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STEP 1:  Go to our Faculty & Staff Online Forms page: 
http://www.msubillings.edu/Technology/OnlineForms/ 
STEP 2:  Click on the Banner Account Request/Change Form link in the Information Technology 
forms section 
                                                       

 

http://www.msubillings.edu/Technology/OnlineForms/


2 | P a g e  
 

 

 

STEP 3: Check-out a Banner Navigation training CD at the information desk in McMullen Hall (1st floor) 

STEP 4:  Click on the link below to access the ITC Banner Account Request form  
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STEP 5:  Select “Request new account” 

 
          

 STEP 7:  Complete Contact Information for the New User and their immediate supervisor 

STEP 6:  To request the same access as another employee, enter their name or Banner username 
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 STEP 8:  Check the box next to “Finance” to request Finance access.  If access to the Banner Report Web is 
needed, check the box next to “Reporting” 
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STEP 9:  Your new Banner account will not be activated until you have received Banner 
training.  Indicate the date you completed the online training video in CD Training. 
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STEP 10:  Read and sign the Confidentiality and User Responsibility Statement                                

            

STEP 11:  Submit 
Request 

 

When your new Banner account is set up, you will receive an email from bannersecurity@montana.edu 
communicating your username and instructions on receiving your temporary password.   

 

 

mailto:bannersecurity@montana.edu
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To obtain Index 
access, complete 
this form and 
return it to the 
Financial Services 
office, McMullen 
Hall Room 309 

 

 
Contact information: 

Rebecca Emter 

rebecca.emter@msubillings.edu 

406.657.1682 

 

Online Form: http://www.msubillings.edu/financialservices/pdf/Banner%20Request%20for%20On-Line%20Access.pdf 


