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To request your EPAF roles: REQUEST EPAF ROLES

1. Go to my.unm.edu and enter your NetID and Password.
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1. Click on the Employee Life tab. 
2. Click on Banner Authorization Request link.
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Start an authorization request
1. If you currently have an incomplete request you will see an Open Saved Access Request button at the bottom of the page.  Click on the button.
2. If you do not have an existing request you will see an add/remove access roles button at the bottom of the page.  Click on the button.
[image: C:\Users\LGamboa\AppData\Local\Temp\SNAGHTML33644e.PNG]
NOTE: If you have existing Banner access, your current authorization will automatically be copied into your new request.


3. Enter your supervisor’s NetID.  If you do not know your supervisor’s NetID, please use the hotlink to the UNM Directory to look it up.
4. Explain the business reason for this role.
5. Click on the Add Roles or Select Roles button. 
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6. Click on SHOW ALL ROLES
7. Click on EPAF Employment Transaction Roles
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8. Find the role(s) you will be requesting.
9. If it indicates “need training”, click on the Need Training link.
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10. The required courses for this role will be displayed.
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NOTE: In the example above, there are 2 required courses (Securing Private Data and Understanding the EPAF Process).  Before a role can be requested, all required courses must be complete. 
11. If you need to complete a course, go to Learning Central.  
NOTE:  Understanding the EPAF Process is a course that contains 3 modules.  Please take all 3 before requesting you EPAF role.
12. Once your training is complete, click the check box next to the appropriate role.
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13. Click on the Add Selected Roles to My Request button at the bottom of the page.[image: ]


14. Verify you  have selected the appropriate role(s) 
15. Enter the approptiate org code
16. Click on the ADD HR-Payroll Org button to add the org code to your request.
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17. Click on the Next button at the bottom of the page
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18. Verify all information
19. Click on the Submit Request button at the bottom of the page.
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Welcome to the Banner Authorization Request System

Your Current Status

Your current access roles:
* EPAF HSC Contracts and Grants Approver for Labor Distribution changes

* EPAF - Labor Distribution change Originator
* EPAF- Main Campus Contracts and Grants Approver for Labor

Note: You have no pending requests.

Name: Lisa Renae Gamboa

Net ID: LGAMBOA Distribution changes
UNM ID: 100579704 * EPAF Labor Distribution Chq-Second Level Approver

Job Title: Human Resources Consultant (Exempt Staff)
Organization: 730B3 HR Dept Client Services

Add or Change Access Roles Check Status of Request

Step 1: Know what roles you need
P Y Checking the status of your request

In order to fill out the authorization request you need to know what roles you'll be requesting. If you aren't
sure, ask your supervisor, look it up on FastInfo, or view the access roles of other people in your

organization.

You can check on the status of your request at
any time.

Step 2: Get the training you need What happens after I submit a request?

After you submit your request, it will be routed
to different people for approval. First, the
request is sent to your supervisor. Once it is
approved, it is sent to the approvers for each
of the roles you have requested. When each of
the individual roles has been approved the

Many authorization roles require training before they can be granted. Your request cannot be submitted
until you pass all the training requirements for the roles you are requesting. To see whether you have all
the required training for the roles you want to request, find the roles you want and check the Training
Status column.

Step 3: Fill out the authorization request results are recorded in the system and the

changes are made to your access roles. You
Once you know the roles you need and have completed all your training, you're ready to fill out the will receive & email once the changes have
authorization request: been made in the system.

Add / Remove Access Roles for INTG

Home Create Request Roles By Function Roles By Name | Roles By Org  Search Roles My Training | My Requests ‘ Help ‘ Logout

Copyright © 2004 - 2012 The University of New Mexico. See our Standard Disclaimer and Copyright Information Page.





image5.png
Request ID: 32661 Created: Jan-31-2012 Status: Open

Supervisor and reason for request

Supervisor's netID: super Don't know the person's netlD? Look it up in the UNM directory

Reason you need this change in Banner access:
Provide a detailed business reason for the access you are requesting. Please include a description of your role in the organization and why that
requires this/these specific role(s). Note that failure to provide sufficient justification for the access being requested may resuit in the entire request being rejected.

To process EPAF's for staff transactiong

Access roles requested

Add New Roles Remove Current Roles

You haven't added any roles to this request. Remove Role Name

Add Roles Department General Inquiry

HR/Payroll Employee Relations Report Viewer
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View Access Roles By Function

* BAA Administrator Roles * General Person Roles * Student Roles

* EPAF Employment Transaction Roles * Implementation Team Member Roles * Supervisor Roles
* EPAF Labor Distribution Roles * Institutional Research Roles * UNMJobs Roles
* Faculty Contracts Roles * Payroll Roles

* Finance Roles * Provisioning Roles SHOW ALL ROLES
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Training for Access Role: EPAF - Originator of
Student Employment Tranactions

Course Required? | Training
Status
Securing Private Data - EXAM Yes Training
complete
Understanding the EPAF Process Yes

To find out when a class will be offered, go to Learning Central or
contact Employee and Organizational Development (EOD) at 277-
1555.

Close Window
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Access roles requested

Add New Roles

Remove Role Name Training Status
a EPAF - Originator of Staff Employment Tranactions Training complete
a EPAF - Originator of Student Employment Tranactions Training complete
Remove Add Roles

Role-Specific Settings

Select HR - Payroll Orgs

Use this box to select timekeeping, reporting and EPAF organizations. Note:
subordinate organizations will NOT be selected automatically; you must select
each organization individually.

None selected.

Enter org code: 730B3 Add HR - Payroll Org Find Org Code View Org
Hierarchy

You don't have any access roles right now.

Role Proxies

Proxies for: EPAF - Originator of Staff
Employment Tranactions

Add Proxies
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