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Web Training Tips

Navigation Tabs

w Outline and Thumbnail
show your location in

lenW:J't\,s KB for Existing Users - Text and ScreenShots - ALL (FTD Edits) (00:31/01:05 )

You do not have to complete the coursét

the training one sitting; you may stop the PennWorks
W gggrfmu?&s %Otl#]éo e courses at any time and resume
training text J =i later. When you return, log in again, click
: e Enrolledin the left toolbar, find the
Presentation Controls | PennWorks course you would like to
w Use buttons to play/ resume, and clicBtart You will have the
gfgg%l? trhrpoouvgehforward option to resume where you left off or start

presentation » (aw t from the beginning. /

Web-Links

w Onscreen links will

open a separate
browser window [

Click the Slide Notes button to remove the slid
outline and expand the presentation viewing are
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Introduction to PennWorks

Xand introducing a new look and feel!

sma

%iPenn

PennWorks

Tabs allow you to navigate between

Bio | RolesDistributions | Compersation | Return to Search the Bi 0, Roles/Distribution S, an d
Compensatlon screens

Fayroll Mame, ROLENMHAROLD Fenn D 11699395 A Select 3

Home: SCHOOL OF YETERIMARY MEDICINE, YET ANIMAL BIGLOGY Task: [ ZB18EL. .
Name Home Organization gy e e —
Prefix School/Center 58 SCHOOL OF YETERINARY MEDICIME Fra | 550,000.000
First HAROLD ORG 5302 YET ANIMAL BIOLOGY
il E—
Lask ROLEM |Empluree Status |

E:j':‘tmiN nnnnnn @ b [hetvy | _ | e

Semunly date
Benefits Base
Birth date

Roles/Distributions Standing and Associated Faculty, and Heallth:z.-

Highest Education Le:

All employees have 2 tabs in PennWoil® and

100.00
Pay Period

35.00

System Clinicians have an additional &ompensation

veat
Level
Field
Permanen t Address |Emplo',‘ae Type 1 ExemptSalaried
Line 1 3 OAKLEY ROAD
tre2 Distribution Details
Gity UPPER DARBY
State Fennsylvania
z 19082 Show distributions during fiscal year |2010 | ta
Country UNITED STATES
Local Add | state | cnac [ore [p/c| runp | o8y | per | crer | Fru| Startr
Line 1 B 0AKLEY ROAD Final 070 0700 1 000000 5010 7000 0000 RMO $5,000.000 08/01/2003 UGBUJ‘ZDIU
Line 2
State Pennsylvania
zp 19082
Phi Numb - - . .
one External Distribution Details
Home 6L0-449-5555
Work 1 2158587111
Work 2 Show external distributions during fiscal year [2010 to E
Emergency Contact
Hlame KEITH UREAN |NU external distributions entered for this date range
Relationship FRIEND
Phone 160-555-1234 I ‘




' PE:DI] PennWorks

' UNIVERSITY 8 PENXSYLVANIA

Orientation - Logon

PennWorks

To protect your personal information, your password must be verified.
Please enter your password to continue,

PennWorks uses
PennKey & Password

Logon to PennWorks with yo®ennKeyand Password
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Orientation - Navigation

PennWorks

? Help FAQ | Glossary

R

nAun P

*/ enn Welcome to PennWorks
UsivERSITY of PENNSYLVAMIA

Liser: murrayh

PennWorks

You have received 1 notification since you last logged in.
« Find/Add P Wiew Motifications

» ¥iew Motifications
»« Resources

-

In PennWorks, navigate by using Links
Adelpprovides information about PennWorks
AAQgives answers to commonly asked questions
\\_fGlossanylinks to a PennWorks definition dictionary

In PennWorks, navigate using the approprid@ts and buttons
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Orientation ¢ Task Dropdown List

PennWorks
Select EROWN  BRUCE 85570864 1301 EIGENGINEE 09/26(2003
Select... BROWN  BRYAN L 18321493 9395 OUTSIDE Active  OK 09/22{2009
Browse MAMAGED DINING

Update Bia Infa BROWM BYROM 10217772 9603 HOUSEKEEPING gfarated )4 092212009
Transfer Home ORG
LA, v 0

BROWME  BEVERLY JAMICE 10029593 9603 HOUSEKEEPING K 09/22/2009
Terminate
AL — | EROWNSTEIN BRUCE K 10051096 4352 OP- Active  CK 09/22/2009
. OPHTHALMOLOGY
HD|ESfD|STFIhUt|Dﬂ5 EROWMSTEIN BRUCE W 10097463 0802 KNOWLEDGE AT Active QK 09/22/2009
Add a Hole WHARTON

Ve

NoteY ¢KS Wl &1 dQUderMEcesRightis y RI y i
andtheS Y LI 2 & S S Qa AQQ UiA TREANNIGR PS D0 Y

Select from dask dropdown listin PennWorks
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Orientation ¢ Help Resources

PennWorks

-~ Pe 2l o B
Screen IeVd'IJ L y -'F Iﬂem j: U tps x-testDl.isc-seu:u.upenn.eu:lu,l'wel:uC0mpensatinn,l'jsp,l'l"asté'.-\.
] Help Content {
| ichool{Center* | Select. .
) Find a person (Always do this action first): /
§;-;|* Select. .
T 1. Fillin the Penn ID. If unknown, fil in the Last and f
. First Mames as accurately as possible. Click 'Find'
il

; button.

d r_fplDrEE Status 2. Review the resulting listing of Penn employees th?
W bakus Ackive match the search criteria.

Resources oY 3. Use the drop-down menu located in the left cu:uluri
O g T of the results table to choose the action that needs

ﬁ”ectwe 0701720 to be performed on the chosen person. (The fst of,
actions wil be determined by your access fevel, 5o

o
1'.
-.9':"':" Return examples are Browse, Correct Bio Info, Add 2 R

‘Lﬂ,ﬁ. Reason . LOA, Termiate, etc.) 15
i 4, Best practice: Jse only name criteriz to make sué
sTerm, Reason the search covers the entire university community-.
# 1) since many people move from one organization to {
: another within the university. This is particularly &
#isa Information Bova g 00 . A
Lo ; Field leveW Y 2 e2ddShalii
Eitizenship select...
) —
_mfiigration Status | oelect... j |

PennWorks has various levelsHlp
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Orientation ¢ Error Messages

PennWorks

/ For example when\
entering pay
information, if there is a
difference between the

5 A & N Bedzii A
Amountand the annual
Amounta Validation

\\ Warningappears /

Popup validation errorsalert you
to required data that is missing

PennWorks display&alidation warningsanderror messages




