FINANCIAL SERVICES DEPARTMENT
Vacation Rules:

Log in to Oracle

1. Click on iProcurement Responsibility under Navigator
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2. Click on iProcurement Home Page
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3. Select RequisitionsTab
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Requisition Description Total (USD) Status Copy Change Receive + Review purchising policies
10393 TEST for GIL 0.00 Cancelled Ej
0054 .E T (.00 Cancelled @ Tht; is where the Fustnmer ‘puts
o | | — their own purchasing news items
94206 TEST 0.00 Cancelled B (this is an KTML plugin).
04147 TEST ' 0.00 Cancelled B
93020 TEST 0.00 Cancelled [EI
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4. Click on Notifications
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View | Open Notifications @7@7
Select Notifications: Reassign | | Close

Select All | Select None

Select|From Type subject Sent » Due
[0 Perez, Denise PO Approval Yuma County Arizona - Standard Purchase Order 109942 for USD 115.00 requires your approval. 11-04-2012
[0 Perez, Denise PO Appraval Yuma County Arizona - Standard Purchase Order 109941 for USD 4,190.04 requires your approval. 11-04-2012
O Perez, Denise PO Approval Yuma County Arizona - Standard Purchase Order 109940 for USD 314.93 requires your approval. 11-04-2012
[ |Perez, Denise PO Approval Yuma County Arizona - Standard Purchase Order 109939 for USD 226.35 requires your approval. 11-04-2012

¥TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upon your notifications.
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Select Vacation Rules

5. Click on Vacation Rules
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Select|From Type Subject Sent » Due
[0 Perez, Denise PO Approval Yuma County Arizona - Standard Purchase Order 109942 for USD 115.00 requires your approval. 11-04-2012
O Pe enise PO Approval Yuma County Arizona - Standard Purchase Order 109941 for USD 4,190.04 requires your approval. 11-04-2012
0 Pel enise PO Approval Yuma County Arizona - Standard Purchase Order 109940 for USD 314.93 requires your approval. 11-04-2012
O p nise PO Approval Yuma County Arizona - Standard Purchase Order 109939 for USD 276.35 requires your approval. 11-04-2012

#TIP Vacation Rules - Redirect or auto-respond to notifications.

« TIP Warklist Access - Specify which users can view and act upon your notifications.
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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
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Vacation Rules

Create Rule

Rule Name

You have not setup any notification routing rules. Please use the Create Rule button to create a new notification routing rule.

Item Type HNotification  Update Delete Status
Return to Worklist
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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
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Item Type Notification Rule Response

Vacation Rule: Item Type

Select the type of notificati at will activate this rule.
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Return to Vacation Rul¢ iPO Change Approval for Requester

Requisition
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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
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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




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
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Rule Name Ttem Type HNotification
Delegate: Villegas, Gilberto <All> <All>

Delete Status
@ Inactive

Return to Worklist

Shop Requisitions Receiving Contractors Shopping Cat Home Logout Preferences Help

Privacy Statement Copyright (<) 2008, Oracle. All rights resenved

@ mternet fav 0% v

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



