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This presentation 

has no audio

Optional: 
Click icon to 
print slides

Use buttons to move forward, back  or 
PAUSEthe presentation
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Web Training Tips

2

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.



PennWorks Training Tips

This on-line course uses several techniques to 
present information or demonstrate PennWorks 
functionality

ÅAllow each slide to play in its entirety to view all 
the content

ÅBlue banners draw your attention to new Penn 
Works functionality

ïRefer to the PennWorks Glossaryfor further details
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New



PennWorks Training Tips όŎƻƴǘΩŘύ

ÅBecome familiar with these Training conventions:

ïText bubbles contain information you need to know

ïA You-Do-It arrow and gold box/oval indicates an action 
that simulates functionality in PennWorks

ïA click here link on Task pages takes you into a specific 
PennWorks Task  and advances you to the next screen
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Important information about PennWorks  is 
contained in gold text bubbles



ÅNow that you have seen a glimpse of PennWorks, we 
ǿƛƭƭ ƴƻǿ ǎǘŜǇ ǘƘǊƻǳƎƘ ǎƻƳŜ ƻŦ ǘƘŜ ΨǘŀǎƪǎΩ ȅƻǳ Ƴŀȅ 
frequently be performing

ÅLƳŀƎƛƴŜ ȅƻǳ ƘŀǾŜ ŀƴ ΨLƴōƻȄΩ ƻƴ ȅƻǳǊ ŘŜǎƪΦ  ²ŜΩƭƭ 
tackle each item in this inbox one at a time to 
demonstrate how to complete many of the tasks in 
PennWorks

ÅEnjoy!

Inbox

Tasks & Inbox
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Inbox Outbox

Click onFind a Person to learn how to search for an existing record
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ÅFind a Person

ÅBrowse

ÅUpdate Bio Info

ÅRoles/Distribution

ÅAdd/Update Distributions

ÅAdd a Role

ÅAdd a Person

ÅTransfer Home ORG

ÅLOA (Leave of Absence)

ÅTerminate

My Inbox/Outbox



Task:  Find a Person

To see this in PennWorks...click here

Task Definition:  Search for and retrieve existing payroll records.

Steps ïFrom the Navigation Panel:

ÅSelect Find/Add a Person 

ÅEnter search criteria 

Åe.g. Name or Penn ID #

ÅReview the results

ÅSelect the appropriate record from 

a list of results by selecting a Task 

Åe.g. Browse

In this task ïUse a variety of 

search criteria to find an existing 

PennWorks record.  To complete 

this task you will need to:

ÅSearch by name or Penn ID #

ÅRefine your search by 

School/Center and/or ORG

ÅSelect the appropriate record from 

a list of results

The Find a Person action is used as the first step for the Browse, 

Update, and Add a Person tasks.
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ÅFind/Add Person is the first step in all Browse, Update, and Add tasks

Task:  Find a Person όŎƻƴǘΩŘύ

Click Find/Add Person to perform a search 
and advance to the next screen



Enter search criteria

ÅAssume that you enter the personôs Last Name and the first letter of their First 

Name 

ÅYou may chose to enter additional search criteria to further refine your search results

Task:  Find a Person όŎƻƴǘΩŘύ
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Click [Find] to perform a search and 
advance to the next screen



Enter search criteria

A list of matching results will be 
returned ςfurther refine your 

search if necessary

To initiate an action for a given person, 
use the Task drop down to select the 

appropriate task
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Task:  Find a Person όŎƻƴǘΩŘύ

Click Browse to learn more about 
PennWorks and the Browse Task



VFind a Person

ÅBrowse

ÅUpdate Bio Info

ÅRoles/Distribution

ÅAdd/Update Distributions

ÅAdd a Role

ÅAdd a Person

ÅTransfer Home ORG

ÅLOA (Leave of Absence)

ÅTerminate

Inbox

My Inbox/Outbox

Click onBrowse to learn how to view a person
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Outbox



Task:  Browse

To see this in PennWorks...click here

Task Definition: In this task, you will view a personôs record.

Steps ïFrom the Task drop-down 

list:

ÅSelect Browse

ÅView Results of Browse

ÅBio

ÅRoles/Distributions

ÅCompensation (Faculty only)

In this task ïView the same 

information as you did on the 003, 

004, and 005 screens                                                         

ÅIn PennWorks, once you have 

completed the óFind/Add a 

Personô search, you can view an 

employee record from the Browse 

task

From the Browse task, you can also update the employeeôs record by 

selecting from the Task drop-down list.
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Enter search criteria

From the Task drop-down list, select 
Browseand advance to the next screen

Task:  Browse όŎƻƴǘΩŘύ
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Browse Bio information

Use the Tabs to Browse either 
Roles/Distributions or Compensation

Use the Roles/Distributions Tab to 
access a variety of Role and 

Distribution Tasks

For example, View Role Details allows 
you to view detailed Role information

Role Details

Distribution DetailsCompensationTabapplies only to Faculty

Click Return to Search Resultsto 
advance to the next Task

Task:  Browse όŎƻƴǘΩŘύ



Outbox

VFind a Person

VBrowse

ÅUpdate Bio Info

ÅRoles/Distribution

ÅAdd/Update Distributions

ÅAdd a Role

ÅAdd a Person

ÅTransfer Home ORG

ÅLOA (Leave of Absence)

ÅTerminate

Click onUpdate Bio Info to learn how to update an employee 

Inbox

My Inbox/Outbox
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Task:  Update Bio Info

To see this in PennWorks...click here

Task Definition: In this task, you will update biographical information 

for an employee record.

Steps ïFrom the Task drop-down 

list:

ÅSelect Update Bio Info

ÅUpdate information as needed

In this task ïUpdate the same 

information as you did in 020 Personal 

Info Update

ÅIn PennWorks, once you have 

completed the óFind/Add a Personô 

search, you can Update Bio Info for 

an óActiveô employee

From the Update Bio Info task, you can also tab to view/update 

Roles/Distributions.

16



17

Task:  UpdateBio Info όŎƻƴǘΩŘύ

From the Task drop-down list, 
select Update Bio Infoto 
update the Bio screen and  
advance to the next screen


