Using the UPK Training Tool

The UPK (PeopleSoft User Productivity Kit) is being used as the primary PeopleSoft
training and support tool. This tool allows any user online training at their convenience.
All financials modules are represented in the UPK. The UPK’s availability is not
dependent on the Financial system being up. The UPK can be used with or without being
logged into PeopleSoft.

This document will discuss how to use the UPK training tool for new hire users or current
system users that have not been exposed to PeopleSoft version 8.8.

There are four modes to use to view the topics (exercises) in the UPK. They are:

See It — Self running simulation that allows learners to view a transaction being
performed before they are required to do it. This mode acts as a movie and 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 users 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)

Know it — Assessment tool that tests learners on their ability to perform a transaction
without assistance.



The “home’ page of the UPK training tool is represented in this screenshot:
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If your UPK ‘home’ page is blank, click

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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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
Payahle 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,

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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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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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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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 UPK 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 UPK 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 User Productivity Kit 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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Scenario:

I PeopleTools vou have received an invoice from John Deere for supplies.
— Tax Center ‘You need to create a Regular Youcher for this invoice. You
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Note: The UPK 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 UPK to accept the first three letters or
characters of any string input of information.

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



This page represents the second page of the UPK lesson on “Create a VVoucher”
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The first few pages of the each UPK 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 UPK
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Voucher ID: Euil

Voucher Style: Regularvoucher
Short Vendor Name: Q
Vendor ID: I— Q

Vendor Location: ALlions
The Youcher Style you
select will determine the type
of voucher you will process,

Address Sequence Number:

Invoice Number: I

Invoice Date: Click the Youcher Style list,

Gross Invoice Amount: |

Estimated No. of Invoice Lines:l 1
Add

Find an Existing Walue | Add a Mew value

il

— bty Dictionary
4
|i&] bone ,7’7 ’7’7,7 o Internet

The UPK 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 UPK bubbles may or may not contain helpful data.
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The Youcher Style
select will determine the type

Invoice Number: I
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A few notes on how to navigate within the UPK 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 UPK topic.
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In this view, the Actions link within the bubble has been clicked
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[> Purchasing
[- Serices Procurement
= Accounts Payable
= Youchers

= AddiUpdate

— Regular Entry Voucher Style:
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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 UPK user on player software usage

Tutorial — This link opens a new window which contains an online tutorial of
how to use the UPK in Try it mode

Close Topic — This action will close the player topic

Y VVV VVVY
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When you have finished a UPK topic, you will see a screen similar to this one
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[> Set Up Financials/Supply
Chain
[ Tree Manager
[> Reporting Tools
[- PeopleTools
[~ Tax Center
— Treasury Manacerment
Center
- Treasury Processing Certer
— Treasury Definitions Genter
— Chanoe hy Password
- bty Personalizations
I~ My Systerm Profile

Microsoft Internet Explorer

{ Summary {_Invoice Infarmation ) Payments ) Youcher Attrbutes - Error Summary |

Mew Window | Help | Customize Page | 5

Business Unit: 48400 Invoice No:
Voucher ID: 00404152 Invoice Date:
Voucher Style: Regular Gross Amt:
Contract ID:

Vendor Name: DEERE INC Pay Terms:

2.2.1 Create a Voucher

Entry Status: 1 Source:
. You have successfully completed

LED TS the Create a Youcher topic. (e T

Approval Status:

Budget Header Status: Press [Enter] to finish.

Non-Prorated Budget Status: ntered on:

lid Budget Check

Document Tolerance Status:  alj Created By:
ERS Type: Mot Applicahle Last Updated:
Close Status Indicator: Open Updated By:
B save | = nctify | | s Refresh

Summaty | lnvoice Information | Paviments | Youcher Attributes | Error Summary

JO12345
03/08/2006
45.000 UsD
5% 30Days

OML

Online

Unposted

0301372008
UPKS
031 372008
UPKS

SN0 | Update/Display

-

— bty Dictionary
Al ——— = | ;
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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 UPK will return you to the home page where you may select another topic.
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