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May 22, 2006

MEMORANDUM

TO:

All DHR Employees

FROM:

John F. Sartain, Director

SUBJECT:
PeopleSoft Upgrade to Version 8.8



Topic:  Training and User Productivity Kit (UPK) Tool


Memo Number 3
The State of Georgia is upgrading the PeopleSoft System from Version 7.02 to Version 8.8.  This memorandum is intended for PeopleSoft users.  If you do not use the PeopleSoft system or code any documents for entry in the PeopleSoft system, then you can discard this memorandum.

Training
Training will be provided via a web cast for all people who currently enter into the Purchasing or the Accounts Payable modules.  Those users will be notified directly of the date and time of the web cast.  The web cast will be done in two parts taking approximately 3 hours each.  
We will also be sending out instructions to approvers of purchase orders that will walk you through each step of the approval process.  There is also a subject category “Amount and Chart Field Approvals”, (Module 9, Lesson 4) that addresses the process.

All users are encouraged to familiarize yourselves with the navigation in the new system.

For all others who just do inquiry, going through the UPK tool will be useful to know how to look information up.  We will send out inquiry instructions at a later date, but the UPK tool will assist you in being able to find what you are looking for.  In addition, OFS staff will be available to assist you in finding what you need.

UPK Tool
You can sign into the UPK tool from any computer that has internet access.  You will need to turn off your pop up blockers.  The website is http://saofnupk.state.ga.us.  Everyone using the PeopleSoft system will need to go through the Introduction, Module 1 of the UPK.  
Each module has various topics.  However, each module following the introduction module has a “Delta” section that describes changes between the current 7.02 version of PeopleSoft and the upgrade 8.8 version of PeopleSoft.  The Delta section is the last section in each module list.  All other functions in the new version are the same as the previous version with the navigation being the only thing that is different.

Once you have opened the UPK, you will see a menu list of topics.  As stated above, everyone should do the Introduction.  The other topic areas are self explanatory.  Most people have a use for the Accounts Payable, Module 2 and the Purchasing, Module 9.  Most other module information is used by the Office of Financial Services (OFS) only.  For instance, the vendor information is for OFS only in that DHR users must still request new vendors and changes to existing vendors through the OFS.

If you currently have access to other sections, then you will have the same access in the upgraded version and should review those areas.  You can review this information in the UPK whether you have access in PeopleSoft or not.

There are various alternatives to viewing the information.  Below is a chart describing the navigation and the information provided by the UPK tool.
	Action
	What you get

	Click on main topic
	On right side of screen you will see the Module concept

	Click on “+” by Module
	List of the Lessons for that Module

	Click on Lesson
	On right side of screen you will see the Lesson concept

	Click on the “+” by Lesson
	List of topics for that Lesson

	Click on one of the Lesson topics
	On right side of screen, in the upper portion you will see the following:
Job Aid – Walks through the steps just as done through the “Try It” mode.

Concept – Provides the concept of the Lesson.

Business Process – Gives the concept, additional information, and walks you through the steps in the process but includes page shots.

On the lower portion of the right hand side of the screen, you will see a scenario example of this lesson.

	Using the Different Modes on the top right portion of the screen.
	See It Mode – Under this mode, you simply watch the screen.  It will automatically move through the lesson showing you where you would click if you were in the system and what data you would be entering.

Try It Mode – This mode is used to walk you through just as in “See It” except you click and you enter information.  This gives you the practice of moving through the screens.  Please note that in the UPK tool for “Try It”, you are only required to enter the first three digits or characters in what it instructs you to enter; however, in the system you will be required to enter the entire piece of information.

Know It Mode – This is currently not functional.  When it is functional, it will allow staff to be tested to insure they know how to use the system.  This will be especially helpful as new staff are hired to insure they know how to process in the system.  It will help determine where additional training is needed.
Do It Mode – NOTE:  In order to run this mode, your computer must know you are working from a trusted site.  You do this with the following steps:

1 – In Internet Explorer, select Tools.

2 – Select Internet Options from the drop down menu.

3 – Select the Security tab.

4 – Click on “Trusted Sites”

5 – Click on the button  “Sites”

6 - Type in the URL:  http://saofnupk.state.ga.us
7 – Be sure the box next to “Require server verification (https) for all sites in this zone” is not checked.

8 – Say “OK”

The “Do It” mode is used when you are in a live application and will work in conjunction with your application.  For instance, if you are entering a voucher and are stuck on what the next step is, you would open up the “Do It” mode while you are in the application and you can go step by step through the process, seeing what the computer tells you is the next step and then actually doing the step.  The “Do It” mode can remain on top of your application through completion of the transaction.
Since there is no live application to test this on, you cannot see exactly how it will work, but you can run “Do It” and go through the steps if you want.


If you have any questions, please email the following based on the topic category:
	Name
	Module
	Email Address

	Pearl Bailey
	Purchasing Module
	pbailey@dhr.state.ga.us

	Amy Morgan
	Accounts Payable Module
	agmorgan@dhr.state.ga.us

	Cheryl Head
	All Modules
	cfhead@dhr.state.ga.us

	John Sartain
	All Modules
	jfsartain@dhr.state.ga.us


Previous Memorandums Issued:
Memo Number 1 – System Upgrade and System Availability, 5-10-06
Memo Number 2 – Account Codes, 5-15-06

Future Memorandums to be Issued:
1 – System Inquiry Instructions

2 – State Accounting Office Website
3 – Office of Financial Services Website
4 – New Accounting Forms to Use
5 – System Capability Highlights Memos
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