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Use this job aid to assign auditors; a campus will need to follow this process to assign an auditor and complete Auditor Setup. Anyone with the 
responsibility of Org (campus location) Internet Expenses Audit Manager is able to assign auditors. An auditor cannot be assigned to a specific 
expense report unless they are set up in the Auditor Setup. 

 

 
 

 

1 
From the initial screen view once logged into Oracle, select Internet Expenses Audit Manager.  
Note: The list of Oracle responsibilities will vary by user 
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1 Click the Auditor Setup tab to go to the Auditors page 

2 
Click the Define Auditor button to bring up a list of name 
This list will include all users with Org Internet Expenses Audit manager responsibility 
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1 
Use the drop-down menu to select search criteria: Individual’s Name, Number (Employee #) or User Name. Type in search 
criteria and click the Go button 

2 
Use checkbox(es) to select desired name(s) from list of all users with Org Internet Expenses Audit Manager responsibility, then 
click the Add to List button 

3 
Cancel: Discard changes and remain on page 
Save: Save changes and remain on page 
Apply: Apply changes and return to previous page 
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1 
By default each auditor is assigned a 100% workload. To change an auditor’s workload, click the auditor name or Maintain 
Workload icon 

2 
If you have not previously assigned a security profile, replace the text “Setup Business Group” in the Security Profile field by 
using the Flashlight icon to choose your location information 

3 Click the Save button from either the top or bottom menu to save your security profile and your auditor setup 

You have successfully set up auditors. You can now assign these auditors to specific expense reports. 
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