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This presentation 

has no audio

Optional: 
Click icon to 
print slides

Use buttons to move forward, back  or 
PAUSEthe presentation

http://www.finance.upenn.edu/ftd/documentation/PennWorks_Faculty_Compensation_Training_2_of_2.pdf


Web Training Tips
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Navigation Tabs
ωOutline and Thumbnail

show your location in 
the training
ωSearchallows you to 

search through the 
training text

Presentation Controls
ωUse buttons to play/ 

pause or move forward 
or back through 
presentation

Web-Links
ωOn-screen links will 

open a separate 
browser window

Click the Slide Notes button to remove the slide 
outline and expand the presentation viewing area

You do not have to complete the course at 
one sitting; you may stop the PennWorks 

courses at any time and resume 
later. When you return, log in again, click 

Enrolled in the left toolbar, find the 
PennWorks course you would like to 

resume, and click Start. You will have the 
option to resume where you left off or start 

from the beginning.



Introduction to PennWorks
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Χand introducing a new look and feel! 

Tabs allow you to navigate between 
the Bio, Roles/Distributions, and 

Compensation screens

All employees have 2 tabs in PennWorks: Bio and 
Roles/Distributions. Standing and Associated Faculty, and Health 

System Clinicians have an additional tab: Compensation



Orientation - Logon
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PennWorks

Logon to PennWorks with your PennKeyand Password

PennWorks uses 
PennKey & Password



Orientation - Navigation
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PennWorks

In PennWorks, navigate using the appropriate links and buttons

In PennWorks, navigate by using Links
ÅFind/Add Person is used to complete various Tasks
ÅView Notifications displays record updates and activity
ÅResourceslinks to a variety of informational sources 

In PennWorks, navigate by using Links
ÅHelp provides information about PennWorks
ÅFAQ gives answers to commonly asked questions
ÅGlossary links to a PennWorks definition dictionary



Orientation ςTask Drop-down List
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Select from a Task drop-down list in PennWorks

PennWorks

NoteΥ  ¢ƘŜ Ψ¢ŀǎƪǎΩ ŀǊŜ ŘŜǇŜƴŘŀƴǘ ǳǇƻƴ User Access rights 
and the ŜƳǇƭƻȅŜŜΩǎ Ψ{ǘŀǘǳǎΩ όƛΦŜΦ ΨAΩŎǘƛǾŜ ƻǊ ΨTΩŜǊƳƛƴŀǘŜŘύ



Orientation ςHelp Resources

7

PennWorks has various levels of Help

PennWorks

Screen level ΨLƴŦƻŘƻǘΩ help

Field level ΨƳƻǳǎŜ-ƻǾŜǊΩ help



Orientation ςError Messages
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PennWorks

Pop-up validation errors alert you 
to required data that is missing

For example when 
entering pay 

information, if there is a 
difference between the 
5ƛǎǘǊƛōǳǘƛƻƴΩǎ  Per 

Amountand the annual 
Amounta Validation 

Warning appears 

PennWorks  displays validation warnings and error messages 


