure to
include justification for all of the systems that you're requesting access to.

A00011134 - Payne, Laura

Dean Laura Payne needs access to Apex Reporting for her position. |

Access Requested

Release 1.0
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