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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 Training Tips

This online course uses several technigues to
present information or demonstrate PennWorks
functionality

A Allow each slide to play in its entirety to view all
the content

A Blue banners draw your attention to new Penn

Works functionality [HEEN
I Refer to thePennWorks Glossarfpr further details
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A Become familiar with these Training conventions:
I Text bubbles contain information you need to know

Important information about PennWorks is
contained in gold text bubbles

I AYouDo-lt arrow and gold box/oval indicates an action
that simulates functionality in PennWorks

-

I Aclickherelink on Task pages takes you into a specific
PennWorks Task and advances you to the next screen
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Tasks & Inbox

A Now that you have seen a glimpse of PennWorks, we
gAft y2¢ a0SLI GKNRdJIzAK &
frequently be performing

ALYl 3AYS @é&2dz KIgS |y WYLY
tackle each item in this inbox one at a time to

demonstrate how to complete many of the tasks in
PennWorks

A Enjoy! —
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AFind a Person -

ABrowse

AUpdate Bio Info
ARoles/Distribution

A Add/Update Distributions
AAdd a Role

A Add a Person

ATransfer Home ORG
ALOA (Leave of Absence)
ATerminate

—
Inbox Outbhox

Click onFind a Persoio learn how to search for an existing recc}rd
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Task Definition: Search for and retrieve existing payroll records.

In this task T Use a variety of Steps 7 From the Navigation Panel:

search criteria to find an existing ASelect Find/Add a Person
PennWorks record. To complete AEnter search criteria

this task you will need to: Ae.g. Name or Penn ID #
A Search by name or Penn ID # AReview the results
ARefine your search by A Select the appropriate record from

Agclhoct)![fenter an_d/tor ORGd ¢ a list of results by selecting a Task
elect the appropriate record from Ae.g. Browse

a list of results

I The Find a Person action is used as the first step for the Browse,
(\( Update, and Add a Person tasks.

To see this in PennWorks...cllodre
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? Help FAD  Glossary

Welcome to PennWorks

Lser: jhorstma

You have received 1 notification since you last logged in.
Wigw Motifications

Resuurces

ClickFind/Add Persorto perform a searc
and advance to the next screen

A Find/Add Person is the first step in all Browse, Update, and Add tasks



%‘ [][‘] el |ask: Find a Persandz v i QR0

UNIVERSITY 8 PENXSYLVANIA

Find /Add Person

Find a person: Search using appropriake criteria,

Add a person: Search first so that it can be confirmed that the pers

”[ Enter search criteria J

Lask Marne |Rn|en | Harne SchoolfCenker | Select... v |

First Mame |h| |H|:ume ORG | Select. ..

Penn ID I:I Home School/Center gr ORG Texk [
Employment Stakus | Select. . w 9 m

L Click[Find]to perform a search anoj

advance to the next screen

AAssume that you enter the persono6s Lasc
Name

A You may chose to enter additional search criteria to further refine your search results
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PennWorks

» Find/Add Person
» Yiew Motifications
= REsources

Find/Add Person

Find a person: Search using appropriate criteria,

Add a person: Search firsk sa that it can be confirmed that the person does nat already exist in the system,

Lask Mame Falen Home SchoolCenter Select. .. w
First Marme h Home ORG Select. .. A
Penn 1D Home SchoolfCenter or ORIG Text

Ermplawment Status | Select. .. A l:l l:l

TF the person is not Found in the resulks listing below or there are no res A IISt Of matChIng results WI” be
returnedc further refine your
search if necessary

Click. on column headers to sort results,

Hover ower & ko find out who last updated the record and the conkact pl

Liskings 1-1 of 1

= 7ok lLostNome«) Fist [Middle| PennID |0RS] ORG Nome Status|Min Rec Lot Updated]

Select 4 | ROLEN HAROLD 11699395 5802 VET ANIMAL  Ackive  TX 08/25/2009

— EIOLOGY
‘ SEIELCL
Lndate B Info

Transfer Home ORG
LOA

Terminate
Compensation
Roles/Distributions
Add a Fole

ClickBrowseto learn more about [€SON,
PennWorks and the Browse Tasket the
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Inbox

My Inbox/Outbox

V Find a Person

ABrowse -
AUpdate Bio Info
ARoles/Distribution

A Add/Update Distributions
AAdd a Role

AAdd a Person
ATransfer Home ORG
ALOA (Leave of Absence)

ATerminate

Click orBrowseto learn how to view a persoh
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Task Definition: I n t hi s task, you wil/ Vi ew a
In this task T View the same Steps i From the Task drop-down
information as you did on the 003, list:
2(?4,Pand 3\(/)5 Ecreens o ASelect Browse
1 FENNVVOTKS, Ohce you have - = A\/Aew Results of Browse
completed the OFiIi nd/ ﬂlﬂ

Persond6 search, you CﬁFE‘oles/dsﬁ%tloﬁs
employee record from the Browse A Compensation (Faculty only)
task

From the Browse task, you can al so
(\(I selecting from the Task drop-down list.

To see this in PennWorks...cllodre
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Penn Find/Add Person

UMIVERSITY of PENNSYLVANIA

PennWorks

= Find,/Add Person
« Wiew Motifications

Find a person: Search using appropriate criteria,

Add a person: Search first so that it can be confirmed that the person does not already exist in the system,

« Resources Lask Mame Ralen Home School/Center Select. .. w
First Mame h Home ORG Select. .. v
Penn 10 Hare SchoolfCenter ar ORIG Text
Employrment Status | Select. .. v m

IF the person is not Found in the resulks listing below or there are na resulks at all, cick Bl IER SN

Click on column headers to sort results,

Hover ower & ko find out who last updated the record and the conkact phone number.

Listings 1-1 af 1

| Task [LastName-  First |Middle|PennID |ORG| ORGName |Status|Min Rec Last Updated
Salect. .. 4 | ROLEN HARCLD 11699395 5302 YET ANIMAL  Ackive T 08/25/2009
BIOLOGY
:’l et

Update ©io Info
Transfer Home ORG
LOA

Terminate
Compensation
Roles/Distributions
Add a Role

From the Task droegown list, select
Browseand advance to the next scree
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— | .? Help [FAD Glossary
? Help |FAD  Gloss

Eio Roles/Distributions | Compensation | Return to Search Results
Eio

Bio Roles/Distributions | Compensation |jetum to Search Results

Fayroll Mame, ROLENMHAROLD Fern 1D 116 CllckReturn to Search Results

Home: SCHOOL OF YETERIMNARY MEDICIME, ¥
advance to the next Task
Current Compensation Rates as of 0% —————<—

Academic Base Salar m Base Salary Supplement | Admin Stipend m Total Salar

$52,000,00 $0.00 $0.00 $0.00 $0.00  $52,000.00

Compensation Details

Shaow compensation between fiscal year |2|:|1|:| |ar‘u:| | |m allows
| || Component | | Statv | End | state [MET[0])
Edit  Delete Arcademic Base Salary $82,000.00 09/01,/2009 06302010 Final
) G2ty Peienznss e e Compensatiomabapplies only to Faculty ]
&
L
Line 1
EEEZ External Distribution Details
;t:te Show external distributions during fiscal year ta l:l m
Wbtk Il Source |  SourceReference | amt |  Statr |  Step |

Lirie: 1 WA Hospital 123 $10,000.00 10{01/2009 12312009
Line 2

City Add;/Update External Distributions 14
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V Find a Person

V Browse

AUpdate Bio Info -
ARoles/Distribution

AAdd/Update Distributions

AAdd a Role

AAdd a Person
ATransfer Home ORG
ALOA (Leave of Absence)

A Terminate
—_— —_—
—— —
—_ ;___""..
Inbox Outbox

Click onUpdate Bio Infato learn how to update an employep
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Task Definition: In this task, you will update biographical information
for an employee record.

In this task T Update the same Steps i From the Task drop-down
information as you did in 020 Personal list:

Info Update ASelect Update Bio Info

AlIn PennWorks, once you have AUpdate information as needed

completed the OFind/ Add a Persono
search, you can Update Bio Info for
an OActived empl oyee

f\( 1. From the Update Bio Info task, you can also tab to view/update
- Roles/Distributions.

To see this iIn PennWorks...cllukre
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From the Task dredown list,
- selectUpdate Bio Infato
update the Bio screen and

advance to the next screen
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