
Request for HRMS Access 
Department of Human Resources 

Employee User ID: 

Employee Name: Work Phone: 

Department: Location: 

Oracle HRMS responsibilities requested: 

All employees are automatically assigned to EMPLOYEE DIRECT ACCESS (EDA) when hired. 

 Manager Direct Access: This responsibility enables managers to view and take action on HR self-
service transactions for their direct reports, including performance review, leave of absence and timecards. 

  Henrico HRMS View Only – Org Security: This responsibility allows a departmental special user to 
‘view only’ confidential employee information within their designated department. The number of special users is limited 
based on the size of the organization (standard 2 per). 

Timekeeper: Key or approve timesheet entry. Identify a user that had previous timekeeper responsibilities.

Location: 

Former Timekeeper Name: UserID: 

Avature roles requested: 
Hiring Manager 
Department Assistant 

  

    

  
 

  

    

  
 

   

  
      

     
  

 

         

    
    

   

    

    

    

 

 

 

         

 
 

 

            

     
     

       
    

   

              

  

    

   
        

    

 
   

   

   

Department Liaison (create a job) 

If other responsibilities are needed, include an explanation below: 

Approvals: 
Agency Head: Date: 

HRMS Approver: Date: 

01-Jul-26
When completed and approved by the Agency Head, forward form to the email address HRMS 

mailto:HRMS@henrico.gov
mailto:HRMS@henrico.gov
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