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MindStream Analytics helps companies identify,

implement and manage technology that allows them

to effectively analyze and predict key metrics.

MindStream Analytics is a consulting and managed

services provider that specializes in the

implementation and management of financial and

MindStream Analytics

implementation and management of financial and

analytic applications. For more information, please

visit http://www.mindstreamanalytics.com.



You weren’t born trained ….

Or Ready for Change ….



Objectives

� Implementing Change Management at clients through Training

� Share Best Practices for Training end users in a Global Hyperion     
Planning deployment

� Role that Oracle User Productivity Kit has on Training strategy

� Lessons learned from a Global Training implementation



Hyperion Planning Project Objectives

● Develop single Global Process for Financial Planning and 
Forecasting

● Rules of engagement, clarity of roles, accountabilities

● Develop globally consistent data governance in the underlying Oracle 
systems

● E.g., Country identification, conflicting hierarchies, etc.

● Implement Hyperion Planning as the single FP&A tool to eliminate ● Implement Hyperion Planning as the single FP&A tool to eliminate 
current inefficiencies and enhance capabilities

● Eliminate multiple, disparate reporting systems

● Remove heavy reliance on Excel

● Allow ‘constant currency’ analysis

● Ensure a single, transparent versions of the truth

● Track Capital Projects



What is Change Management

Definition: 

Change management is the [application of] the 

set of tools, processes, skills and principles for 

managing the people side of change to achieve 

the required outcomes of a change project or 

initiative

Change management incorporates the 

organizational tools that can be utilized to help 

individuals make successful personal transitions 

resulting in the adoption and realization of 

change



• Successfully access and use the Hyperion Planning system from a  
(Power) User or End User perspective

• Educate users to understand and fulfill their role(s) in the revised 
financial planning processes

• Understand the potential changes in roles/responsibilities

• The focus will be on delivering training to multiple delivery channels at 
multiple times and at multiple locations

Overview of Training Objectives

• Training will consist of a “Train the Trainer” Approach to key Financial 
Business Partners, IT, and Financial Planning stakeholders who will 
pass this down to 800+ Cost Center Managers

• Ensure the training is sustainable over time to support changes to 
staff, changes to the system and changes within the organization



• Customized, Role-Based Training - Only training that is appropriate to the 

individual/position will be provided; training will focus strictly on the skills employees 

need to successfully perform in their jobs

• Blended Learning - Training will be offered in many formats (e.g., instructor-led 

training, virtual classroom, self-service (UPK), etc.)

• Train-the-Trainer Approach – The Key Finance, IT and FBP Stakeholders will be 

classroom trained from Leading Hyperion Consulting SMEs on Process, Action, and 

Method, who will then train the Regional Users.  This will most efficiency promote 

direct knowledge transfer throughout the organization

Training Strategy

• Multi-Phased Learning - There will be multiple opportunities for employees to attend 

training, with sessions being offered at different venues and times

• Just-in-Time Tools  - Tools, such as job aids and quick reference guides, will provide 

the flexibility to deliver the appropriate information to the right people at the point of 

need

• Continuous Improvement – Ongoing reviews and assessment of training will be 

used to improve the overall effectiveness in developing knowledge and skills 

employees need



Leadership and Management 

Commitment/Alignment

• Commitment to and active support of the 

training effort

• Management and execution of critical 

communication plan  leading up to training

• Enforcement of employee participation in 

scheduled training activities

Subject Matter Expert (SME) 

Documentation Support

• Current and well-written documentation 

Adequate Resources 

• Appropriate management and execution of 

Training Strategy from Internal Project Lead

• Appropriate internal and external resources 

allocated to executing training-related activities

• Availability of trainers to deliver training and 

ensure maximum knowledge transfer, 

acceptance and ownership of the new systems 

and business processes

Stable Scope

Training Critical Success Factors

• Current and well-written documentation 

(e.g., processes, design documentation, 

etc.)

• Detailed understanding of User Acceptance 

Testing process and scripts

• Availability of the SME resources to provide 

feedback during design and development 

phases

• Active participation of representative 

business SMEs in the training development 

and review process

• Adherence to review timelines essential to 

timely delivery of documentation

• Adherence to a clearly defined and tightly 

controlled project scope and plan

• Adequate time for materials development (e.g., 

guides, presentations, quick reference guides)

• Adequate time for content revisions following 

UAT activities

• Clear identification of process role definitions to 

determine who participates in what training



Training Methods

Delivery Method Description Application Process Instructional 
Value

Scalability

Instructor Led 
Training (ILT)

Traditional interactive 
classroom training setting with 
trainer, class agenda, training 
environment and exercises.  
Access to SMEs for questions 
or background on how 
learners can directly apply 
knowledge to current role is 
best practice.

� All course 
curriculum/modules

� Format for most critical WBT

� Competency development 

High Low

Web Based Training

(UPK)

Online training through 
interactive recorded modules 
(User Productivity Kit) 
supported by soft copy of 
course curriculum and 
process layout typically used 
to walk end-users through a 
new process, components of 
a policy or technology 
navigation.

� Interactive familiarization with 
Hyperion application

� Future state process training 
(PowerPoint addendum with 
Links to UPK)

� Hands-on practice of 
simulated  or scripted forecast 
activities within the training 
environment

� Application of tech training 
with other learning

High High



Training Methods

Delivery Method Description Application Process Instructional 
Value

Scalability

Job Aids Reference guides / cards 
designed to allow the user to 
quickly locate needed 
information.  May be a simple 
one-page reference document 
or may be more 
comprehensive to include 
step-by-step procedures for 
executing complex tasks. 

� Planning calendars of key 
dates

� Key features for use of forms

� Detailed process descriptions 
for common tasks

Medium Very High

Lunch & Learn 
Sessions

Informal, moderate sized 
group sessions organized to 
present and/or discuss a 
specific training topic over 
lunch and allow participants 
to engage in a question and 
answer dialog with a subject 
matter specialist

� Informal training to cover 
special topics of interest

� Training coverage of more 
advance features

� Modular sessions with very 
specific focus

High Low



Training Methods

Delivery
Method

Description Application Process Instructional 
Value

Scalability

Exercises Team-based scenarios that require 
group interaction, planning and 
working to solve a challenge or work 
together to create a specific output

� Collaboration in review of 
forecast

� Competency development 
(e.g. team work)

� Problem solving for complex 
tasks

High Medium

Video or Web Casts Recorded sessions of training in 
‘bite-sized’ modules or screen cams 
with narratives to provide the 
audience with pseudo-live 
demonstrations of how to use the 
Hyperion application to perform 
common job tasks.

� Demonstration of use of 
Hyperion to execute 
common job tasks

� Announcements or 
communications

� Introduction overview to 
Global User base

High Very High



Train the Trainer Approach

Project Team
Subject Matter Expertise for Business Processes, System Design and Configuration, Application 

Functionality – Consists Primarily of the PSP and Core Team, with additional resources from Business 

Subject Matter Experts and the Implementation Provider

PSP 
Training 
Team

Professional Service Provider Led Training Program 

Design and Development , Train the Trainer Delivery

Core Team 
SMEs

Core SMEs – will be trained by PSP Team to assist and 

collaborate in the Train-the-Trainer sessions.  Will refine and 

approve Training Documentation

• This requires a collaborative, cohesive effort

End Users

Trainers
PSP / Core Team led Train-the-Trainer 

Sessions (FBP, GP, IT, FSS, Finance)

SMEs approve Training Documentation

CCM End User Training 

(800+)



• A Training Needs Analysis was performed for:

• Planning training curriculum development

• Delivery of course content

• Target audience groups that should participate for learning and skill 
development

• The Training Needs Analysis consists of:

• Course Name/Number

Training Needs Analysis

• Course Name/Number

• Content of learning module and/or learning objectives for each 
module

• Delivery method (whether UPK or Webinar is used along with 
Instructor Led Training)

• Roles or audience groups that the course is applicable to

• Effect on the current Process



Audience groups have been identified to receive targeted 
training based on their learning needs

• Each audience will require an individualized curriculum that supports the unique aspects of the business processes 

in which they work and the associated Hyperion-enabled activities. We will identify the appropriate curriculum for 

each employee based on their role in the new process/system design.

Audience Group Description Group Members Estimated Number

FBPs

• Finance members who will participate in 

the planning, budgeting, forecasting, or 

management reporting processes using 

Hyperion.

• Financial analysts, business 

leaders, senior business leaders

• 15

CCMs
• Cost Center Managers who will use the 

Hyperion system to participate in the 

planning and forecasting processes.

• CCMs • 800

planning and forecasting processes.

Capex Users

• Employees who will use Hyperion to 

perform fixed asset forecasting and/or 

forecasting of depreciation & amortization 

expense using Hyperion

• Financial analysts, business 

leaders, senior business leaders

• CCMs (mostly IT)

• 10

Super Users

• Individuals who have been identified as 

participants in “Train-the-Trainer” and/or  

to assist members of their finance team in 

day-to-day use of the Hyperion 

application.

• Project Team Members

• Senior Financial Analysis, 

Business Leaders

• 10-12 (approximately 1-

2 per each Hub, Global 

Function, Central 

Planning)

Admins
• Application administrators or users who 

maintain or change application 

configuration

• IT

• FSS

• 5-7



Learning Paths for Audience Groups

All Planners FBPs CCMs Capex Users Other Users

Description Training is focused 

on developing 

Hyperion skills so 

Planners can support 

all operating 

expense planning 

and forecasting 

processes.

Training will be 

tailored to FBPs use 

of Hyperion to 

support all operating 

expense planning 

and forecasting 

processes.

This learning path 

will be geared CCMs 

with responsibility for 

participating in 

Global Planning and 

Forecasting  

processes.

Identified users 

require a specialized 

learning path 

focused on fixed 

asset and D&A 

forecasting using 

Hyperion.

Finance Staff, such 

as controllership, 

that require reporting 

access.

Course 101: Overview of 
New Global Standard 
Planning & Forecasting 
Process

Required Required Required Required Required

Course 102: Introduction 
to Hyperion Required Required Required Required Requiredto Hyperion Required Required Required Required Required

Course 201: Using 
Hyperion for OpEx and 
Salary Planning & 
Forecasting

Required Required Required Required N/A

Course 301: CapEx 
Planning for Fixed Assets

Optional Optional Optional Required N/A

Course 401: Hyperion 
Financial Reporting

Required (Including 

Central Finance)
Required Required Required Required

Course 501: Smart View 
and Ad-Hoc Reporting & 
Analysis

Required Required N/A N/A Optional



Training Plan

• The training initiative will commence in late June to validate Requirements, 
Strategy, and Project Plan

• Training content development will commence in July, pilot draft the week of 
August 19th, and update for September Train-the-Trainer sessions

• An Introductory Process and System overview (via webinar – 2 sessions) 
will be given by the Core and PSP teams on July 27

• The Core-Team Training Pilot will run the week of August 22 (pending 
confirmed UAT schedule)

• Concurrent Train-the-Trainer Sessions will commence the weeks of 
September 12th and 19th in Foster City, CA (both weeks, Singapore, and 
Miami, FL (pending confirmed UAT schedule)

• Other self-service training methods (via UPK) will be made available so 
that end users can develop learning and skills or reinforce instructor lead 
training based on their own available time



6/6 6/13 6/20 6/27 7/4 7/11 7/18 7/25 8/1 8/8 8/15 8/22 8/29 9/5 9/12 9/19 9/26 10/3 10/10 10/17 10/24 10/31 11/7 11/14 11/21 11/28

Jun Jul Aug Sep Oct Nov

Setup /Test Training Env.

Test Phase

Requirements Gathering

Training Overview (Webinar)

Develop Training Courses / UPK

Training Activities

Project Phases

Training Project Plan 

Develop Training Courses / UPK

Finalize Logistics

Core Team Training (Pilot)

Train-the-Trainer (Super Users)

CCM End User Training

Forecast I



Training Curriculum
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Training Curriculum



• UPK is Oracle’s User Productivity Kit

• Self Paced Learning

• Available via the Web – anytime / anywhere

• Securable by user

• Screen by screen video instruction with captions

• Can use it against Live production application

• Instructor manual

What is UPK

• Job Aids

• Exercises - Repetition

• Print



UPK Developer Console / Outline



UPK User Interface



UPK User Interface



UPK “See It!” Captions / Smartview



UPK “See It!” Captions / Smartview



UPK “See It!” Captions / Smartview



UPK “See It!” Captions / Smartview



UPK “See It!” Captions / Planning



UPK “See It!” Captions / Planning



UPK “Try It!” Practice



UPK “Try it!” Practice



UPK “Know It!” Testing your Knowledge



UPK “Know It!” Assessing your knowledge



UPK “Know It!” Do you need help?



UPK “Do It!” Live application



Job Aid 

UPK Job Aids - Graphical

Job Aid 

fits on one 

card



Job Aid 

UPK Job Aids - Informational

Job Aid 

Tips & 

Tricks



UPK Instructor Manual

Step by Step 

for the 

Instructor

Provides 

teaching 

notes for the 

instructor



Results of Training

• 60+ Key Stakeholders successful trained as Global Instructors on 
the new Hyperion Planning, Reporting and Smartview 
environment

• 6 Full Course Modules presented over an 8 week period

• Over 50 UPK Videos for Hyperion Planning, Reporting, and 
Smartview

• 10 different job aids to provide quick reference materials to end-
users

• Additional request to have MindStream assist in Global Training • Additional request to have MindStream assist in Global Training 
of 800+ CCMs – completed in October 2011

• Reinforceable over time 

• On the way to successful Change!



Lessons Learned / Tips & Tricks

• Training Strategy

• Don’t assume buy-in from everyone

• People don’t tend to like change – many are set in their ways

• Need to understand cultural differences

• Meet with as many groups / departments as you can to 
understand needs of business prior to developing content

• Read the Requirements / Design documents

Training is a gradual process – not fully accomplished in one • Training is a gradual process – not fully accomplished in one 
classroom or on-line session



Lessons Learned / Tips & Tricks

• Tools

• Have a dedicated Training application or even 
environment

• Need to have multiple tools

• Self Paced – on your own schedule

• Classroom training – make you think

• Reinforcements – job aids

• In small doses – build gradually memory learning• In small doses – build gradually memory learning



Lessons Learned / Tips & Tricks (cont’d)

• Classroom

• Test your Training environment and demonstrations

• Test your exercises – make sure they produce desired results

• Don’t be afraid to “Park” issues – you don’t have to answer 
everything

• Have questions for your audience – keep them engaged

• Use name tags – but know the names by Day 2

• 10-15 trainees maximum per class – more is • 10-15 trainees maximum per class – more is 
counterproductive

• Have a comfortable room with good acoustics

• Don’t go more than 90-120 minutes without a break – but 
announce the end of your break prior to actual start

• Set a timed agenda - Have “Dry Runs” (Practice sessions) to 
work out issues and have simulated questions given to 
instructor



Lessons Learned / Tips & Tricks (cont’d)

• Webinars

• Make sure your on-line tool is compatible with client network

• Go-To Meeting / Webinar

• Webex

• Microsoft Live Meeting

• Have “listeners” use land lines when possible – reduces 
latency – if using VOIP, try to avoid wireless

• Don’t put fancy animations in your PowerPoints – reduces • Don’t put fancy animations in your PowerPoints – reduces 
latency

• Have easy to use “mute” features to avoid feedback

• Avoid the “ums” and “ahs” by taking brief pauses – be 
confident in what you say

• Have notes to help keep your points concise – keep listeners 
alert



Lessons Learned / Tips & Tricks (cont’d)

• UPK

• Have a concise outline of topics

• Excellent source for creating job aids

• Oracle has pre-built content for Hyperion tools – although 
works very well from scratch

• Don’t over complicate your videos

• Make your videos relatively short (usually under 10 minutes)

• Videos are more for understanding a tool than business • Videos are more for understanding a tool than business 
process



Course Evaluations & Continuous Improvement

Two Types of Training Evaluations
• Level 1:  Measures students reaction to training

• Level 2:  Measures Level of Knowledge Transfer to 

Training Participants

Why Develop Training Evaluations?
• Achievement of Learning Goals

• Course Improvement

• Delivery Method

• Content

• Materials

• Learning Exercises

Training Evaluation Process
• During the last 10 minutes of each course, 

participants will be required to complete an 

evaluation of the course

• At completion of the evaluation, users will receive 

credit for completion of the course

• Evaluation data will be collected by the 

Instructor(s) and made available to the Training 

Leads for analysis

• Training Leads will talk with instructors daily during 

Train-the-Trainer and End User Training Delivery to 

discuss opportunities to improve course materials • Learning Exercises

• Simulations

• Instructor delivery/effectiveness improvement

Evaluations measures participant reaction to 
training

• Did the participants find the training useful?

• Was the course content relevant?

• How was the course material?

• How was the instructor?

• How were the training facilities?

• Does the end user believe the training objectives 

were met?

discuss opportunities to improve course materials 

and design

• Individual discussions with instructors to review 

feedback information and suggested improvements 

will take place on an as-needed basis

Evaluation Tools
• The evaluations tools will be developed during the 

Build phase of the project, concurrent with course 

content development.

• Each question will be measured on a five point 

scale, from “strongly disagree” to “strongly agree,” 

to provide consistent and measurable results



Thank You !

Contact information: 

Seth Landau – slandau@mindstreamanalytics.com (EVP, Delivery)

www. mindstreamanalytics.com

Questions


