How to create a procurement agent in
Oracle Fusion

This guide shows you how to create a procurement agent in Oracle Fusion.
You start by creating an employee record, then set up the user account in
the Security Console, assign roles, grant business unit data access, and
configure the procurement agent in your implementation project.

Prerequisites

Only users with an employee record in the system can become
procurement agents. Users created solely from the Security Console are
not recognized as employees.

Before you set up the procurement agent, make sure of the following:

e An employee record exists for the user who will become a
procurement agent.

¢ You know which business units need procurement agent access. You
repeat the procurement agent setup for each one.
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When you create an employee, the system automatically generates a
corresponding user account. Creating the employee is mandatory before
you start the procurement agent setup.
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Document listing the steps to create a procurement agent, with step 1: create an
employee

Part 1: Create the employee record

Step 1. Open your implementation project

1. Go to the Implementation Project screen for your project (for
example, "Test - Varun lyengar").

Generated with docsie.io
2 /32



2. Review the Task Lists and Tasks section to confirm you are in the
correct project workspace.

n‘ * ﬂ e Ashish *

Implementation Project: Test - Varun lyengar

4 Basic Information Edit

Name  Test - Varun lyengar Status @ Start Date 102717
Code _TEST__VARUN_IVENGAR Assigned To  Fusion fin Finish Date
Task Lists and Tasks
Actions v View v Format v View in Hierarchy Detach
Task procurement 0 Clear Search
Task * Type Path
Configure Procurement Business F... Task Prucurement>Define Common Procurement Configuration=Define Business Function Configuration S
Define Accounting Configurations .. Task List Procurement>Define Common Appications Configuration for Procurement>Define Enterprise Structures for Procurement>Defne Financial Reporting Structures for Procurement

Define Adva Task List Procurement>De fine Comman Applications Configuration for Procurement>Define Enterprise Structures for Procurement>Define Financial Reporting Structures for Procurement>Define Chart of At

Define Approval M Task List Procurement>Define Common Procurement Canfiguration

Define Business Unts f Task List Procurement-Define Common Appications Configuration for Procurement>De fine Enterprise: Structures for Procurement>Define Organization Structures for Procurement

Procurement=Define Common Appcations Con figuration for Procurement>Define Enterprise Structures for Procurement>Defne Financial Reporting Structures for Procurement
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Define Chart of Accounts of Enter . T

Implementation Project screen showing task lists and tasks for the project "Test - Varun
lyengar"

Step 2. Start a new user

1. Find and click Manage Users in the available tasks or navigation
menu.
2. Click the + (plus) button to create a new user.

Step 3. Enter personal details
In the Create User form, complete the following fields:

e Last Name: Enter "Varun".

e First Name: Enter "Employee".

e Title: Select the appropriate title from the dropdown (for example,
"Mr.").
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Make sure you complete all required fields, which are marked with an
asterisk (*).
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Implementation Project: Test - Varun lyengar
4 Basic Information Edit
Name  Test - Varun lyengar Status W Start Date 102717
Code _TEST__VARUN_IVENGAR Assigned To  Fusion fin Finish Date
Task Lists and Tasks
Actons v View v Formate o X Detach Assign Tasks  Edit Status  Show Business Obgcis
Task
Selected Predecessor Assignment  Authorized View
Task Help Goto Task Scope Status ks Assigned To Due Date Permission Roles MNotes Reports
Manage Procurement Document Numbering (4] ] ashish.a2f@gmai.c. o i 0 ﬁk
Manage Purchasing Line Types (4] [ ] ashish.a2f@gmal.c. o> =] 0
Manage Document Styles (4] | | ashish a2f@qmai.c > (=] 0
b [ Define Master kems for Procurement ']
» [ " Define Business Function Configuration [ ]
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Create User form with Last Name, First Name, and Title fields being filled in

Step 4. Enter user details

1. In the User Details section, enter the username (for example,
"Varun.Emp").
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2. Select the Send user name and password check box so the login
credentials are sent to the email address you provide.
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Implementation Project: Test - Varun lyengar
4 Basic Information Edit
Name  Test - Varun lyengar Status W Start Date 102717
Code _TEST__VARUN_IVENGAR Assigned To  Fusion fin Finish Date
Task Lists and Tasks
Actions v View v Fomate o X Detach Assign Tasks  Edit Status  Show Business Objects
Task
Selected Predecessor Assignment  Authorized View
Task Help Goto Task Scope Status Tk Assigned To Due Date Peralssien Roles Motes Reports
} [1" Define Synchronization of Users and Roles from LDAP n ?
» | Define Securty Synchronization Processes and Preferences | |
b [1" Define Impiementation Users | |
} [ Define Currencies and Currency Rates ]
) [ Define Enterprise Structures for Procurement [}
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Create User form showing the username entry and the notification check box

Step 5. Provide contact and employment information
Complete the following fields:

e E-Mail: Enter the user's email address (for example,
"ashish.a2f@gmail.com").

« Hire Date: Select the date with the calendar picker (for example,
"11/23/17").
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Person Type: Select "Employee" from the dropdown.
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Create User Saveand Close  Cancel

4 Personal Details

" LastName Varun * E-Mail ashish a2f@gmai com
First Name Employee * Hire Date 112317 °
Middie Names Phone { ‘iis‘.e"(ef Ti:n;? ALY Y
Title Mt ¥ Work Fax n

4 User Details

User Name  Varun Emp

4 User Notification Preferences

September

[ Send user name and password

October
4 Employment Information 5
December

* Person Type v
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Create User form with email, hire date, and person type filled in

Step 6. Select the legal employer
In the Legal Employer dropdown, select the appropriate legal entity for the
employee (for example, "AppsPro").
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Create User SaveandClose  Cancel

4 Personal Details

*LastName Varun * E-Mail ashish a2f@gmai.com
First Name Employee 'Hx_re Date 112317 °
Middle Names Phone ¢ [liovember M:n;r Av oy
Title Mr. v Work Fax I FRI  SAT
2 3 4
s 10 4
4 User Details
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September
[ Send user name and password

October
4 Employment Information
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2 Person Type v
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Legal Employer dropdown expanded to show the available legal entities
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Step 7. Select the business unit

In the Business Unit dropdown, choose the relevant business unit for the
employee (for example, "100 Sales Business Unit").
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? apps2fusion
rustname  tmployee * Hire Date 112317 °
Middle Names Phone
Title [ Work Fax
100 Sales Busness Unk
= 1706 SA BU
4 User Details E
1706 S4 Business Unit
User Name
1708
— 17063V BUSINESS UN
4 User Notification Pre '702SY BUSNESS UNT
1706V Business Uni2
1706VA-BU
1706_GK_BU1
4 Employment Informa - -
475V Business Unit
* Person Type
ADF 2 Business Unit
* Legal Employer | Segrch Department v
* Business Unit \d Location v
Job v Mail Stop
Grade

Manager v
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Business Unit dropdown expanded to show the available business units

Step 8. Complete the remaining employment details

Fill in other required employment fields as applicable, such as Job, Grade,

Department, Location, Mail Stop, and Manager. You can skip optional fields
you don't need.
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Step 9. Save the employee record
Click Save and Close to create the employee and the user account. The
system automatically creates a corresponding user in the Security Console.
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Create User form with all required fields filled in, ready to save and close
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Step 10. Plan the procurement agent setup for each business
unit
Perform the procurement agent setup for every business unit where you

want to grant procurement agent access. You repeat the setup for each
relevant business unit.
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Implementation Project: Test - Varun lyengar
4 Basic Information Edit
Name Test - Varun lyengar Status W StartDate 1027117
Code _TEST__ VARUN_IVENGAR Assigned To Fusion.fin Finish Date
Task Lists and Tasks
Acions w View v Fomaty o X < Detach AssignTasks  Edit Status  Show Business Objects
Task
Selected Predecessor , Assignment  Authorized View
Task Help Goto Task Scope Status Tasks Assigned To Due Date Permission Roles Notes Reports
Manage Buyer Assignment Rules (4] [ ] ashish a2f@gmaic. o (=1 0
Ianage Purchasing Messages (4] | | =] 0
Wanage Hazard Classes (4] ] ashish.a2f@gmai.c o
Manage UN Numbers 4} L
Wanage Approved Supplier List Statuses Q | ]
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Document showing step 2: create the procurement agent setup for each business unit

Part 2: Prepare the user account in the Security
Console

Step 11. Open the Security Console

1. Open the main application navigator.
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2. Click Security Console to access the user management features.
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Main application navigator with the Security Console option visible among other
modules
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Step 12. Dismiss any warning
If a warning appears, such as one about the Import User and Role

Application Security Data job, read the message. Click OK or the close (X)
button to dismiss it and continue.
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Security Console with a warning about the Import User and Role Application Security

Data job

Step 13. Find the new user

1. In the User Accounts section, use the search bar to enter a search
term (for example, "varun").

2. Confirm that the following user logins are listed: Varun, Varun.Emp,
and varun@gmail.com (a login in the form varun@[domain].com).
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3. Verify that each account has a status of Active and is not locked.
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User Accounts screen listing several user logins for "Varun" with their status

Step 14. Open the user account
Click the User Login (for example, "Varun.Emp") to open the user account
details.
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User Accounts screen with the "Varun.Emp" user login being selected
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Step 15. Reset the password

1. On the Edit User Account screen, find the Reset Password section.
2. Select Manually change the password.
3. Enter a new password and confirm it.

The password must meet the policy:

e Atleast 8 characters long
e Atleast 1 numeric character

If an error appears, adjust the password to comply with these requirements.

4 ©

Worklist Security Console

Edit User Account: Employee Varun Reset Password Cancel
u
User Information e
Reset Password [feset password  Cancel
*User M
() Automatically generate rd  Password Policy
Firsth (O Aut l generate passwo
® Wanualy change the password Simple’ Al least B characlers, 1 number
" Last i
@ Eror
E Password must be at least 8 character{s) long.Password must contain at least 1 numeric

character(s).
External Ident

" New Password swssssss

* Confirm New
Password

--------
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Reset Password dialog showing a password policy error and the new password fields

Step 16. Review the account details
Verify the user information:

e User Name: Varun.Emp

e First Name: Employee

e Last Name: Varun

e E-Mail: ashish.a2f@gmail.com

Check the account status:

e Password Expiration Date: 2/21/18
e Active: checked
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¢ Locked: unchecked

Review the associated worker information:

e Worker Name: Employee Varun
¢ Person Number: 100064
e Business Unit: Varun Business Unit

secur;t;l::;nsok
Edit User Account: Employee Varun ResetPassword  ovc Cancel

M userinformation Account Information

Password Expiration

" User Hame VarunEmp o
e

First Hame [ Active [] Locked

* Last Hame

E-Mail ashish s2f@gmel.com Associated Worker Information

External Identifier Worker Hame Employee Varun
Person Humber 100064
Manager
Job

Business Unit Varun Business Unt

training@apps2fusion.com

Edit User Account screen showing user and account information for Employee Varun

Part 3: Assign roles to the user account

Step 17. Open the Add Role Membership dialog
Click the option to add a new role membership for the user. In the Add Role
Membership dialog, use the search box to find roles.

Step 18. Assign employee roles
Type "employee" in the search box, then select from the available roles,
such as:

« Employee (ORA_PER_EMPLOYEE_ABSTRACT)
« Employee (PER_LEMPLOYEE_ABSTRACT)
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e Employee Help Desk Analyst
(ASE_LEMPLOYEE_HELP_DESK_ANALYST_JOB)

*’_(j apps2fusi ’ Would you like to update this login?
. t
ETH =

CLTTTITIIT) Deep Links Pag 10 Worklist

[] Show password

Edit User Account: E Don't Update

Reset Password

M userinformation e
Reset Password feset Password  Cancel

*User 13

Firsti O Automaticaly generate password  Passward Policy

® Wanualy change the password Sinole: At

* Last M

" lNew Password  seswnssesas

E-

* Confirm New Password  ssswsssssns
External Ident
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Add Role Membership dialog with "employee" entered and a dropdown showing
Employee and Employee Help Desk Analyst roles
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Edit User Account: Employee Varun Reset Password. Cancel
9
M userinformation Account Information

* User Hame Varun Emp Password Expiration

Date
First Hame B Active D Locked
* Last Name
E-Mail ashish a2f@gmal com Associated Worker Information

External Identifier Worker Hame Employee Varun

1000864

Person Number

Manager

Job

Varun Business Unit

Business Unit
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Add Role Membership dialog showing search results for "Employee" with the code for
each role
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Step 19. Assign procurement roles
Type "procurement" in the search box, then select from the list of
procurement roles, such as:

e Procurement Application Administrator
e Procurement Catalog Administrator

e Procurement Contract Administrator

e Procurement Integration Specialist

e Procurement Manager

e Procurement Preparer

e Procurement Requester

Z sopisi

Add Role Membership
Search  procuren|

Prncmem*Appir.am Administrator

Search Resd

Procurement Catalog Administrator

Mame | procurement Contract Adminstrator

Code

Procurement Inegration Specialist

Procurement Manager

Procurement Preparer

Procurement Requester

training@apps2fusion.com

Add Role Membership dialog with "procurement" entered and a dropdown showing
procurement roles

Generated with docsie.io
16/ 32



To assign the Procurement Preparer role, type "Procurement Preparer"” in
the search box. Select Procurement Preparer
(ORA_POR_PROCUREMENT_PREPARER_ABSTRACT) from the results.

Z sopisi

Add Role Membership
Search  procuren|

Prncmem*Applmm Administrator

Search Resd
Procurement Catalog Administrator

Mame | procurement Contract Adminstrator
Code
Procurement Inegration Specialist
Procurement Manager

Procurement Preparer

Procurement Requester

training@apps2fusion.com

Add Role Membership dialog with "Procurement Preparer" entered and the role and
code in the results
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To assign the Procurement Requester role, type "Procurement Requester"
in the search box. Select Procurement Requester
(ORA_POR_PROCUREMENT_REQUESTER_ABSTRACT) from the results.

Z sopisi

Add Role Membership

Search  Suppher Ast Q

A
Searen et r ) Supplir Accounts Receivable Specialist
i

Name  Supplier Accounts Receivable Specialist
Code  POS_SUPPLIER_ACCOUNTS_RECEIVABLE_SPECIALIST_JOB

Name  Supplier Accounts Receivable Specialist
Code ORA_POS_SUPPLIER_ACCOUNTS_RECEIVABLE_SPECIALIST_JOB

training@apps2fusion.com

Add Role Membership dialog with "Procurement Requester" entered and the role and
code in the results

Step 20. Assign supplier roles
Type "supplier" in the search box, then select from the list of supplier roles,
such as:

e Supplier Accounts Receivable Specialist

e Supplier Administrator

e Supplier Bidder

e Supplier Contract Administrator

e Supplier Contract Manager

e Supplier Contract Team Member

e Supplier Contract User

e Supplier Customer Service Representative
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e Supplier Demand Planner

Z oot

Add Role Membership

Search  Suppher Ast Q

Name  Supplier Accounts Receivable Specialist
Code  POS_SUPPLIER ACCOUNTS_RECEIVABLE SPECIALIST JOB

Name  Supplier Accounts Receivable Specialist
Code ORA_POS_SUPPLIER_ACCOUNTS_RECEIVABLE_SPECIALIST_JOB

training@apps2fusion.com

. k
Search Res{ ( J Supplier Accounts Recenvable Specialist

Add Role Membership dialog with "supplier" entered and a dropdown showing supplier

roles
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To assign the Supplier Accounts Receivable Specialist role, type "Supplier
Ast" in the search box. Select Supplier Accounts Receivable Specialist
(POS_SUPPLIER_ACCOUNTS_RECEIVABLE_SPECIALIST_JOB or
ORA_POS_SUPPLIER_ACCOUNTS_RECEIVABLE_SPECIALIST_JOB) from the
results.

2 s

Add Role Membership
Search  Suppler Ast

&
Search Res{ r J Supplier Accounts Recenvable Specialist

|
Name  Supplier Accounts Receivable Specialist
Code  POS_SUPPLIER_ACCOUNTS_RECEIVABLE_SPECIALIST_JOB

Q

Name  Supplier Accounts Receivable Specialist
Code  ORA_POS_SUPPLIER_ACCOUNTS_RECEIVABLE_SPECIALIST_JOB

training@apps2fusion.com

Add Role Membership dialog with "Supplier Ast" entered and the Supplier Accounts
Receivable Specialist roles and codes in the results

Select the role codes exactly as shown in the search results.

Step 21. Assign the Supplier Qualification role

1. In the Add Role Membership dialog, make sure the search box
contains "Supplier".

2. Review the dropdown list of supplier-related roles. It includes
Supplier Accounts Receivable Specialist, Supplier Bidder, Supplier
Contract Administrator, Supplier Contract Manager, Supplier Contract
Team Member, Supplier Contract User, Supplier Customer Service
Representative, Supplier Demand Planner, and Supplier Inventory
Manager.
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3. Scroll through the list and select the Supplier Qualification role, if it is
available.

Edit User Account: Employee Varun ResetPassword  SaveandClose  Cancel

9
M userinformation Account Information

"User Name VarunEmp Password Expiration *

Date
First lame Active [] Locked

* Last Hame

E-Mail  ashish a2f@gmai.com Asscciated Worker Information

External Identifier Worker Hame Employee Varun

Person Humber 100084

Manager

Job

training@apps2fusion.com

Add Role Membership dialog with the supplier roles dropdown open

Part 4: Grant business unit data access

Step 22. Open Setup and Maintenance

1. Click the user profile icon in the top right corner.
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2. In the Settings and Actions dropdown, select Setup and
Maintenance.

Ashish ¥

Sign 0ut

Appearance Structure § ces  Announcements Business Objects Deep Links Page Integration

User Accounts

* Search Al v vaun

Troubleshooting
User Status Associated Worker Information R
Disgnostics Tests
Person Number
Status Active
User Login Varun Manager
First Hame Locked Mo
Last Name Varun Job

Password Expiration Date 2/9/18
Business Unit

Person Number 100064
Status Active

User Login Varun Emp Manager Party Number
First Name Empioyee Locked No v
Last Name Varun Job Party Usage

Password Expiration Date 221/18

training@a ppéqui.on.com

Settings and Actions dropdown with Setup and Maintenance highlighted

Step 23. Search for the data access task
On the Setup and Maintenance screen, type "manage data" in the search
bar at the top to find the relevant task.

Ashish *

o0, Settings and Actions S 0t
vy i
— Personalization
Appearance Structure SetF c cts  DeeplLinks Page Integration ¢ Set Preferences

Administration

User Accounts
9
M Search Al v vaun
Troubleshooting
User Status Associated Worker Information AABG - s
Run Disgnostics Tests.
Person Number
Status Active
User Login Varun Manager Party|
First Hame Locked No Ap
Last Name Varun Job Party |
Password Expiration Date 2/9/18 About This Page

Business Unit

Person Number 100064

Status Active

User Login Varun Emp Manager Party Humber
First hame Empioyee Locked No v
Last Name Varun Job Party Usage

Password Expiration Date 221/18
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Setup and Maintenance screen with "manage data" entered in the search bar
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Step 24. Open Manage Data Access for Users

1. Select Manage Data Access for Users from the search results.
2. Make sure Users without Data Access is selected.

The search section includes these fields:

e Security Context: All
e User Name: a dropdown to select the user
e Role: a dropdown to select the role

Settings and Actions  Sandu
Personalization

Appearance Structure Set P nents s Deep Links Page Integration R Set Preferences

User Accounts
9
M Search Al ¥ vamn
User Status Associated Worker Information
Person Number
Status Active
User Login Varun Manager
First Hame Locked Mo
Last Name Varun Job

Password Expiration Date 2/3/18
Business Unit

Person Number 100064

Status Active

User Login Varun Emp Manager Party Number
First Name Empioyee Locked No >
Last Name Varun Job Party Usage

Password Expiration Date 221/18

training@a ppéqui.o.com

Manage Data Access for Users screen with search fields for user name and role

Step 25. Create data access for the user
Click the + (Add) button. In the Create Data Access for Users dialog, set
the following values:

e User Name: Varun.Emp

¢ Role: Buyer

e Security Context: Business unit

e Security Context Value: Varun Business Unit
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Repeat for other roles as needed, such as Category Manager, Employee,

and the procurement roles.

Manage Data Access for Users

(®) Users without Data Access (0) Users wih Data Access
Security Context Al v

4 Search

* User Name

Search Results

Acions v View v kf" Detach  Authorize Data Access

User Name

No data to display

Columns Hidden 8

training@apps2fusion.com

ﬁ ) 6 o Ashish ¥

Saved Search Default Search v

Search Reset Save..

Create Data Access for Users dialog with fields for user name, role, security context,

and security context value
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Step 26. Fix a missing Security Context Value

If a row has no Security Context Value, the dialog shows the error "A value
is required. You must enter a value." In the source example, this happens
for the Procurement role. Every row must have a Security Context Value.

7 st

Create Data Access for Users
+ B¢

. . " Security .
User Name Role Context Security Context Value

Wontro v o v swnsny| [ o]
A

Buyer

VarunEmp v i [v|  Varun Business Unit v
Category Manager

VEUunEm ¥ Enpioyee rﬂ Varun Business Unt v

Procurement Applcaion... =

VarunEmp | v w| Varun Business Unit v
Procurement Catalog Ad =
Procurement Manager

Procurement Preparer l

training@apps2fusion.com

Create Data Access for Users dialog showing the "A value is required" error for a
missing Security Context Value, with the dropdown open for Varun Business Unit
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To resolve the error, click the dropdown under Security Context Value for
the Procurement role. Select Varun Business Unit. Repeat this for any other
roles that require a business unit context.

=

) apps2fusio A X © @ asvisne
Implementation Project: Test - Varun lyengar Done
4 Basic Information Edit
Name Test - Varun lyengar Status @ Start Date 102717
Code _TEST__VARUN_IVENGAR AssignedTo Fuson.fin Finish Date
Task Lists and Tasks
Aclions v View v Formaty o X Detach Assign Tasks  Edit Status Show Businéss Objects
Task hazard
Task Help Goto Task :Emed Status prm"}?;: Assigned To Due Date ﬁﬂ{":‘;’:ﬂ; Au:a:l:::ed Notes n;ms
Wanage Buyer Assignment Rules. ] ] ashih a2i@gmai.c o =1 0 *
Manage Purchasing Messages <] | | ~
Manage Hazard Classes Q [ ] ashish a2f@qmai.c o
\anage UN Numbers 5] ]
Wanage Approved Supplier List Statuses (4] | ~ 0
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Security Context Value dropdown open with Varun Business Unit shown as an option
Step 27. Add more roles and save

1. If needed, add more roles by selecting from the Role dropdown.
Available roles include Buyer, Category Manager, Employee,
Procurement Application Administrator, Procurement Catalog
Administrator, Procurement Manager, Procurement Preparer, and
Procurement Requester.

2. For each role, set Security Context to "Business unit" and Security
Context Value to "Varun Business Unit".

3. Make sure every row is complete.

4. Click Save and Close.

Part 5: Create the procurement agent

Step 28. Go to the Manage Procurement Agents task

1. Return to the main implementation project screen. It shows the
project name ("Test - Varun lyengar"), status, start date, assigned
user, and a list of tasks.
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2. Use the search bar to filter tasks if needed (for example, by typing
"hazard"), or scroll through the task list.
3. Find the Manage Procurement Agents row.

6(:) apps2fusio A xX O O e
Implementation Project: Test - Varun lyengar Dgne
4 Basic Information Edit
Name  Test - Varun lyengar Status | Start Date 1027117
Code _TEST__VARUN_IVENGAR Assigned To  Fusion fin Finish Date
Task Lists and Tasks
Actions v View v Formaty o= X Detach AssignTasks  Edit Status  Show Business Objgcts
Task hazard
Task Help Goto Task zimed Status Prmp;s;zr Assigned To Due Date ';Z;'ﬁf:;:': Au;r:g;ed Notes R;I;fts
Manage Procurement Category Hirarchy (5] * [ ] ashish aZf@gmai.c. [ i
* Manage Procurement Agents (4] ) =] 0
b [7" Define Approval Management for Procurement [ ] 0
¥ ["\Define Transaction Accounting for Procurement ]
b | = Define Tax Configuration [ ] 0
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Implementation Project screen with the Manage Procurement Agents task highlighted in
the task list

Nearby tasks include Manage Procurement Category Hierarchy and
Define Approval Management for Procurement. Confirm you have the

correct task, then click the Go to Task icon (a circle with an arrow) next to
Manage Procurement Agents.
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Step 29. Select the procurement business unit

On the Create Procurement Agent screen, click the dropdown next to
Procurement BU. Choose the relevant business unit (for example, "A2F
Business Unit" or "Varun Business Unit").

@;jappszfu' A X © O v

Create Procurement Agent Save SaveandClose v Cancel
* Procurement BU B
g, @
* Agent | A2F 2 Business Unit | Q
AZF Business Unit
Default Requisitioning BU
Apps BU
Default Printer | Appsfusion Busmess Unt v
Appspro Business unt
SalUS | s Unk 0B
CT0617 BU
Agent Access B RO TSN E
Vim'v GDS MFG SSCBU
KE-BU-PROC
i q
hction Alowed | \oue gusiiss. uNiTs
KPMG_Business_Unit
Manage Requistions M = -
KPMG_Project
Manage Purchase Orders E KPNG_bu
KPNG_business_unit
Wanage Purchase Agreements %] Lio Canada Business Unt
Lio US Business Unit
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Procurement BU dropdown showing multiple business unit options

Step 30. Select the employee you created
In the Agent field, enter or search for the employee's name (for example,
"Varun, Employee"). Use the search icon if you need help locating the user.
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Step 31. Set the default requisitioning BU
Click the dropdown next to Default Requisitioning BU and select the
appropriate business unit (for example, "Varun Business Unit").

%appszfu' A * © O e

Create Procurement Agent Save SaveandClose v Cancel
* Procurement BU B
e &
* Agent | AZF 2 Business Unit | Q
A Business Unit
Default Requisitioning BU
Apps BU
Default Printer | Appsfusion Business Unit v

Appspra Busness unt

Status
Business Unit 0B

CT0617 BU

Agent Access EY FSO TSO-FH BU
e GDS MFG SSCBY
YE-BU-PROC
v |
Action Alowed | youc gisiigss_unims
KPMG, Us
Manage Requistions EZI Lo

KPMG_Project
lanage Purchase Orders 7] KPHG_bu
KPMG_business_unt

Nanage Purchase Agreements | Lio Canada Busess Unt

Lio US Business Unit
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Default Requisitioning BU dropdown with Varun Business Unit selected and the Agent
field filled in

Step 32. Set the status
Make sure the Status field is set to Active.

Step 33. Configure agent access

1. Under Agent Access, review the list of actions and permissions.

2. For each action (such as Manage Requisitions, Manage Purchase
Orders, and Manage Purchase Agreements), select the Allowed
check box if the agent should have access.
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3. For each action, set Access to Other Agents' Documents as needed.
For example, set Manage Requisitions and Manage Purchase Orders

n n
to "Full".
“w(j apps2fusion
Default Printer v
Status Actve |v
Agent Access
View v
Action Allowed Access to Other Agents’ Documents
Wanage Requisdions % Ful v
Manage Purchase Orders M ool 3 B
Nore| |
Manage Purchase Agreements M - ‘
Modfy |
.|
Manage Catalog Content E Not Applcable
lanage Supplers %] Not Appicable
Manage Suppler Qualfications 1] None v
Manage Approved Supplier List Eniries E| Not Appicable

training@apps2fusion.com

Agent Access section showing actions, Allowed check boxes, and access dropdowns

The access levels work as follows:

* None: The agent cannot access other agents' documents.

e View: The agent can only view other agents' documents.

e Modify: The agent can edit other agents' documents.

e Full: The agent can perform all actions, including approval and other
management tasks.
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The dropdown also offers Not Applicable.

‘«j apps2fusion
& Default Printer v
Status Active v
Agent Access
View v
Action Allowed Access to Other Agents’ Documents
Manage Requistions E| Ful v
Manage Purchase Orders E| ul v
Manage Purchase Agreements M ul B
MNone [
Modify 1
Wanage Catalog Content %] s View
Ful =1
Hanage Supplers M Not Appicable
Manage Suppler Qualfications 1] None. v
Manage Approved Suppler List Entries E] Not Applicable
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Access to Other Agents' Documents dropdown showing the options None, View,
Modify, and Full
Step 34. Check the permissions

Confirm that all required permissions and access levels match your
organization's policy.

L :
?‘) apps2fusion
Default Printer v
Status  Actve v
Agent Access
View v
Action Allowed Access to Other Agents’ Documents
Hanage Requistions % Ful v
Manage Purchase Orders %] Ful v
Manage Purchase Agreements % Ful B
Mone ‘
Modify 1
Manage Catalog Content B o View
Fu —
lanage Supplers “ Not Appicable
Manage Suppler Qualifications E| None v
Manage Approved Supplier List Eniries E| Not Applicable
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Final Agent Access configuration with Full access set for key actions
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Step 35. Save the procurement agent
Click Save or Save and Close to finalize the procurement agent setup.

Summary

You now know how to create a procurement agent in Oracle Fusion. You
created an employee record, which generated the user account, then reset
the password and assigned employee, procurement, and supplier roles in
the Security Console. You granted business unit data access and
configured the agent's business unit assignments and document access
levels. Repeat the procurement agent setup for each business unit where
the agent needs access.
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