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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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PennWorks Transition Training

A PennWorks Transition Training is a three (3) module
web-based course available fro@ctober 12¢ 30, 2009

A Existing users* must complete PennWorks web training
5 p.m. on October 30, 20Q%r they will not have access
to the new PennWorks application when PennWorks go
live November 2, 2009

*Excludes Time Reporting & Salary Mgmt Only user
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Access to PennWorks

A WhenPennWorkss live onNovember 2, 2009all
current users who have completed training, will
automatically have access to PennWorks

A Users completing the training after the deadline will
have their access reactivated within 2 business days

A Users will access PennWorks RennKeyand
Password
NOTE: Users will still need their HR/Payroll (UMIS)

P-numbers for functions that are not yet available In
PennWorks (e.g. On Line Time Reporting & Salary Mgmt)
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Learning Objectives

A Ensure HR/Payroll users are prepared for PennWorl}
A Introduce HR/Payroll users to PennWorks

A Build knowledge of PennWorks terminology

A Orient users to PennWorks functionality and features

NOTE: PennWorks training is intended for HR/Payroll system
users, prior knowledge and understanding of HR/Payroll
policies and procedures are presumed. As such, training will
focus on the new navigation, look and feel, functionality and
features of the PennWorks application.
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What is PennWorks?

A A new webbased interface to the current HR/Payroll
System

A PennWorks is a muiphase project which will
eventually become the data collection mechanism for
all data input into the existing HR/Payroll system

A HR/Payroll will continue to be used as the core payrol
processing system
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Expected

A Improved data g

Benefits of PennWorks

uality for reporting and analysis

A :Iexibility to record unlimited Faculty Administrative,

PN \\ = Pa A \

VR dzy LJ AR NXRf S &adblinSt&ianS S |

A More granular user access levels and enhanced

security as SSN

will not be displayed via PennWorks

A Immediate assignment of the PennlID
ALYO2NLI2NYUS GKS |oAfAGE

distributions anco
Enabled Salary

eliminate the need for the Web
Distribution (WESD) application

A Robust help anc

online error validation/messages

v
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Expected Benefits of PennWorks: y i ar:

A Reduction of duplicate data entry by leveraging

other data

I If a person has an existing PennID, information will be
pulled from Penn Community

I If a person has an existing record in the Faculty
Information System information will be pulled and
automatically added to PennWorks

I Immediate assignment of the PennID
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Current PennWorks Release

A Will be used for all actions found in current
HR/Payroll system under General Payroll Access:
I 01 Date Entry & Update
I 02 Inquiry
A Access to the current HR/Payroll system for data
entry & update for these functions will be removed
A Functions remaining in the HR/Payroll system:
I OnLine Time Reporting
I Reallocation
I Salary Management
A Introduction of Faculty Compensation Tab
I Greater specificity in collecting faculty compensation
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Functions: PennWorks vs. HR/Payroll

PennWorkg=unction | HR/Payroll Function

Find Person 030 Name Search
Browse; 02 Inquiry: 01 Personnel:
Update Bio Info 003 Personnel Action Data (Inquire)

005 Personal Data (Inquire)
01 Data Entry and Update: 01 Personnel:
011 Other Personnel Update
020 Personal Data Update
012 Data Correction
003 Personnel Action
004 Job Assignment
005 Personal Data

Terminate 01 Data Entry and Update: 01 Personnel:
005 Separation / Termination
LOA 01 Data Entry and Update: 01 Personnel:

002 LOA with Pay
003 LOA without Pay
004 Return from LOA

10
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Functions: PennWorks vs. HR/Payrodz v i ¢

Browse; 02 Inquiry: 01 Personnel:
Roles/ Distributions 004 Job Assignment (Inquire)
01 Data Entry and Update: 01 Personnel:

007 Job Reclassification
008 Promotion/Demotion
009 Job Assignment Update
013 Reappointment
016 Salary Increase /Decrease
017 Job Assignment Add
018 Job Assignment Delete
019 Distribution Update
023 Job Org Transfer

Add Person 01 Data Entry and Update: 01 Personnel:
001 Initial Employment

Rehire 01 Data Entry and Update: 01 Personnel:
021 Rehire

TransfeHome ORG 01 Data Entry and Update: 01 Personnel:
010 Home Org Transfer

11
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New Concept: Role

A Roleis a new concept that details a person's

appointment for a specified timeframe

I As opposed t@io information, which describes a person's
demographics, an®istributions, which describe from
what sources a person is paid

A Rolecaptures the relevant details for all types of
nersonnel relationships, including administrative/
professional, faculty, student, support and temporary
staff, unionized staff, and neemployees

12
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New Concept: Roleosz yiaro

A Role Descriptioris the explanation of a specific Job
Class Code when there is a éilmeone correspondence
of Role to Job Class Code

A Some faculty job class codes can have multiple role

descriptions
I For example Job Class Code 140(HACULTY ADMIN

APPTMT (A) can have the following role descriptions:
A Department Chair, Director of a Center/Institute, Graduate Group
Chair, Lab Director
A In this case, a Role with Job Class 140010 is created for each of the
Role Descriptions

13
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New Concept: Roleosz yiaro

A A person can have moRolesthan the four job (4)
limit allowed in HR/Payroll (UMIS)

A A Role can
distribution

nave more distributions than the eight (8)

Imit per job in HR/Payroll (UMIS)

A PennWorks background logic will determine how

Rolesand Distributionsare recorded on the
HR/Payroll System to accommodate its 4 job and 32

distribution limits
A See thePennWorks Glossafgr detailed information

on Roles and other PennWorks terms and definitions

14
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Key Features of the Role Functionality

A Records are now locked by default so Home Organization
can prevent norHome payroll ORGs from adding new Role

A Unpaid Roles may be added if the department so desires

Awz2ft Sa OFy 06S WRAAlIOf SRQ | 3
Roles can be viewed as well in the Data Warehouse

A A Role can be created for each specific type of fadéty
administrative position

ACIF Odzt G ! RYAYAAUNI GA QDS w2

A Certain faculty roles have a fraext title for a Role

15
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Key Features of the Role Functionality: y

A All fultime faculty should have one role that is their
main academic job as approved by the Provost Staff
Conference or PSCS

Attt /t!'t LINOJYARSNA Ydzai
| fAYAOFIT t2aA0A2YQ
A Faculty may have secondary academic roles and

administrative roles that may be paid or unpaid in
addition to staff roles

16
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Key Features of the Role Functionality: y

A Types of Faculty Roles

I Main Academic Role for feiilme faculty
A e.g. Professor A

I Secondary Academic Roles
A e.g. Professor B

| Staff Roles
A e.g. Health System Clinician

I CPUP Clinical Position

A SOM users should refer ®0M Guidelines for Faculty Records

I Faculty Administrative Appointments
A Faculty Admin Appt (A) and CPUP Admin

i W{SlFaz2ylfQ w2f S$a

A e.g. Summer Research, Summer Teaching, Evening Teaching

17
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Key Features of the Role Functionality: y

A Important!

I For faculty with administrative appointments, create a
separate Roldor each appointment, listing the Role
description (e.g. Grad Group Chair) and the salary and
distributions, if any, for that specific appointment

I Do notlump the administrative pay within another role

18
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What is the Faculty Compensation Tab?

A A new mechanism for Schools to capture salary
commitments by component to standing, associated
faculty and Health System Clinicians regardless of
academic appointment

A Access to Faculty Compensation requires completior
of Faculty Compensation training and completed,
signed access form

A Faculty Compensation data is separately maintained
from Roles at the School level

A Flag to indicate eligibility for performance incentives

19
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What is Faculty Compensation® 2 y i oR

A Faculty Compensation provides Schools a mechanis
to:
I Capture current and projected faculty salary commitments
by fiscal year

I Review salary commitments to ensure changes are
appropriate and in line with agreements made between
the School and individual faculty

I Compare commitments with actual salary

A Data is used by the Provost & Institutional Research
for internal reporting and external compensation
survey responses

20
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Coordinating Roles & Faculty Compensatio

A Whenshould Faculty Compensation be updated?
I During new hire (Add a Person) process

I For any midyear promotion, salary increase, or
reappointment

A PennWorks users performing these tasks will be
prompted to enter/update faculty compensation if
they have appropriate Faculty Compensation update
access

At SYy22N]l a dzaSNA 6K2 R2Y(
Compensation update access will need to coordinate
with the appropriate person in their School

21
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Resources for Roles & Faculty Compensatic

A Refer to the following documents for detailec
Information on PennWorks terminology, facu
appointments, and coordinating roles & com
components:

I PennWorks Glossary
I Faculty Handbook
I Setting Up and Maintaining Faculty Records

ty

nensatio

A SOM users should refer ®M Guidelines for Faculty Records

22


http://www.finance.upenn.edu/ftd/documentation/PennWorks_Glossary.pdf
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Introduction to PennWorks

For starters, PennWorks will be
EmeomeL R eomeL nerion brin.o e e ft SFAYy 3 UKS Wt 2217

100279645 JACKMAN, HUGH

NAME SUFFIX: NAME PREFIX: DR n n O Z n n rl Z 3 n n p é

--STATUS INFORMATION--

EMPLMT STATUS: A ToTi naTe 4 4 4 CuDLuT AAaTE = 4z
SEPARATN RESN: LoA
REG OR TEMP: R FU 1s040ap UNIVERSITY OF PENNSYLVANIA DATE: 06/30/09
oy e PRSONNEL #++J0B ASSIGNMENT DATA*** TIME: 18:06:00

SENIORTY DATE: FA ANN (B

100279645 JACKMAN, HUGH JOB(S): 1,2
ORG NUMBER: 1307 SPECIAL
PROV S/M DATE: s TENY JOB H: 1 BEGIN DATE: 07/01/82 END DATE: 99/99/99
POSITION H#: 0O JOR_CLASS- 21ANAA - PRNAEFSSNR A
REGION ID: PARY PER.HMT/RHTE: 10000.000 RA %Z

CORPORATION: % FULL-TIME: 100.00 150405P UNIVERSITY OF PENNSYLVANIA DATE: 09/08/09

-~ INF JOB ORG: 1307 TIME R|  PERSONNEL *++*PERSONAL DATA FORM= = TIME: 17:02:33
LAST ACTIONS: 16 SYSTEMS ENGINEERING HOUR 100279645 JACKMAN, HUGH
CROSS-REF 1D: LA EMP TYPE: 1 ANNUAL|  ppopsNL MAME: JRCKMAN, HUGH SUFFIX: PREFIX: DR

CNAC ORG B/C FUND 0OBJ PGM CR —_CONTACT DATA--

TRANS| 008 (Lo 1002796 I E oai aca0 Ol CURRNT ADDR1: 10 MAIN STREET CURRNT ADDR2:
5 130 1307 4 293087 5010 2000 50| CURRNT CITY : PHILADELPHIA CURRNT STATE: PA CURRNT ZIP: 19103
. CURRNT PHONE: 800/555-1212
5
5 PERMNT ADDRL: PERMNT ADDR2:
7 PERMNT CITY : PERMNT STATE: PERMNT ZIP:
8 PERMNT CNTRY:
TRANS: 004 ID: 100279645 WORK PHONEL: 215/898-1212  WORK PHONE2:  / - WORK ADDR: 6315

ERG CONTCT: PRAT DOE RELATIONSHIP: FRIEND

TCT PHONE: 215/555-1212 AFFIL CODE: PUBLIC MAIL CODE:
--PERSONAL DATA--

N ID: 89999280 DARTE OF BIRTH..: 03/20/XXXX TRUE MARITAL ST..: S

Note: Since the Social Security
Number is not stored in PennWorkSysiriss:  courrr...oi - uisa exe onte: s pRso:
you may need to view the 004 scre
to look up a Social Security Number

S: 005 ID: 100279645 JOB: ORG ID:
=HELP PF8/21=HELP

23
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Introduction to PennWorks o2y i or o

Xand introducing a new look and feel!

e

sma

Penn | Return to Search Results / TabS aIIOW yOU tO naVigate
' Roles/Distributi i ti .
S Bio oles/Distributions ormpensation be tween the BIO,

Fayroll Mame, ROLENMHAROLD Fenn D 11699395 RO'GS/DISthbUtIOﬂS, and

Home: SCHOOL OF YETERIMARY MEDICIME, WET AMIMAL BISLOGY Com pe N Sa‘[ion screens
MName Home Organization p

Prefix SchoolfCenter 58 SCHOOL OF YETERIMNARY MEDICINE o 500000
Firsk HAROLD ORiG 2802 VET ANIMAL BIOLOGY
idde I
Lask ROLEM |Empluree Status |

5‘:*?? ﬂﬂﬂﬂﬂﬂ " o e | =

" Al employees have 2 tabs in PennWoiB® and Roles/Distributions.

100.00
e Pay Period
e Monthly Paid
Standing and Associated Faculty, and Health System Clinicians-- ===
] moun £5,000.000
35.00
have an additional tabCompensation
k Code
ORG()
Permanen t Address |Emplo',‘ae Type 1 ExemptSalaried
Line 1 8 OAKLEY ROAD
tre2 Distribution Details
City URPER DARBY
;t:ta T:Qg?‘ aaaaa Show distrbutions during fiscal year |2010 | to
Country UNITED STATES
Local Add | state | cnac [one [s/c| rump | omy |pera | crer [ernl peramt [percent | star | stop |
Line 1 8 OAKLEY ROAD Final 070 0700 1 000000 5010 7000 0000 RMO $5,000.000 08/01/2003  06/30/2010
Line 2
Ciy URPER DARBY [ Addjupdate Distributions |
Stake Pennsylvaria
zp 19082
Phane Numbs External Distribution Details
Home 610-443-5555
Work 1 215837111
Work 2 Show external distributions during fiscal year [2010 to E
Emergency Contact
Hame: KEITH LREAN |NU external distributions entered for this date range
Relationship FRIEND
Phone 160-555-1234 [ ‘
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Orientation
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the following pages you will see a comparison of the current
HR/Payroll system with PennWorks

I Logon withPennKews.P Number

I Navigation fromLinksvs.Function Menu

I Select Tasks fromrop-down listvs.Trans Number
I Mouseover popup infovs.PF6for Help

I More robustvs.limited info for Error Messages

25
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Orientation - Logon

HR/Payroll PennWorks

Entﬁg Your Userid:
Passuword: New passwor d:

Application: cicszupn
Application R e —

DY SYSTEM: CICSZUPN PRYROLL CICS REGION
CICS SYSTEM SECURED BY ETRUST CA-ACF2 9.0

TERMINAL: 0135
NODE: TCPOO135

DAY: WEDNESDRY To protect your personal infarmation, your password must be ver ified.
Please enter your password to continue,
SYSTEM DATE: JULY 01, 2009

SYSTEM TIME: 01:46 PM PennkKey murrayb

LOGONID: ===> Passwor d [essssesss
PASSWORD: ===>
NEW PASSWORD: ===> Mot murrayb?
(enter twice) ===>

Users still need their UMIS S ( PennWorks
P-Number for functions not ye uses PennKey
available in PennWorks & Password

Logon to PennWorks with yo®ennKeyand Password

26
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Orientation - Navigation

HR/Payroll PennWorks

? Help FAQ Glossary

a3

maun P

*f l I I I Welcome to PennWorks
e UMIVERSITY I:;|ir PENKSYLVAMIA

wser: murrayb

PennWorks

You have received 1 notification since you last logged in.
= Find/Add Person Wieny Motifications

= Wiew Notifications

» Resources

In PennWorks, navigate by using Links
In HR/Payroll, navigate b Adelpis used to access PennWorks Help resourc
using a Function Menu AAQdisplays a list of commonly asked questions
KGlossarnylinks to a PennWorks definition dictiona

In PennWorks, navigate using the approprid@ts and buttons

27



