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Access to certain Oracle responsibilities is requested online from the main Navigation
page after logging into Oracle. All regular employees can request access to various
Oracle Self Serve responsibilities.

1. Log into Oracle https://myinfo.rit.edu
2. From the Main Navigation Page, select Preferences

2} Oracle Applications Home Page - Microsoft Internet Explorer

File Edit View Favorites Tools Help
eBack - o - |ﬂ @ ¥:j|/'_’JSearch *Favnrites @| f:{v ; - J i 3 \
Address |

Worklist Favorites

Full List | Personalize |

From Subject Sent You have not selected any favorites. Please
There are no notifications in this view. use the "Personalize” button to set up your

favorites.
“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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Navigator

Personalize

I iRecruitment Employee Candidate |Please select a responsibility.
BIRIT Employee Self-Service
BIRIT Workflow User

|
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https://myinfo.rit.edu/

3. From the General Preferences page, select Access Requests.

2 General Preferences - Microsoft Internet Explorer
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File Edit View Favorites Tools Help
eBack ~ )~ |ﬂ @ ¥:j|/‘.’_j Search *Favnrites &) | (2 ; J- a3
Address| ™

Home Logout Preferences Hesip

o General ew€ral Preferences

+ Display Cancel | | Reset to Default ‘ Apply ‘
Preferggeés

*  Access Languages
(Juests i )
Current Session Language |American English =| (@
Default Application Language |American English 7| (&

Accessibility
Accessibility Features INone j 6]
Regional
Territory IUnited States j |
Date Format dd-MMM-yyyy (11-May-2009)
Timezone | j

Number Format |10,000.00 ~
Currency >

Client Character Encoding I\-"Iestem European (Windows) j @

Change Password

Known As |

Old Password I

- |
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i#istart| |2 Inbox - Micro... [ General Pre... ™ User Access... « Ty 10:32 AM




4. From the Access Requests Page, select Request Access.

2} Access Requests - Microsoft Internet Explorer
File Edit Yiew Favorites Tools Help
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Home Log

ut Preferences Help

o General

1 have been assigned. Roles grant you access to different parts of the system.

+ Display

Preferences

+ Access Request Access

Requests 2 [Description Status |Remove
RIT Workflow User RIT Workflow User for the Personal Home Page Assigned B
RIT HR Benefit Manager HR Benefit Responsibility Assigned B
RIT Employee Self-Service RIT Employee Self Service Limited Responsibility Assigned &
iRecruitment Employee Candidate iRecruitment responsibility for Employee Candidates Assigned B

E
&l T Awes |
4 start] | 2] Inbox - Micro... [ E] Access Req... = User Access... « GpumY 10:34 AM




5. From the Select Roles Page — select the name of the responsibility for which you are
requesting access. Click Next.

23 Request Access - Microsoft Internet Explorer
File Edit View Favorites Tools Help

Qeack ~ © %] 2] ;:j‘psaarch o Favorites €2)
Address

A S |

Home L

Review

Cancel |Step 1 of 3| Next

'/ Selected Roles
Roles Added o

Select Roles Frovide Justification
Request Access: Select Roles

Browse the role categories. Apply for roles by adding them to the list of selected roles.
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Browse Role Cateqgories
Miscellaneous

Miscellaneous

Select Roles: | Add To List

Select All | Select None

SelectRole Description

[T iReceivables Request Additional Access
[T RIT Employee / Adjunct Payment Entry
[T RIT iRecruitment Manager

[ RIT - AP - INVOICE ENTRY & INQUIRY

Request Access for iReceivables Account Management role
Adjunct ICD

Trecruitment Responsibility for Dept Managers

RIT Invoice Entry & Inquiry

Cancel |Step 1 of 3 | Next

Home Logout Pr

|€| Done
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6. From the Provide justification screen - Provide a brief statement (30 characters max)
for your request. This statement will be included in the Approval Notification to your
supervisor. Click on Next.

21 Request Access - Microsoft Internet Explorer BEl x:

File Edit View Favorites Tools Help |5'
Qeack » ()~ [¥] [F] | D search oFavoites @] (- @ - [ @ 3
Address| 7| Eco Links »

@ ) (9]
Select Roles Provide Justification Review
Request Access: Provide Justification

Provide justification for requesting each role you have selected. Cancel | | Back | Step 2 of 3 | Next

* Indicates required field

@ _JoReRol ] n [SoRel |

Role Description *Justification Remove
RIT Employee / Adjunct Adjunct 1D &
Payment Entry

Cancel || Back |Step 2 of 3| Next

Home Logout Preferences
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7. Review for accuracy. Click on Submit.

Request Access: Review - Microsoft Internet Explorer BEE|

Request Access: Review

File Edit View Favorites Tools Help |3" é
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Address|
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Home Logout Prefere |_ﬁ|]
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Select Roles Provide Justification Review 53

Role Description Justification =]

RIT Employee / Adjunct Adjunct ICD Need for Summer Salary processing
Payment Entry

|
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8. The new request now is listed as Pending on the Access requests screen. Once
approved by y our supervisor, you will see the new access when you log into Oracle.

Access Request: crosoft Internet Explorer
File Edit View Favorites Tools Help
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Address Links >

Access Requests

Listed below are roles you have been assigned. Roles grant you access to different parts of the system.

Request Access
Role Description Status Remove

@ Lorerol =l e Aol

RIT Employee / Adjunct Payment Entry Adjunct ICD (@Pending &
iRecruitment Employee Candidate iRecruitment responsibility for Employee Candidates Assigned B
RIT HR Benefit Manager HR Benefit Responsibility Assigned B
RIT Workflow User RIT Workflow User for the Personal Home Page Assigned &3
RIT Employee Self-Service RIT Employee Self Service Limited Responsibility Assigned B
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