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Productive Day ONE

Improve User Productivity at Go-Live with
Tutor & UPK: Oracle’s End User Documentation & Productivity Tools



The following is intended to outline our general
product direction. It is intended for information
purposes only, and may not be incorporated into any
contract. It is not a commitment to deliver any
material, code, or functionality, and should not be
relied upon in making purchasing decisions.

The development, release, and timing of any
features or functionality described for Oracle’s
products remains at the sole discretion of Oracle.
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. Agenda

* Why Implement?

e User Documentation

e Tools

* Model Content

* Proven Method

« Day ONE Productivity
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. Applications Implementation Objectives

* Automate Key Processes _
* Implementing New Functionality &§
Improve Flexibility
Improve Response Time
Gain Competitive Edge
Improve Management Reporting
« Optimize Business Performance

* Increase Productivity

Key Employee Question:

“How do | do my job using these new Applications?”
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. Importance of Training Users

Highly competent

Gartner Studies

Competent

Sub Standard

Survey of 437 companies
76% of users substandard

Failing

Reduce Support Cost

* Trained users require 3 to 6 times less support
Increased Productivity

* Trained users are 5 times more productive
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. User Documentation

Describes what employees need to know
to achieve expected results

Effective User Documentation:

IS easy to create and maintain

Has a standard format across the organization
Reflects the approved model: current or future state
Is distributed to all affected employees

IS easy to consume

Meets Audit compliance requirements
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racle Tutor and UPK

Software Tools

Model Content

Proven Method

Customized
Documentation
For Your
Organization

Oracle’s User Documentation Solution

Desk Manuals Process Flows Document Register Impact Analysis Reports

Desk Manual Index
Accountant Accounting Clerk
Accounts Payable Clerk Accounts Payable Supervisor
Accounts Receivable Clerk Accounts Receivable Supervisor
Administrative Assistant Assembler
Auditor
Board of Directors
Budget Specialist
Business Developrment Manager S
Chairman of the Board S & B et
Comp i
Compo

Cormpu
Controll

Sy iy 0 820
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Sty h vy 7R 20
B e Home Logoul Pre‘er

To Do List
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e or nurber vl Impreve the searzh

Clik the Create
Supplier Dt
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. Software Tools

Tutor

* Flows and Procedures defining where Applications
support the business process

* Role based Desk Manuals with procedures linked to
UPK transaction simulations People to People

User Productivity Kit
* Online and paper based system documentation
* Pre & post go live applications training
* |n-application performance support

People to System
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Model Content

Oracle’s Process Documentation Hierarchy

Business Flow Procedure & Simulation Starter Kits

Sub process > Analyze to Agreement * Hundreds of baseline flows and

Fracure ta Pay Y 4”
¢ Pmcldure Procedure p roced u res

E B . .
— Changing Supplier — Deleting Suppliers ® E-BUSIneSS Sulte

Procedure Data {3} fram Approved

= —‘— Supﬂliei:i-s-t-(ﬁ) ° Genenc - for any app|ICat|0n

— Matetial Reguiremants

Flanning (1)
Adding Suppliers : . .
| * Hundreds of baseline simulations
Procedure B . .
B gt st ek * E-Business Suite
~ Selecting a Supplier T Ty S———— .
i s"m:h 5 S::ﬂ(:gnheBuyerandfnll’\lrc}\asmgl\/!mgtnn&scnssthepnsnmnnf!}\esupphex,as [ ] Peoplesoft Enterprlse
| . + Rocord comments and on the Supplier form. .
ol L e — « JD Edwards EnterpriseOne
D | e rguest equines further seview, goa

Rt [ —— et 2- @ @ e~ | Multiple Functional Areas

: : * Financials

* Procurement

Procedure + Record coraments and the final de cision

D The Ac
_— « Signihe form.

— Adding Suppliers (4)

Do not sign the for wtil payroent terf | & @

Accoun] -
Accoun] 10, Forward the Supplier formtof |48 2
Buyr® Goto task #12. * | | I a
Purcha Accounts Pay:
Vice Prg
11, Forward the Supplier Mainterance form to i [
Owne :
Introduction

he Accounts B [pr ]
PROIO! &d
PO s e suppler o e detiose ° I nve ntor

Otacls Payebles

1 > Suppliers = Extry .

« Manufacturing

Refer to Bnierin

Simulation * Project Management

Procedure |+
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. Many Ways to Access Content

Desk Manuals Process Flows Document Register Impact Analysis Reports
I Desk Manual Index
Accounting Clerk
Desk Manual: Accounts Payable Supervisor Accounts Payable Supervisor
Quick link Procedures 3 Accounts Receivable Supervisor
Assembler
Procedures Benefits Analyst
B8 1099 Processing By Enterm Recurrma Invoices Budaet Manager
U8 Accounts Payable - Bank Accounts "8 Establishing the Close Schedule .
"% Accounts Payahle - Default Accounts B8 General Ledger Period End Close - Adjustments Business Analyst
B8 Accounts Payable - VAT Designations B8 Maintaining the Standard Journal Entry L og Buyer
8 Accounts Payable Period End Close & Monitoring the Close and Avoiding Delays COBRA Plan Participant
o Accgunts Pa\f‘able Feriod End Eeconciliation s Process?nq Manual Checks . Compensation Manager
U8 Adding Suppliers  «u— "8 Processing Manual Journal Entries . .
B& Changing Supplier Data P& Processing Subledger Data to the General Ledger Component Engineering Manager
B8 Computer-Generated Payment Batches ™ Resolving Invoice Holds Contract Administrator
8 Creating Single Payments “& Updating Financial Staternent Formats Cost Accountant
Business Forms
Accounts Payvable Reconciliation Jdournal Entry
Accounts Pavable Referral Supplier Maintenance
Check Request
Reference Documents
Close Schedule Payment Reguest Distribution Table T
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. Process Flows

All Processes > Top Level

>

Process

— Procure to Pay. (1)

Process

E

— Campaign to Cash. (2)

Process

E

— Contract to Renewal.

3
I

Process > Procure to Pay

All Processes

Sub Proc

— Analyze to Agreement

M)

Sub Process

B

Material Requirements
Planning (1)

E

— Reaquisition to Receipt

)

Procedure

E

— Changing Supplier Data
®)

Procedure

Sub Process

B

Selecting Supplier (2)

=

— Inspection to
Disposition (3)

Procedure

I

B

Evaluating Supplier
Performance (3)

Procedure

E

— Adding Suppliers to
Approved Supplier List
(6)

)

.

PN
Sub Process > Analyze to Agrgement
Process > Procure to
Pay Procedure Procedure
— Adding Suppliers (4) — Changing Approved
Supplier List Item Data
Procedure (7)

Procedure

=

— Deleting Suppliers from
Approved Supplier List

®)

Sub Process >
equisition to Receip
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. Procedures Linked to Simulations

9. Evaluate the reqguest for nonstandard payment terms.

« Renegotiate the terms with the Requester or directly with the 5
o Record comments and the final decision on the form.
« Signthe form.
Do not sign the form until payment terms have been reg
10 Forward the Supplier Maintenance form to the Accounts Paya
Goto task #12.
Accounts Paya
11, Forward the Supplier Maintenance form to the Accounts Paya

Accounts P3

12 Add or correct the information in the supplier database.

E-Business Suite Payables
N > Suppliers > Entry
Suppliers

« Suppliers not providing TIN information are entered in the data

Vice Preside|adding Suppliers

Selecting a Supplier

Requester

— Complete a Supplier
Maintenance form. (1)

— Forward form to AP
Supvr. (2)

AP Supvr

— Verify that all required
supplier info is
complete. (3)

Paperwork is
complete?

AP Supvr

— Request missing info.

Refer to Entering Suppliers. ~<u—

> Submit Request: Tax
Verification
Information Letter

AP Supvr |

i )

—

AP Supvr

VP Finance

— Determine whether
nonstandard payment
terms requested. (6)

Supplier
requests
nonstandard
payment terms
unfavorable to
company?

— Evaluate request for
nonstandard payment
terms. (9)

— Forward Supplier
Maintenance form to
AP Clerk. (10)

(B

Supplier has
been placed on
hold?

AP Clerk

AP Supvr

e — File supplier file

maintenance
documentation. (14)

— Forward Supplier
Maintenance form to
AP Clerk. (11)

U
V!‘

AP Supvr

— Evaluate request for
nonstandard payment

terms. (7)

Request
requires further
review?

AP Supvr

— Deliver Supplier
Maintenance form to
VP Finance. (8)

@

ﬂi

AP Clerk

AP Clerk

— Add or correct info in
supplier database. (1.

> Suppliers
> Submit Request:
Suppliers Report

— Retain supplier
maintenance
documentation in
supplier maintenance
pending file. (15)

Supplier info is
correctly entered in
system?

| AP Clerk |

— Recor|

on hold until the reguired TIM or social security number is provided.

“m  Links to UPK simulations
Interactively describing
what the user needs to do

within the application [ ]

@
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. UPK Playback Options

3 UPK - Oracle EBS R12 - Microsoft Internet Explorer,

Playback Mode
Oracle User

Productivity Kit = Al see It @M@ @ Know It? @Do I

© Search I:I@ Set up and maintain suppliers in the Suppliers page to record information about
individuals and companies from whorm you purchase goods and services. You can
® Al also enter employees whor you reimburse for expense reports. When you enter a
S e e I t supplier that does business from multiple locations, vou store supplier information
only once, and enter supplier addresses for each location. You can designate
@ Oracle EBS R12 Assets ”~ supplier addresses as payment, purchasing, RFQ only, or procurement card

@ Oracle EBS R12 Financials Cent locations.
@ Oracle EBS R12 General Ledger
@ (Qracle EBS R12 Human Resour
@ Oracle EBS R12 Internet Expenst
@ CQracle EBS R12 iProcurement

@ Oracle EBS R12 iSupplier Portal

K n O W I t I3 Oracle EBS R12 Payahles
=l Maintaining Suppliers

------ Ente uppliers

D O I t Reviewing and Adjusting
] Identifying Duplicate Sup

------ Wiewing Supplier Merge |
Setting Up Supplier Hier:
Entering Emplayees As !
Adding a Mew Supplier £
@ Managing Invoices
@ Frocessing Payments
@ Expense Reports
- @ Credit Cards
@ Payables Accounting
- @ Holds
@ Fareign Currency
- @ Reviewing Funds Disburserr
Funds Dishursement Froces 2

| >

ORACLE
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. UPK Try IT Mode

ORACLG, Payables

Hore Logout Preferen Help Diagn

Suppliers

To Do List

Mew Supplier Reguests (0l
Prospective Supplier Registrationsh

cearch Supplier Address Requests (0]
Supplier Contact Requests (0
At least one search criteria is required. Including part of supplier's name or number will improve the search pess Classification Requests (0}
performance, Fields are case insensitive, uct and Services Requests (17
Supplier Mame | Tax Reqistration Mumber | Click the Create Account Requests(0/0)

) Supplier button,
Supplier Murmber | DUMS Murmber | L y

Suppliers

Create Supplier ||

Taxpayer ID |
[H Show More Options

Set up and maintain suppliers in the Suppliers page to record - =

information about individuals and companies from whom you Tax Reqgistration DUNS

St purchase goods and services. You can also enter employees whaom nNumber number Update
vou reimburse for expense reports, When you enter a supplier that

Mol does business from multiple locations, you store supplier

oo information only once, and enter supplier addresses for each
location. You can designate supplier addresses as payment,

purchasing, RFQ only, or procurement card locations,

m In this topic, you will enter a supplier. Copyright () 2006, Oracle. All rights reserved.
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. UPK Do IT Mode
Sits on top of
ORAXLE Payables live application

Home Logout Prefer Diagnostics

sugplers > Actions m
Create Supplier
* Indicates required fisld

The Create Supplier page enables  |—
volU enter organization name,
supplier number, supplier type in

order to create a supplier,
Country of Crigin | =

|
I Tax Registration Mumber | OR ACI_G’ Payab
|
|

Supplier Type |Stam:larl:l supplier

* Organization Mame

Alias

Taxpayer ID |

O-L-M-5 Hurmber
L

Suppliers =

Mame Pronunciation |

Must include: Bkbp: if Create Supplier

Context Yalue * Indicates required field

* Organization Mame

Home Logout Preferences Diagnostics Alias

About this Page  Privacy Statement

MHame Pronunciation
D-U-M-5 Murmber
LFL

1

Must include

|i
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. UPK Usage Tracking

2} Usage Tracking - Microsoft Internet Explorer

Usage Tracking

Reports
® Edit/Run reports
@ Refresh Outline

User Access

@ Add new user

@ Edit existing user
@ Delete user and usage history

Yiew Error Log

3 Usage Tracking - Microsoft Internet Explorer

Selected Details - Page:1

Sort by date: |A909nding 'l

Date/Time

141472004
12:12:52 PM

141442004
12:13:08 PM

141452004
4:22:49 PM

1/14/2004
4:24:03 PM

171452004
4:31:40 PM

171442004
4:35:35 PM

1/15/2004
9:52:01 AM

141542004
9:52:53 AM

1/15/2004
9:54:22 AM

Application Module

PeopleSoft
8

PeopleSoft
8

PeopleSoft
g8

PeopleSoft
8

PeopleSoft
g8

PeopleSoft
8

PeopleSoft
8

PeopleSoft
8

PeopleSoft
8

Using PeopleSoft
5.8 Budgeting

Using PeopleSoft
5.8 Budgeting

Using PeopleSoft
8.8 Budgeting

Using PeopleSoft
5.8 Budgeting

Using PeopleSoft
HR 8.8 -
Administer
Workforce

Using PeopleSoft
CRM 8.8 Sales
Using PeopleSoft
HR B8 -
Administer
Workforce

Using PeopleSoft
HR 8.8 -
Administer
Workforce

Using PeopleSoft
HR B8 -
Administer
Woarkforce

Lesson

Using Budget Work
ltems and Versions

Using Budget Wark
Iterns and Yersions

Introduction to
PeopleSoft
Budgeting

Using Budget Work
lterns and Versions

Hiring Employees

Managing Leads

Hiring Employees

Hiring Employees

Hiring Employees

ser Productivity Kit

Records Per Page: |1UU OKI

Topic
Sending Users
Emails About a
Budget

Sending Users
Ernails About a

Understanding Roles

within Budgeting

Accessing
Budgeting
Documentation

Understanding the
Lifecycle of an
Ermployee

Creating Leads

Adding a New
Employee

Adding a Mew
Erployee

Adding a New
Employee

User

jfaulk

Jfaulk

jfaulk

jfaulk

jfaulk

jfaulk

<<Previous Page |
Time

00:00:08 Try Il

00:00:11 Try It!

00:01:21 Try It

00:00:08 Try It!

00:00:05 Try It!

00:00:39 Try It!

00:01:52 Do It!

00:00:18 See It!

Mode Score Passed

Next Page >>
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. UPK Paper Documents

Instructor Manual
Oracle EBS R12 Payzables
System Process Document
Oracle EBS R12 Payables: Ertering Suppliers s —_—
= g Suppl Training Guide
Procedure Oracle EBES R1Z Payables y K
W Job Aid ruthis topic, o will enter 2 supp Lier. I—
Entering Suppliers
Test Doc it l’
1. Bagin by namigating to fhe Suppliers pags Ertering Suppliers ty K -
Click the wertical scrollbar.
Test Procedure
2.
Click the Bayables, Vision Operations (USA) Lirk:.
3 —
Click the vertical scrollbar.
4.
Click: the Suppliers : Enry link. o
5. The Suppliers page enables youto setup and madrdain a
ahontt ndiridaals and compardies fom whwom o parchasy A
Sip | Adion L |
1. Begit by nan] |
[lick the va 1. The Create Supplier page aabiles o ender orgrrdmtion
applier type i order to reate a axpplier. S
z e .
Click the By Click the Save buttoz.
E - B diwmen
3 9.
Click: th vel Exter the desired information into the Save field. Erter "G
1. Acticn Tt eted [ Fass | Bl ]
T Click i the Supplier Number fild. st ﬁ,ﬁ,
Click the Sug 1. Beginy by v izt to e Supghers
el 11. page. |
5. The Sugglie] Exiter the desired infoom ation o the Supplier Bunber £
information | 12, Click the vertical soollbar. -
services. Click the Apply tntton.
F
13. The Update Supplierpaze enables wou to wiswr amd updat) Click: the Fayahles, Vision
Dperatioms (USA) livk . rd
4. znods md
Click the Addwess Book Livd:.
£ | 3. . .
Ts. The Update Supplier Address Bookpage anables yonito ClicethensticalE ol
address details.
4.
Click: the Supphiers : Erry Lirk:.
TS [ e
Fage = changed o enUe SN R

5 document types from a single source
. ORACLE |



Oracle

. Method B
Proven Method PN,

Oracle Unified Method
Applications Implementation Phasing

[ Inception } Elaboration 1Construction1 Transition } Production}

Develop User
Documentation YES

Don’t wait until the end...

Develop
Future State

Solution
Workshop

ORACLE



UPK & Tutor Support:

Instructor Led Training

Production Support

C

I €

«

ORAELE’ Payables

Suppliers >
Create Supplier

1

Web Based Training

. Deployment Options

z”

* Indicates required field

Supplier Type

* Crganization Hame

Alias

Mame Pronunciation

D-U-N-S Number

URL

Context Yalue

standard supplier

Country of Crigin

The Create Supplier page enables
you enter organization name,
supplier number, supplier type in
order to create a supplier.

Tax Registration Murmber

Tapayer ID

Suppliers >
Create Supplier

* Indlicates reduired field

* Organization Mare
Alias

Name Pranunciation
D-U-N-5 Mumber
URL

ORACLE



. Benefits of Documentation

Manage Change
* Provide users and managers confidence in job execution
 Effectively train new hires or new users
* Roadmap for continuous improvement

Minimize Risk
* Users run applications as designed
« Key organizational information is documented [folklore

Address Compliance
 Fulfill compliance requirements
* Deploy standards
* Reduce audit costs

Increase Productivity
» Users reach productive levels faster

ORACLE



. Productive Day ONE

Right Tools — UPK & Tutor
Right Content — Baseline documents & simulations

Right Approach
* Develop Solution in Solution Workshop (CRP 1)
e Document Solution in Solution Workshop (CRP 2&3)
e Deploy Documentation
e Train End Users
e Test End Users

Together, UPK & Tutor provide a complete documentation
solution addressing the employees main question at go-live:

How do | do my job using these new Applications?

ORACLE



“Compared to our previous methods, Oracle User Productivity Kit
has helped us reduce the costs of creating and delivering IT
systems training by more than 75%. And with Tutor, we
anticipate even better ROI”

ORACLE



AAIl Corporation
Jim Glowacki
Director of Operations

&
Jennifer Donnelly
Sr. Continuous Improvement

Specialist

“Since we moved to using Tutor we’re writing procedures 75% faster due
to standard formatting and the simple, Word based, software tools.

With Tutor’s text and graphical flowchart, it's easier for employees to
guickly understand AAI's business practices.”

“Now, UPK is adding an additional dimension, an interactive on-demand
applications training solution linked to our business procedures.”

ORACLE



The Future of Documentation at Oracle

Fie Ect Wiew Insert Format Arrange  Evaluste SOA  Window  Help
NG HELOh 0% BHH RO L HR0 v~ dos O QA [EE O F-a@iB

Modules v X | Designer Modules || Mavigetion || Properties || UML cansistency checks || Symbols
Exeaute Campaigns X 'y Define Marketing Strategr, Plen and Budget X |

Establish Marketing Calendar X

Organizationsl elemerts &

Adding Suppliers
e || 0 : 7
AP Supvr

Requester — Request missing info. Oracle User
(4)

— Complete Supplier Productivity Kit = 5 Seelt @T'V P a Know h? Do Ii!

Maintenance form. (1) _E Submit Request

T
B
! 3 @
3
a

2l UPK - Oracle EBS R12 - Microsoft Internet Explorer

o

Preferences | Help

Designer

Carries out & Supparts

Matriz Editor

Set up and maintain suppliers in the Suppliers page to record information about
O Search oL !
individuals and companies from whom you purchase goods and services. You can

Requester AP Supvr
q @Al also anter employees \_Nhom you re\mburse for_expense reports, When_you enter a
_ — Record info on Supplier supplier that does business from multiple locations, you store supplier information
Forward form to AP Maintenance formp?S) only once, and enter supplier addresses for each location. You can designate
Supvr. (2) : 0 Oracle EBS R12 Assets ~ supplier addresses as payment, purchasing, RFQ only, or procurement card

@ Oracle EBS R1Z Financials Cenl locations.

@ Oracle EBS R12 General Ladger In this topic, vou will enter a supplier,
@ Oracle EBS R12 Human Resour
@ Oracle EBS R12 Interriet Expenst

@ Oracle EBS R12 iProcurement

0 Oracle EBS R12 iSupplier Portal

-1 Oracle EBS R12 Payables

Elm Maintaining Suppliers

Ent

Reviewing and Adjusting
Identifying Duplicate Sup

) e Susies N

] Wiewing Supplier Merge |

] Setting Up Supplier Hier:

Entering Employees As £

Adding a Mew Supplier £

Q Managing Imioices

Q Processing Payments

Q Expense Reporis

- @ Credit Cards H H H
s-mann || User Productivity Kit
@ Holds
@ Foreion Currency
Q Reviewing Funds Dishurserr
@ Funds Disbursement Proces &

£

Administration

&

Seript Edtor

AP Supvr AP Supvr

— Verify that all required — Determine whether

supplier info complete. nonstandard payment
(3) terms requested. (6)

L]

e e e - -]

@

Carries out & Sup...

{1 e R Ea R EORR o R |

Simulation

m

Carries out & 5.

Paperwork
complete?

4t & Supports

m

e

w

Tutor

e )

o B R E R R S R )

"

b

< | >




T

User Productivity Kit

Oracle’s Tutor and UPK
Feaopfe fo Peonle & Peonle fo Systaem

Frowiding Depth and Breadth
« business process flow
+ ser documentation

+ training

Productive Day ONE
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