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ORGANIZATION OF AMERICAN STATES

GENERAL SECRETARIAT

ADMINISTRATIVE MEMORANDUM No. 108

SUBJECT:
USE OF THE ORACLE DISCOVERER SOFTWARE PROGRAM BY DEPARTMENTS AND UNITS IN THE GENERAL SECRETARIAT PURSUANT TO A LICENSE FROM ORACLE
CONSIDERING,

(1)  That each Department and Unit in the General Secretariat that uses the Oracle Discoverer Desktop Edition Software Program (hereinafter the “Discoverer Software Program” or the “Program”)
 must have a separate, current license from Oracle in order to use the Program;

(2)  That Oracle’s Agreement for Services No. V060704 with the General Secretariat of the Organization of American States (“GS/OAS”) for the Licensing of Oracle, (hereinafter the “Services Agreement”), applies to the licensing and use of the Discoverer Software Program;

(3)  That the Services Agreement provides that:

i. the right to use the Discoverer Software Program under each license is a limited right granted only to the specific GS/OAS Department or Unit and only for that Department’s or Unit’s  internal business operations in accordance with the terms and conditions of the Services Agreement; 

ii. the Discoverer Software Program may only be used for the purposes set forth in the Services Agreement; and 

iii. each Department and Unit with a Discoverer Software Program license is responsible for its own compliance with the access and use provisions of the Services Agreement;

(4)  That each licensed Department and Unit has the right to name only one person (who Oracle calls the “Named User Plus”) as that Department’s or Unit’s sole user of the Discover Software Program;  

(5)  That Oracle defines the term “Named User Plus” as “an individual authorized to use the Discoverer Software Program which [is] installed on a single workstation, regardless of whether the individual is actively using the program at any time”; 
(6)  That each Director of a Department or Unit that has a license to use the Discoverer Software Program is responsible for ensuring that only the “Named User Plus” uses that Program;
(7)  That pursuant to the Services Agreement, each license has a duration of one (1) year beginning on the date of the Department’s or Unit’s order of the Discoverer Software Program; and 

(8)  That while each licensed Department and Unit Director is individually responsible for ensuring compliance with its license for the use of the Discoverer Software Program, including use restrictions and limitations, the Department of Management Analysis, Planning and Support Services (“DMAPSS”) has overall responsibility for ensuring compliance with the licenses granted by Oracle for the use of the Discoverer Software Program, including use restrictions and limitations;

THE DECISION:

1.
The following rules shall apply to the use of the Discoverer Software Program by each licensed Department and Unit and must be complied with by each Director and supervisor and by each person who is the Department’s or Unit’s “Named User Plus” for the use of the Discoverer Software Program:


A.
The right to use the Discoverer Software Program is non-transferable between licensed and/or non-licensed Departments or Units.  



B.
Each licensed Department’s or Unit’s “Named Users Plus” is the individual named by the Director of that Department or Unit that has a current Discoverer Software Program license or that obtains such a license in the future.



C.
The right to use the Discoverer Software Program is non-delegable and cannot be assigned or loaned to anyone by the “Named User Plus” or by anyone else.



D.
Any Department or Unit Director who wants to obtain a Discoverer Software Program license must follow the procedures set forth in Section 1 of Annex A, hereto.



E.
The Discoverer Software Program shall be used exclusively for the internal business operations and purposes of the GS/OAS.



F.
Each Director of each licensed Department or Unit must promptly Inform the Director of the Department of Management Analysis, Planning and Support Services (“DMAPSS”), in writing, of the name and computer location of that Department’s or Unit’s “Named User Plus”.  



G.
When a licensed Department’s or Unit’s “Named User Plus” is replaced or no longer is its “Named User Plus”, the Director of that Department or Unit must immediately inform the Director of DMAPSS of that fact along with the name and computer location of its new “Named User Plus”, if any.  



H.
The Director of DMAPSS must maintain a current list of each Department’s and Unit’s “Named User Plus.” 



I.
Upon receipt of the notification required by Paragraph1.F or 1.G, above, the DMAPSS will install the Discoverer Software Program in the personal computer (“PC”) assigned to the Department’s or Unit’s “Named User Plus”.



J.
When a “Named User Plus” ceases to work for a licensed GS/OAS Department or Unit or is replaced by another “Named User Plus”, or is removed from his/her duties as its “Named User Plus”, effective immediately, he/she is no longer authorized to use the Discoverer Software Program under the Department or Unit’s license.  At the same time, the Department or Unit Director shall notify the Director of DMAPSS, in writing, with a courtesy copy to the former “Named User Plus” that the individual is no longer the Department’s or Unit’s “Named User Plus”.  



K.
Any unauthorized staff member who uses the Discoverer Software Program at any time and any “Named User Plus” who uses the Program for purposes other than the internal business operations of the licensed Department or Unit or who uses the Program in a manner that violates these rules, is subject to disciplinary action under the GS/OAS Staff Rules.  Any unauthorized intern or independent contractor who uses the Program is subject to contract termination.  Any Director of a Department or Unit and any other staff member in a position of authority who allows and/or condones the unauthorized use of the Program is subject to disciplinary action under the GS/OAS Staff Rules.



L.
When DMAPSS receives notice from a Department or Unit Director that an individual is no longer that Department’s or Unit’s “Named User Plus”, a DMAPSS representative, following the procedures set out in Annex A, hereto, will uninstall the Discoverer Software Program from the PC of the former “Named User Plus”, regardless of whether that individual continues to operate that PC or has moved to another post within the General Secretariat or has separated from service.  



M.
In the event that, upon moving to another post within the General Secretariat, an individual who was formally a “Named User Plus” for another Department or Unit, is assigned as the “Named User Plus” in his or her new Department or Unit, his/her new Director must follow the notification procedures in Paragraph 1.D or 1.E, above, as applicable, and a DMAPSS representative will install the Discoverer Software Program pursuant to section 1.e of Annex A, hereto.


N.
All licensed Departments or Units must renew their Discoverer Software Program licenses within forty-five (45) days prior to the expiration of their one year license.  To obtain this renewal, each must follow the procedures set forth in Annex A, hereto.



O.
In the event a licensed GS/OAS Department or Unit does not renew its Discoverer Software Program license, DMAPSS will uninstall the Discoverer Software Program and terminate the “Named User Plus” access effective upon the expiration date of the license. 

2.
DMAPSS shall, from time to time, monitor the use of the Discoverer Software Program.  
3.
These Rules shall enter into force upon the date that this Administrative Memorandum is signed.

James R. Harding

        Assistant Secretary for Management

August  6, 2004

Original:  English

ANNEX A

PROCEDURES FOR THE PURCHASE OF ORACLE DISCOVERER SOFTWARE DESKTOP EDITION LICENSES, AND PROCEDURES 

FOR HANDLING REQUESTS FOR RENEWAL, TRANSFER AND CANCELLATION OF SUCH LICENSES
1. Procedure for the Purchase of a Oracle Discoverer Desktop Edition Software License

a. Directors of Units and Departments (hereinafter referred to as “Areas”) of the General Secretariat of the Organization of American States (“GS/OAS”), shall request the purchase of their license for the Oracle Discoverer Desktop Edition (hereinafter referred to as the “Discoverer Software Program”), and support services for such license, from the Department of Management Analysis, Planning and Support Services (“DMAPSS”).  Each such request shall be made through a ticket generated from the Customer Service program use for the GS/OAS’ Enterprise System program (hereinafter referred to as the “OASES”).  

b. Purchase of a Discoverer Software Program license entitles the requesting Area to have only one individual (hereinafter referred to as the “Named User Plus”) with the right to use the Discoverer Software Program and to install that Program in the PC unit of the “Named User Plus”.

c.
Upon receipt of the Area’s Customer Service ticket, a DMAPPS Administrative Officer will send a written reply to the requesting Area that will include a current Oracle Discoverer Software Program price quotation and the DMAPSS Revolving Fund account number where the Area’s funds must be transferred once its purchase order is approved. 
d.
After receiving the price quotation information, the requesting Area must create a requisition which must include the Area’s account number and the name of the Area’s “Named User Plus”, and it must also indicate that “MAPSS” is the supplier.  In addition:

(1)
The Director of the requesting Area must designate the Area’s “Named User Plus” in accordance with Paragraph 1.F of Administrative Memorandum No. 108; and,

(2)
The Director of the requesting Area must immediately notify in writing to the Director of DMAPPS the name of any replacement of the “Named User Plus” in accordance with Paragraph 1.G of Administrative Memorandum No.108.    

e.
The requesting Area should verify whether its requisition has been converted into an approved purchase order by the Department of Procurement Management Services (“DPMS”) and do the receiving.  This verification must be done through OASES.  
f.
After the purchase order is approved and received, the requesting Area must transfer the funds to pay for the license to the account number specified by DMAPSS, as stated in paragraph 1.c, above.  Once the funds have been transferred to DMAPSS account, the DMAPSS Administrative Officer will proceed to order the Discoverer Software Program
g.
Upon receive of the Discoverer Software Program, the DMAPSS Administrative Officer will reassign the ticket to the Application Database Administration and Security Services (“ADASS”) team requesting the creation of a new account for the Area’s “Name User Plus”.  The ADASS representative will create the database user account setup the security, and access privileges for the “Named User Plus”.
h.
Once the database user account for the Area’s “Name User Plus” has been setup, ADASS representative will reassign the same ticket referred to in paragraph 3.g above, to the OASES Customer Service Help Desk for installation of the Discoverer Software Program in the computer of the Area’s “Named User Plus,” by a Management Analysis Training and Support Team (“MATS”) Customer Service representative. 

2. Procedure for Renewal of a Discoverer Software Program License 

When it is time to renew an Area’s Discoverer Software Program license, a DMAPSS Administrative Officer will send the Area a written notification containing the license renewal price and the date by which the Area’s license must be renewed.  Upon receipt of such information, but no later than forty-five (45) days prior to  expiration of the license, any Area interested in renewing its license must, in order to renew its license, follow steps 1.c through 1.f, above.  

3. Procedure for the Transfer of the Discoverer Software Program to another PC Within the Same Department or Unit

a. If the Director of an Area wants the Area’s Discoverer Software Program transferred from one PC unit to another, he/she must submit a transfer request through use of the OASES Customer Support ticket program.
b. Upon receipt of the ticket, DMAPSS Administrative Officer will contact the requesting Area’s Administrative Officer in order to coordinate the transfer and will reassign the ticket to the ADASS team.

c. If the transfer of the software does not involve changing the Area’s current “Named User Plus,” no changes will be made to the access privileges.  However, if the transfer involves a new “Named User Plus,” an ADASS representative will revoke the privileges assigned to the current “Named User Plus”, and then will create a new database user account and setup the security privileges for the new “Named User Plus”.  Where the requesting Area is replacing its current “Named User Plus” with a new “Named User Plus”, the Director of the requesting Area must notify the name of the new “Named User Plus” to the Director of DMAPSS, in accordance with Paragraph 1.F or 1.G, as applicable, of Administrative Memorandum No. 108. 

d. Once the security and access privileges have been review and/or setup, ADASS will reassign the ticket to OASES Customer Help Desk, then DMAPSS Customer Service representative will proceed to uninstall the Discoverer Software Program from one PC unit and install it in another PC unit, as requested by and in coordination with the requesting Area’s Administrative Officer.

4. Procedure for the Cancellation of a Discoverer Software Program License
a. An Area interested in canceling its Discoverer Software Program license, must request the termination of the service through an OASES Customer Service ticket. 

b. Upon receipt of this request, a DMAPSS Administrative Officer will contact the Area’s Administrative Officer to arrange for execution of the cancellation request.
c. The DMAPSS Administrative Officer will reassign the ticket to the DMAPSS Customer Service representative that will uninstall the Discoverer Software Program from the Area’s “Named User Plus’” computer. DMAPSS customer representative will reassign the ticket to ADASS team that will proceed to revoke the access privileges assigned to its “Named User Plus”.

James R. Harding

Assistant Secretary for Management

Original: English

August 6, 2004
� The Discoverer Software Program is a tool for ad-hoc queries and data analysis interface for business use.  It has been designed for those users and in particular for project managers and administrators who have a need to view, analyze, and reorganize Oracle data.  
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