
Page 1 of 7  9/30/2024 
 

Instructions for Banner Student Access Requests via DocRoute 
 

The Banner Student Access DocRoute form can be accessed from the Registrar eForms webpage or 
through the DocRoute link on the Faculty & Staff Logins page. 

 

 

 

This form is for authorizing faculty and staff employee access to Banner Student. Banner access for 
student workers is managed by the employing department. Please use the Banner job that corresponds 
with your department. 

 

Admissions ZGUP1003 
Financial Aid ZGUP1004 
Payroll ZGUP1008 
Scholarship Services ZGUP1006 
Student Accounting ZGUP1007 

 

  

https://jagaspx2.southalabama.edu/docroute/BannerStudent
https://www.southalabama.edu/departments/eforms/registrar/
https://www.southalabama.edu/services/logins/faculty-staff/
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1. Sign into DocRoute with your single sign-on credentials (i.e., Jag Number and JagNet password). 

 

2. The Banner Student Access form can be accessed by the direct link or from the Academic Affairs 
menu. Please note: There is a Banner Security Access form in DocRoute under the Finance & 
Administration menu. This is for access to Banner Finance, not Banner Student. 

 

 

https://www.southalabama.edu/services/jagnet/
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3. Click the Add New Request button. The Banner Student Access Entry screen will be timestamped 
and pre-populated with the initiator’s name. 
 

4. To begin, enter the Jag Number or University email address (@southalabama.edu) for the 
employee in need of Banner Student access. Click the Search button. 

 

 

5. DocRoute will retrieve the employee’s information from Banner. 
 

6. Enter the Jag Number or University email address for the employee’s supervisor or department 
head. Click the Search button. 

 

7. DocRoute will retrieve the supervisor’s information from Banner. 
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8. Complete the Details portion of the form as follows. 
a. Requested Action: 

i. Change the security items on the account – Select this option to establish a new 
account or to edit an existing Banner user’s access. 

1. DocRoute will populate the employee’s Banner Account Status (i.e., “Jag 
number not associated with a Banner ID” or “Banner ID exists with 
Banner security configured”) once you enter the employee’s Jag 
Number/University email address and click the Search button. 

2. Employees whose Jag Number is not associated with a Banner ID will be 
required to complete the FERPA course in Canvas before their Banner 
account is created. Please email registrar@southalabama.edu for 
enrollment in the FERPA course. 

3. See Step #9 below for more details. 

 

 

ii. Remove all security items and lock the account – Select this option in the event 
of the employee’s termination, transfer, or as otherwise deemed appropriate by 
the respective supervisor. 
 

b. Contact Phone – Use the ###-###-#### format when entering the phone number. 

 

  

https://usaonline.southalabama.edu/courses/1639
mailto:registrar@southalabama.edu
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9. Please select the roles requested or provide a current Banner user whose access can be cloned.* 
a. User to Copy – Enter the Jag Number or University email address of the Banner user’s 

access to copy. Please note: Banner Student access cannot be cloned from faculty/staff 
who are no longer employed by the University. Please also be mindful of listing an 
employee who has transferred to another department as their Banner access may have 
changed. 
 

b. Roles Requested – Select the roles that pertain to the employee’s job responsibilities. A 
brief description of each role is provided in the table below. 

Academic History Forms associated with academic history 
(e.g., SHACATT, SHACTRL, SHAGCOM, SHADEGR, SHACRSE, etc.) 

Admissions Forms associated with admissions 
(e.g., SAAACKL, SAAADMS, SAAADCRV, etc.) 

Advisors 
(query only) 

Access to view forms associated with advising 
(e.g., SFAREGQ, SFARGRP, SFARHST, SFASRPO, SFASTCA, SGAADVR, etc.) 

Advisors 
(maintenance access) 

Access to update forms associated with advising 
(e.g., SFAREGQ, SFARGRP, SFARHST, SFASRPO, SFASTCA, SGAADVR, etc.) 

Class Schedule 
(query only) 

Access to view forms associated with the class schedule 
(e.g., SSADETL, SSAPREQ, SSASECQ, SSASECT, etc.) 

Class Schedule 
(maintenance access) 

Users must complete Schedule Builder Training before receiving maintenance access to 
the class schedule 
(https://www.southalabama.edu/departments/registrar/registration/schedule_training.html)  

Course Catalog Forms associated with the catalog 
(e.g., SCACRSE, SCADETL, SCAPREQ, SCARRES, SCASRES, SCATEXT, etc.) 

Common Common forms 
(e.g., SHATRNS, SMAPRLE, SOACTRL, SOACURR, SOASBGI, TSADETC, etc.) 

Faculty Management Access to view forms associated with faculty 
(e.g., SIAASGN, SIAASGQ, SIACFTE, SIACONA, SIAFAVL, etc.) 

Student Reports Access to student reports 
(e.g., student enrollment, suspension/dismissal report, address changes, student status, 
duplicate course enrollment) 

General Registrar Forms associated with registration and course setup 
(e.g., SCACRSE, SCADETL, SFAREGF, SFARGRP, SFASRPO, SFASTCA, etc.) 

Student Demographic 
Information 

General student data 
(e.g., SGASADD, SGASTDN, SPATELE, SOAIDEN, SOACOMP, etc.) 

 

c. Notes for Additional Access – Access to protected information beyond that requested 
via User to Copy or Roles Requested requires a rationale that explains why this access is 
required for the user to perform the functions of their job.  
 

d. Add SSN Search & Query – Access to search by Social Security Number requires an 
explanation of the employee’s legitimate educational interest in this information. Please 
specify if the employee needs access to the full SSN or the last four digits only. 

https://www.southalabama.edu/departments/registrar/registration/schedule_training.html


Page 6 of 7  9/30/2024 
 

 

* The DocRoute form currently only allows requests for information owned by the Registrar’s Office. 
Requests for access to student information owned by Admissions, Financial Aid, and Student Accounting 
will continue to be approved by the respective data owner. 

 

 

  

10. The user requesting access must read and acknowledge the University’s Information Systems 
Security Policy before submitting the Banner Student Access form.  

 

11. Click Submit to initiate the workflow. The Department Head/Approving Supervisor identified in 
Step #6 will receive an email notification that a request is pending their review. 
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12. Once the Department Head/Approving Supervisor approves the request, the request will be 
routed to the University Registrar. 
 

13. After the University Registrar reviews and approves the request, the request will be routed to 
the Computer Services Center. 
 

14. The workflow is complete once Computer Services assigns the user’s Banner access and 
approves the request. The originator of the request will receive an email notification when the 
request is complete. 
 

 

 

Please email registrar@southalabama.edu if you need assistance with the Banner Student Access 
DocRoute form. 

mailto:registrar@southalabama.edu
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