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END USER TRAINING AGENDA

oSystem Navigation

oUsing Oracle Guided Learning

Terms/Terminology/Acronyms
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NAVIGATING TO BUDGET

oOracle’s Planning and Budgeting Cloud Service is a Cloud based application, meaning it can be accessed from any 

computer with access to the internet. Open an internet browser and navigate to the Test Budget URL:

ohttps://budget-test-shelbycountytn.epm.us-phoenix-1.ocs.oraclecloud.com/HyperionPlanning/

https://budget-test-shelbycountytn.epm.us-phoenix-1.ocs.oraclecloud.com/HyperionPlanning/
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LOGGING IN

oClick the relevant Single Sign-On button for your organization:

The link will route you to a log-in screen where you can use your 
email address and typical email/County password to sign in.
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BUDGET HOME SCREEN

oOnce logged in, you will see the Home Screen

oYour Home Screen displays icons/cards made up of business processes and application tools you can access

oBased on your roles and responsibilities, you may see some or all the icons displayed below
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HOME PAGE NAVIGATION

Navigator 

Menu
Application 

Name Home Icon Navigation 

Flow Button

User Account 

Menu

oNavigator Menu – lists all the 
features a user can access

oApplication Name – displays the 
name of the application the user is 
logged into

oHome Icon – return to home page

oAccount Menu – displays the 
user’s name and contains links to 
Help, Downloads, and Sign Out
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HOME PAGE NAVIGATION

Messages and 

Quick Links Menus/

Task Manager

oMessages and Quick Links – multi-
use area for administrative 
messages and links to recent items 
and favorites

o Icons– Shortcuts that link to 
features in the system. Icons with 
dots underneath them represent 
groups of features under a 
common business process



- CONFIDENTIAL -

HOME PAGE NAVIGATION

oDo not use the forward or backward arrows in your browser to navigate between pages within Budget 

oTo Navigate to the Home Screen at any time, select the Home Icon next to your username in the upper right 
corner of the webpage
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WEB FORM NAVIGATION

oWeb forms can be accessed from the Icons on the home screen

oIcons with dots (aka Clusters in OGL) – contain a group of features under a common business process

oIcons below – contain one or more forms, or other artifacts 
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SIMPLE FORM

oWhen users select an Icon containing a Simple Form, the form displays across the screen

oOn all Forms: 

o Title is displayed in the top left 

o Point of View is displayed across the top 



- CONFIDENTIAL -

TABULAR FORMS

oForms can be arranged into a multi-form 
display called a Tabular Form 

oTabular Forms can have either Vertical, 
Horizontal, or both Vertical and Horizontal Tabs 
to navigate between the forms and dashboards 

oCurrently, Budget only has horizontal tabs Card Containing 
multiple forms

Horizontal Tabs

Vertical Tabs
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EXPAND AND COLLAPSE ROWS AND COLUMNS

oThe > icon/symbol expands columns to view or enter data at a lower level

oThe ^ icon/symbol collapses columns to view or enter data at a higher level
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FORMS – POINT OF VIEW MEMBER SELECTIONS

oUsers make selection(s) for members in blue font by clicking on the hyperlink in the point of view

oOnly members with blue font may be changed 

oIn this example, the Organization can be selected

oWhen a user variable is used in the point of view, the selection for the user variable can be changed

o Var_Org is a user variable that can be updated in this example
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MEMBER SELECTOR

oIn the member selector, drill down the 
member hierarchy

oEnsure the selected member has a blue 
check mark

oClick OK

oThe form will automatically refresh and filter 
data to the updated selection
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MEMBER SELECTOR - SEARCH

oThe user can also search for a member 
in the Member Selector.

oA partial string of the member 
(number) or member alias can be used 
to see both number and name

oOnce the search results are returned, 
click on the member you want

oEnsure the check mark turns blue, 
then click the OK button

oThe form will automatically refresh 
and filter data to the updated selection
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VIEW ALIAS IN SELECTOR

oOn any reports or dropdown selections where only numbers are showing rather than name, click the gear icon 
to the right, and select "Show Alias“ (shows Account Number and Name)
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ACTION MENU

oForms (aka Spreadsheet) may contain ‘Action Menus’ that can be 
accessed by right clicking on the form

oAction Menus enable users to navigate to other forms or launch 
business rules

oWhere the user right clicks is important for some Action Menus

oWhen right clicking on specific lines those members are relayed to 
the next action

oClick in the white space at the top of the form to exit out
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BREADCRUMBS

oActions that navigate to a new form will 
create a trail of additional horizontal tabs 
at the bottom of the screen

oSelecting the ‘x’ on the current form tab 
will return users to the previous form

oPlease do not use the browser back 
button 
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SAVING TEXT FIELDS

oWhen completing a text field such as a comment, first click Save on the comment box to dismiss/close.

oNext, click Save on the form to submit the information.
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USER PREFERENCES

oUser Preferences allows you to set different 
options that only apply to yourself

oOptions include setting Time Zone, Number 
Formatting, Notifications, etc.

oPlease update your time zone and select 
“Use Administrator’s Settings” for  General, 
Display, and Notification settings
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OTHER NAVIGATION TIPS

oTo search a form, use Ctrl + F or the magnifying glass icon to the left of Actions:

oTo search Smart Lists within a form, click on a cell within the form that utilizes Smart Lists. This can be noticed 
upon clicking an editable cell, when a dropdown menu will appear below the cell with preset options to choose 
from. To search within the Smart List assigned to this particular cell, begin typing the name of the member you 
would like to enter. If the member exists within the Smart List, the options will filter as you type until either the 
member itself comes up or the selection list becomes empty.
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NAVIGATING DASHBOARDS

oTo navigate a dashboard (a screen displaying multiple forms at once), keep in mind that the dashboard is 
intended to provide you information in one screen that works together. To maximize a particular form within the 
dashboard, hover in the top right corner of that section until three dots appear. Click the dots, then click 
Maximize.

oTo return to the dashboard showing all forms, hover again in the top right corner, click the three dots that 
appear, then click Restore.
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ADDING ATTACHMENTS

oTo upload attachments directly to a particular cell, right click and select Comments, then click the paperclip icon 
in the pop-up window that appears. After selecting a file, click Post.

oTo delete an attachment after you have uploaded it, click the X that appears to the right of your username.
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NOTE ON SECURITY

oApplication security has been granted based on Section/Department/Division. If you do not have access to all 
sections needed, please contact your Budget analyst and/or IT Support
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USING ORACLE GUIDED LEARNING

oAfter logging in to the application, you will see the following icon on the right side of the page:

oThis widget contains embedded instructions for all budgeting processes. It can be moved anywhere on the 
screen. Click the "i" to view available guides. Use the Search field to search for a specific guide, or navigate 
through the list. Click directly on a guide name to launch step by step directions.
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USING ORACLE GUIDED LEARNING

oAlternatively, click the three dots to the right of any guide name to see more format options.

oClick Step Guide to see all steps in one place. You may toggle on or off screenshots, or open the guide in a 
new window.
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USING ORACLE GUIDED LEARNING

oAt the bottom of the guide, use buttons to print steps or email a copy. Click Exit when you are finished.
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WHICH SYSTEMS SHOULD I BE USING?

oOracle EPM Budget is the system for creating your FY26 budget and is forward-looking to the next fiscal year.

oCurrent year budget amendments should still be completed in TeamBudget for the remainder of FY25.



THANK YOU
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