Maintain iLab Form Procedures

e InfoScope/Departments/Controller’s Office/Financial Accounting & Reporting/Oracle System
Administration/Oracle Department Security Form

PEOPLE DEPARTMENTS A-ZDIRECTORY~ JUMPSTARTS~™

£ |InfoScope

FINANCE & ADMIN » FINANCIAL ACCOUNTING & REPORTING » ORACLE SYSTEM ADMINISTRATION

Oracle System Administration

Financial

ACCOU n tlng & The following links are used for Oracle (Pii):
Reporting Discoverer

GRID ADMINISTRATION Oracle (Pii)

ORACLE END-USER TRAINING

POLICIES & PROCEDURES

System Administration
Before access for Imaging, Accounts Payable, General Ledger, Grants, Purchasing, Discoverer or ePASS can be approved, the
following documentation needs to be completed:

ONLINE FORMS

+ Oracle Department Security Form - this needs to be completed by the Chair/Department Administrator/Business managet
FINANCIAL REPORTS of the user requesting access.
ORACLE SYSTEM - Please note: Accounts Payable/Purchasing require classroom training before access is granted.

ADMINISTRATION

Imaging Security Form

Oracle Department Security
Form

Oracle Documentation

Oracle Security Form -
Finance Office

FAQS
RESOURCES AND LINKS
CONTACT US

SITE MAP

» Oracle Security Form - Finance Office - this needs to be completed by the Business manager for user's within the Finance
Office of Administration.

+ Imaging Security Form (to be used by the Finance Office and inical Practice Services only) - this needs to be completec
by the Chair/Department Administrator/Business manager of the user requesting access.

Oracle Documentation

Update Oracle Qut-of-Office Rule (PDF) - Procedure to be used for routing Oracle notifications when you are out of the office for

an extended period.

Fill out the necessary fields on the form, and then Select ‘YES’ for MCW iLab End-User Entry

Please check applicable applications:

AP

Mot Applicabls (MCW Payables End-User Inquiry Only)

FA

Mot Applicable {(MCW Fixed Assets End-User Inguiry Only)

GM

Mot P.ppll'cable {(MCW Grants End-User Inguiry Only)

GL

Mot Applicabls {(MCW General Ledger End-User Inquiry Only)

MOW iLab End-User Entry)

GRID

Mot Applicable {(MCW GRID End-User Inquiry Only)



e After the security form has been processed by the Financial Systems team, open Oracle, and
click on the MCW Maintain iLab Account Maintenance Responsibility
o This should automatically open the Maintain iLab Accounts Form

'Resporﬁibilities

Find (S
Responsibility
MCW Fixed Asset Manager
MCW Fixed Assets Staff
MCW General Ledger Manager
MCW General Ledger Reports
MCW General Ledger Staff
MCW Grants End-User Inquiry
MCW Internet Expenses
MCW Payables Adm Inquiry
MCW Purchasing End-User Entry
MCW Receipts Inquiry
MCW Receivables Batch Entry
MCW Receivables Inqguiry
MCW iLab Account Maintenance

e Enter the Cost Center, Fund, and Activity intended to be used for payment to the cores for the
services performed or products received.
e Optional — can set date parameters which would automatically begin or end access to that GL

Account string.

© Maintain iLab Accounts

Account Maintenance

Full Name User Name HR Org Cost Center D Fund Activity D Division Program Subprog Start Date End Date
l Lambert, Elizabeth ELAMBERT 040.127 Controller 00032059 ~ [Pathology Tissue Bank 000106 030 1000322 000101 002982 009999




