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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

(3 EiS Self Senice Time UTPA Employee Self Service
3 EiS Supenisor Timecard Review And Motifications
Approval Saved for Later Inbox

JUTPA Employee Self Service

3 UTPA Manager Self Senice UTPA Employee Self Service Main Menu

| W4

| Pay Slip

Payroll Paymen in i
| Employes W2

Assignment History

| Visa/Passport Details

| Other Employee Info

Trainin nts / FAP In

J Faculty Tenure Infg

Faculty Rank Info
| Faculty Release Time Info

4 Reconciliation of W-2 Eamings

date Functions
Perzonal Information
W4
| Compliance
| Mepotism
Fa F I |
Faculty Sal read Election

Benefits
Employee Benefits
=

Manage Dependents

Other Functions
[& Financials Responsibility Request
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STEP 2: Click on Financials Responsibility Request and the Financials Responsibility Request form will

appear.

ﬂl_JTPA UTPA Employee Self Service Main Menu

Home Logout Preferences

Finapps Responsibility Request

Step 1: Select Employee
Employee Name ,,5?

Tip: Use wildcard %' for quick search
Example: %Smith% or Zablary%

Employee 1D
Ermployee Name
Employee User Name
Ermnployee Status

Agsignment Categary

Step 2: Select Action

@ Add Respansibility
O Delete Respansibility

Clear ) | Next)

(Clear) (Meut)

STeEP 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.

Step 1: Select Employee

Employes Mame Solopez¥a .

Tip: Uze wildcard % for quick search.
Example: %2mith3 or Yhary %

Employee D
Employee Mame
Employee Lser Name
Employee Status

Aszsignment Category

& ~_ Search for the employee the
A T access will be requested for
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B) Click on the flash light 10 search for the employee name.

Search and Select: Employee Name

Search

Search By | Full Name %Lopez% (Go)
Results
Select Quick Select  Full Name Employee ID
O = Lopez, Ms Elia Elizondo 70000401
O = Lopez, Ms Josefina 70000870

Cancel ) | Select )

To find wour itern, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

User Name Org Name
FRUTPAELIA Comptraller

WALDEZ Materials hManagement

Cancel | ( Select )

C) Click ‘Quick Select’ icon.

Note: Once the employee is selected, the fields

‘Employee Username’, ‘Employee Status’

automatically populate.

‘ ‘Employee ID’, ‘Employee Name’,
and ‘Assignment Category’  will

Step 1: Select Employee
Employee Mame  |Lopez, Ms Josefina @

Tip: U=se wildcard 8" for quick search.
Example: %Smith% or Sehdary st

Employee 1D
Employee Mame
Employee Lser MName
Employee Status

Assignment Category

STEP 4: Select Action

A) Select ‘Add Responsibility’ action.

Step 2: Select Action

& Add Responsibility
O Delete Responsihility
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B) Click ‘Next' to continue to Step 3.

)

A UTPA Employee Self Service Main Menu

Home Logout Preferences

Add Responsibilities For Lopez, Ms Josefinal70000870/Fulltime-Regular
Step 3: Select Project Manager and Projects

Project Manager | Dryer%N% .,’f Select Project
T Use wildcard 9" for guick search
Excample: %Smith or %Mary%

Step 4: Select Duties

Active Responsibilities

Responsibility Name
UTPA GL Inguiry

UTPA GL Security Define
UTPA PA/GMS Inquiry Only
UTPA PO Training

UTPA Payables Inguiry

Duties

Select All | Select Mone
Select Duty Name

Budget Revision

oo

Create Third Party Invoicing

Funds/Account Inguiry

MNon PO Request

Froject Manager, Alternate Approver, Project Reviewer
Froperty TransfersfAsset Inventory Report

Purchasing Inquiry

Requisition: Purchase-Travel-IDT

Service Department

Ooooooono

Small Purchase Orders

Business Affairs Use Only
QOthers

Effective Start Date
3-Aug-2006
02-Oct-2007
20-Dec-2007
02-May-2008
04-Jan-2008

Responsibility
UTPA Budget User
UTPA Receivables Departrent User

Back Review

x Effective Date [ 28-May-2008 | [B]

15 Mext5 =
Effective End Date

UTPA GL Inquiry XXEIS General Ledger Reports

UTPA Payables Inguiry
UTPA PASGIME Project Manager

UTPA Fixed Assets Inguiry 2¥EIS Fixed Assets Reports

UTRA PO Inquiry

* Responsibility will be generated based on project manager and project selected

UTPA Service Department

* Responsibility will be generated based on project manager and project selected

Back Review

STeP 5: Select Project Manager and Projects

A) Enter Project Manager's name and click on the flash light # 1o 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.

Step 3: Select Project Manager and Projects

Project Manager  |Dryer%h% ,,f
Tip: Use weildcard %' for quick search.

Example: %Smith o Yhiarydh

5 Select Project |

* Effective Date | 28-May-2008
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Search and Select: Project Manager
(Cancel ) | Select )

Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Full Mame \:| Dryer, Ms MNorma Elizabeth [ Go )

Results
Select Quick Select Full Name Employee ID  User Name Org Name
O % Dryer. Ms Morma Elizabeth 70001440 KXUTPADRYERNM Materials Management

[ Cancel ) [ Select )

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.

Step 3: Select Project Manager and Projects

Project Manager | Dryer, Ms Narma Elizabet 5? [ Belect Project ) = Effective Date | 28-May-2005

Tipe: Usze wildcard "% for quick sesrch.
Example: SaSmith% or Yahiary%

This will list all the project numbers that pertain to the project manager that was selected.

'EEUTPA UTPA Employee Self Service Main Menu

Home Logout Preferences

| Back ) | Review )
Add Responsibilities For Lopez, Ms Josefina/70000870/Fulltime-Regular

Step 3: Select Project Manager and Projects

Project Manager |Dryer. Ms Norma Elizabet ,J | Belect Project | = Effective Date  27-May-2008

Tip: U=e wildcard "%’ for quick =earch
Example: %Smith% or %eMary%

Available Projects(Number~Name~Organization) Selected Projects(Number~Name~Organization)
100MMCRO0 ~ Central Receiving ~ Central Receiving =
100MMHBO00 ~ HUB Program Office ~ Histarically Underutilized Business Programs Move
100MMOF00 ~ Materials Management ~ Materials Management
2Z1MMOF000 ~ S TX Construction Conference ~ Materials Management Z
21MMOF001 ~ Econ Oppor Forum ~ Materials Management Move All
2AMMOF002 ~ Staples Rebate ~ Materials Management <
22MMTS000 ~ Travel Services ~ Travel Senices Remove

<

Remove All

Project numbers that you will need access to. Once the project number is selected 'Click' on the

-
arrow iove |
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Available Projects(Number~Name~Organization)

Selected Projects(Number~Name~Organization)

21MMOF002 ~ Staples Rebate ~ Materials Management
22MMTS000 ~ Travel Services ~ Travel Services

21MMOF 001 ~ Econ Oppor Forum ~ Materials Management

i

Mave All

Remove

<
Remove All

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

)

the Meeal gption.

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.

Step 4: Select Duties

Active Responsibilities

Responsibility Name
UTPA GL Inguiry

UTPA GL Security Define
UTPA PASGMS Inguiry Only
UTPA PO Training

UTPA Payables Inguiry

ties
Select Al | Select Mane
Select Duty Name

Budget Revision

Create Third Party Invaicing

FundsfAccount Inguiry

Mon PO Request

Project Manager, Alternate Approver, Project Reviewer
Property Transfers/Asset Inventory Report

Purchasing Inguiry

Requisition: Purchase-Travel-IDT

Service Department

EO000EEEREF

Small Purchase Orders

Business Affairs Use Only
Others )

15 Mext & =
Effective Start Date Effective End Date
31-Aug-2005
02-Oct-2007
20-Dec-2007
02-May-2008
04-Jan-2008

Responsibility

UTPA Budget User

UTPA Receivables Department User

UTPA. GL Inquiry ¥XEIS General Ledger Reports

UTPA Payables Inguiry

UTPA PA/GMS Project Manager

UTPA Fixed Assets Inquiry XXEIS Fixed Assets Reports

UTPA PO Inguiry

* Respansibility will be generated based on project manager and project selected
UTPA. Service Department

™ Respaonsibility will be generated based on project manager and project selected

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.

ﬂl_JTPA UTPA Employee Self Service Main Menu

Home Logout Preferences

Responsibilities >
(Back ) | Submit )
Review Responsibilities For Lopez, Ms Josefina/70000870/Fulltime-Regular

Project Manager -- Dryer, Ms Norma Elizabeth
EFfiective Date -- 27-May-2008

Selected Projects
Project Number/Name/Organization
100MMCRO0 ~ Central Receiving ~ Central Receiving

Selected Duties

Duty Responsibility

Small Purchase Orders * Responsibility will be generated based on project manager and
project selected

Flease read the following information carefully.
A cknowledgement of Regulations of University Information Resources

[The University's information and information systemns are regulated under the "Texas Information Resources Management Act” and
he "Texas Administrative Code.” Use of these resources is subject to Texas "Computer Crimes Statute” and HOP 8.9.1 - Policy for
he Use and Protection of Information Resources.

lUnder these regulations every individual with an account permitting use of the University's computerized information resources is
responsible for such account and may be held liable for results arising from its use. This includes, but is not limited to: output in
printed form; email and other forms of communications from the account; and the content of files residing in the account or
ransmitted from the account.

These regulations also restrict the purposes for which University Information Resources may be used. Failure to comply with the
restrictions may result in cancellation of an individual's privilege of such use, appropriate disciplinary action. and action by law
Enforcement authorities. The restrictions include:

1. Individuals may not derive private economic benefit from use of University Information Resources.

> Individuals are to take all reasonable measures necessary to protect the security of University Information Systems, including not
Eharing passwords with other individuals, keeping passwords secret, and not leaving logged in computers or terminals unattended
and/or unsecured.

1 have read and acknowledge my responsibilities as described above.
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CONFIRMATION PAGE

You will receive a confirmation request number.

'ESU ) |__, PA UTPA Employee Self Service Main Menu

Home

Logout Preferences

El Confirmation

Request ID # 649 is submitted successfully

_Done )
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DELETE RESPONSIBILITY

STEP 1: Login to Oracle E-Business Suite

N > UTPA Employee Self Service > Financial Responsibility Request

[ EiS Self Senice Time

3 EiS Superisor Timecard Review And
- I'1.'|

JUTPA Employee Self Service

[ UTPA Manager Self Senice

UTPA Employee Self Service
Motifications

Saved for Later Inbox
UTPA Employee Self Service Main Menu
Ep
=| Pay Slip
4 Payroll Paymen ir i
Employee W2

Assignment History
Visa/Passport Details
Other Employee Info
Trainin nts / PAP In
Faculty Tenure Info

Faculty Rank Info
Faculty Release Time Info

Reconciliation of W-2 Eamings

TN Y PN T RN D

date Functions
Personal Information
W4
| Compliance
| Nepotism
Fa F | |
Faculty Sal read Election

Benefits

Employee Benefits
-] Manage Dependents

Other Functions
[& Financials 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.

Finapps Responsibility Request

Step 1: Select Employee by

4

A

Employee Marme |

Tip: Use wildcard "% for gquick search.
Example: %Smith% ar Sahdarys

Emplayee ID

Emplayes Mame

Ernployee User Marme

Employee Status

Assignment Category

Step 2: Select Action

O Add Responsibility
@ Delete Responsibility

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.

Step 1: Select Employee
Employes Mame | %lLopez G@ N

Tip: Uze wildcard % for quick search.
Example: %2mith3 or Yhary %

Employee D
Employee Mame
Employee Lser Name
Employee Status

Aszsignment Category

~_ Search for the employee the
> access will be requested for
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B) Click on the flash light  and the following page will appear:

Search and Select: Employee Name

Cancel ) | Select )
Search

To find wour itern, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By | Full Name %Lopez% (Go)
Results
Select Quick Select  Full Name Employee ID User Name Org Name
9] % Lopez, Ms Elia Elizonda 70000401 FRUTPAELIA, Comptroller
) % Lopez, Ms Josefina 70000870 WALDEZ Materials hManagement

Cancel | ( Select )

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 1: Select Employee
Employee Mame  |Lopez, Ms Josefina ,,;?

Tip: U=se wildcard 28" for quick search.
Example: %Smith%e of Sohdaty

Employee D
Employee Name
Employee User Name
Employee Status
Assignment Category

STEP 4: Select Action

A) Select ‘Delete Responsibility’ action.

Step 2: Select Action

() Add Responsibility
’ & Delete Respansibility
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B) Click ‘Next’ to continue to Step 3.

The following page will appear:

ﬂLJT PA UTPA Employee Self Service Main Menu

Home Logout Preferences

Back ) ( Review
Step 3: Delete Responsibilities For Lopez, Ms Josefinal70000870/Fulltime-Regular
Project Manager o,j# Effective Date | 25-May-2008

Tig: Use wildcard '’ for quick sesrch
Example: %Smiths or %hary%

Active Responsibilities
Select All | Select None

Select Responsibility Name Effective Start Date Effective End Date
[0 UTPA GL Inquiry 31-Aug-2006
[J UTPA GL Security Define 02-Cct-2007
[J  UTPA PA/GMS Inguiry Only 20-Dec-2007
[J UTP& PO Training 02-May-2008
[J UTPA Payables Inguiry 04-Jan-2008
[J UTP& Purchasing Super User 04-Sep-2006
[] UTPA Receivables Department User 31-Aug-2006
[ XXEIS General Ledger Reports 18-Dec-2006
[ XXEIS Payables Reports 02-Crct-2007
[0 XXEIS Purchasing Reports 02-Cct-2007

_Back ) | Review

STEP 5: Select Project Manager

D) Enter Project Manager's name and click on the flash light 0 search for the name.

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

Step 3: Delete Responsibilities For Lopez, Ms Josefina/T0000870/F ulltime-Regular
Project Manager 1'2? Effactive Date  28-May-2008

Tip: Uge wildoard "% for quick sesrch.
Exammple: SEmith® or SMary 3t

Search and Select: Project Manager
[Cancel ) [ Select )

Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By | Full Name D Dryer, Ms Morma Elizabeth [ Go )

Results
Select Quick Select Full Name Employee ID  User Name Org Name
O % Dryer, Ms Morma Elizabeth 70001440 JXUTPADRYERN Materials Management

[ Cancel ) | Select)

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.

Effective Start Date

JActive Responsibilities

Select Al | Select Mone

Select Responsibility Name
[ UTPA GL Inguiry 31-Aug-2006
UTPA GL Security Define 02-Oct-2007
[0 UTPA PA/GMS Inguiry Only 20-Dec-2007
[ UTP& PO Training 02-May-2008
[J  UTPA Payables Inguiry 04-Jan-2008
[0 UTPA Purchasing Super User 04-Sep-2008
[0 UTPA Receivables Department User 31-Aug-2008
[0 *¥EIZ General Ledger Repors 18-Dec-2006
##EIZ Payables Reparts 02-0ct-2007
[J X®EIS Purchasing Reports 02-0ct-2007

Effective End Date

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

REVIEW PAGE

'ESLJT PA UTPA Employee Self Service Main Menu

Home Logout Preferences

DeleteResponsibiliies »

Review Delete For Lopez, Ms Josefina/70000870/Fulltime-Regular

Project Manager -- Dryer, Ms Norma Elizabeth
Effective Date -- 28 May-2008

Selected Responsibilities

Responsibilities Effective Start Date
#2ElS Payables Reports (02-Oct-2007
UTPA GL Security Define 02-Oct-2007

Copryright (c) 2006, Oracle. Al rights reserved

Home | Logout | Preferences

Back ) | Submit

Effective End Date

| Back Subrmit

Privacy Statemert

B) Click ‘Submit’ button.

CONFIRMATION PAGE

You will receive a confirmation request number.

'ESLJTPA UTPA Employee Self Service Main Menu

Home Logout Preferences

Confirmation

Request ID #650 is submitted successfully

Copyright () 2006, Oracle. All rights reserved

Home | Logout | Preferences

Done )
Dane )

Privacy Statemert
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VALIDATION/ERROR MESSAGES

No DuUTY SELECTION

1. When no duty is selected, you will get the following validation error.

ﬂlJT PA UTPA Employee Self Service Main Menu

Home Logout Preferences

(X1 Error

Flease select at least one Duty to continue

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

PROJECT MANAGER, ALTERNATE APPROVER, PROJECT REVIEWER

Duty: Project Manager, Alternate Approver, Project  UTPA PA/GMS Project Manager
Reviewer

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.

ﬁLJTPA UTPA Employee Self Service Main Menu

Home Logout Preferences

(x) Error

A project number is required to request access for Project Manager, Alternate Approver, Project Reviewer duty.
Select a project number from the list of values to continue.

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.

ﬂLJT PA UTPA Employee Self Service Main Menu

Home Logout Preferences

(X1Error

Duty Selection: Project Manager, Alternate Approver, Project Reviewer
Responsibility, UTPA PA/GMS Project Manager responsibility cannot be granted at this time as you are not an authorized "Key Member" for selected Project(s)
Please contact Oracle-Projects@utpa. edu for more information

SOLUTION: Uncheck ‘Project Manager, Alternate Approver, Project Reviewer duty and email
Oracle Projects at oracle-projects@utpa.edu with subject line ‘Key Member Inquiry’.

Page 16 of 29



mailto:oracle-projects@utpa.edu

SMALL PURCHASE ORDERS

Duty: Srmall Purchase Orders * Responsibility will be generated based on

1.

3.

project manager and project selected

When selecting ‘Small Purchase Orders’ and no project number is selected you will get the
following validation error.

ﬂUTPA UTPA Employee Self Service Main Menu

Home Logout Preferences|

(X1 Error

A project number is required to request access for Small Purchase Orders duty. Select a project number from the
list of values to continue.

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

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.

ﬂUTPA UTPA Employee Self Service Main Menu

Home Logout Preference

(x) Error

Dean, Mr Andre E doesn't have the required SPO training. You can request requisition access only. Please contact
the Purchasing department at purchi@utpa.edu to schedule training.

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.

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.

ﬂUTPA UTPA Employee Self Service Main Menu

Home Logout Preferences|

(X) Error

Carriaga, Ms Oralia A doesn't have the required SPO training. You can request requisition access only. Please
contact the Purchasing department at purch@utpa.edu to schedule training.

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.

ﬂLJTPA UTPA Employee Self Service Main Menu

Home Logout Preferences

(x) Error

Dean, Mr Andre E and Carriaga, Ms Oralia A don't have SPO training. You can request Requisition: Purchase-Travel-IDT access only. Please contact the
Purchasing department at purch@utpa_edu to schedule training.

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.

ﬂLJTPA UTPA Employee Self Service Main Menu

Home Logout Preferences

(%) Error

The Purchasing Department has not received the SPO Authorization Agreement for Diaz, Dr Hector L. Please submit the following form
http:/fdba. utpa eduforrms/AMM_index.

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.

ﬂLJTPA UTPA Employee Self Service Main Menu

Home Logout Preferences

x) Error

Flease attach a justification memarandum required for an emplayes with a Fulltime Temparary or Part-Time
status. Please contact purchi@utpa.edu for any questions.

SOLUTION: Attach the scanned memo approved by the project manager on the following area.

Browse...

File Upload iz for the Small Purchase COrders and
Requisition: Purchase-TravelDT duties.
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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’.

Choose file ed bd
Look in: |& j &= oF B
A Iy Approval - Disencumber
LD CDCE
My Recent IC COMFU (E)
I E-Type Listing
@ I My Albums
My Data Sources
Desktop = My Music
= .;ﬂM}r Pictures
_‘_j =My Shapes

™8 My Videos

oo My Web Sites
— I Megative encumbrances
._.;‘l)_g I New Folder

My Compter ) OneMote Motebooks

o) Oracle
& oo B
D
My Metwarkc File name: | j Open |
Flaces
Files of type: | Al Files 77) = Cancsl
=1 R =

CADocuments and Setting

File Upload iz for the Small Purchaze Orders and
Requisition: Purchaze-TravelDT duties.

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.

T,,EUTPA UTPA Employee 3elf Service Main Menu

Home Logout Prefersnces

(%) Error
Small Purchase Orders duty will autormatically grant you Requisition: Purchase-Travel-IDT access. Zamora, Miss Rocio
Hortencia Cardenas and Dryer, Ms Norma Elizabeth have met the SPO requirements, please select the Small Purchase
Orders duty OMNLY.

SOLUTION: Uncheck Requisition: Purchase-Travel-IDT duty only.

Page 19 of 29




CREATE THIRD PARTY INVOICING

Duty:

Create Third Party Invoicing UTPA Receivables Department User

1. When selecting ‘Create Third Party Invoicing’ duty and if it already exists in your current
responsibilities you will get the following error validation.

ELJTPA UTPA Employee Self Service Main Menu

Home Logout Preferences

(X Error

Duty Selection: Create Third Party Invoicing
Responsibility: UTPA Receivables Department User already exists

SOLUTION: Uncheck the ‘Create Third Party Invoicing’ duty.

FUNDS/ACCOUNT INQUIRY

Duty: Funds/Account Inquiry

UTPA GL Inquiry XXEIS General Ledger
Reports

1. When selecting ‘Funds/Account Inquiry’ duty and if it already exists in your current responsibilities
you will get the following error validation.

ﬁl_JT PA UTPA Employee Self Service Main Menu

Home Logout Preferences

) Error

Duty Selection: Funds/Account Inquiry
Responsibility: UTPA GL Inquiry already exists

¥XEIS General Ledger Reports already exists

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

PROPERTY TRANSFERS/ASSET INVENTORY REPORT
Duty:

Property Transfers/Asset Inventory Report UTPA Fixed Assets Inquiry #¥EIS Fixed Assets Reports

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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ﬂLJTPA UTPA Employee Self Service Main Menu

Home Logouwt Preferences

(x) Error

Duty Selection: Property Transfersffsset Inventory Report
Responsibility: UTPA Fixed Assets Ingquiry already exists
¥AEIS Fixed Assets Reports already exists

SOLUTION: Uncheck the ‘Property Transfers/Asset Inventory Report’ duty.

BUDGET REVISION

Duty: Budget Revision UTPA Budget User

1. When selecting ‘Budget Revision’ duty and employee is not full time employee, you will get the

following error validation.

LJTPA UTPA Employee Self Service Main Menu

Homs Logout Prsfsr&nc&J

() Error

Must be a full-time employee to request access to the Budget Revision duty.

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.

ﬂLJT PA UTPA Employee Self Service Main Menu

Home Logaut Preference:

Responsibilities =
(X1 Error

‘fou must check the "Acknowledge" checkbox in order to proceed with this request.

SoLUTION: Check the ‘Acknowledgement’ checkbox to submit the request.

Page 21 of 29




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.

ﬂLJT PA Administrator Workflow

Home Logouwt Preferences Help

Status Monitor > Maonitor Seatch > Monitor Activities History >
(%) Error

Walue of "Acknowledgement” cannot be blank or null. Please select a valid value.

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

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.

ﬂlJT PA Administrator Workflow

Home Logout Preferences Help

Status Monitor > Maonitor Search > Manitor Activities H\SIOE *
(X) Error

3138 Action cannot be petformed on this notification: Click "Reject” button to cancel this request or select "Agree” and click "Approve” button to proceed

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 naotification.

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

ok

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

Business Analyst receives approval notification depending on the duty selected.

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

'ﬂUT PA Administrator Workflow

Home Logout Preferences Hel

Status Monitor = Monitor Search > Monitor Activities History =

Please approve the responsibility request(#106) for Alanis, Ms Erika

To Alanis, Erika
Sent  05-Jun-2008 12:52:56
I 6342716

[ Apprave ) | Reject ) | Reassign | [ Request Infarmation |

Please review and approve the following request:

Project Manager

Employee Mame

Employee User Mame
Requestor Mame
Assignment Category
Responsibility Add/Delete
Effective Start Date
Employee SPO Training Date
PM SPO Training Date

PM SPO Training Agreement

Projects:
Project Number
135B10L04
Duties:

Responsibility

UTPA BIOL Biology PO Fredenshorg

UTPA GL Inquiry

UTPA Receivables Department User

¥HEIS General Ledger Reports

Approver History:

Seq No Approver Name
1 Alanis, Ms Erika

: Fredensborg, Dr Brian Lund
- Alanis, Ms Erika

- XXUTPAEALANISZ6

: Lopez, Ms Josefina

- Parttime-Temporary

- Add

- 05-JUN-2008

- 10-MAY-2008

. 21-FEB-2008

*Yes

Name
FRC - Living on the Edge

Module

Purchasing

General Ledger
Accounts Receivables

General Ledger

Approver Role Action Type

User

Please read the following information carefully.

Approver Comments

Organization Name

Biology

Duty

Small Purchase Orders
Funds/Account Inquiry
Create Third Party Invoicing
Funds/Account Inquiry

Action Date

Acknowledgement of Regulations of University Information Resources
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The University's information and information systems are regulated under the "Texas Information Resources Management Act” and the
"Texas Administrative Code.” Use of these resources is subject to Texas "Computer Crimes Statute” and HOP 8.9.1 - Policy for the
Use and Pratection of Information Resources.

Under these regulations every individual with an account permitting use of the University’s computerized information resources is
responsible for such account and may be held liable for results arising from its use. This includes. but is not limited to: output in printed
form; email and other forms of communications from the account; and the content of files residing in the account or transmitted from the
account.

These regulations also restrict the purposes for which University Information Resources may be used. Failure to comply with the
restrictions may result in cancellation of an individual's privilege of such use, appropriate disciplinary action, and action by law
enforcement authorities. The restrictions include:

1. Individuals may not derive private economic benefit from use of University Information Resources.

2. Individuals are to take all reasonable measures necessary to protect the security of University Information Systems, including not
sharing passwords with other individuals, keeping passwords secret, and not leaving logged in computers or terminals unattended
and/or unsecured.

By selecting "Agree” | acknowledge my responsibilities as described above.
Response

Acknowledgement
Comments

turn to Waorklist Apprave ) | Reject | [ Reassign ) | Reguest Information |
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Project Manager’s approval notification

ﬂUTPA Administrator Workflow

Status Monitor = Monitor Search = Monitor Activities History =

Please approve the responsibility request(#105) for Alanis, Ms Erika

Logout Preferences Hel

| Approve ) [ Reject ) | Reassign | | Reguestinformation |

To Granado, Esequiel
Sent 05-Jun-2008 14:49:30
Due 07-Jun-2008 14:49:30

D 6342718

Please review and approve the following request:

Project Manager : Granado, Mr Esequiel Jr
Employee Name - Alanis, Ms Erika
Employee User Name - XXUTPAEALANISZ6
Requestor Name : Lopez, Ms Josefina
Assignment Category : Parttime-Temporary
Responsibility Add/Delete - Add
Effective Start Date : 05-JUN-2008
Projects:
Project Number Name
100CMPTOB Education Benefit Program
Duties:
Responsibility Module Duty
UTPA CMPT Comptroller REQ Granado Purchasing Requisition: Purchase-Travel-IDT
Approver History:
SeqNo  Approver Name Approver Role Action Type
1 Alanis, Ms Erika User Approve
2 Granado, Mr Esequiel Jr Project Manager
Response
Comments

Organization Name

Approver Comments

Page 26 of 29




Materials Management Director’s approval notification

ﬂUTPA Administrator Workflow

Home Logout Preferences Help

Status Monitor > Monitor Search = Monitor Activities History =

Please approve the responsibility request(#105) for Alanis, Ms Erika
| Approve | [ Reject | | Reassian | | Reguest Information )

To Dryer, Norma
Sent 05-Jun-2008 14:52:51
Due  07-Jun-2008 14:52:51
D 6342719

Please review and approve the following request:

Project Manager : Granado, Mr Esequiel Jr

Employes Mame : Alanis, Ms Erika

Employee User Name - KXUTPAEALANISZG

Requestor Name : Lopez, Ms Josefina

Assignment Category - Parttime-Temporary

Responsibility Add/Delete - Add

Effective Start Date : 05-JUN-2008

Projects:

Project Number Name Organization Name
100CMPTOS Education Benefit Program Comptroller
Duties:

Responsibility Nodule Duty

UTRPA CMPT Comptroller REQ Granado Purchasing Requisition: Purchase-Travel-IDT

Approver History:

Seq No Approver Name Approver Role Action Type Approver Comments Action Date
1 Alanis, Ms Erika User Approve 05-JUN-2008
2 Granado, Mr Esequiel Jr Project Manager Approve 05-JUN-2008
3 Dryer, Ms Morma Elizabeth Materials Management Director

References

FILE_ATTACHMEMNT
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When Materials Management Director rejects

=% U T PA Administrator Workflow

Home Logout Preferences

Help

Status Monitor > Monitor Search > Monitor Adtivities History =

(1) Information

This notification does not require a response.

FYI - Responsibility request(#105) for Alanis, Ms Erika has been rejected

To Alanis, Erika
Sent  05-Jun-2008 14:55:13
D 6342720

The following request has been rejected.

Project Manager
Employee Name
Employee User Name
Requestor Name
Assignment Category
Responsibility Add/Delete
Effective Start Date

Projects:

Project Number
100CMPTOS

Duties:

Responsibility

UTPA CMPT Comptroller REQ Granado

: Granado, Mr Esequiel Jr
- Alanis, Ms Erika

- XXUTPAEALANISZE

: Lopez, Ms Josefina

- Parttime-Temporary

- Add

- 05-JUN-2008

Name

Education Benefit Program

Module

Purchasing

Approver History:

Seq No Approver Name Approver Role

1 Alanis, Ms Erika User

2 Granado, Mr Esequiel Jr Project Manager

3 Dryer, Ms Norma Elizabeth Materials Management Director

[ OK J ( Reassign ) [ ReguestInformation

Organization Name

Comptraller

Duty

Requisition: Purchase-Travel-IDT

Action Type Approver Comments
Approve
Approve

Reject

Action Date
05-JUN-2008
05-JUN-2008
05-JUN-2008
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