BANNER Oracle USER_NAME ID CHANGE FORM 

Employees Only – Requires copy of supporting documentation and copy of PDID Name Change Form
Employee BEAR ID Number___________________________
Employee office telephone number _______________________
STEP 1 – Change Employee Name in the Banner System.  
Forward this original form to the Human Resources office.  Attach a copy of the PDID Name Change Form completed by the employee and a copy of the supporting documentation provided by the employee.  Valid documentation includes:  Birth Certificate, Court Document, Social Security Card, Passport, Citizenship Papers, or Marriage Certificate.

Employee’s Revised Name:

Employee’s Previous Name:

Revised Last Name:  
_______________________________
Previous Last Name:
______________________________________



Revised First Name:  
_______________________________
Previous First Name:  
______________________________________

Revised Middle Name:  
_______________________________
Previous Middle Name: 
______________________________________
Employee’s Name Revised using Banner form:
____PPAIDEN
___SPAIDEN




                              (Current NonStudent Employees)               Current Student Employee)
Name Change Completed by:____________________________________________________
Date:
_______________________________

(Print name of employee who completed name change in  PPAIDEN or SPAIDEN)

Fax  a copy of this  form without attachments to the Technical Support Center (TSC):   FAX 970-351-1354
STEP 2 – TSC Creates New Oracle USER_NAME, Inactivates Previous Oracle USER_NAME, and initiates the email address change process.
Employee’s New USER_NAME:
_____________________________________________
(Create New Oracle USER_NAME)

Employee’s Prior USER_NAME: _________________________________________________
(Inactivate Previous Oracle USER_NAME)

Oracle USER_NAME Changed by: _______________________________________________
Date:
_______________________________

(Print name of employee(s) who created New and Inactivated Previous Oracle USER_NAME)

Email address change process initiated by:__________________________________________
Date:
_______________________________
(Print name of employee initiating email address change)

Fax or forward this form copy to the Finance Office:  Carter 1002, Campus Box 44, FAX 970-351-1142
STEP 3 – Finance Office: Finance Fund/Org Security removed from Prior USER_NAME and Added to New USER_NAME:

(Finance Fund/Org Security must be changed on FOMUSOR, FOMUSFN, FTMFMGR and FOMPROF)

Finance Fund/Org Security:

Removed from previous USER_NAME by: ________________________________________
Date:
_____________________________
Added to new USER_NAME  by:______________________________​___________________
Date:
_____________________________
(Print name of employee(s) who changed Finance Fund/Org security)

Fax or Forward this form copy to the Payroll Office:  Carter 2005, Campus Box 5, FAX 970-351-2852
STEP 4 – Payroll Office: Payroll Org Security removed from Prior USER_NAME and Added to New USER_NAME:

(Payroll Org Security must be changed on PSAORGN, PTRUSER, and GOAEACC)

Payroll Org Security:
Removed from previous USER_NAME by: _________________________________________
Date:
_____________________________

Added to new USER_NAME  by:__________________________________________________
Date:
_____________________________

(Print Name of employee(s)  changing Payroll  Org Security)

Employee notified that USER_NAME change complete by: ____________________________
Date:
_____________________________

(Print Name of employee notifying employee of change)

Forward this form copy to the Human Resources office to be filed with the original form and attachments.
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