
Process of Completing a Workflow to Request Banner Finance Access/ Access Changes 

 

Step 1: Access the Banner Single Sign-On menu (https://cas.morgan.edu/cas/login)  

Step 2: Click on ‘Workflow’ 

 



 

Step 3: Click on ‘My Processes’ 

 

 

  



Step 4: Click on ‘Banner Finance Security Access Request’ 

 

 

  



Starting the Banner Finance Security Access Workflow 

1. (optional) Workflow Specifics Name (user determined, but could use verbiage such as ‘Update Jo Smith 01-10-17’) 
2. (optional) Workflow Note (user determined) 
3. Email Address of person whose access is being requested to be adjusted 
4. (optional) Attach file (attaching documentation can happen any time during the Workflow creation) 
5. Click ‘Start Workflow’ 

 

Ex: Ban. Fin. Security Access Jo Smith 01-18-17 

Ex: jo.smith@morgan.edu 



Starting the Banner Finance Security Access Workflow (continued) 

6. Click ‘OK’ 
 

  



Starting the Banner Finance Security Access Workflow (continued) 

7. The newly created Workflow will appear on your Worklist 
8. Click on the new Workflow 

 

 

 



Completing the Banner Finance Security Access Workflow 

9. All fields marked with a * are mandatory 
10.  Fill in the specific fields for the changes requested for Banner Finance access 
11. To complete the Workflow, check ‘I approve the request’ and ‘Complete’. 

a. To put the Workflow on hold, click ‘Save and Close’. 
b. To cancel the Workflow, click ‘Cancel’. 

12. Once the Workflow is completed and approved, it will be forwarded to the Comptroller’s Office for further processing. 

 

 



 



 


