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OVERVIEW 
 
The Oracle Finance Roles and Responsibilities form found in the DBA forms website under Accounts Control 

has been replaced with the Oracle online Financial Responsibility Request form found within the UTPA 

Employee Self Service responsibility. Instead of submitting the paper form to receive Oracle responsibility 

access, you now have the benefit of submitting it online through Oracle. As opposed to the paper document 

being routed for various signatures, the online form will seek approvals through a workflow process. Please 

see below for further details and guidance. 

 FOR QUESTIONS, PLEASE SEND AN EMAIL TO: FINAPPS@LISTSERV.UTPA.EDU 
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ADD RESPONSIBILITY 
 

STEP 1: Login to Oracle E-Business Suite  

N > UTPA Employee Self Service > Financials Responsibility Request  
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STEP 2: Click on Financials Responsibility Request and the Financials Responsibility Request form will 
appear.  

 

 

STEP 3:  Select Employee 

A) Enter the employee’s last name that you will be requesting access for. 

Note:  Read the tip below the Employee Name for alternative ways on how to search for 
the employee. 
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B) Click on the flash light to search for the employee name. 

 

C) Click ‘Quick Select’ icon. 
 
Note: Once the employee is selected, the fields ‘ ‘Employee ID’, ‘Employee Name’, 

‘Employee Username’, ‘Employee Status’ and ‘Assignment Category’  will 
automatically populate.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

STEP 4:  Select Action 

A) Select ‘Add Responsibility’ action. 

 
 

A) C
 
C 
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B)  Click ‘Next’ to continue to Step 3. 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
STEP 5:  Select Project Manager and Projects 

A) Enter Project Manager’s name and click on the flash light  to search for the name. The 
Project Manager is a required field. 

 
Note:  Read the tip below the Project Manager for alternative ways on how to search for the 
project manager. 
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B) Click ‘Quick Select’ icon and the Project Manager’s name will be populated.  

C) Click on ‘Select Project’ button. A project is required for Purchasing and PA/GMS     
responsibilities only. 

 

 
This will list all the project numbers that pertain to the project manager that was selected.  
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Project numbers that you will need access to.  Once the project number is selected 'Click' on the 

arrow . 
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The selected projects will now be on the right hand side. If you want to select all projects, click on 

the option. 
 

STEP 6:  Select Duties 

Active Responsibilities is a list of all assigned responsibilities the employee currently has.   
 
A) Select duties and click on ‘Review’ button. Validations will take place at this time.    Please see 

attached validation sheet for instructions. 
 

 
 

 
Once the review is completed, the page will take you to the final step of the request. 
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REVIEW PAGE: Provides a summary and acknowledgement of your request. 

You will see all the selections you made for this request, the Project Manager name, effective 
date of when these duties will be active, the list of Project(s) and the duty selections.  

 
If you are the initiator of your own request you will need to read and select the check box to 
accept the Acknowledgment of Regulations of University Information Resources. 

 

   
 

If the initiator is not the employee getting the access the Acknowledgement will be in the 
approval notification of the employee. 

 
A) Click ‘Submit’ button. 
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CONFIRMATION PAGE 

You will receive a confirmation request number. 
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DELETE RESPONSIBILITY  
 
STEP 1: Login to Oracle E-Business Suite  

N > UTPA Employee Self Service > Financial Responsibility Request  
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STEP 2:  Click on Financials Responsibility Request Function 

Note: This will open the Financial Responsibility Request Form as shown below. 

STEP 3:  Select Employee 

A) Enter the employee name that you will be requesting to delete access. 

Note:  Read the tip below the Employee Name on how to search for the employee. 

 
  

Page 12 of 29 
 



 

B) Click on the flash light and the following page will appear:  

 

C) Click ‘Quick Select’ icon. 
 

Note: Once the employee is selected, the fields ‘ ‘Employee ID’, ‘Employee Name’, 
‘Employee Username’, ‘Employee Status’ and ‘Assignment Category’  will 
automatically populate. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

STEP 4:  Select Action 

A) Select ‘Delete Responsibility’ action. 
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B) Click ‘Next’ to continue to Step 3.   

The following page will appear: 

 

 

 

 

 

 

 

 

 

STEP 5:  Select Project Manager 

D) Enter Project Manager’s name and click on the flash light to search for the name. 

Note:  Read the tip below the Project Manager for alternative ways on how to search for 
the project manager.  

 

 
 

 

E) Click ‘Quick Select’ icon and the Project Manager’s name will be populated.  

F) Enter an ‘Effective Date’ for the responsibilities to be deleted. 
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STEP 6:  Select Responsibilities 

Active Responsibilities for the employee will be listed on this page. 

 

A) Select responsibilities and click on ‘Review’ button.   
 

REVIEW PAGE 

 
 

B) Click ‘Submit’ button. 
 
 

CONFIRMATION PAGE 

You will receive a confirmation request number. 
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VALIDATION/ERROR MESSAGES 
 
NO DUTY SELECTION 
 
1. When no duty is selected, you will get the following validation error. 
 

 
 

SOLUTION:  Select at least one duty to continue with the request. 
 

PROJECT MANAGER, ALTERNATE APPROVER, PROJECT REVIEWER 
 
Duty:   
 
 
1. When you select the duty ‘Project Manager, Alternate Approver, Project Reviewer’ and no project 

number is selected you will get the following validation error. 
 

 
 

SOLUTION:  Click on the ‘Select Project’ button and from the list of projects select the projects you 
need access to. 
 
 

2. When you select the duty ‘Project Manager, Alternate Approver, Project Reviewer’ and you are not 
an authorized ‘Key Member’ on the project, you will get the following validation error. 
 

 
 

SOLUTION:  Uncheck ‘Project Manager, Alternate Approver, Project Reviewer’ duty and email 
Oracle Projects at oracle-projects@utpa.edu with subject line ‘Key Member Inquiry’. 
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SMALL PURCHASE ORDERS 
 
 
Duty: 
                   
1. When selecting ‘Small Purchase Orders’ and no project number is selected you will get the 

following validation error. 
 

 
 

SOLUTION: Click on the ‘Select Project’ button and from the list of projects select the projects you 
need access to. 

 
 
2. When selecting ‘Small Purchase Orders’ and the project manager does not have the required Small 

Purchase Order (SPO) training you will get the following validation error. 
 

 
 
SOLUTION: Uncheck ‘Small Purchase Order’ duty and email Materials Management at 
purch@utpa.edu with subject line ‘SPO Training’ to schedule training. You can select ‘Requisition:  
Purchase-Travel- IDT duty. 

 
 
3. When selecting ‘Small Purchase Orders’ and the employee does not have the required Small 

Purchase Order (SPO) training you will get the following validation error. 
 

 
 
SOLUTION:  Uncheck the duty and email Materials Management at purch@utpa.edu with subject line 
‘SPO Training’ to schedule training. You can select ‘Requisition:  Purchase-Travel- IDT duty. 
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4. When selecting ‘Small Purchase Orders’ duty and both the employee and project manager  do not 
have the required Small Purchase Order (SPO) training you will get the following validation error. 

 

 
 

SOLUTION:  Uncheck ‘Small Purchase Order’ duty and email Materials Management at 
purch@utpa.edu with subject message ‘SPO Training’ to schedule training.  You can select 
‘Requisition:  Purchase-Travel- IDT duty. 

 
 
5. When selecting ‘Small Purchase Orders’ duty and project manager  has not submitted the required 

Small Purchase Order Authorization Agreement to Materials  Management you will get the following 
validation error. 
 

 
 
SOLUTION:  Uncheck ‘Small Purchase Order’ duty and contact Materials Management at 
purch@utpa.edu  with subject line of ‘SPO Agreement’.  You can select ‘Requisition:  Purchase-
Travel- IDT duty and requisition access will be assigned. 

 
 

SMALL PURCHASE ORDERS OR REQUISITION: PURCHASE-TRAVEL-IDT 
 

1. When selecting ‘Small Purchase Orders’ or ‘Requisition: Purchase-Travel-IDT’ duty and the 
employee is a Fulltime Temporary or Part-Time you will get the following validation error if no 
justification is attached.   

 

 
 
SOLUTION:  Attach the scanned memo approved by the project manager on the following area.   
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When you click on Browse you will see the screen below to select the file you need to attach.  Once 
you select the file click on ‘Open’. 
 

  
 

 
 

 Click on ‘Review’ again and your request should go through. 
 
 
2. When selecting ‘Small Purchase Orders’ and ‘Requisition: Purchase-Travel-IDT’ duties on the same 

request you will get the following validation if both the employee and the project manager meet the 
SPO requirement.  

 

  
SOLUTION:  Uncheck Requisition: Purchase-Travel-IDT duty only.  
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CREATE THIRD PARTY INVOICING 
 
Duty: 
 
 
1. When selecting ‘Create Third Party Invoicing’ duty and if it already exists in your current 

responsibilities you will get the following error validation. 
 

 
 

SOLUTION:  Uncheck the ‘Create Third Party Invoicing’ duty. 
 
 
FUNDS/ACCOUNT INQUIRY 
 
Duty: 
 
 
1. When selecting ‘Funds/Account Inquiry’ duty and if it already exists in your current responsibilities 

you will get the following error validation. 
 

 
 
SOLUTION:  Uncheck the ‘Funds/Account Inquiry’ duty. 

 
 
 
PROPERTY TRANSFERS/ASSET INVENTORY REPORT 
 
Duty: 
 
 
1. When selecting ‘Property Transfers/Asset Inventory Report’ duty and if it already exist in your 

current responsibilities you will get the following error validation. 
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SOLUTION:  Uncheck the ‘Property Transfers/Asset Inventory Report’ duty. 
 
 
 
BUDGET REVISION 
 
Duty: 
 
 
1. When selecting ‘Budget Revision’ duty and employee is not full time employee, you will get the 

following error validation. 
 

 
 

SOLUTION:  Uncheck the ‘Budget Revision’ duty. 
 
 
 
 
 

ACKNOWLEDGEMENT  
 
1. If User is the initiator of the request and you do not check the acknowledgement checkbox, you 

will get the following error validation. 
 

 
 

SOLUTION:  Check the ‘Acknowledgement’ checkbox to submit the request. 
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2. If User is not the initiator, the acknowledgement information will appear in the approval 
notification.  If acknowledgement dropdown is left blank, you will get the following error validation. 

 

 
 

SOLUTION:  Select ‘Agree’ or ‘Do Not Agree’ from the dropdown list to proceed with the request.  
 
 

3. If User is not the initiator, the acknowledgement information will appear in the approval 
notification.  If ‘Do Not Agree’ is selected from the acknowledgement dropdown list, you will get the 
following error validation. 

 

 
 

SOLUTION:  Select ‘Agree’ from the dropdown list to proceed with the request or click on the ‘Reject’ 
button to cancel the request. 
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APPROVAL PROCESS 
 
SCENARIO #1 
 
If the Initiator of the Financial Responsibility request is not the employee getting the access, the 
approval process is the following: 

 
1. Employee receives approval notification. 
2. Project Manager receives approval notification. 
3. Materials Management Director only receives approval notification for justification attached 

when the employee is Full-time Temporary or Part-time Temporary and has requested access 
to Small Purchase Orders or Requisition: Purchase-Travel-IDT.   

4. Business Analyst receives approval notification depending on the duty selected. 
5. Data Owner receives approval notification. 
6. Information Technology Access Administration group receives request to assign the 

responsibilities to the employee.  Once approved, the Initiator, Employee and Business Analyst 
will receive a FYI notification of responsibilities assigned. 

. 
 
SCENARIO #2 
 
If the Initiator of the Financial Responsibility request is the employee getting the access, the 
approval process is the following: 
 
1. Employee does not receive an approval notification. 
2. Project Manager receives approval notification. 
3. Materials Management Director only receives approval notification for justification attached 

when the employee is Full-time Temporary or Part-time Temporary and has requested access 
to Small Purchase Orders or Requisition: Purchase-Travel-IDT. 

4. Business Analyst receives approval notification depending on the duty selected. 
5. Data Owner receives approval notification. 
6. Information Technology Access Administration group receives request to assign the 

responsibilities to the employee.  Once approved, the Initiator, employee and Business Analyst 
will receive a FYI notification of responsibilities assigned. 

. 
 

SCENARIO #3 
 
If the Project Manager is the Initiator of the Financial Responsibility request, the approval process is 
the following: 
 
1. Employee receives approval notification. 
2. Project Manager does not receive an approval notification. 
3. Materials Management Director only receives approval notification for justification attached 

when the employee is Full-time Temporary or Part-time Temporary and has requested access 
to Small Purchase Orders or Requisition: Purchase-Travel-IDT. 

4. Business Analyst receives approval notification depending on the duty selected. 
5. Data Owner receives approval notification. 
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6. Information Technology Access Administration group receives request to assign the 
responsibilities to the employee.  Once approved, the Initiator, employee and Business Analyst 
will receive a FYI notification of responsibilities assigned. 

. 
 
 
EXAMPLES OF APPROVAL NOTIFICATIONS 
 
 
Employee’s approval notification 
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Project Manager’s approval notification 
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Materials Management Director’s approval notification 
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When Materials Management Director rejects 
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