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Non-Traditional Users



	Peoplesoft Financials (PSFIN) V8 training tip sheet

	General Information
	· Training in V8 is done exclusively online.  The PSFIN V8 courses use the PeopleSoft User Productivity Kit (UPK) Players as the main course environment.
· NOTE: The UPK Player is a browser-based training tool that offers multiple modes of use to provide simulated instruction and reinforcement of learning to a PeopleSoft end user.  The UPK Player provides a step-by-step record of the instructions and actions for transactions within PSFIN V8.

	System requirements

	General Information
	· All you need is a workstation, Internet connectivity, and a browser.  However, each one of these must meet some specific criteria in order for you to have the best training experience.
· Check the list below to be sure that your computer meets all the necessary technical requirements.  If you are not sure that you meet the requirements, please contact your local technical support.

	Operating System, Network, and Software 
	· Windows XP or Vista (Required)
· Internet Access (Required)
· Internet Explorer 6.0 or above browser (Required)
· NOTE: Netscape, Mozilla Firefox, and other browsers cannot be used with UPK Players.  You can connect to the Internet using AOL, but cannot use the AOL browser.  You must switch your browser to Internet Explorer.
· Virus and Spyware Detection/Protection Software (Required)

	system setup tasks

	General Information
	You must configure your system to disable pop-up blockers and establish the appropriate security settings prior to starting PSFIN V8 Training, as noted below.

	Pop-Up Blockers
	· The UPK Players need to appear in pop-up windows to function as designed.  If you have pop-ups "disabled" by various utilities installed on your computer, or by your browser, you will experience problems using the UPK Players.  

· To disable your browser pop-up blocker, if it is enabled:

· Select Tools, Pop-up Blocker, Turn Off Pop-up Blocker. 

	Security Settings
	· The UPK Players are designed to function with the default security settings for Internet Explorer.  If your browser is set up with the highest security settings, you may experience difficulties loading or viewing some Players or may be required to repeatedly enter your User ID and Password.  
· NOTE: If these problems persist, consult your browser documentation or your local technical support for instructions on altering your security settings.


	PeopleSoft User Productivity Kit (UPK) Overview

	UPK Player
	The UPK Player is a major training delivery medium of the PSFIN V8 Project.  It is a browser-based training tool that offers multiple modes of use to provide simulated instruction and reinforcement of learning to a PeopleSoft end user.
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This topic demonstrates how to create  travel
authorization template. To reduce time and errors in
preparing travel authorizations, you can create tsmplates
that reflect typical items that you submit for
reimbursement. Creating tsmplates for expenses you
encounter on a routine basis will eliminate the need to add
them each time you create 3 new travel authorization
request.

The Expenses Administrator sets up public templates for all
emplayees to use. Employess can set up user templates
for their own personal use
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For this topic, we need to set up travel authorization for
mileage. Let’s see how this is done

TS =l






	Outline Pane
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In the Outline pane, you can browse for the UPK Player for the specific topic in which you are interested.  When the UPK Player window first opens, as shown in the example above, you can expand the "Travel & Expenses (EU) - Travlers" module, then expand the "Travel Authorizations" lesson simply by clicking on the + in the menu.  You can then click on the "EX.010.035 - Creating a Travel Authorization Template" topic to display the Player information for that topic.

	Concept Pane
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In the Concept pane, you can review the basic information about the transaction or process covered in the UPK topic, the objectives for the topic, and any key terms.

	Introduction Pane
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In the Introduction pane, you can review more detailed information about the transaction or process covered in the UPK topic, and the setup for the scenario covered in the UPK recording.

	Playback Mode Selection
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Once you have selected the UPK Player for the topic you wish to review, you have three options to view the recording of the transaction or process.

· See It! mode provides simulated instruction.  The transction recording plays and you watch the recording as it progresses.  You can pause the recording if needed at any point.
· Try It! mode provides interactive practice to reinforce learning.  The transaction recording plays, but you have to click on the appropriate button or enter the appropriate information for the recording to resume.
· Do It! mode allows you to step through the transaction or process visually as you work in the PSFIN V8 environment (when available).  Do It! mode is great for real-time recall of the steps to take to complete the transaction.  You actually perform the transaction or process following the steps you have learned in See It! and Try It! modes.  Help is available if you forget a step.
· NOTE: Know It? mode is an assessment playback mode, and will only be available for Review Questions topics, if applicable.

	How To Access
	All UPK Players in the PSFIN V8 Training are password protected.  To access the UPK Players for your classes:

· Click here (https://upk.gafirst.usg.edu/player/nonTradUPK.htm).  An Enter Network Password dialog box displays.

· Add this link to your Favorites for ease in repeated viewings by selecting Favorites, Add to Favorites.

· Enter the following (case sensitive):

· User name: bor_upk
· Password: upkuser!
· Click on the OK button.  The UPK Players for Expenses and eProcurement End Users page appears.

· Click on the appropriate link to access the UPK Player for your role.

· Select the appropriate Lesson and Topic in which you are interested.

· Click on the appropriate Playback Mode to view the transaction recording.

· Complete all training through the UPK Player.  All instructional material is in the Concept pane and throughout the UPK topic itself.

· When you are finished with all the topics in a lesson, please complete the Review Questions (if applicable), as noted below.

· When you are finished with all lessons in a chapter, please complete the Chapter Quiz as noted below.

	Review Questions
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These are review questions for the lesson you just.
completed: Travel Authorizations

When completing the review questions, please note the
following:

- Select the most correct answer from the options provided.
- Select your answer by dlicking directly on your thoice;
clicking anywhers else but the correct answer wil result in
a wrong answer,

- You must answer the questions in order.

- If you have selected the carrect answer, you will move on
t0 the next question.

- If you have selected an incorrect answer, you will be

=

The fallawing are Lessan Review Questions for Travel
Authorizations

Please keep the following in mind when completing the
review questions:

- Questions are not scored.
- To select an answer, dlick directly on your choice; dicking
anywhere but the carrect answer will register as an
incorrect chaice.

- Completing the review questions will help prepare you for
the end of chapter quiz.

TS





· Many lessons have Review Questions to help facilitate your learning.  These Review Questions are solely to help you understand the concepts of the lesson and help you prepare for the Chapter Quiz.

· If a lesson has Review Questions, they will be the last topic in the lesson, as shown above.  Selecting this topic will launch the UPK Player, with Know It? mode the only available Playback Option. 

· NOTE: Know It? mode is an assessment-type playback mode, and will only be active in Review Questions topics.

· Select Know It? mode and follow the on-screen directions to go through the Review Questions.

	Chapter Quizzes
	· Quizzes provide further reinforcement of learning.  Each chapter has a Quiz that is used as a method of assessment.  Completion of the Quiz is required for the chapter.

· The last topic in each chapter has a link to take you directly to the Chapter Quiz, as shown in the Note below:
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Congratulations. You have just completed the Reviewing Budget Exceptions for
Travel Authorizations topic. Below is a summary of the key concepts of this lesson:

- Budget Checking is the process of matching the transaction amount and Chartfields
used on that transaction against a budget established by the institution,

- 1f a Travel Authorization does not pass budgst checking, an exception is created

- In order to review budgst checking exceptions, you must know either the
commitment cantrol number or the transaction ID number.

Note: Please click here to proceed directly to the chapter quiz. The quiz will cover the
entire chapter, so If you have not finished all of the topics in ail of the lessons yet, please
do 50 and complete al lesson review questions i this UPK Player to prepare for the quiz.

Press [Enter] to finish




· Click on the link to proceed to the Chapter Quiz.

	Support
	· If you have any questions or problems, please contact the End User Support Contact at your institution for assistance.

· Name: Patricia Durrough
· Telephone: 678-839-6392
· Fax: 678-839-6391
· Email: pdurroug@westga.edu
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