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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

d Ste p 4: Afte r IOggi n g i n ) yo u Wi I I See th e lj m:‘-m"zwmm O B iagy-cevfaocsoradedoudoomscmUfacesfAtcomePageWecome?adl s 3fokd]. 6 adfronen 7 L@ h =
Oracle ERP Cloud dashboard. € 04 R0

Welcome, John Test ()

e Step 5: 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 [@ge_' Dashboard item in the navigation mer

|:|' &~ c O E} 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

QUICK ACTIONS

* Step 6: Click on icons or tiles
(97 Hire n Ermpicyee = ® to open specific applications.

: {1

E 3‘\ Add a Contingent Worker .
T - 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

e 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- O <« C C 4 iayzqy-dev4 fa.ocs.oraclecloud.com/fscmUl/faces/FuseWelcome?_adf.ctrl-state=u3fzok4jj_10&fnd=%3B%3B%3B%3 %3 & @ A

. Mock4-SIT3 (ERP & HCM)

Bell Icon

Navigator Good evening, John Test

My Client Groups Benefits Administration Procurement My Enterprise Toc 3y
QUICK ACTIONS

0O * .
[¥] Hire an Employee

7 = ©
Person Workforce Learning
Management Scheduling

ri"\* Add a Contingent Worker
(o} 1 .
(¥) Add aPending Worker

[i\* Add a Nonworker

_|_

Qe " e Payroll Activity Payroll
V) Pending Workers y! i
&7 T Center
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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
= On 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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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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Module: TRAINING

DEPARTMENT USER

ERP (Procurement)

December 2025




< Welcome & Introductions

«» Review Today’s Agenda

o Overview: Procurement

®,

< Whatitis, why it is important

“» Process & Subprocesses

< Navigation

R

% Terms & Terminology

°,

% Navigating from Home Page

°,

°,

% Using Oracle Guided Learning (OGL)

o

% Oracle

Requisitions:
<* Amazon Punchout Requisition
“» Non-Catalog Sole Source purchase request (Single Source, Emergency Etc)
TeCh no I Ogy, P rocesses & Peo p I e “» Request Forms (Emergency, Encumbrance and State & Cooperative Contracts)
<» Requisition Approvals
«» View/Copy/Edit Requisitions

< Create Receipt
“  Closing
% Summary

<  Q&A

o Evaluation

o 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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B Procurement Requisition Overview

Oracle Guided Learning

Self Service Procurement e+ (B Preferences
Q 9 P rocurem en‘t O\,re I'Vi ew Shelby County Business Unit | COUNTY COUNTY SHERIFF'S OFFICE

Q, Search for items or services

Guides available on the current page

@urment Requisition Overview - ). ++-

My recent requisitions

Ordered  Requisition SCPR202696 Delivered  Requisition SCPR202695 Delivered  Requisition SCPR202694 Delivered | Requisition SCPR202693
Office chair Monitors Office chair Insulation, Interior
Welcome to procu reme Lau HCh Gujde ;L\J_rigﬁase Order SCP0202656 ;’Lll_lrlfase Order SCPO202655 :’l}rip:ase Order SCP0202654 g’qui(n?fase Order SCP0O202653
Buyer Buyer Buyer Buyer
Step Guide JohnV JohnV JohnV JohnV
Add Approvers to ReqL
Video
Shop by category
Create Requisitions and Purchase Or... *** Browse all

SPECIfV a DEfaUIt DEHVEW LOCEtiOn T ‘E Self Service Procurement |E| My Requisitions \:1 Cart



B 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



B Amazon Punchout Requisition

Self Service Procurement e | All~ | Enter keyword o product number EN Hello, John fewns 1,
Shelby County Business Unit | COUNTY COUNTY SHERIFF'S OFFICE B~ Account for Shelby County ... + & Orders ard
Q) S ST Punchout Group: Oracle Punchout
bift Guide  Gift Cards ~ BuyAgain  Today's Deals Subscribe & Save  Top Categories  Business Savings Shop dealson gifts  Lists + Business Prime ~

l You are connected to test environment of your Organization's Purchasing system and Amazon Business. (1)

My recent requisitions

Ordeted Requisition SCPR202696 Delered  Requisition SCPR202695 Deliered - Requisition SCPR202694 Deliered  Requisition SCPR202693
by your organization.
Office chair Monitors Office chair Insulation, Interior Yy 9
1Line 1Line 1Line 1Line ith the purchasing standards of your organization.
Purchase Order SCP0202656 Purchase Order SCP0202655 Purchase Order SCP0202654 Purchase Order SCP0202653
Buyer Buyer Buyer Buyer
JohnV JohnV JohnV JohnV
Share cart items
Price Proceed to checkout
Shop by category Select Punchout 3
Browse sl C ata | 0 acBook Air 15-inch Laptop with M4 chip: Built for Apple Intelligence, $1,149.00
g id Retina Display, 16GB Unified Memory, 256GB SSD Storage, 12MP Ce... List Price: $%-199:00
Savings: $50.00 (4%) A
PUNCHOUT B | requesTFoRMS B a g5 R /5| Download cart to POF
‘ricted Business Price
Dec 16
E Self Service Procurement IE MyRequisitions W/ Cart Download

Y v



B Process Flow of Non-Catalog Requisition

.. Creation of Non-Catalog Requisition

No

a

~"  Funds ™~

Yoo ——<  miabila?
g

Use smart forms to
create Non catalog
request as well

Procurement Requestor

Notified Requestor
about rejection

/ \“R,\
/’Raquisilion'\'“: o

w praved

Procurement Approver



Oracle Guided Learning X
Q @ Create Noncatalog Requisition - €

Guides available on the current page

@ Noncatalog Requisition -@

Launch Guide

Create Requisitions ant

Step Guide

Create a Job Requisitio
Viden

‘ Create Noncatalog Request ‘

E Self Service Procurement IEI My Requisitions

Create Noncatalog Request

Non-Catalog Requisition

Item Description

Required
Item Type . ]
Goods billed by quantity Category

Required

Pricing

Quantity .
1 UoM

Required

i Currency

Price USD .

Required

‘ Cancel ‘ ‘ Add to List ‘ Add to Cart
=




I Request Forms Requisition

Self Service Procurement < REQUEST FORMS

Shelby County Business Unit | COUNTY COUNTY SHERIFF'S OFFICE

Q, Search for items or services

Q, Search for items or services

Item Source Smart form 3

My recent requisitions 3 results
Delivered | Requisition SCPR2026112 Ordered = Requisition SCPR202696 Delivered  Requisition SCPR202695
Laptop Webcam Office chair Monitors
1 Line )n b ] 1 Line 1 Line
Purchase Order SCPO202... UI Purchase Qrder SCPO202656 Purchase Order SCPO202655
Emergency Request Form Encumbrance Request Form State or Cooperative Contract
Buyer Buyer Buyer
JohnV JohnV JohnV

Create Request Create Request Create Request

Shop by category

Browse all

PUNCHOUT [ REQUEST FORMS [N



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


B Emergency Request Form

Create Request

Emergency Request Form

Please use this form to request all emergency purchases. Please note that form requires the attachment of emergency justification form duly signed by department head,

department reviewer and the elected officials

Item Description
Electrical Services

Line Type Category

Goods 031-59
Pricing

Quantity UOM

2 EACH

Price Currency

$100.00 usD

[J Negotiation required

[J Negotiated

Enter all required fields, select
the appropriate category for the
item & Add to Cart

Cancel

.4

Add to List Add to Cart

Cart

Requisition SCPR2026114

Requisition summary

Select the Lines and Submit the
Requisition for Approval

Description Justification
Subtotal Nonrecoverable Tax Approval Amount Funds Status
$200.00 $0.00 $200.00 Not reserved

> More information
‘ Q_  Search for lines by description, category, or source

(=) A1l 1 selected

Edit Multiple
Line < Description < Category Source Quantity < uomMm ¢ Price ¢ Amount ATSEB; Edit
1 Electrical Services 031-59 JD WILLIAMS ‘ 2 ‘ EACH 100.00 USD 200.00 USD $200.00 /

Delivery

G



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


B Encumbrance Request Form

Select the Lines and Submit the
Requisition for Approval

Create Request " concel | | addtovst

Encumbrance Request Form

This form is to be used to request an encumbrance against a Shelby County Contract. The PO generated after the requisition is approved is to be emailed to the vendor

Item Description
Shelby County Contract Encumbrance Request

Line Type Category .
Fixed Price Services 005-05
Pricing
Cart
Amount Currency Requisition SCPR2026114
$10,000.00 usb
[J Negotiation required Negotiated
Requisition summary Y
Source
Description Justification
AL cemenIre Agreement - Subtotal Nonrecoverable Tax Approval Amount Funds Status
Contract Purchase Agreement CA25005932 $200.00 $0.00 $200.00 Not reserved

T —
> More information

‘ Q,  Search for lines by description, category, or source

=) Al 1 selected

. N P Amount

Enter all required fields, select
t h e a p p ro p riate Catego ry fo r t h e Line ¢ Description ¢ Category Source Quantity < uom ¢ Price ¢ Amount (USD) Edit Delivery
Ite m & Ad d to Ca rt 1 Electrical Services 031-59 JD WILLIAMS ‘ 2 ‘ EACH 100.00 USD 200.00 USD $200.00 / Eb



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


B State or Coorperative Contract

Create Request

State or Cooperative Contract

If you are using a State or Cooperative contract then use this form

Item Description

IT Service
Line Type Category
Fixed Price Services 838-83
Pricing
Amount Currency
$10,000.00 usD
O Negotiation required [ Negotiated

Enter all required fields, select
the appropriate category for the
item & Add to Cart

| Cancel ‘ | Add to List ‘ Add to Cart

Cart

Requisition SCPR2026114

Requisition summary

Description

Nonrecoverable Tax

‘— Subtotal
$200.00 $0.00

> More information

‘ Q. Search for lines by description, category, or source

[=) All1selected

Line ¢ Description & Category ¢
1 Electrical Services 031-59

Source

JD WILLIAMS ‘

Select the Lines and Submit the
Requisition for Approval

Justification

Approval Amount

$200.00
Quantity ¢ UoMm ¢ Price ¢
2 ‘ EACH 100.00 USD

Funds Status

Not reserved
Amount
Amount (USD)

200.00 USD $200.00

Submit

Edit Delivery

7 th


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


B Manage Requisition

-. Manage Requisition

PO Change Order Process

Requestor

Approver



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


Manage Requisition

My Requisitions

Q  EnteredBy JohnV X Search for requisitions

Category 010-62 3 Requisition Status Approved 0 Line Status Approved 0 Requester Harsha V 2

—

4 items Requisitions Lines } ‘ R ‘

SCPR202696 Purchase Order: SCP0202656 sold by BLUE

Ordered Office chair
Entered By John V/ SKY AUTOMQTIVE INC

$1,000.00 ® View Details

@) View Order

Ordered 3@5202695 Purchase Order: SCP0202655 sold by BLUE ¢ o0 o
onitors - L )
Entered By John V SKY AUTOMOTIVE INC / Edit
C Duplicate
R e illai Purchase Order: SCPO202654 sold by BLUE ¢ 1 =
s Office chair SKY AUTOMOTIVE INC A @

Entered By John V

07

View Document History

r\ . -
: SeEREInEE Purchase Order: SCP0202653 sold by BLUE \o ViewLife Cycle
Delivered Insulation, Interior SKY AUTOMOTIVE INC $1,000.00 s
Entered By John V g‘_ Reassign
[= ViewPDF

®

e -

Self Service Procurement |E| My Requisitions '\=1’ Cart




B Duplicate Requisition

My Requisitions

. . Q. EnteredByJohnVv X  Search for requisitions
Oracle Guided Learning

Category 010-62 3 Requisition Status Approved 0O Line Status Approved O

—

Q @ Duplicate

4 items Requisitions ‘

Guides available on the current page

SCPR202696 Purchase Order: SCP0202656 sold by BLUE

Ordered Office chair
Entered By John V SKY AUTOMOTIVE INC

$1,000.00 © View Details

Duplicate Check - Redwood
53 View Order

Ordored 3@3202695 Purchase Order: SCPO202655 sold by Bl UF .
. . onitors . e
Duplicate Requisition - RedwoD Entered By John SKY AUTOMOTIVE INC / Edit
Select Duplicate.
Duplicate
] ) Launch Guide o SCPR202694 Purchase Order: SCPO202654 sold by B =
Duplicate a seeded jour Ordere Oifice chair SKY AUTOMOTIVE INC . .
Entered By John V Close [ View Document History

Step Guide
m . -
. . SCPR202693 i @ View Life Cycle
Duplicate a Job Requisil Delivered S — Purchase Order: SCPO202653 sold by BLUE $1,000.00 s
Video ————" — SKY AUTOMOTIVE INC o _
’ ~ Reassign
Duplicate a Position - HR Specialist - ... =<-- [ viewPDF

Self Service Procurement IEI My Requisitions \=’ Cart

® Cancel



I Receipts

Oracle Guided Learning

Orders to Receive Shelby County Business Unit v

Q Q RECEip'd Q,  Try a requisition, item, or supplier

Expected Date 12/15/25 - 12/15/25 Document Type Purchase order 3 Requester JohnV 3 Exclude 2-Way Match Orders 3 More Filters

Y =

Guides available on the current page

Expected in the past

Partial Recei pt]ng see Expected on 11/18/25 Expected on 11/18/25
Expected on 11/18/25
Monitors Office Table Coffeemakers

Enter Manual Receipts
Purchase Order SCPO202655 Purchase Order SCP0202662 Purchase Order SCPO202656
From BLUE SKY AUTOMOTIVE INC From ALAN JAY AUTOMOTIVE MANAGEMENT From BLUE SKY AUTOMOTIVE INC
9 EACH 1EACH 10 EACH

- e —
Create Receipt oo
p ‘ Receive Now ‘ Receive Now Receive Now
Correct Receipt e
Create a Receipt - Redwood

Eb Orders to Receive @ My Receipts



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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