
Log In Instructions



How To Log In To Oracle Cloud

• Step 1: Open your web browser, 
o Click on the Dev environment link   https://iayzqy-

dev4.fa.ocs.oraclecloud.com/ or add in your browser.

• Step 2: Enter your organization email address.
o Enter your network password (the same password you 

use for Outlook).
o Click ‘Sign In’.

• Step 3: Once verified, you’ll be redirected to the 
Oracle ERP Cloud home 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 4: After logging in, you will see the 

Oracle ERP Cloud dashboard.

• Step 5: Click on the ‘You have a new home 
page!’ link to view the home screen.

• Step 6: Click on icons or tiles 
to open specific applications.



Oracle Cloud Landing Page

• Step 7: Click on Hamburger sign or three horizontal lines on the top left of the screen.

• Step 8: Select the specific process area or application to open and confirm your access for a specific 
area.

Bell Icon

Navigator Fav
Watchlist

Home

Slider



Ground Rules

Record Responses 
on Flipchart

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

 On conversation at a time

 Stay on topic (Parking Lot)

 Cell Phones on Silent

 No Texting Please

 Back from Breaks on Time

 Have FUN!

Ground Rules



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.



Using Oracle 
Guided 
Learning (OGL)

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

 Review Today’s Agenda

 Overview:  Procurement

 What it is, why it is important

 Process & Subprocesses

 Navigation

 Terms & Terminology

 Navigating from Home Page

 Using Oracle Guided Learning (OGL)

 Oracle 

Requisitions:

 Amazon Punchout Requisition

 Non-Catalog Sole Source purchase request (Single Source, Emergency Etc)

 Request Forms (Emergency, Encumbrance and State & Cooperative Contracts)

 Requisition Approvals

 View/Copy/Edit Requisitions

 Create Receipt

 Closing

 Summary

 Q & A 

 Evaluation

 Next Steps

 Adjourn

Technology, Processes & People

Create Receipt

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



Overview:  Procurement



Procurement Requisition Overview



Requisition Types
 Punchout Catalog Requisition: Requisition is created by accessing Amazon’s external supplier 

website through Oracle Instance. Users select items directly on Amazon, and the selected items are 
returned to Oracle as a requisition with Amazon-maintained item details and pricing.

 Non-Catalog Requisition: Used to request goods or services that are not available in the catalog. 
This option allows users to manually enter item or service details for purchases billed by quantity or 
amount.

 Request Form Requisition: Created using predefined request forms designed by catalog 
administrators to standardize non-catalog requests. 

 The Smart Forms available are:
 Emergency Request Form
 Encumbrance Request Form
 State or Cooperative Contract



Amazon Punchout Requisition

Select Punchout 
Catalog



Process Flow of Non-Catalog Requisition



Non-Catalog Requisition



Request Forms Requisition

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



Emergency Request Form

Enter all required fields, select 
the appropriate category for the 

item & Add to Cart

Select the Lines and Submit the 
Requisition for Approval

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



Encumbrance Request Form

Enter all required fields, select 
the appropriate category for the 

item & Add to Cart

Select the Lines and Submit the 
Requisition for Approval

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



State or Coorperative Contract

Enter all required fields, select 
the appropriate category for the 

item & Add to Cart

Select the Lines and Submit the 
Requisition for Approval

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



Manage Requisition

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



Manage Requisition



Duplicate Requisition



Receipts



Discuss OGL Guides
Terms/Terminology/Acronyms



Summary & Closing



Question & Answer Time



 After leaving this session, what will you do:

 First

 Next

 Next

 Next…

Next Steps



What’s Next?

Homework
Review Notes & OGL Guides
Huddle/Debrief with your Team
Practice Logging In

Support:  OneConnect.help@shelbycountytn.gov

Complete Session Eval

AdjournTechnology, Processes & People



Thank You 
for your active 
participation 

in today’s session!



Oracle OneConnect 


	Log In Instructions
	How To Log In To Oracle Cloud
	How To Log In To Oracle Cloud
	Oracle Cloud Landing Page
	Ground Rules
	Ground Rules
	Using Oracle Guided Learning (OGL)
	Using Oracle Guided Learning (OGL)
	Module:  �ERP (Procurement)
	Slide Number 11
	Overview:  Procurement
	Procurement Requisition Overview
	Requisition Types
	Amazon Punchout Requisition
	Process Flow of Non-Catalog Requisition
	Non-Catalog Requisition
	Request Forms Requisition
	Emergency Request Form
	Encumbrance Request Form
	State or Coorperative Contract
	Manage Requisition
	Manage Requisition
	Duplicate Requisition
	Receipts
	Discuss OGL Guides
	Summary & Closing
	Question & Answer Time
	Next Steps
	Slide Number 30
	Thank You �for your active participation �in today’s session!
	Oracle OneConnect �

