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Log In Instructions




How To Log In To Oracle Cloud

>,

Step 1: Open your web browser, 2

Shelby County Tennessee (IAYZQY-DEV4)

o Click on the Dev 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: Enter your organization email address. o teycpy. e a2}

o Enter your network password (the same password you User Name
use for OUt|OOk)' ‘ User name or email ‘
o Click ‘Sign In’.
Password
* Step 3: Once verified, you’ll be redirected to the | Password |

Forgot Password?

Or sign in with

Oracle ERP Cloud home page.

‘ ﬁi Shelby County She... ‘ ‘ =4 Shelby County Gov...

Need help signing in?

D English v



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

o« C 08 iayzqy-devd.fa.ocs.oracledoud.com/fscmUI /faces/AtkHomePageWelcome? adf.ctrl-state=u3fzokdjj_6& adfno-new w 2 ©. 9 =
* Step 5: After logging in, you will see the st STIE
Oracle ERP Cloud dashboard. {

Welcome, John Test ()

* Step 6: Click on the ‘You have a new
home page!’ link to view the home

screen. ‘ YOUhaVﬂ Open it ith the home icon or the company logo.
You can continue to access this page by selecting the My
home F@ge_l Dashboard item in the navigation menu.

d « C (ONNa! iayzqy-dev4 fa.ocs.oraclecloud.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=u3fzok4jj_10&fnd=%3B%3B%3B%3" ¥¥ Y @ 5 =

- Mock 4 - SIT 3 (ERP & HCM)

Good evening, John Test

Me My Client Groups Benefits Administration Procurement My Enterprise

, Step 7: Click on icons or tiles to open
et specific applications.

O * ~
™" Add a Contingent Worker

ng Worker

Y Pending Workers



How To Log In To Oracle Cloud

layzqy-devd.fa.ocs.oraclecloud.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state-u3fzo |_10&1na=%3B%3B%3B%: < =
g < G O 8 iayzay-devas lecloud.com/fscmul/faces/Fuse Wi 2 adf cirl-state—u3fzokdjj 10&ind=9%3B%3B%36%31 ¥3 v & A

* Step 8: Click on Hamburger sign or three [ eisea
horizontal lines on the top left of the
screen.

Good evening, John Test

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

Me My Client Groups Benefits Administration Procurement My Enterprise

QUICK ACTIONS APPS

O *

] Adda ngent Worker
o %

V] Add a Pending Worker
i* Add a Nonworker

\v?’,»’ Pending Workers
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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: Expense
“» What it is, why it is important

“* Process & Subprocesses

** Navigation

«» Terms & Terminology

+“* Navigating from Home Page

«* Using Oracle Guided Learning (OGL)

7

“ Oracle

+» Advance payment to an employee

*» Employee submits expense claim

“* Create an Expense Item

“» Approve/Reject Expense Report
TeCh n0|0gy, Processes & People «» Complete Audit for an Expense Report
*» Warn user and complete audit

“» Process Expense Report Reimbursement

*» Process Corporate Card Transactions

7

% Closing
“* Summary
¢ 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

- ==
Employee Submits Manager Expense Auditor . Ewﬂﬂﬂﬂ] g E
Cash Advance ] Approves Cash — Approves Cash \d For -—p-E.—j-E%r
Request Advance Advance P E 3
gl |5
o
'3
:
ul
E:q:amﬁnjia@u“ani&di A
Cash Advances
l Y
: Expense Auditor Employee is
: Expense Auditor Paid the Cash
Employee Submits , Manager Approves »| Audits Expense — _F'.msﬂ'hae Advance
Expense Report Expense Report Rambursement
Sapor Process



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


.

B Authorization

Authorizations
i, l Actions v l ‘ Request Authorization See All
ﬁ:‘l SCTRAV000022502010 - Copy of Travel 1 item 300.00 USD
B AK, United States 12/3/25
- Pending manager approval
SCTRAV000022468180 - Travel 1 item 300.00 USD
AK, United States 11/28/25
—0 Approval complete Applied to 1 report
SCTRAV000022468173 - Travel 1 item 250.00 USD
AK, United States 11/28/25

Approval complete

SCTRAV000022468165 - Travel 1item 500.00 USD

100 Mile House, BC, Canada 11/28/25
Approval complete

@


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


Advance payment to an employee

Cash Advances

: Select Request Cash Advance.
Actions v t Request Cash Advance )
\

Mo data to display.

Oracle Guided Learning

Q @ Request Cash Advance

Close

Guides available on the current page

@Mﬁ@

Enter Cash Advance details, then

Launch Guide select Submit.
Request for Change Ord
* Advance Amount ‘ Uusp-usnD
Step GUidE‘ Payment Method ‘ SC - Check ZEEE
Execute a Payment Proci * Purpose
Video

Advance Type ‘ Travel ‘

Request a New Position - Redwood Trip Stare Date | midlyy e |

Trip End Date | m/diyy L'T..Q |

Attachment None =§=

Request a New Position - HR specialis... ++-

* Spend_Authorization ‘ ‘ - |



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


Oracle Guided Learning

Q @ Create Expense

Guides available on the current page

@penSE REpDrt {NEW ItemS} “ae

Launch Guide
Create an Expense Repo

Step Guide

ltemize an Expense ltem
Video

Audit Expense Reports

Employee submits expense claim

Travel and Expenses

Expense Reports

Not Submitted

+ SCEXP000021725574
Select + Create Report. test?

Create Report Updated 30 days ago

Close
I e O USD 1 item
Available Expense ltems (2)
[] Date w Type Amount Merchant

Cash and Credit Card Expense ltems (2)

© Iltemization out of balance

1 1173725 Lodging v 320.00 USD

1 itemization

345.00 usD



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


B Create an Expense Item

Travel and Expenses

reate Expense Item @

Reimbursable Amount 0.00 USD

* Date | 12/412025 ry |

Expense Reports

* Template | Travel Expenses - Training Relate V| Attachments

T
* Type ’Air Travel vl Drag files here or click to add
‘ attachment

* Amount | USD ~ H |

Ready for Payment
SCEXP0O00022468186
[ Receipt missing
Travel
* Authorization None «fe
Create Report Updated g days ago Flight Type | V| * Passenger Name ‘
* Flight Class | v|

1 item 300.00 usp

* Ticket Number | |

* Departure City | |

Available Expense Items * Ariva City | |
e — S

(F comeren D



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


.

I Approve/Reject Expense Report

Oracle Guided Learning X Appl‘OV&lS

Q @ Approve or Reject Expense Repo €

Guides available on the current page %
No data to display.
@:rove or Reject Expense Repu@ [?_?ﬁf]
Receipt Attachment Afte Launch Guide f%
Step Guide
Approve or Reject Suppl

Video



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


Warn user and complete audit

Audit Expense Report: SCEXP000022502095 @ [ complete Audt | Actions ¥ |[ save | ¥ |[ cancel |

Expense Report Summary

Confirm Manager's Approval ‘

Audit Summary
4 Expense Report Reject Expense Report Audit Rules Checked
Request More Information
Person BENTON SIMS, EUGENIA (23656) Expense
Waive Receipts and Complete Audit template,

* Oriai i i Audit Reasons F’_olicy
D Add to audit list Original Receipt Package Check in Date ‘ midlyy Warn User and Gomplete Audit violation,
Receipt
. . — required
Reason Report Filing Number ‘ Print Preview
Audit Rule-Based "
Report Submission Date  12/3/25 Attachments None == Print Preview with Attachments Rl":skl uie-sase High @
Expense Report Date  12/3/25 Status Pending expense auditor approval Last Audited By
Employee_Number 23656 BENTON
Report Total 50.00 USD Last Updated By SIMS,
Purpose Test Travel EUGENIA
4 Expense ltems
I Approvals Status
View ¥ Format » i iw | Detach Wrap  Expense Category | All v | Audit Reasons ‘ v |
Management o
Receipt Verification Policy Verification Merchant Tax ~ Audit Reasons

Automatically Approved

Receipt Verification @
. Expense Auditor

Expense Type Date Reimbursable ATJ;S: Policy Violation | Original Imaged Receint c . Single ins
Receipt Receipt M?ce_lp D Recei| Attachmen Amount (USD) onver;u:;n ingle Ins
Required Required 1ssing ate H

Review Invoices
Train/Subway/ 12/3/25 50.00 | Receipt missing v v v ] = 50.00 1

4 »

Columns Hidden 8 Columns Frozen 3

Hold pending receipts



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


.

B Complete Audit for an Expense Report

Manage Expense Reports @

Oracle Guided Learning

4 Search

o Report Number‘ Equals v H ‘ i Report Submission Date ‘ Equals v

Q @ Audit

*h Report Status ‘ Equals v H Ready for payment V‘ o Expense Auditor‘ Equals
** Business Unit ‘ Equals v H V‘
- - " Select the target Expense Report
Guides available on the current page Person | Equals v | row header. and then select Audit
Expense Report.
- 4 Search Results
Audit Expense Reports vor -
View v Formatv 2 5 & Detach 1]» Assign ‘
N ‘ J
. . - Lau ”Ch GU]dE’ Report Number | Person Business Unit Report Status E::J:nse Report Reporl:(Jt;tS; Purpose Audit Reasons
Use Skills to Define Audi
i SCEXP0000191... | SCHONBAUM,... Shelby County ...  Ready for paym... 6/10/25 100 P_1 Expense templa...
Step Guide
SCEXP0000191... | SCHONBAUM,... Shelby County ...  Ready for paym... 6/10/25 100 P2 Expense templa...
Generate Overdue and N SCEXP0000191... | SCHONBAUM,... Shelby County .. Ready for paym. . 6/10/25 1.00 P_3 Expense templa...
Video
SCEXP0000191... | SCHONBAUM,... Shelby County ...  Ready for paym... 6/10/25 1.00 P_4 Expense templa...
SCEXP0000224... | BENTON SIMS... Shelby County ... Ready for paym... 11/27/25 300.00 Travel Expense templa...

<4 EEEEEEEEEEE———


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


I Process Corporate Card Transactions

< -ixed Assets Expenses Procurement My Enterprise Tools

QUICK ACTIONS

|£;x Manage Expense Reports

Cash Advances Auditing Corporate Cards

|_£$ Process Expense Reimbursements and

Show More



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


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










	Log In Instructions
	How To Log In To Oracle Cloud
	How To Log In To Oracle Cloud
	How To Log In To Oracle Cloud
	Using Oracle Guided Learning (OGL)
	Using Oracle Guided Learning (OGL)
	Module:  �ERP (Financials)�Expense
	Slide Number 9
	Ground Rules
	Ground Rules
	Overview:  Expense
	Process Flow
	Authorization
	Advance payment to an employee
	Employee submits expense claim
	Create an Expense Item
	Approve/Reject Expense Report
	Warn user and complete audit
	Complete Audit for an Expense Report
	Process Corporate Card Transactions
	Discuss OGL Guides
	Summary & Closing
	Question & Answer Time
	Next Steps
	Slide Number 26
	Thank You �for your active participation �in today’s session!
	Oracle OneConnect �

