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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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AView Role Details
APromotion/Demotion
AReappointment
AReclassification

ARole ORG Transfer
ARole Update

A Salary Increase/Decrease
AAdd/Update External Distribution

Noti ce weOod)ve
filed all the

paperwork from
the Outbox

@)

Inbox

o
Outbhox

Click onView Role Detail$o learn how to see Role informatiod
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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 004 list on the Role Summary page
screen

A Select View Role Details

Aln PennWorks, once you have A\/Aew Role information

completed the OFiInNnd
Persond6 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
f\(I distributions.

To see this iIn PennWorks...cllukre
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? Help FAQD Glossary

3 nn Return to Search Results

Eio Roles/Distributions

sms

PennWorks Payral Mame: MERTON,THOMAS I Pern ID: 33511654

Home: SCHOOL OF MEDICINE, ID-INSTITUTE FOR. DISBETES, OBE
= Find/Add Person
= Yiew Motifications Roles

T — Click orView Role Detailsto
——— advance to the next screen

| Reappointment il

Feclazsification ;
|Role ORG Transfer R |
Fole Update

malary Increase/Decrease
Add/lpdate Distributions
Add/lpdate Ext Distributions

Hide Quick Tips

* = fields ALWAYS required | = additional information | o._ error explanations | Hover = Field descriptions as toaltips

A From the Roles Summaries drop-down list, select View Role Details for the
Role desired
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Eio IM”HS Return to Search Results Cl ICk here to advance
to the next Task

Fayrol Mame: MERTOMN,THOMAS [ Fenn [0 33511654
Home: SCHOOL OF MEDICINE, ID-INSTITUTE FORFHDD_ED Sl

Use the Task dredown to select the

Roles
Role Summaries role/action; if the person has multiple roles,
all roles will be displayed in Role Summaries
W‘BUS 4638 0= 90Ty 2007 I R, T, T
ADMIMISTRATOR IMSTITUTE
E FOR
DIABETES,
CEBE
‘ Only users with home ORG access may add a role for this emploves, P |

Ability to update a given Role i

d ined by y g
Role Details: BUS ADMINISTRATOR B etermlne our aCcCess T h S
Pasition Inventary # 17825 “FTE 100,00

SchoalfCenter SCHOOL OF MEDICINE Rate Code Pay Period

Role Title Business Administrator B Pay Cycle Monthly Paid

Inkerim Time Report Code Exception

Term 12 month emploves paid aver 12 months Mankhly Anount 45,000,000

Job Class 130390 BUS ADMINISTRATOR B Hours 40,00

Job Grade 0ze Criginal Start

Class Entry 0901 /2009 TRF 3ot Code

Zompa Fatio 1.196 Parkner ORGE(s)

Emploves Tvpe 1 ExemptSalaried

Distribution Details

Show distributions during fiscal vear |2010 | 1o I:l Ea
 State | CNAC | ORG |B/C | FUND | DB) [PGM |CREF [ERN | PerAmt | Percent | Startv | Stop |

Final 400 4638 1 0ooooo - 51000 7000 0000 RMO 45,000,000 03/01f2002  06/30{/2010
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V View Role Detalils

A Promotion/Demotion -
AReappointment
AReclassification

ARole ORG Transfer

ARole Update

A Salary Increase/Decrease
AAdd/Update External Distribution

—
Inbox Outbhox

Click onPromotion/Demotionto learn how to perform this task
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Task Definition: In this task, you either promote or demote an employee.

In this taski Update the same Steps i From the Task drop-down

information as you did on the 008 list:
Promotion/Demotion screen A Select Promotion/Demotion

AlIn PennWorks, once you have AEnter new details as required
compl eted the O6Fi nd/ AldglddingPosition Inv. #
Personé search, vy oAAddupdate Distibations
the Promotion/Demotion from accordingly

the Roles/Distribution tab A See the Add/Update
Distributions task for details

Timing is important! Process distribution changes after the last
(\(I payroll runs for the old position but before the new position.

To see this in PennWorks...cllodre
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? Help |[FAQ Glossary

Bio Roles/Distributions | Befurn to Search Results

PennWorks Payrol Mame: MERTON,THOMAS I Pern [T 33511654

Home: SCHOOL OF MEDICIME, ID-INSTITUTE FOR DIABETES, OBE
= Find/Add Person
= ¥iew Notifications Roles
» Resources

Select. .
....................................................................

{| 46351D- 09

i Driais & | ClickPromotion/Demotionto
||Prnmnt|nnfDemnt|nn {
advance to the next screen

Reappuointment
Reclassification
Fole ORG Transfer
Fole Update
Salary Increase/Decrease
AddilUpdate Distributions
AddilUpdate Ext Distributions

this employee.

Hide: Quick Tips
* = fields ALWAYS required [ = additional information [ 0 = error explanations [ Hover = field descriptions as tooltips

A From the Roles Summaries drop-down list, select Promotion/Demotion

12



' Penn el | ask: Promotion/Demotiorn 62 y i ¢

" UNIVERSITY af PERNSYLVANIA

[ Enter details as requireﬂi

[ Update Distributions as require%j

- [ Clickl]Submit] to advance to the next Tas}<
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