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Oracle Responsibility Business Rules 
§ Responsibility requests must be submitted on the Oracle: Access or Change-Access Request 

Submission Form.  Always use the most current version of this submission form, available at: 
http://uvaforms.virginia.edu/isp/oracle-access-change.pdf 

§ Depending on the responsibility assigned, there are different approvals required. Refer to 
Guidelines for Assigning Oracle Responsibilities for information on who must approve each 
responsibility assignment, available at: 
http://www.virginia.edu/integratedsystem/howdoi/ResponsibilityGuidelines.doc 

§ The University Comptroller must sponsor access for employees of UVa-affiliated foundations 
(e.g., Health Services Foundation, University Real Estate Foundation, etc.). 

§ A hierarchy exists among many of the responsibilities within an Oracle application, thus 
allowing employees with higher-level responsibilities to perform the tasks of the lower level 
responsibilities. For example, if GM Award Manager has been assigned to an employee, s/he 
does not need to be assigned GM Project Manager or GM Transaction Specialist. Oracle 
Responsibility Hierarchy Diagrams are available at: 
http://www.virginia.edu/integratedsystem/howdoi/Responsibility Hierarchies.htm 

 
Procedures for Completing the Form 
 
The information requested in Sections I through VIII is required for the Oracle HRMS 
Table. 
 
Section I:   
Enter employee’s last name, first name, middle initial and sex. 
 
Section II:   
The requirements for processing an Oracle: Access or Change-Access Request Submission Form 
vary, depending on the type of employee. Indicate the type of employee for whom access is 
being requested. If the employee works for an outside company or a UVa-affiliated foundation, 
indicate the name of the company or foundation. Options are: 
§ UVa Salaried  – a part-time or full-time salaried employee.  
§ UVa Wage/UVa Temp – a part-time or full-time wage employee, including UVaTemps.  
§ Medical Center – employees paid in full or part by the Medical Center.  
§ Outside Company – persons employed by outside companies (e.g., Pitney Bowes) 
§ Foundation – persons employed by a UVa-affiliated Foundation (e.g., Health Services 

Foundation, University Real Estate Foundation). Foundation employees must have 
authorization from the University Comptroller to have access to Oracle (see Section XIV). 

 
Section III:   
Indicate the employee’s status – New, Current, Terminated or Transfer Into Department and the 
effective date.  
§ The New status should only be used for employees who are new to the University. If an 

employee has transferred from another department, select the Transfer Into Department 
status. 

§ If making changes on a current employee, select the Current Employee status. 
§ If the employee’s status is Transfer into Department, only those Oracle training courses 

and Oracle responsibilities requested by the new department will remain active. 
§ If the employee’s status is Terminated, all pending Oracle training classes will be cancelled 

and the employee will be deactivated as a Oracle user.   
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Section IV:  
Enter employee’s social security number and Oracle employee ID#. If the employee does not 
have an Oracle Employee ID#, one will be created for the employee. 
 
Section V:  
Enter the employee’s home address. 
 
Section VI:   
Enter the employee’s email address at UVa (e.g., abc123@virginia.edu) and the employee’s 
telephone number. Do not enter an email alias. 
 
Section VII:  
Enter the employee’s organization # and organization name.  Refer to 
http://www.virginia.edu/isp/5archives/Organizations.xls for a listing of UVa organizations. 
 
Section VIII:   
Enter the employee’s business address at UVa. 
 
Section IX:  
If the employee will have Purchasing duties, please select the appropriate responsibility after 
reviewing the Purchasing responsibility descriptions at: 
http://www.virginia.edu/integratedsystem/training/resp_intro.html 
 
If an employee is assigned the PO Purchaser or PO Requestor responsibility, approval routing 
must be established for their transactions. In order to set up this approval routing, the following 
information is required: 
§ The employee’s position number (i.e., the number assigned to their position by University 

Human Resources). For employees who do not have UHR position numbers (i.e., UVa wage, 
UVaTemp, Medical Center, Foundation, and employees of outside companies), a position 
number will be assigned.  

§ The employee’s self approval limit on Limited Purchase Orders (LPOs) - options are $1 or 
$4999.99. 

§ The employee’s self-approval limit on purchase requisitions - options are $1, $4999.99 or 
unlimited. 

§ The employee’s self-approval limit on internal requisitions (i.e., ChemStores) – options are 
$1, $4999.99 or unlimited.  

§ The approver’s name and position number. An approver is required if the employee is not 
given the highest limits on all three types of purchasing transactions (i.e., $4999.99 on LPOs, 
Unlimited on purchase requisitions, and Unlimited on internal requisitions).  

§ The approver must have an active Oracle purchasing responsibility. 
 
Section X:  
If the employee will have General Ledger duties, please select the appropriate responsibility after 
reviewing the GL responsibility descriptions at:  
http://www.virginia.edu/integratedsystem/training/resp_intro.html 
 
Approval routing data must be provided for all GL responsibilities, except GL Viewer.  The 
following data is required to set up approval routing: 
§ The employee’s self-approval limit (i.e., the amount they can deposit into GL without an 

approver - options are $5,000, $250,000, $500,000, $5,000,000, and $25,000,000). 
§ The approver’s name and social security number. Unless the employee is given the highest 

self-approval limit of $25,000,000, an approver must be specified. The Director of General 
Accounting is the approver for all transactions over $25,000,000.  

§ The approver must have an active Oracle General Ledger responsibility (other than GL 
Viewer). 

 



 
Oracle: Access or Change-Access Request Submission Form 
Version 2 – January 2002 

 

 
Section XI:   
If the employee will have Funds Management responsibilities, please select the appropriate level 
responsibility after reviewing the Funds Management responsibility descriptions at 
http://www.virginia.edu/integratedsystem/training/resp_intro.html 
 
Employees assigned Award or Project Manager need to be assigned as a project, award or award 
oversight manager on at least one project or award. 
 
Section XII:   
If the employee will have Accounts Payable responsibilities, please select the appropriate level 
responsibility after reviewing the Accounts Payable responsibility descriptions at 
http://www.virginia.edu/integratedsystem/training/resp_intro.html 
 
If the employee is assigned AP P-Card Holder and will reconcile purchasing card transactions for 
other employees, please contact the Purchasing Card Administrator. The name of the current 
Purchasing Card Administrator is available at: 
http://www.virginia.edu/procurement/about/StaffByArea.html 
 
Section XIII:  
This section should be used to assign responsibilities for all other Oracle applications (e.g., Labor 
Distribution, Accounts Receivable, etc.). A complete listing of all Oracle responsibilities is located 
at: http://www.virginia.edu/integratedsystem/training/resp_intro.html 
 
Section XIV: 

1. Have the form signed by the supervisor. Print the supervisor’s name, email ID and the 
date signed. 

 
2. Have the form signed by the Data Security Contact (DSC) for the employee’s 

organization. Print the DSC’s name, email ID and the date signed. A listing of DSCs by 
organization is available in the Organization Document on the Integrated System web 
site at http://www.virginia.edu/isp/5archives/Organizations.xls 
 

3. Additional signatures – If the Guidelines for Assigning Oracle Responsibilities 
(http://www.virginia.edu/integratedsystem/howdoi/ResponsibilityGuidelines.doc) indicate 
that additional signatures are required for a specific responsibility, please have the form 
signed by the additional persons indicated. Print the person’s name, email ID and the 
date signed. 

 
4. If the person is employed by a UVa-affiliated Foundation have the form signed by the 

University Comptroller.   
 
 
Please return the completed Submission Form to: 
 

The Division of Training  - Administration Unit  
P. O. Box 400803 

2400 Old Ivy Road 
Charlottesville, VA  22904-4803 

 
Or Fax To: 

 
Attn: DOT Administration Unit  

(434) 924-6869 
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UVA Integrated System 
           Oracle: Access or Change-Access 

            Request Submission Form 

I.  Last Name:                      First Name:         MI:  Sex:    Male     Female 
 

II.      Employee Type: 
 UVa Salaried  UVa Wage/UVa Temp 

             
Medical Center      
Outside Company:      Foundation:*     

                                             (Company Name)                                        (Foundation Name, e.g. HSF)  
                                                                                             *Requires University Comptroller signature                                             

 
III.    Employee Status: 

 New Employee (Effective Date:                        )  Current Employee (Effective Date:                    ) 
 Transfer into Department (Effective Date:               )  Terminated Employee (Effective Date:                   ) 

 
IV.     Social Security Number:                        Employee ID: 

 
V.      Home Address: 
 

 
VI.     E-Mail Address at UVA:    Phone Number: 

 
VII.   Org #:   Org Name:      

 
VIII.  Business Address at UVA: 
 
 

Refer to http://www.virginia.edu/integratedsystem/training/resp_intro.html 
for responsibility descriptions 

 
IX.     Oracle Purchasing (PO) Responsibilities: 
Add            Delete  Purchasing Responsibility Name   

                     
                     
  
Purchasing Approval Data: 

If PO Purchaser or PO Requestor was assigned above, the following information is required: 

§ Employee’s HR Position #:       

§ Employee’s self-approval limits (by type of document; limits must be specific for all 3 types of    
documents): 

 1.  LPO:      $1   $4999.99 
 2.  Purchase Requisition:   $1   $4999.99   Unlimited 
 3.  Internal Requisition (ChemStores):  $1   $4999.99   Unlimited 
 
§ Approver’s Name and HR position # (if employee has been given highest limit on all 3 document 

types above, enter “None”):  

   Approver's Name          HR Position #    
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X.     Oracle General Ledger (GL) Responsibilities: 

Add         Delete  GL ResponsibilityName    

                     
                     

 
OGL Approval Data: 
The following information is required for all GL responsibility assignments (except GL Viewer): 
 
§ Employee’s self-approval limit:  $5,000   $250,000   $500,000 

      $5,000,000   $25,000,000 (no approver required) 
 
§ Employee’s approver for all transactions above self-approval limit: 

 Approver’s Name        SSN     
 
XI.  Oracle Funds Management (GM) Responsibilities: 

 

Add         Delete  GM ResponsibilityName    

                     
                     

 
Note: Employees assigned Award or Project Manager need to be assigned as a project, award or award 
oversight manager on at least one project or award. 

 

XII.  Oracle Accounts Payable (AP) Responsibilities: 

 

Add         Delete  AP ResponsibilityName    

                     
                     

 
If the person is assigned AP P-Card Holder above and will reconcile purchasing card transactions for other 
employees, please contact the Purchasing Card Administrator. The name of the current Purchasing Card 
Administrator is available at: http://www.virginia.edu/procurement/about/StaffByArea.html 

 
XIII. Other Oracle Responsibilities (e.g., Labor Distribution, Accounts Receivable, Data 

Store, Printer Setup, etc.) 

 

Add         Delete  Responsibility Name    
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XIV. Authorization 

 
 
 

Supervisor Signature 

 
 

Printed Name 

 
 

Email ID 

 
 

Date 
 

 
 
 
Data Security Contact Signature 

 
 

Printed Name 

 
 

Email ID 

 
 

Date 
 

 
 
 

Additional Signatures 

 
 

Printed Name 

 
 

Email ID 

 
 

Date 
 

Obtain additional signatures as required in Guidelines for Assigning Oracle Responsibilities, available at: 
http://www.virginia.edu/integratedsystem/howdoi/ResponsibilityGuidelines.doc 

 
 
 

Additional Signatures 

 
 

Printed Name 

 
 

Email ID 

 
 

Date 
 

Obtain additional signatures as required in Guidelines for Assigning Oracle Responsibilities, available at: 
http://www.virginia.edu/integratedsystem/howdoi/ResponsibilityGuidelines.doc 

 
 
 

University Comptroller Signature 

 
 

Printed Name 

 
 

Email ID 

 
 

Date 
 

* Required for employees of UVa-affiliated foundations 
 
Please return the completed Submission Form to: 
 

The Division of Training  - Administration Unit  
P. O. Box 400803 

2400 Old Ivy Road 
Charlottesville, VA  22904-4803 

 
Or Fax To: 

Attn: DOT Administration Unit  
(434) 924-6869 

 

FOR HR DIVISION OF TRAINING USE ONLY 

Purchasing General Ledger 
 Date Initials  Date Initials 

Hierarchy   Approval Limits   
Approval   Approver   
Buyer      
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