Using TeamWorks
HCM Online Training



WHAT IS TEAMWORKS ONLINE

TRAINING?

TeamWorks Online Training is the State Accounting Office

browser-based, on-demand training too
to learn how to use the TeamWorks ap

that allows users
nlication at their

workstation, working at their own pace, and at a time that
fits in their work schedule.
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At the end of this presentation users should be able to:

1/1

OBIJECTIVES

Navigate to the TeamWorks Online Training homepage
Navigate a TeamWorks Online Training content page
Describe the TeamWorks Online Training playback modes
Select and play a topic

Navigate a TeamWorks Online Training simulation
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NAVIGATING TO TEAMWORKS ONLINE TRAINING

orgie.  How you know v @H Language: English = Organizations A-Z

TeamWorks Online Q

Trainin g is located on oo 3 Tl e Viee s Oopentes
the SAO Website
Sa0.georgia.gov.

A Trusted Provider of Enterprise Solutions

Shared Services TeamWorks Statewide Reporting
Shared Services provides timely, TeamWorks is the Financials and Human Statewide Reporting produces
accurate transactional processing and Capital Management enterprise Georgia’s financial reports and
. . excellent customer service. application. advises state organizations.
I O a C C e S S t h e I ra I n I n g TeamWorks Travel & Expense Human Capital Management Accounting Policy Manual
° ° ° State Travel Policy, Customer Service Center Reporting_Structure
p a ge’ C I I C k t h e I ra I n I n g Payroll Shared Services Calendars Internal Controls

TTE Training Financials Year-End Forms

& Ca I e n d a rS | I n k O n t h e Vendor Payment Management TeamWorks Training State of Georgia Financial Reports
SAO homepage.

|
SAO

State Account


http://sao.georgia.gov/

NAVIGATING TO TEAMWORKS ONLINE TRAINING

Click the TeamWorks
Training link to access

TeamWorks Online
Training.

gia. How you know v/ @ Lengusge:Englsh = Organizations AZ

Q

Search

‘ STATE ACCOUNTING OFFICE

v TeamWorks v Statewide ~ Shared ™ Policies and V Travel ™ Training & Internal ~ Career
eamifor Reporting Services Procedures rave Calendars Controls Opportunities

éu\ > Training & Calendars

Training & Calendars

State Accounting Office Calendars

Training & Calendars

SAO provides a variety of online training, job aids and other resources to support
» D Teaam o Wl systems and fiancial reporting. Select from the left nav bar to select the training

that meets your needs.

> YearEnd Reporting Training

11 ‘ STATE ACCOUNTING OFFICE

How can we help? About Us Your Government

= Call Us About Us State Organizations

SAQO

State Account

Office



NAVIGATING TO TEAMWORKS ONLINE TRAINING

Click the TeamWorks
HCM Online Training
link.

Don’t forget to save the
TeamWorks Training
page as a Favorite.

= An official w of the State ia. How you know v

STATE ACCOUNTING OFFICE

™ Statewide Vv Shared Vv Policies and v Travel Vv Training & Internal

v
T Reporting Services Procedures [s= 1L LET] Controls

/L,-} > Training & Calendars > TeamWorks Training

Training & Calendars

TeamWorks Training

State Accounting Office Calendars

Training resources on this page pertain to the TeamWorks HCM , Financials
Applications and TeamWorks Travel & Expense. All TeamWorks Training is
accessible independently, and users do not need to be logged into TeamWorks.

V' TeamWorks Training

TeamWorks Financials Online
Training

* TeamWorks Financials Online Training

* TeamWorks HCM Online Training

TeamWorks HCM Online Training * Bank Reconciliation Training

* Carl Vinson Institute of Government Ledger Recons
TeamWorks Security Online .
Training * m@) _Common BCR & CAFR Form Issues In 2015 Presentation
* Program Based Budgeting Presentations

Bank Reconciliation Trainin: ..
2 * TeamWorks Travel & Expense Training

CVIOG Ledger Recons

Program Based Budgeting

et Tieeem

= Orgsnizations AZ

Q

™ Career
Opportunities

SA

State Accoun

Iffice
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ACCESSING TEAMWORKS ONLINE TRAINING

V' Statewide Vv Policies and V¥ Training & Internal

On the TeamWorks

Financials Online Training
page you can review this A S T T e

presentation by clicking the

Training & Calendars Teamworks HCM On]jne
Training

State Accounting Office Calendars

Using TeamWorks HCM

TeamWorks HCM Online Training allows any user to take training online at their
convenience. TeamWorks HHCM Online Training is accessible as a stand-alone
TeamWorks Financials Online

0 I H I H H st application and users do not need to be logged into TeamWorks HCM to access the
n I n e ra I n I ng online training.

TeamWorks HCM Online Training Use the links below to view self-guided TeamWorks HCM Online training and

PowerPoint Presentation  pe——

Ire;m“r:';‘"ks SRR @TImE . Using TeamWorks HCM Online Training_ (PowerPoint)

L]
I I n k * TeamWorks HCM Online Training
[ )

Bank Reconciliation Training Emponee Self-Service (ESS)

* How to Submit a Timesheet for Elapsed Time (video 7:24)
CVIOG Ledger Recons

* How to Submit a Timesheet for Punched Hourly Time (video 8:03)

Program Based Budgeting Manager Self Service (MSS)
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ACCESSING TEAMWORKS ONLINE TRAINING

Click the TeamWorks HCM S g
° . ° . STATE ACCOUNTING OFFICE &

Online Training link to access

tr a i n i n g m O d u I e S f O r: Y TeamWorks R.f,,ﬁnmﬁ Services Piocanngs Y Travel Colaidas Coatiohs ozssrrmnmes

1. Introduction to TeamWorks HCM 3 Tinon e Teamu e Teonhlos KM Onine T

. Using Employee Self-Service TeamWorks HCM Online

. Using Manager Self-Service Siate Accounting Ofce olendars Training

Using Performance Management  TeamWors Tranig

TeamWorks HCM Online Training allows any user to take training online at their
convenience. TeamWorks HCM Online Training is accessible as a stand-alone

U SiN g E nte r p rise Le arnin g TeatWorks Financials Onine application and users do not need to be logged into TeamWorks HCM to access the

Training

online training.

POS I t I O n M a n a ge m e nt TeamWorks HCM Online Training Use the links below to view self-guided TeamWorks HCM Online training and
. . . TeamWorks Time and Labor video recordings.

Using Commitment Accounting TeamWorks Secuiy Onine

Training

Using Absence Management

Bank Reconciliation Training

Employee Self-Service (ESS)

. M an agl ng Tl me an d I_a bo r * How to Submit a Timesheet for Elapsed Time (video 7:24)

© 0N YA WN

CVIOG Ledger Recons
. . . * How to Submit a Timesheet for Punched Hourly Time (video 8:03)
10.Managing and Processing Benefit Procren Beed Bixeip Manager Self Service (MSS)

11. Managing and Processing Payroll
12.Running TeamWorks HCM Reports S,

State Accoun Office




THE TRAINING CONTENT HOMEPAGE

search 4 ® = @'} Zhare
. How to Use TeamWorks HCM Online Training
]---antroduclion to TeamWorks HCM
- @ Using Employee Seff-Senvice . L . . . o . . ) .
@ Using Manager Sef-Service TeamWaorks 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,

@ Using Performance Management and at a time that fits in their work schedule.

L

E

:

B

:

- @ Managing and Processing Benefits
[]---QMEHEQ!”Q apd Processing Payroll At the end of this section users should be able to:
- @ Managing Time and Labor

- @ Managing Workforce Administration
- @ Position Management

- @ Running TeamWorks HCM Reports
- @ Using Absence Management
- @ Using Commitment Accounting
- @ Using Enterprise Leamning

- @ TeamWorks HCM Job Aids

Navigate to the TeamWorks Online Training homepage

Mavigate a TeamWorks Online Training content page

Describe the TeamWorks Online Training playback modes

Select and play a topic

MNavigate a TeamWorks Online Training simulation

Concept Outline Concept Pane

The next slides focus on the Training Content Outline.
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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:

_ L. IHow to Use TeamWorks HCM Online Training
: @Intmductmn to TeamWorks HCM
: j@ Using Employee Self-Service

m - @Geﬁlngm Know TeamWorks HCM

- %J Introducing the TeamWorks HCM Sign On Fage

" ------ E Signing into and Mavigating Team\Works HCM for the First Time
Lessons/Sections 1 I
| | - 5E| Resetting a Forgotten Password
| ..5E Deleting Browser Cache Filas

------ &E| Resetting a Password
------ E Fesetting an Expired Password
o L&] Fesetting Password Securtty Cluestions

1/19/2022
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THE CONTENT OUTLINE

Click the + plus i gn, @ n ext @ How to Use TeamWorks HCM Online Training
! ‘ ' @Intmduatimn to TeamWorks HCM
to the purple books to expand
EI |:L1] Lsing Employes Self-Service
or open the Modules and EI Q,'l]Gethngtn Know TeamWorks HCM
Sections.  .'F/Introducing the TeamWarks HCM Sign On Page
------ E Signing into and Navigating TeamWorks HCM for the First Time
Click the — minus sign = g next .. Resetiing a Forgotten Password
to the purple books to %] Deleting Browser Cache Files
collapse or close the Modules ------ | Resetfing a Password
and Sections.  .E|Resetiing an Expired Password
L lﬁ Resetting Password Securty Cluestions

1/19/2022
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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.

t| Q[,',l]LJsmg Emplovee Self-Service E] v @ v @ ,
|:|EL1| Getting to Know TeamWorks HCM el LL Prnt
@ Introducing the TeamWorks HCM Sign On Page

WMMS HCM for the First Time -
ppe— mmmm Resetting a Forgotten Password
...... | Restting a Passward In this topic the user employs the Forgot Password link on the TeamWarks HCM System sign on homepage to reset a fargotten password.
...... E] Fesetting an Expired Password
------ | Resetting Password Security Questions By the end of this tapic you will be able to;
EJ----@ Updating Personal Information - ESS
@ Viewing Benefits Information - ESS v Use the Reset/Forgat Password link

v Describe security questions
v Reset a user password

1/19/2022 S
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THE CONCEPT PANE

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

zearch Q@ @ @' il
(] My Roles
@ How to Use Team\Works HCM Online Training ‘

----@Imroduclion to Team'Waorks HCM

=3-{Using Emplyee Sef-Senice Resetting a Forgotten Password
B m (3etting to Know TeamWaorks HCM -
-] Introducing the TeamWorks HCM Sign On Page In this topic the user employs the Forgot Password link on the TeamWorks HCM System sign on homepage to reset a forgotten password.
‘ Signing into and Navigating TeamWarks HCM for the First Time
Resetting a Forgotten Password By the end of this topic you will be able to:
-8 Delehng Broiser Cacne s + Use the Reset/Forgot Password link
- B ResetingaPassor + Describe security guestions

@ Resetting an Expired Passward + Resef a user password
@ Resetting Password Securtty Questions

e @Updatmg Personal Information - ESS

1/19/2022
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PLAYBACK MODES

Guton —_eseriptin

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

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

1/19/2022 S
14
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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 Q@ Ci d) Mml

- @ Howto Use TeamWorks HOM Online Training
- @ Introduction to TeamWorks HOM

= {0 UsingEmpoyee Sef-Senice Resetting a Forgotten Password
=2 Getingto Know Teamorks HCM
@Introducing the TeamWaorks HCM Sign On Page In this topic the user employs the Forgot Password link on the TeamWorks HCM System sign on homepage to reset a forgotten password.

QSi ning into and Navigating TeamWorks HCM for the First Time
 Reseting a Forgoten Password

__]Delehpg Gt Cacne e » Use the Reset/Forgot Password link
8 Reseng  Pssor v Describe security questions

"E] Resetting an Expired Password » Reset a user password
@] Resetting Password Security Questions

¥ QUpdating Personal Information - ESS

By the end of this topic you will be able to:

&The first time through the training topics, always start at the top and proceed in ascending order.

1/19/2022
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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.

For this example, the user is [Ty e Actons
playing the simulation in Try it! Resetting a Forgotten Password t
mode. This means the user has to Scenario: You have forgotten your password to TeamWorks and need to reset it.
read and follow the prompts to Performed In:

TeamWorks

move through the topic.

Begin by accessing Internet Explorer.

In add|t|0n, the USer can naVIgate Note: In this training, "Press [Enter] to Continue" indicates an advancement in
by using the Actions menu or by the screens and not an accurate keystroke within TeamWorks.
using the on-screen instructions. Press [Enter] to]sta

| )

1/19/2022 S
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NAVIGATING TEAMWORKS ONLINE TRAINING SIMULATION

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

a "
X
* Next Step to advance to the next screen |® —— X
. , Resetting a Forgotten Password . n_i:sm_a-f-«:?ﬂm
* Display Concept pane or topic e
. . Scenario: You have forgotten your password to TeamWorks an = =hare
introduction : Cloeo sueic
Performed In: .

* Printit! prints the job aid for the topic s '

Begin by accessing Internet Explorer.

* Close Topic returns to the topic options

Note: In this training, "Press [Enter] to Continue" indicates an advancement in
the screens and not an accurate keystroke within TeamWorks.

Press [Enter] to start.

1/19/2022
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NAVIGATING TEAMWORKS ONLINE TRAINING SIMULATION

The TeamWorks Online Training plays oot pssuor
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 T T

TeamWorks. e

As the user moves through the R s et contoe ]
simulation, they are prompted with 1,

training content in the vyellow

bubbles and prompts on where to N
click to advance through the
simulated transaction.

CCCCCC

1/19/2022
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NAVIGATING TEAMWORKS ONLINE TRAINING SIMULATION

When the user reaches the end of
the topic, they can close it in three
ways:

 Click the X

* C(Click the finish link

* Press Enter on the keyboard

After closing the topic, the
TeamWorks Online Training
Content Homepage displays.

1/19/2022
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Resetting a Forgotten
Password

Congratulations! You have successfully reset a
forgotten password.

Press [Enter] to|finish.

t i

{1\ Clicking the finish link or pressing Enter is always best.
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WHAT WE HAVE LEARNED

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

Users can access the TeamWorks Online Training via the SAO TeamWorks
Training website - http://sao.georgia.gov/training-calendars

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




