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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_Transition_Training_3_of_3.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.



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 onView Role Details to learn how to see Role information

My Inbox/Outbox
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ÅView Role Details

ÅPromotion/Demotion

ÅReappointment

ÅReclassification

ÅRole ORG Transfer

ÅRole Update

ÅSalary Increase/Decrease

ÅAdd/Update External Distribution

Notice weõve 
filed all the 

paperwork from 
the Outbox



Task:  View Role Details

To see this in PennWorks...click here

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

Steps ïFrom the Task drop-down 

list on the Role Summary page

ÅSelect View Role Details

ÅView Role information 

In this task ïView the same 

information as you did on the 004 

screen                                                         

ÅIn PennWorks, once you have 

completed the óFind/Add a 

Personô search, you can select 

the View Role Details from the 

Roles/Distributions tab

From the View Role Details, you can also add a role and/or update 

distributions.
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Task:  View Role Details όŎƻƴǘΩŘύ
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ÅFrom the Roles Summaries drop-down list, select View Role Details for the 

Role desired

Click on View Role Details  to 
advance to the next screen



Task:  View Role Details όŎƻƴǘΩŘύ
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Use the Task drop-down to select the 
role/action; if the person has multiple roles, 
all roles will be displayed in Role Summaries 

Click here to advance 
to the next Task

Ability to update a given Role is 
determined by your access rights



VView Role Details

ÅPromotion/Demotion

ÅReappointment

ÅReclassification

ÅRole ORG Transfer

ÅRole Update

ÅSalary Increase/Decrease

ÅAdd/Update External Distribution

Inbox

My Inbox/Outbox

Click onPromotion/Demotion to learn how to perform this task
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Outbox



Task:  Promotion/Demotion

To see this in PennWorks...click here

Task Definition: In this task, you either promote or demote an employee.

Steps ïFrom the Task drop-down 

list:

ÅSelect Promotion/Demotion

ÅEnter new details as required
ÅIncluding Position Inv. #

ÅAdd/update Distributions 

accordingly
ÅSee the Add/Update 

Distributions task for details

In this taskïUpdate the same 

information as you did on the 008 

Promotion/Demotion screen                                                         

ÅIn PennWorks, once you have 

completed the óFind/Add a 

Personô search, you can select 

the Promotion/Demotion from 

the Roles/Distribution tab
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Timing is important! Process distribution changes after the last 

payroll runs for the old position but before the new position.
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ÅFrom the Roles Summaries drop-down list, select Promotion/Demotion

Click Promotion/Demotion to 
advance to the next screen

Task:  Promotion/Demotion όŎƻƴǘΩŘύ
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Task:  Promotion/Demotion όŎƻƴǘΩŘύ

Enter details as required

Update Distributions as required

Click [Submit] to advance to the next Task


