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Log In Instructions




How To Log In To Oracle Cloud

Step 1: Open your web browser,

. . . . Shelby County Tennessee (IAYZQY-DEV4)
o Click on the UAT environment link @ https://iayzay-

dev4.fa.ocs.oraclecloud.com/ or add in your browser. Shelby County ERP and HCM Sign In
. . . Identity domain @&
* Step 2: Click on ‘Company Single Sign- fa-iayzqy-deva-slu2)
On’ bUttOI’]. User Name

‘ User name or email

o You will be redirected to your company’s Single Sign-

On (SSO) page. Password
. . . ‘ Password
* Step 3: Enter your organization email Forgot Password?

address.

o Enter your network password (the same password
you use for Outlook). Or sign in with

o Click ‘Sign In’.

‘ & Shelby County She... ‘ ‘ Shelby County Gov...

* Step 4: Once verified, you’ll be et el siening
redirected to the Oracle ERP Cloud home ® rEraish -

page.



https://iayzqy-dev4.fa.ocs.oraclecloud.com/
https://iayzqy-dev4.fa.ocs.oraclecloud.com/
https://iayzqy-dev4.fa.ocs.oraclecloud.com/

How To Log In To Oracle Cloud

* Step 5: After logging in, you will see the e PR
Oracle ERP Cloud dashboard. € 04 R0

Welcome, John Test ()

e Step 6: Click on the ‘You have a new home
page!’ link to view the home screen. T A

You can continue to aceess this page by selecting the My
U,

home F@ge_' Dashboard item in the navigation mer

Er € C O & iayzqy-dev4.fa.ocs.oraclecloud.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=u3fzok4jj_10&fnd=%3B%3B%3B% ks .‘]_’. @ é"_‘l
YEQY dl}

 Mock4 - SIT 3 (ERP & HCM)

Good evening, John Test
Me My Client Groups Benefits Administration Procurement My Enterprise

e Step 7: Click onicons or tiles
to open specific applications.

X

QUICK ACTIONS

O * 5
(ﬁ Hire an Employee

/4 i ®

r‘i‘\ Add a Contingent Worker

Person Workforce Learning
Management Scheduling

&% Adda Pending Worker
2 Add a Nonworker

B e T Payroll Activity Payroll
i 4 Center




Oracle Cloud Landing Page

» Step 8: Click on Navigator or three horizontal lines on the top left of the screen.

» Step 9: Select the specific process area or application to open and confirm your access for a specific
area. _ .

[ O (5 iayzqy-dev4.fa.ocs.oraclecloud.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=u3fzokd4jj_108fnd=%3B%3B%3B%2" 17 L @). 5:1 =
vZqy I

. Mock4-SIT3 (ERP & HCM)

Bell Icon

Navigator Good evening, John Test

Me My Client Groups Benefits Administration Procurement My Enterprise Toc »
QUICK ACTIONS

O * .
[¥ Hire an Employee

7 i ®
Person Workforce Learning
Management Scheduling

rj* Add a Contingent Worker
O *
[¥] Add aPending Worker

O *
Y] Add aNonworker

_|_

Payroll Activity Payroll

Qs -
V)Y’ Pending Workers
¥ L elefiit Center
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Using Oracle Guided Learning (OGL)

* After logging into the application, you will see the
OGL icon on the right side of the page

* This widget contains embedded instructions for all
processes. 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.

* Note: guided learning must begin on the home
screen.



Oracle Guided Learning

Q @ hire

Guides available on the current page

Hire an Employee - Redwood

Launch Guide

Using Oracl
S I n g ra c e Edit a Pending Worker-R

e Step Guide
G u I e Make a Task Not Applica

Video

Learning (OGL)

Review New Candidate Applications - ... =+

At the bottom of the step guide, use buttons to print
steps or email a copy. Click Exit when you are finished.

Print Invisible Steps “
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+* Welcome & Introductions
** Review Today’s Agenda

«* Overview: Accounts Payable
“» What it is, why it is important

*0

>

“* Process & Subprocesses

°,

D)

* Navigation
“* Terms & Terminology

L)

¢ Navigating from Home Page
¢ Using Oracle Guided Learning (OGL)

** Oracle
% Scanned Invoice Processing ** Quick Payment Processing
“* Invoice Adjust / Cancel / Delete ** Void Accounted Payments
“» AP Reports & Inquiries “» Stop & Reissue Payments
«» Batch Payment Processing XX
Technology, Processes & People Knowledge Check
¢ Closing
“* Summary
L Q&A

+* Evaluation
+* Next Steps

* Adjourn



Presenter Notes
Presentation Notes
Introduce yourself and the Functional Leads who will be assisting with today’s training

Three key parts of this implementation:  Technology, Processes & People
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T
Ground Rules SO N S

9 §1 = 5
: nu;,,: ] n’ﬂ\ﬂ:"’n ,,w,”,, ~ ]'SAe‘sllw

: Q 5\ - e
. | mch
e $ / ‘

Identify how we will work
well together today.


Presenter Notes
Presentation Notes
Ground Rules/Rules of Engagement during today’s session are designed to help attendees actively participate.  Examples are shown on next slide.  We will allow ample time for Q&A, but encourage attendees to ask questions along the way too.

Housekeeping:  Identify where the restrooms are located and in case of emergency which exists to use.


= Be Present/Participate
= One conversation at a time
= Stay on topic (Parking Lot)

= Cell Phones on Silent

Ground Rules

= No Texting Please
= Back from Breaks on Time

= Have FUN!
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B Process Flow

Pavables Invoicing To Be Process

ACCOUNT PAYABLES SPECIALIST

B
- =1

Manual. Fromcats

- Manual Involcas(™ O Matcihad

A Exponsan)

Create Accounting |+

Supplier Sends
= the Inveice/Credit
Memo

Scannad
Invoice?

Yes

Impert
Fayablea
Invoices

k. 2

Enter the

Froject. Manual
and Expansa)

Invoica (PO match.,

Enter Expense
= Account in case of L
Manual Invoice

Invoice Validation
and Hold -
Management

Initiate Approvals

Exceptions 7

Incomple!e invoices
appear in the Scanned

imformation
tile

F 3

AP APPROVER

Approve

Paymant File First go to FIS sarver
then FAS will send it to Regions Bank

1~

Approvel

¥

Invoice Approval

Raject?

Reject
-

Rejection Motified
to the User

FProcesas

\

=t NMon Po Match Invoice- Cost Center Manager
For Project Invoices- Project Manager

- PO Matched Invoices- AutoApprove

PAYMENTS

Senerate Payment |-

FI1S- ACH/HK .

Payment
rMethod

Senerate EFTYS
ACH Extract

File

——Local Check—|

Generate Positive
Pay File

¥

Transmit to
Reglons Banks
Payment system

Disburse Payment

-

Notify Accounts
Payabla -
Supervisor

Woid Paymeant

3
Was

Exceptions?




Oracle Guided Learning

Qe

Invoice

Guides available on the current page

Create Manual Invoice and Add Invoi...
Manage Contract Invoices
Review and Edit Payables Invoices
Create Matched Invoice

Create Invoice in Spreadsheet

Show More...

Guides that start on a different page

/
~—Invoices Work Area Overvie

ase

e

ase

Invoices @

Work Bench

Scanned Recent 24 Hours Holds 7 Days Approval Prepaid
0 O 3 0 Incomplete ) 0 Validation
e 0 Complete ;
0-7 814 15+ 0 Purchasing
0 Total 0 Other
v v b v
View w i = Detach

Invoice Number

Amount Supplier

InfoTile

Supplier Site

Validation Status

Invoice Date

Task List

==

Creation Dz

Invoices
« Create Invoice

« Create Invoice from Spreadsheet

« Create Recurring Invoices

« Manage Invoices

« Apply Missing Conversion Rates

« Validate Invoices

« Initiate Approval Workflow

« Import Invoices

« Correct Import Errors

« Import Payment Requests

« Run Payables Exceptions Listing
Accounting

« Create Accounting

« Create Adjustment Journal

« Review Journal Entries

« Payables to Ledger Reconciliation

@

Assets
« Create Mass Additions

Payables Periods
« Manage Accounting Periods




Scanned Invoice Processing

Oracle Guided Learning

Q @ Invoice
Guides available on the current page
~ ] -
Create Manual Invoice and Add Invoi... --- 4 \ Scanned Invoices:
Scanned R
Manage Contract Invoices Displays the number of invoices that have
€ 0 0 3 been recorded in the application through
—_ scanning and are incomplete.
Review and Edit Payables Invoices e 0-7 8-14 15+ i ) ]
The invoices are categorized by the amount
of days they have been available.
Create Matched Invoice i i
Create Invoice in Spreadsheet Close “
Show More... View w - Er e
Guides that start on a different page Invoice Number Amount Supplier
@ork Area Ov@ No data to display.



Presenter Notes
Presentation Notes
Identify the Process & Subprocesses you will be training attendees on today.


.

I Invoice Adjust / Cancel / Delete

Oracle Guided Learning

‘ E ‘ Validated ‘Invoice Actions v‘ ‘ Save H Save and Close H Can

Manage Installments

Q 9 I 3 Calculate Tax Cirl+AltX
nvoice .
 Invoice Header  show hiore Check Funds
Guides available on the current page Identifying PO SCPO20253 Number Test123 Validate Ctri+AltsY
Business Unit 3helby County Business Unit * amout  USD.-US Dolar 10000 Request Override
- Supplier TEST SUPPLIER_01
Create Manual Invoice and Add Inv...  ++- Type Standard Aoply or Unapply Prepayments
Supplier Number 10001 Description Manage Holds
Supplier Site  TEST SITE 01
HppIer e - 4 Approval 4
Manage Contract Invoices ee Legal Entity Shelby County Government

View Approval and Notification History
Invoice Group

ancel Invoice
Review and Edit Payables Invoices sos i Lines Q) Delee nvokce
iew v = X _,:- E u Detach ‘ Allocate ‘ v H Cancel Line H Qish'ihutions.‘ Payin Ful
Crea te Ma tCh'E d In\fﬂi C Launch Guide isirbution |~ Budgetary Control ~ Reference ~ Tax  Purchase Order =~ Asset  Project Postto Ledger
. Accountin Draft
q Purchase Order Asset Project
Step Guide e

Create Invoice in Sprez
Video



Presenter Notes
Presentation Notes
Identify the Process & Subprocesses you will be training attendees on today.


B Search Results Feature Icons

** Supplier or Party ‘ Q ‘
Search
Atons w Vieww |7 / B o F & Detachl ‘ Validate ‘ ‘ Pay in Full | ‘ Approval | ¥ ‘ ‘ Post | v ‘
Invoice Number ‘ Invoice Date  Creation Date/ Supplier or Party Supplier Site Unpaid Amount Invoice Amount Applied Prepayments Invoice Type

7 4 B o [F la petach

2

1 — Export to Excel

2 — Edit

3 — Attachments

4 — Query by Example

5 — Detach opens the results only for better visibility of the records displayed.



B AP Reports & Inquiries

Reports and Analytics Tab:

The analytics tab provides the user direct access
to the reporting folders she/he has access too.

== Create ‘ v |i| @

P | | My Folders

b [ Shared Reports and Anal@

Depending upon security, the user can also start
the process of creating a new report or analysis.

<
v @
E=

G

is Invoice Date Creation Date Assignee

+Create‘v N ® % =

» [ | My Folders

4 [ Shared Reports and Analytics

|

RPT_SC_AP_004_AP Voided Checks_01
RPT_SC_PO_001_Purchase Order Life C
RPT_SC_PO_002_EQOC Master Supplier!
RPT_SC_PO_003_Requisition Life Cycle
RPT_SC_PPM_012_Grant Details Report
Payables Invoice Aging Report

Fayables Invoice Register

Payables Matching Hold Detail Report
Payables Open Items Revaluation Report
Posted Invoice Register

Fosted Payment Register

Payables Period Close Exceptions Report

Payables Trial Balance Report

Payables Unaccounted Transactions and

4 G >



Presenter Notes
Presentation Notes
Identify the Process & Subprocesses you will be training attendees on today.


Oracle Guided Learning

Q @ Payment

Generate Check Payments
Reissue a Payment

Void a Payment

@Pwment Proc@ e

Launch Guide

Add Personal Payment
Step Guide

Manage Personal Payn
Video

Batch Payment Processing

Select Submit Payment

Payments

Process Request.
q . @yment PFDCESS@

» Manage Payment Process Requests
Close + Manage Payment Process Request Templates
+ Create Payment
+ Manage FPayments
» Create Electronic Payment Files
|§| s Create Printed Payment Files
+ Manage FPayment Files
Act M » Apply Missing Conversion Rates
» Create Positive Pay File
mplete information rec () + Send Separate Remittance Advice
+ Create Regulatory Reporting
+ Payment File Accompanying Letter

Retrieve Disbursement Acknowledgments



Presenter Notes
Presentation Notes
Identify the Process & Subprocesses you will be training attendees on today.


Quick Payment Processing

Create Payment @

m == m g
Payment Details Advanced Additional Information
* Business Unit ‘ Shelby County Business Unit ‘ v | * Disbursement Bank Account ‘ - |
* Supplier or Party ‘ Q ‘ Payment Currency
* 1 Payment Method v
Supplier Site ‘ ‘ v |
Address Payment Process Profile v
* Payment Date ‘ 1211125 fe ‘ Remit-to Account .

Remit-to Bank Name

* Type ‘ Quick V‘
— Remit-to Branch Name

Description
4 Payment Document v
Paper Document Number
Attachments None ==
Invaices to Pay
View v §E i Detach @
Invoice Payment
Number Type Due Date Unpaid Amount Interest Total

No invoices selected.

0.00 0.00 0.00 0.00


Presenter Notes
Presentation Notes
Identify the Process & Subprocesses you will be training attendees on today.


Void Payments

Oracle Guided Learning > S h
edrc

Q @ Void Payment

Manage Payments @

) ) Creat
Guides available on the current page reate
Void
Void a Payment
Escheatment
Launch Guide iti
Make EFT payments P Initiate Stop
Step Guide Print Remittance
Calculate Costing of Pay Post to Ledger
Video
Account in Draft
b Claoels Do sea sk .
View Accounting
Attachments

men
Lme

llan

Select Void.

Close

Negotiable
Voided
Voided
Voided

Voided

tach

Rec

Mo

Mo

Mo

Mo

Mo

Mo

Mo



Presenter Notes
Presentation Notes
Identify the Process & Subprocesses you will be training attendees on today.


.

B Stop & Reissue Payments

‘Actiﬂns v ‘ ‘ ‘ Done ‘

Void

200.00

Print Remittance

USD

0.00 FPost to Ledger

UsD Account in Draft
it

View Accounting

=nt

Oracle Guided Learning

Q @ Reissue

Guides available on the current page

Relssue  Payment

Resend a Job Offer to a Candidate - R...

LR

LR



Presenter Notes
Presentation Notes
Identify the Process & Subprocesses you will be training attendees on today.


B Additional Common Icons

1 —0On the previous slide we showed where you can hide the help icon but if it is turned
on, it will display in various places and will allow you to select the question mark icon,
taking you directly to that Oracle help topic

2 —The plus icon is displayed if creating a new record is an option

X + ©

3 3 — The multiplication icon is displayed if deleting a record is an option
4 & 4 — Displayed search for specific records
5 > 5 — Expand the Oracle section

6 A 6 — Collapse the Oracle section that was expanded



Discuss OGL Guides

Terms/Terminology/Acronyms




Summary & Closing




Question & Answer Time




= After leaving this session, what will you do:
= First
= Next
= Next

= Next...




]
**What’s Next?

**Homework
“**Review Notes & OGL Guides

**Huddle/Debrief with your Team

ORACLE’
CLOUD

**Practice Logging In
“*Support: OneConnect.help@shelbycountytn.gov

***Complete Session Eval

Technology, Processes & People

“*Adjourn
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