Using the On-Demand Navigator
Training Tool

The On-Demand Navigator is used as the primary training and support tool for SAO
supported software. This tool allows any user online training at their convenience. All
financials modules are represented in the On-Demand Navigator. The On-Demand
Navigator’s availability is not dependent upon any Production database. The On-
Demand Navigator can be used with or without being logged into another database.

This document will discuss how to use the On-Demand Navigator as a training tool for
new hire users or current system users that may need to cross-train on a particular
database.

There are three modes to use when viewing topics (exercises) in the On-Demand
Navigator. They are:

See It — An automatic simulation that allows learners to view a transaction being
performed before they are required to do it. This mode performs like a movie that plays
on your desktop.

Try it — Interactive simulation in which users have the ability to practice the transaction
prior to performing it in the live application - If they do not perform the correct action,
the tool will give them a hint, or they can view the correct action. (Use this mode for on
line instruction).

Do It — This mode actually “floats” on the live application to display step by step
instructions. This provides an in-application support system to guide users through the
transaction. (Please note: you must be logged into PeopleSoft financials for this mode to
work)



The “home’ page of the On-Demand Navigator training tool is represented in this
screenshot:
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If your On Demand Navigator 'home' page is blank, click & A

Notice that all financials modules are represented. Click on the module title of your
choice. You will see high level concepts relating to that module on the right hand side of
the page. This concept represents the “instructor’ notes and is very useful information. It

is recommended that you read each concept in order to understand the business processes
of that particular module.

Note: Playback modes are not available at this level. You must open the topic level in
order to actually play back the topic.



This page displays the Module Concepts for Accounts Payable
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Accounts Payable Module

/ The Accounts Payable module is the main source of all payment infarmation for any
financial entity. Invoices or expense statements are entered into this subsystem.
Additionally, electronic information may be uploaded into the module, These payables
are recognized through the creation of a voucher. Once a voucher is created Accounts
Payable is utilized to record the payment of these liabilities, There is also much more
functionality found within this module. Annual vendor 1099°s are issued based on
payment information found within Accounts Payable, This module may also by utilized in
the reconciliation of the bank accounts.
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The following lessons will teach the user about the various functionalities of Accounts
Payable. Upon completion a user should be able to successfully create a voucher,
process payments, maintain vendar 1099 information, and utilize the module to
reconcile bank accounts. Information found within this module is invaluable to an
entity’s on going operation,
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Each module has a plus sign (+) beside the title. In order to expand the view of the
module lessons, click the +.



This page displays the expanded Accounts Payable module and the lessons that are
available in this module.
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Accounts Payable Module

The Accounts Payable module is the main source of all payment information for any
financial entity. Invoices or expense statements are entered into this subsystem.
Additionally, electronic information may be uploaded into the module, These payables
are recognized through the creation of a voucher. Once a voucher is created Accounts
Payable is utilized to record the payment of these liabilities, There is also much more
functionality found within this module. Annual vendor 1099°s are issued based on
payment information found within Accounts Payable, This module may also by utilized in
the reconciliation of the bank accounts.,

Lesson 2.2 Create Youcher Stylé
Lesson 2.3 Create PO Vouchers

The following lessons will teach the user about the various functionalities of Accounts
Payable. Upon completion a user should be able to successfully create a voucher,
process payments, maintain vendor 1099 information, and utilize the module to
reconcile bank accounts. Information found within this module is invaluable to an
entity’s on going operation.
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In order to view the individual topics/exercises, click the plus sign (+) beside the lesson
of your choice. Then click the individual lesson to view the concepts for that lesson.



In this screenshot, the Accounts Payable Module has been expanded and Lesson 2.2
“Create Voucher Styles” has been clicked to reveal the concepts for this lesson.
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Lesson 2.2 Create Voucher Styles

gigklts Payable module enables theds Bt of invoices received from vendars.
These payme e creating of vouchers (payables). People Soft
version 8.2 has several dn"ferent styles of vouchers that a user may select from to
enahle the creation of a voucher, Each style has a specific functionality.

The basic voucher style is the "Regular” voucher. & user would select this style simply
to pay an invoice, Purchase Order receivers are created on a regular voucher style,
Invaoice and chartfield information would be entered. & check would create during a
paycycle from the information entered.

& *Tamnplate” vnurhar dnes nnt pnst ar create a payment. & nser may create A ...
“Template” voucher if they receive recurring invoices from the same vendor. The user

enters the chartfield information on the *Template” voucher, The information will be

saved and each time that the user creates a voucher based on the “Template” that
infarmation will automatically populate and will not have to be entered.

“Single” payment vouchers are useful in situations where a paymentis to be issued
only one time, In previous versions of People Soft a vendor number had to be created
for each vendor to be paid. Version 8.8 allows a user to issue payment without having -
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Notice that there is now a minus sign (-) beside the lesson level and the individual
topics/exercises are displayed.

In order to view the actual topic/exercise, click the topic/exercise of your choice.



In this screenshot, “Create a Voucher” topic/exercise has been clicked and you are
now viewing the Concepts for “Create a Voucher”.
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2.2.1 Create a Youcher
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The Introduction pane (lower right side of window) contains the topic/exercise scenario.
The scenario will explain the goal of the exercise.



“Create a Voucher” page (cont)
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Click herelfor Job Aid,

ponent in PeopleSoft Payables uses deferred processing. If you are
adding a new voucher, you can use the fields on the add/search page for the
component to populate the new voucher and reduce the amount of prompting and
editing you need to do on the new voucher, This page is optional,

sRegular voucher style enables users to process standard invoices and invoices
associated with a Purchase Order in the Peoplesoft Payables Module. Before adding a
voucher, verify that the vendor and Address currently exist in the Statewide Vendor
file.

+There are only three pages required for adding a voucher: the Invoice Information,
Payments, and the Youcher Attribute page. The Voucher attribute page is used to verify
agency defaults,

+0n the Payments page under Payment Options select Hold Payment and Hold Reason,
this will prevent the system from processing a payment for this voucher,

+0nce the voucher is saved two new pages will exist, Summary and Error Summary
page.

Scenario!

You have received an invoice from John Deere for supplies. You need to create a
Regular Youcher for this invoice. You should put the Payment on Hold to prevent the
check from creating. The vendor currently exists in the Statewide vendor file. Use vendor
number 0000008285,

&

[T T pmenet

Notice that the Playback Modes are now active, See It, Try it, and Do it (you must be
at the topic/exercise level for the Playback Modes to be available). The Know It mode is
not active at this time.

Job Aid - Every topic in the On-Demand Navigator will contain a Job Aid. The Job Aid
consists of step by step instruction for the specified topic but will contain no screenshots
of pages.

Business Process — Every topic in the On-Demand Navigator will contain a
Business Process. The Business Process consists of step by step instructions for the
specified topic and will contain screenshots of the PeopleSoft pages.

Once you understand how the On-Demand Navigator works, you are now ready to view
a topic/exercise. For first time users, you may want to click “See It” and watch how the
process works. Or if you want to be interactive, click the “Try It” mode.

Note on See It Mode: Each bubble within the topic using See It mode will have a Pause
link. This link will allow you to Pause the playback action. When you select the Pause
link, the player will stop and you will see a Resume link. In order to restart the playback,
you will need to click the Resume link.



In this view, the Try It! Mode was clicked at the topic/exercise level and you are now
viewing the first action/page in this topic. You would press Enter to begin the
simulation.
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Note: The On-Demand Navigator player Try It mode will allow interactive entry by the
user. In most every topic/exercise, you will be asked to enter certain strings of data. In
order to make it convenient for the user, we have programmed the On-Demand Navigator
to accept the first three letters or characters of any string input of information.

This will not be the case in the actual database. You will have to enter your data in its
entirety.



This page represents the second page of the On-Demand Navigator lesson on
“Create a Voucher”
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The first few pages of the each On-Demand Navigator lesson will contain navigation
paths. In this instance, you are to click the Accounts Payable link (Try it mode).



This page represents a typical page of any topic/exercise in the On-Demand
Navigator
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The On-Demand Navigator topic/exercise bubble will contain user instructions. These
bubbles will tell you where to click or exactly what action to take (Try it mode).
Depending on which play back mode you have selected, the On-Demand Navigator
bubbles may or may not contain helpful data.



[0 NAG|ID

STATY AHE wrrer

Search:
(©)]

[ My Favorites
[ ltemns

; http://saofnupk.state.ga.us - User Productivity Kit - Microsoft Internet Explorer

w2 2A-LJE B3

Voucher

[ Vendors
> Purchasing
[> Gerices Procurement
= Accounts Payable
= VYouchers

[ Review Accounts Payable
Infa
[+ Archiving
> Repatts
- Accounts Payable Center
[ As=et Management
[ Banking
[ Commitment Control
[» Set Up FinancialsiSupply
Chain
[ Tree Manager
[* Reporting Tools
[- PeopleTools
-~ Tax Center
— Treasury Management
Center
— Treasury Processing Center
— Treasury Definitions Certer
— Change My Passwaord
— My Personalizations

{Eind an Existing Yalie ) Add aNew Value

Business Unit:

Vendor Location:

Address Sequence Number:

Invoice Date:

All

[eaann @

link

[ 1a
[da

Voucher ID: MEXT|
= AddiUpdate
— Regular Entry Voucher Style: Regular Youcher ;II
b Maintain Short Vendor Name: Q
[> Contral Groups
> Payments Vendor ID: I Q,

Invoice Number: |

Gross Invoice Amount: I

Estimated No. of Invoice Lines:l 1
Add

Eing an Existing Yalue | Add a Mew Value

0.00

The Youcher Stylé
select will determine the type
of voucher you will process,

Click the ¥oucher Style list,

bubbles
have the
Actions

- My System Profile % o
- Wy Dictionary

4 | _»I_I
[ &7 pone [T [ [ roteret

A few notes on how to navigate within the On-Demand Navigator topic:

Within each bubble (Try it mode), you will see not only Instructor notes but also the
system action that you are to perform. Each bubble also contains an “Actions” link. This
link will allow you to perform certain functions within the On-Demand Navigator topic.



In this view, the Actions link within the bubble has been clicked
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The Actions menu options include:

Next Step — Displays the next step in the process
Previous Step — Displays the previous step in the process

Restart Playback- This action will restart the topic from the beginning

Display Concept — Concept of currently displayed topic will
appear in a new window
Preferences — Preferences of this topic have been set and should

not be changed

Help — The Help link instructs the On-Demand Navigator user on
player software usage

Tutorial — This link opens a new window which contains an online

tutorial of how to use the On-Demand Navigator in Try it mode
Close Topic — This action will close the player topic



When you have finished an On-Demand Navigator topic, you will see a screen
similar to this one
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2.2.1 Create a Voucher

You have successfully completed
the Create a Youcher topic.

Press [Enter] to finish.
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At the end of each topic, you will see a bubble with a message “You have successfully
completed the topic”. You will press Enter to finish the current topic.

The On-Demand Navigator will return you to the home page where you may select

another topic.



