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FINANCIAL SERVICES DEPARTMENT 
Vacation Rules: 

 
 
 

Log in to Oracle    
 
1. Click on iProcurement Responsibility under Navigator 

 
 
 

2. Click on iProcurement Home Page 
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3. Select RequisitionsTab  

 

 
 

  
    

4. Click on Notifications  
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Select Vacation Rules 
 

5. Click on Vacation Rules 

 
 
NOTE: This screen will list all previous rules you have created. Select the one desired and 
update. (See step #17 on page # 6) 
 
If you have never created a rule: 

6. Click on Create a Rule 

 

5 

6 



4 
 

 
 

Select Rule Type, from the Item Type drop down Menu: 
 

7. -Select  Requisitions if you want to only delegate requisitions 
-Select All if you want to delegate Requisitions & TimeCards  

Note: (If "—All--" is selected, you will skip to Step 3) 
8. Click Next 

 
 

9. Notification Type is All 
10. Click Next 
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• Create Rule Response 

11. Enter Start Date  
12. Enter End Date 
13. Enter Message for the Designee 
14. Select name or Reassign by Entering Last Name, First Name  
15. Always Select “Delegate your response” 
16. Click Apply 

 

 
 

Note: Once Apply is selected, the Vacation Rule will be created 
  Note: First Field on Reassign row, should always select “All employees and Users” 
 
 
Please Remember: “All notifications must be approved by Noon on Wednesdays, in order to 
process payment for invoices by the following week”.  
 
 
 
 
 
End of Procedure 
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In the Future; The Vacation Rule can be updated by: 

17. clicking UPDATE and changing the dates (See steps # 11 to 16, page 5) 
18. Once the day arrives the Status will change to Active 

 
 
Please Remember: “All notifications must be approved by Noon on Wednesdays, in order to 
process payment for invoices by the following week”.  
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