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This quick reference guide shows you how to submit a new license request in Oracle Fusion. 

Before You Begin: 
• Requirements: All users must have Westgate system access (username, email and employee id) before 

requesting Fusion access. All roles will require management approval and Requisition access will require 
completing the Fusion training course and attaching the course completion certificate to the access request. 

• Purpose: This applies to new Fusion users to the company or to a department that requires access to submit a 
Requisition, create a Purchase Order, approve Requisition or Purchase Orders, warehouse management, or the 
use any of the Account Payables, Account Receivables, Cash Management, GL or Journal Entry approval roles.  

1.  To submit a new Oracle Fusion Login request, open the IT Service Portal and click on Submit a Request. 
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2.   From the Service Catalog, select Login, Access, & Accounts then select Oracle Fusion Login Request.  
 

• If you only need Fusion Expense Report access, select the Fusion Expense Report Access and submit your 
request for Expenses there. 
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3.  A new integrated form will be used when submitting new Fusion access requests. Enter the name in the 
Requested for field and the required fields will populate.   
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4.  Select the role needed for Fusion. The form can be used to submit access for several different roles. Some 
roles will require additional information when selected. 

 
• If you select a Requisition related role, you will be required to take the Fusion training course first and you must 

attach the course completion certificate to your Fusion request. If you need credentials to access the Westgate 
Learn portal, contact learn@wgresorts.com.  

• Submit your Fusion request. 
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5.  Your request will be routed to your manager for review and approval. 

• Note to Managers: If the requested role is replacing an existing user and the user is no longer with Westgate, 
please submit a System Revoke Access request via the Service Desk portal.   

• Once the request is approved, it will go to our Purchasing Systems and Process team. We may reach out to 
validate some information before user credentials are created. 

• Once user credentials are created, the user will receive an email confirming access has been granted. Please 
make sure you are using the Company Single Sign-On feature when logging into Fusion. This will use your 
computer network login to sign in and will prevent issues with User IDs and Passwords. 
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