Taking TeamWorks Online Training

Supported by SAO
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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 you to
learn how to use the TeamWorks application at your
workstation, working at your own pace, and at a time that fits
in your work schedule.
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Objectives

At the end of this presentation you should be able to:
 Navigate to the TeamWorks Online Training homepage
 Navigate the TeamWorks Online Training content page

e 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

;e@)rgia.gﬂv' Official Portal for the State of Georgia

tate Accounting ffice

of
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Fiscal Leaie;éhlp for Georgia

TeamWorks Online Training
is located on the SAO
Website.

SAO Homepage
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Navigating to TeamWorks Online Training

GEORGIAGOV Official Portal for the State of Georgia

You should arrive at the SAO
Training homepage, or to
save time the next time,
you can click the button

el e
raining

tate Accounting ffice

ol -
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Fiscal L-eade'rshnp for Georgia

Accounting Training and o E
SAO TeamWorks e . [search |
) — Tralnln Edvanced Search
Onhne Tra|n|ng TeamWaorks Financials
TeamWorks HCM
’ H This section conkains information related to online and dassroom training for
Don't fO rget to save it Salary and Travel Job Aids systems and financial reporting owned by SAQ. The systems include Financial
as a Favo rite! Streamlined Banking Systems, Human Capital Management Systems and Streamlined Banking.
B Beginning with the reporting for FY2009, SAOQ is working with the University of
Year-End Reporting Georgia, Carl Vinson Institute of Government on both online and classroom
Training training for year-end farms.
To take TeamWorks HCM
. . . . ting Traini ~PE Link
O n I Ine tra ni ng ’Cl ICk th e Accounting Training and Continuing Professional Educabion{CPEILInks

TeamWorks HCM link.

TeamWorks Financials
TeamWorks Finanaals Online Training

Teamworks HCIM
leamWorks HCM L[hine Iraining
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Accessing TeamWorks Online Training

To take TeamWorks HCM
Online training, click the
TeamWorks HCM Online
Training link.

GEORGIAGOV Officlal Portal for the State of Georgla

tate AAccounting (tfice

W e W P

Fiscai i.eeia':;hg for Georgia

Training Hame > Training > TeamWarks HCM

Accountng Training and Search |m

CPE Links TeamWorks HCM

TeamWorks Financials

Advanced Search

TeamWurks HCM
TeammWorks HCM Onling Trainiregg
= Wil =m rinli . ..
TeamWorks HCM Cnline TeamWorks HOM Online Tralrnrw{%
Training

Salary and Travel Job Alds
Streamlined Banking

Year-Fnr Reparting

Training
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Accessing TeamWorks Online Training

GEORGIAGOV Official Portal for the State of Georgia

tate A ccounting ffice

ol —+
_C(: o7 4 ze?

Fiscal Leadership for Georgia

Training Home > Training > TeamWorks HCM > TeamWaorks HCM Online Training

Search |E

Advanced Search

You ShOUId arrive at the Accounting Training and
TeamWorks HCM Online CPE Links TeamWorks HCM Online
Training page. TeamWorks Financials Tralnlng

TeamWorks HCM

TeamWorks HCM Online

Training TeamWorks HCM Online Training allows any user to take training online at

their convenience. TeamWorks HCM Online Training is accessible
Salary and Travel Job Aids independently users do not need to be logged into TeamWorks HCM.
Streamlined Banking ) ) ) .
Use the links below to learn to take TeamWorks HCM Online Training or to
‘vear-End Reporting access the TeamWaorks HCM Online Training.
Training
s« Taking TeamWorks HCM Online Training

« OnDemand Website for HCM Training

¢ TeamWorks HCM Online Training
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TeamWorks Online Training Technical
Requirements

Before accessing TeamWorks Online Training verify your
browser.

Verify you are using Internet Explorer version 6 or higher
1. Open Internet Explorer
2. Click Help

3. Click About Internet Explorer
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Accessing TeamWorks Online Training

To access the older complete
training content click the
OnDemand website for
HCM Training link.

To access the newer training
content click the TeamWorks
HCM Online Training link.

GEORGIAGOY Official Portal for the State of Georgia

tate A ccounting U tfice

ol += .
C’/N tgrer

Fiscal Leadership for Georgia

Training

Accounting Training and Search E
CPE Links TeamWorks HCM Online
TeamWorks Financials Training

TeamWorks HCM

advanced Sesrch

Teamwsrks HCM Onlima

Training TeamWarks HCM Online Training allows any user to take training online at
their convenience. TeamWorks HCM Onling Training is accessible
Salary and Travel Job Aids independently users do not need to be logged into TeamWaorks HCM.

Str lined Banki . . ..
=Aminsd =areng Use the links below to learn to take 1eamworks HCM Unline 1raining or to

Year-End Reporting access the TeamWorks HCM Online Training.
Training
¢ Taking Teamyaorks HCM Online Training

+ 0OnDsmand website for HCM Training

¢ TeamWorks HCM Online Training

ls
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The Training Content Homepage

\ AFVIC
@_\._J. - IEI‘ttp:,l’,'hIdh:lst:HZlItc:D.i'ml
I E B rowse r Urks @ ‘Welcoma to Tearilorks 35 georgla.gov - Tralning 2 Cowendls -Lodin

G EIUrE Employes ok Szrdce | |

The next few slides
focus on the Content
Outline.

Content Outline

Emplayees use TeamWerks Self-Service module to review, add, update, or delete
personal information. Users can access each transaction individually or use the Personal
Infarmation Summary p ta raview zll persanal infarmzhon at ance. The huttans on
the Darcanal Infarm imary page provide quick access to the varicus transactions

they c2m use to make chan-’e=

AL Lhe end of Lis module you should be able Lo:

= Changc name information

» Maintain home and mailling addres=s information
» Maintain emergency contack information
= Maintain email address information
s Maintain phone number information
s Eev iew personal information

Concept Pane




tate Sceounting ffiea
A

J,Cf/{.\f.f?ym
Kisgal ..:aac?’tl‘-;;: fop

Jeorgle

The Content Outline

The TeamWorks Online Training player is organized into a
folder hierarchy. The course outlines are structured as shown

below:
Module S V8 lising Employee Self-Semvice
+ @ aetting to Know Team\Works
Section =l Updating Personal Information - ESS

=] Reviewing the Personal Infarmation Summary - ES3
=] Changing Mame - ESE
=] Lpdating and Adding Home Addresses - ESS
Topic =] Updating and Adding Phaone Mumbers - ESS
=] Updating and Adding Emergency Contacts - ESS
=] Lpdating and Adding Email Addresses - ESS

¥ @ Feviewing Benefits Information
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The Content Outline

search 2 X
To expand the modules and

— [ = ] r'l - o z
sections, click the + next to the R S =ing Employoo Self Service

, -\ Getting to Know TeamWorks
purple books =@ . This |

E] Introducing the Teamworks Portal Homepage
expands the content. -2l Signing into and Navigating Teamworks

E] Resetting 2 Forgoften Password

- E] Deleting Browser Cache Files
To CO”apse the modules and +]- @ Updating Personal Information - ESS
sections, click the — next to the +-- @ Reviewing Benefits Information
purp|e books = |l|_;] ) +|---@= Heviewing and Updating Payroll Informatian

7.4 Using ePerformance - ESS

s
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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.

search £ B f Using Employee Self-Service \
= (il Using Employee Self-Service Employees use TeamWorks Self-Service module to review, add, update, or delete personal
4@ Getting to Know TeamWorks information. Users can access each transaction individually or use the Persanal
e EEEE ’ e Information Summary page to review all personal information at once. The buttons on the
=-{1 Updating Personal Information - ESS Personal Information Summary page provide quick access to the various transactions they
E[ Reviewing the Personal Information Summary - ESS can use to make changes.

[Z] changing Name - ESS
[£) Updating and Adding Home Addresses - ESS
[£] Updating and Adding Phone Numbers - ESS
[£] Updating and Adding Emergency Contacts - ESS
g Updating and Adding Email Addresses-ESS

- % Reviewing Benefits Information

+- % Reviewing and Updating Payroll Information

+- % Using ePerformance - ESS

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

Chanae name information

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

Maintain phone number information

Rev iew personal information

[ L R R B )
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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.

search BRI/

=l Using Employee Self-Senice L .
kllf] @ ';fﬁm.jgm Know Teamorks Reviewing the Personal Information Summary - ESS

= UE] Updating Personal Information - ESS

This topic focuses on the Personal Information Summary page review information such as name

;51 Reviewing the Personal Information Summary - ESS addresses. phone numbers. emergency contacis. mantal status and other personal information
=] Changing Name -ESS From this page you can alse update much of the information

E| Updating and Adding Home Addresses - ESS

Z] Updating and Adding Fhone Mumbers - ESS At the end of this topic you should be able to:

[E] Updating and Adding Emergency Contacdls - ESS

[Z] Updating and Adding Email Addresses - ESS + Review personal information

[+ @ Reviewing Benefits Infarmation
[+ % Reviewing and Updating Payroll Infarmation
- @ Using ePerformance - ESS
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Playback Modes

Button Description

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.
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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.

aarch pr Y
=M} Using Emploves SelfSenice A -t .
= @ Gettingto Know Teamorks Reviewing the Personal Information Summary - ESS
=W lipdatm Prs:nal Infomallun E — — — This topic focuses on the Personal Infarmation Summary page review information such as name.
: %] Rewemg Lolre s L0 m B e F addresses. phone numbers. emergency contacts. marital status and other personal information
~& Changing Name - ESS From this page you can also update much of the information.
-5l Updating and Adding Home Addresses - ESS
-[8] Updating and Adding Phone Numbers - ESS At the end of this topic yvou should be able to:
--[2] Updating and Adding Emergency Contacts - ESS
-[2] Updating and Adding Email Addresses - ESS o Review personal information
H:-f - % Reviewing Benefits Information
+ - @ Reviewing and Updating Payroll Information
=@ Using ePerformance - ESS

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 ;%= | Signing into and Navigating eamwcww [r—
naV|gat|On |f necessa ry. In th|s :::::::Eulf; Scenario: You are accessing 1eamWWorks for the first time. ;{g&;gp;gms
air individr . . EUpervisors

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

echnology hate Governn

example, the user is playing the
simulation in Try It! mode. This e+ Sign into Teamworks

» Briefly describe a hierarchical and graphically based menus
means the user has to read and " forees St esarch
follow the prompts to move through  agree o

ized perso
+ Navigate to the TeamWorks homepage
State and

+ Sign out of Teamworks
the topic. In addition, the user can e

Press [Enter] to start.

navigate by using the Actions menu T J
or by using the on screen instructions. - mvﬂlxwwm

Mnre
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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

such as: adtions [P
The TeamWorks Homepaage displays.| * Next Step
e Advance to the Next Step or screen nas 2 browser based interface navigf » Pesius Si
H t vigat t t £ All T W] * RESIAM FAvDACcK
e Return to the Previous Step or emmloy oy of the some naviagtion| » Disslsy Concept
hierarchical and graphically based me| * EC
screen links, checkboxes, pushbuttons and f{ * W
. * Help
e Restart Playback restarts the topic press [Enter] to continue. \# Close Topic J
from the beginning \ J
* 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.

Personal Information

= Perzenal information Summary

TEAMWORKS MENU (=1

[# My Help
[#Quick Links
*SAD Support
[#Self Service

o )

FI'Warkforce Develop
[#]Crganizational Dev
[# Enterprise Learnin
#\Waorldorce Mcnimrilr
[*SetUp HRMS

[#|PeopleSoft

[+=\Wo rkfu:vr:eg ﬁdminisﬂration

+5 I
[+ Compens |
[#|Payroll for AMme

EMPLOYEE LEA

There is no informa
display atthis time.

accessing this info

To display a sub menu expand a

menu item. In this example use the

Waorkforce Administration menu.

[#]ly Content
#Content Managem

Click the Workforce Administration

link.

[#|Fortal Administration
FWaorklist
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Navigating a TeamWorks Online Training

Simulation
When the user reaches the end of Y:; ':,1,5:,':' ?F;Q'?t?%}:':‘gpq n
i it i alls ease conta our
the tc.)plc they can close it in three Sys'tgm Administragnr.
ways: ann! Actions E‘
* Click the X Sianing into and Naviaating T )
e Click the finish link igning into and Navigating Teamworks

e Press Enter on the keyboa rd Conaratulations! You have successfully sianed in to and

navigated TeamWorks.

Frass [Entar] to finish.

After closing the topic the L

TeamWorks Online Training Content I;
Homepage displays.

7 Clicking the finish link or
= pressing Enter is always

best.
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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/00/channel createdate/0,2095,39779022 138756149,00.
html

SAO TeamWorks Online
L 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




