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Update supervisor in Oracle ACT 

 

The Data Change ACT document allows the requestor to update the supervisor information for an 

employee. 

1. Locate the employee using the Find Window. 

 

2. Click on Create New Document button.  

Note:  After you click on the CREATE NEW DOCUMENT button you might see another window 

pop up. Some employees may have more than one assignment and could be listed several 

times. Make sure to select the correct assignment. 

3. The ACT Main Form will open. 

a. Use the Document Reason LOV to select Data Change or type the Data Change in Document 

Reason field.  

b. Click inside the EFFECTIVE DATE field, choose an effective date from the CALENDAR LOV or 

type in the desired date. 

 

4. Click on the SAVE button at the bottom of the form. 
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5. Click on the Assignment Form.  

 

 

6. To update supervisor information, enter supervisor name (Last Name, First Name) or select 

name from LOV in the Supervisor name field; the supervisor assignment number will populate in 

the Supervisor Assignment# field. 

 

Note:  Some supervisors may have more than one assignment and could be listed several times. 

Make sure to select the correct assignment. 

 

7. Click on the SAVE button at the bottom of the form. 

 

 

8. Click on Return to Previous Form and Submit Data Change ACT Document.  No attachments 

required.   
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