Taking TeamWorks Online Training

Supported by SAO



What is TeamWorks Online Training

Formerly known as the User Productivity Kit or UPK,
TeamWorks Online Training is the State Accounting Office
browser-based, on-demand training tool that allows users to
learn how to use the TeamWorks application at their
workstation, working at their own pace, and at a time that fits

in their work schedule.




Objectives

At the end of this presentation users should be able to:

* Navigate to the TeamWorks Online Training homepage

* Navigate the TeamWorks Online Training content page

* Describe the TeamWorks Online Training playback modes
e Select and play a topic

* Navigate a TeamWorks Online Training simulation
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Navigating to TeamWorks Online Training
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Navigating to TeamWorks Online Training
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Click the TeamWorks HCM

I | n k TeamWorks Statewide Shared Policies and Training &

Reporting Services Procedures Travel Calendars
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’ TeamWorks Training d
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accessible independently, and users do not need to be logged into TeamWorks.

e TeamWorks Financials Online Training

¢ TeamWorks HCM Online Training

¥ TeamWorks Training
¢ Bank Reconciliation Training

SAO Tea mWo rks ,‘ :C \ ::A’ 22 ¢ Carl Vinson Institute of Government Ledger Recons
. . . e Program Based Budgeting Presentations
Online Training

e TeamWorks Travel & Expense Training
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Accessing TeamWorks Online Trainin
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On the TeamWorks HCM
Online Training page you
can review this
presentation by clicking the
How to take TeamWorks
HCM Online Training —
PowerPoint Presentation
link.
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Search within this site Q

Statewide Shared Policies and Travel Training &

Reporting Services Procedures Calendars

Home » Training & Calendars » TeamWorks Training » TeamWorks HCM Online
Training Stay Connected

TeamWorks HCM Online Training N

TeamWorks HCM Online Training allows any user to take training online at
their convenience. TeamWorks HCM Online Training is accessible as a stand-
alone application and users do not need to be logged into TeamWorks HCM to
access the online training.

Use the links below to learn how to take TeamWorks HCM Online Training or to

access the TeamWorks HCM Online Training.

TeamWorks HCM Online Training

Employee Self-Service Workforce Administration

Manager Self-Service Time & Labor
ePerformance Benefits
Enterprise Learning Payroll
Position Management

HCM Reports

Commitment Accounting
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TeamWorks Online Training Technical
Requirements

Before accessing TeamWorks Online Training verify the
workstation browser.

Verify that the workstation has Internet Explorer version 6 or
higher installed:

0 Windows'Internet
1. Open Internet Explorer e Explorer9
2. Click Help

3. Click About Internet Explorer

TeamWorks Online Training works best in Internet Explorer and is —
not compatible with Google Chrome.
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Use the links below to learn how to take TeamWorks HCM Online Training or to
access the TeamWorks HCM Online Training.
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The Training Content Homepage

~ UPK - Employee Self-Service - Windows Internet Explorer

GC v @ http:jflocalhost: 1421 ftoc0.html :I $2(| % Ir;oog\e P~
IE Browser Links 2  Welcome to TeamWorks B georgia.gov - Training ¢ | Covendis - Login

T 4t EDupK - Employee Self-Service l |

search » 1 Using Employee Self-Service

@ Q Employees use TeamWorks Self-Service module to rev_ie\v, add, update, or delete
personal information. Users can access each transaction individually or use the Personal
Information Summary page to review all personal information at once. The buttons on
the Personal Information Summary page provide quick access to the various transactions
they can use to make changes.

The next feW Slldes At the end of this module you should be able to:
focus on the Content
Outline.

Change name information

Maintain home and mailing address information
Maintain emergency contact information
Maintain email address information

Maintain phone number information

Rev iew personal information

Content Outline Concept Pane
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The Content Outline

The TeamWorks Online Training player is organized into a
folder hierarchy. The course outlines are structured as shown
below:
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Topic = A -

=] Updating and Adding Emergency Contacts - ES5
=] Updating and Adding Email Addresses - ESS

¥ @ Feviewing Benefits Information



The Content Outline

To expand the modules and
sections, click the + next to the
purple books =@ . This
expands the content.

To collapse the modules and
sections, click the — next to the
purple books E""Q-:ll :

search

=\
=) Getting to Know TeamWorks
2] Introducing the Teamworks Portal Homepage
[Z] Signing into and Navigating Teamworks
\Z] Resetting a Forgotten Password
|Z] Deleting Browser Cache Files
+- @ Updating Personal Information - ESS
+] 0 Reviewing Benefits Information
sy, Reviewing and Updating Payroll Information
sing ePerformance - ESS




The Concept Pane

When the user clicks on or expands a module, section, or topic,
introductory information about that item displays in the concept
pane. This information tells the user what the module, section, or
topic is about and what they can expect to learn.

search

Using Employee Self-Service

=-\a
+- @ Getting to Know TeamWorks
-\ Updating Personal Information - ESS
2] Reviewing the Personal Information Summary - ESS
Changing Name - ESS
Updating and Adding Home Addresses - ESS
Updating and Adding Phone Numbers - ESS
Updating and Adding Emergency Contacts - ESS
=] Updating and Adding Email Addresses - ESS

Employees use TeamWorks Self-Service module to review, add, update, or delete personal
information. Users can access each transaction individually or use the Personal

Information Summary page to review all personal information at once. The buttons on the
Personal Information Summary page provide quick access to the various transactions they
can use to make changes.

At the end of this module you should be able to:

Change name information
Maintain home and mailing address information
Maintain emergency contact information

i) [ [os) [ [ [

+ @ Reviewing Benefits Information Maintain email address information
¥ Q Reviewing and Updating Payroll Information Maintain phone number information
+ 0 Using ePerformance - ESS Rev iew personal information



search

=@ Using Employee Self-Service

[+

# -+

+

= Updating Personal Information - ESS

The Concept Pane

When the user clicks a topic, the Concept Pane displays the See It!
Try It!, Know It? and Print It! buttons. These buttons provide the
user with four different way to interact with the training for a topic.

Y (»)scem v @Trym' X7 Know 12 4 print 1o

@ Getting to Know TeamWorks

IEilReviewing the Personal Information Summary - ESS
'Z] Changing Name - ESS

Updating and Adding Home Addresses - ESS
Updating and Adding Phone Numbers - ESS
Updating and Adding Emergency Contacts - ESS

[8) Updating and Adding Email Addresses - ESS

Q Reviewing Benefits Information

Q Reviewing and Updating Payroll Information

@ Using ePerformance - ESS

) [us) [us) [ums)

Reviewing the Personal Information Summary - ESS

This topic focuses on the Personal Information Summary page review infoermation such as name
addresses. phone numbers, emergency contacts, marital status and other personal information
From this page you can alsoc update much of the information

At the end of this topic you should be able to

o Review personal information



Playback Modes

See It! — Clicking this button launches the topic in See It! mode! It enables the user to learn by
watching the steps in a simulated environment like a video. All the required activities, such as
moving the mouse and entering data, are completed automatically.

Try It — Clicking this button launches the topic in Try It! mode. It enables the user to learn
interactively in a simulated environment. During the simulation, the user is prompted for
mouse clicks and/or keystrokes to complete the steps.

Know It? — Clicking this button launches the topic in Know It? mode. It enables the user to
learn by testing them on the tasks in a simulated environment. In this playback mode there are
no prompts or instructions for the user to follow.

Do It! — Clicking this button launches the topic in Do It! mode. It guides the user as they
perform the tasks in the live TeamWorks environment.

Print It! — Clicking this button does not launch the topic. It launches a printer pop up window
and enables the user to print a copy of the topic as a job aid for reference.



Playing a Topic

To launch a topic click and read through the content outline and concept
pane to find the desired topic. Click to select the desired topic and then click

the desired playback mode.

search P X @ See It!

=\ Using Employee Self-Service
[+ Q Getting to Know TeamWorks
1\ Updating Personal Information - ESS

[Z] Updating and Adding Emergency Contacts -
[Z] updating and Adding Email Addresses - ESS
=@ Reviewing Benefits Information
[+ Q Reviewing and Updating Payroll Information
|- @ Using ePerformance - ESS

)

al Information Summary - ESS

This topic focuses on the Personal Information Summary page review information such as name,
addresses, phone numbers, emergency contacts, marital status and other personal information
From this page you can also update much of the information

At the end of this topic you should be able to

¢ Review personal information

Always take the training
in order the first time.
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Navigating TeamWorks Online Training
Simulation

When the simulation player displays,
it provides the user with an
introduction bubble that includes a
topic scenario, objectives and initial
navigation if necessary. In this
example, the user is playing the
simulation in Try It! mode. This
means the user has to read and
follow the prompts to move through
the topic. In addition, the user can
navigate by using the Actions menu

or by using the on screen instructions.

Signing into and Navigating Team

Scenario: You are accessing TeamWorks for the fi
At the end of this topic you should be able to:

« Sign into Teamworks

« Briefly describe a hierarchical and graphically based menus
» Access site search

» Navigate to the TeamWorks homepage

« Sign out of Teamworks

agree to
State and
priate us

oclissing Calendar Update

your pay s
proving your
SUPEervisors, -
tate Governn
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Navigating a TeamWorks Online Training
Simulation

After the user clicks the Action link the
TeamWorks Online Training player displays
a small menu that includes key actions

7
Acti
such as: —
The T Works H isplavs Next Step
* Advance to the Next Step or screen Ll bt b v e | |5 e
. to navigating the internet. All Team\{ly| ® Restart Plavback
* Return to the Previous Step or employ many of the same navigatio Display Concept

hierarchical and graphically based nj
screen links, checkboxes, pushbuttons and eferences
* Restart Playback restarts the topic T i
from the beginning -

* Display Concept pane or topic
introduction

* Print It! prints a job aid of the topic

* Close the topic
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Navigating a TeamWorks Online Training
Simulation

The TeamWorks Online Training plays
the topics in a simulation player. The
training is best experienced in Try It!
mode because it looks and feels to
the user as if they are in TeamWorks.
As the user moves through the
simulation they are prompted with
training content in the bubbles and
prompts on where to click to advance

through the simulated transaction.

EMPLOYEE LEA

There is no informa
display at this time.
accessing this infoi

Personal Information
=] Personal Information Summary

TEAMWORKS MENU (=]
+My Help

[+]Quick Links

[#)SAO Support

[+Self Service
+3Nage <

#=Wo

eryice
nistration

[+ Compen
[+Payroll for AmseY
sCiabalParol s acions [
[+Workforce Develop
[+IOrganizational Dev] To display a sub menu expand a

[+Set Up HRMS
Click the Workforce Administration
link.

[+]Content Managem

[#Enterprise Learnin] menu item. In this example use the
#Workforce Monitoril Workforce Administration menu.
[+IPeopleSoft

[#My Content

[+IPortal Administration

[+Worklist
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Navigating a TeamWorks Online Training

Simulation
When the user reaches the end of Yo; ay ?ftt‘?::l?tagesni‘gpr{ in
the topic they can close it in three fails, please contact your

System Administrator.

ways:
* Click the X
* Click the finish link
* Press Enter on the keyboard

Congratulations! You have successfully signed in to and
navigated TeamWorks.

. . Press [Enter] t4
After closing the topic the L
TeamWorks Online Training Content k

Homepage displays.
. Clicking the finish link or
= pressing Enter.is always

best.




What we’ve learned

The TeamWorks Online Training a web-based self-paced training tool

Users can access the TeamWorks Online Training via the SAO TeamWorks Training
website

— http://sao.georgia.gov/teamworks-training

SAO TeamWorks Online |
Training

The training includes introductions and objectives for each module, section, and
topic

Topics provide users with objectives or goals
Users can access content and play it in a variety of modes of which Try It! is best

TeamWorks Online Training simulates the system and the tasks involved with
completing a transaction

DONE/
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