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Finance Systems Management

The TEAM Application is the electronic registration/security process used for TTUHSC
Financial processes. This registration process allows Fund Managers to register those
in their departments who they deem necessary to use online financial applications. Only
a Fund Manager will be able to grant access to specific Banner Funds and assign roles
to their departmental users for finance applications such as TechBuy. The TEAM
Application also provides a means for Orgn (Organization) Managers to assign
Financial Alternates for Orgn Approval for Financial applications that use Orgn security
for approval routing such as the Budget Revision and Fund Maintenance System
applications.

The TEAM Application can be accessed through:

WebRaider Portal > F&A Work Tools tab > Business Affairs section > Finance
Systems Management > TEAM Application

The TEAM Application Information link provides training documentation for the TEAM
Application.

Home

The Team Application Home page allows you to select applications from the links in the
menu bar on the left side of the page or by selecting the applications in the Quick Links
section.

View My Banner Access
To view your Banner access information, from the Home page, click the View My

Banner Access link in the menu bar on the left side of the page or the link in the Quick
Links section.

Userid: SHANMYER Sign Out

Instance: TTUSPRD Quick Links

4 Home
4 View My Banner Access Click View My
4+ Reset Password Banner Access

4 Access Request

4 Reports Welcome to the TEAM!

What would you like to do today?

Reset Password

|View My Banner Access |

Request Access to Banner Finance, Human Resources or Student
Use Reports

TTUHSC Finance Systems Management March 2022 Pagl| 13



TEAM Financial Registration Help

The TEAM application, View My Banner Access, displays the following information:
1 Your Name
eRaider ID

Tech I D (ARO Number)

Oracle ID Status (if you do not use ePrint, FITS or Banner, you will not be
assigned to any Banner Classes and the
Alnactivedo or ALockedo)

1 Banner Classes (most Departmental users will have very few, if any, Banner
Classes as these relate only to ePrint Security, FITS Security and Banner

Security Classes)

)l
)l
)l
)l

View My Banner Access

4+ Home

e e e eRaider ID and Tech ID

displayed (blocked here for
security reasons)

Name: Shannon Myé

eRaiderlD:
Oracle ID: uXxce74
Tech ID:

Status: N/A

Dept: Health.edu Lbk (H-171021)
Job Title: Sr Editor
Xtender: No

Classes Objects | Xtender Groups

ORACLEID &

'-I-' UXC674
TEXAS TECH

Banner Classes: None

Reset Password

To set or reset your Banner password, select the Reset Password link from the menu
bar on the left side of the page or from the Quick Links section of the Home page. The
Reset Banner Password page displays your Oracle ID and provides a text box to enter
your new password and a button to submit your new password.

Please read the Disclaimer and know that by logging into the Banner application, you
are indicating that you have received, understand and agree to abide by the policies
relating to Banner security. The Password Guidelines provides the list of rules that must
be adhered to when entering your new password.

Enter your new password in the Password text box and click set password.
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eRaloer
Sign Out

SHANMYER
UDEV

Reset Password

+ View My Banner Access Enter new password

4+ Access Request

e rets Oracle ID: UXC674 * CI|Ck Set
| set password | I h pas SWO rd

I Password: I

Disclaimer (PLEASE READ):

Access to Banner data is granted solely for legitimate and authorized academic and administrative
purposes. Use of the data may be restricted under Federal and State laws and regulations. Any
unauthorized or illegitimate use of the Banner system or data may result in disciplinary action,
criminal prosecution and/or civil liability. In logging into the Banner applications, you are indicating that
you have received, understand and agree to abide by the policies relating to Banner security and
affirm understanding and agreement with the following:

Your password will only be changed in TTUSPRD and will expire every 90 days. You
will not receive an email reminder notification to change your password, so it is
recommended that you set a reminder in your Outlook Calendar.

eRalger
s
Userid: SHANMYER Sign Ou!

Instance: UDEV Reset Password

4 Home
4 View My Banner Access
4 Reset Password

4 Access Request Password Changed

+ Reports Oracle ID: UXC674
Password: " set password
[Instance [status Password is only

[TTUSPRD [Password Changed < changed in TTUSPRD

TechBuy User Access

To request TechBuy user access, click Access Request from the menu bar on the left
side of the page. You can also use the Request Access to Banner Finance, Human
Resources or Student link from the Home page Quick Links.

The Select Application page provides a list of various applications depending on your

role assignments. For TechBuy, Financial Managers will automatically be registered as
AApproverso and fAiRequesterso with full author
with these authorities will not have to register.

From the Select Application page, click Financial Security Request.
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Select Application

< View My Banner Access

< Reset Password

4 Access Request Select Application Cllck Fl n anC|a|
o R Financdial Security Reuuestl D Security RequeSt

Financial Alternates Assignment
HR Security Request

Budget Prep Security Request

If known, enter the eRaider ID of the employee you wish to register and click Next. If
you do not know the eRaider ID, click the Search for eRaider ID button.

Select User

4 View My Banner Access Select Application Select User Select Roles

Incomplete

Select FUND Confirnation
—+ A — —+ complete — comolete
4 Reset Password v Camplete & InFrocess Incomplete Incomplete

# Access Request If not known, click
4+ Reports - - S h for eRaiderlD : A
eRaiderlD: TR Search for eRaider ID

Please enter the eRaiderD or search for the eRaiderlD of the person you'® J

(Provous ] (Nox = If known, enter eRaider

ID and click Next

You must enter at least the last name of the employee you wish to register. Enter a
first name and /or department to reduce the number of results from the search. Once
you have entered your search criteria, click Search.

Userid: ALGALLE

Instance: UDEV Select User

4 Home

Select Roles Select FUND Confirmation
— ncomplets — ncomplete —» ncomplete

Click
Search
xofthepers you are regrseeri

4 View My Banner Access Select Application Select User

v Complete -+

K/ InProcess

<+ Reset Password
4 Access Request

# Admin Functions SO  Enter search criteria

<+ Reports

Please enter the el

Last Name: |Myer5 | First Name: |Shannon | | Search || Cancel Search
Department: | |
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The results of the search should appear below the search parameters. Locate the
appropriate employee and click the Select button to the left of their name. Please make
sure the employee you are selecting is in the correct department as there could
be other employees with matching names.

Userid: ALGALLE

Instance: UDEV SeIeCt User

<+ Home

< View My Banner Access Select Application Select User Select Roles Select FUND Confirmation

o~ — . b d ncomplete — ncomplete — ncomplete
4 Reset Password Complete K InProcess

< Access Request

4 Admin Functions eRaider|D- | || Search for eRaiderlD |
<+ Reports

Please enter the eRaiderlD or search for the eRaiderIlD of the person you are registering.

Last Name: |Myers | First Name: |Shannon | | Search || Cancel Search
Department: |

Middle Name Department Job Title

FINANCE SECTION
SYSTEMS COORDINATOR
MGMT LBK

The eRaider ID of the selected employee will now be inserted into the eRaider ID field.
Click Next.

Userid: ALGALLE

Instance: UDEV [a N PN N PN

eRaider ID is
4 Home Inserted

< View My Banner Access - Select User

Select Roles Select FUND Confirmation
nplete b d ncomplete i d ncomplete

4 Reset Password K/ InProcess

<+ Access Request

<+ Admin Functions eRaiderlD: |shanmyer Search for eRaiderlD I

< Reports

Please enter the eRaiderlD or search for the eRaiderID of the person you are registering.
T

‘— Click Next

There are three roles available to assign to a TechBuy user: Approver, Requestor or
Shopper. If a user is granted different roles on different funds through the TEAM
application, the highest role assigned to the user will apply to all authorized funds in
TechBuy.

The Approver role should be assigned to the employee who has authority to approve:
1 All non-catalog orders submitted by Requesters and Shoppers charged to
Banner Funds to which the Approver has been granted authority to approve
1 All catalog orders from Shoppers
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1 Catalog orders of $5,000.00 and above from Requesters.

The Requester role should be assigned to those employees who have authority to
assign accounting information to a requisition and to submit orders to vendors. Please
note that orders of $5,000.00 or greater will be forwarded to a department approver
before going out to the vendor.

The Shopper role should be assigned to those employees who should have authority to
shop and submit a cart to a requisition, but do not have the authority to place the order
with the vendor.

The None role should be used to deactivate a user. It is important to complete this step
for those in your department who were registered but have terminated or transferred to
another department within TTUHSC, TTU or TTUS. If the employee is to have access to
TechBuy in the new department, then the appropriate role will have to be applied by the
new Financial Manager or delegated Fund Manager.

Select the appropriate role for the person you are registering and click Next.

d: ALGALLE

e: UDEV Select Roles

<+ Home

4 View My Banner Access Select Apphcation Select User Select Roles Select FUND

— — ncomplete — ncomplete

Complete K/ InProcess

< Reset Password
4 Access Request
< Admin Functions
4+ Reports Financial Role

© Approver Select an
=R appropriate role

hw

Note: Select the desired role for the person you are registering.

Select the role of None to remove access for a person with TTUHSC, TTU or TTUS or transfers to
another department within TTUHSC, TTU, or TTUS.

TheFinanci al Ma n afune(s) Wwilspopulates i thecAfailable FUNDs section.
Select the fund(s) that the employee should have access to spend against by
highlighting the appropriate fund(s) and selecting the arrow to move the fund(s) to the
Selected FUNDs section.

If a fund is not granted to the employee, that employee will not be able to select that
fund when submitting a requisition.
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