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Accessing UPKs

Overview User Productivity Kits (UPKs) are online, interactive job aids the University published as additional training

resources. UPKs are housed inside the Core-CT system, and can be found on the Core-CT Help tab. Use this job aid
to navigate to and play UConn UPKs.

Process Steps

Screenshot

1 All employees will navigate to http://ess.uconn.edu to log in to Core-CT.

On the UConn Employee Self UCONN | UNIVERSITY OF CONNECTICUT

Service Portal page, you have

. UConn Employee Self Service Portal
direct access to Core-CT and

other employee resources.

Click on the NetID Login
button to open the NetID
Single Sign On page.

NetID Login
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Step Action

Screenshot

On the NetlID Single Sign On
g @ >i8 UCONN | UNIVERSITY OF CONNECTICUT
page, enter the following:
e NetID: Enter your NetlD.
e Password: Enter the
password associated with NetID Single Sign On
your Net ID.
jrs10109
When the two fields have
3 been entered, click Login to
open the Core-CT homepage.
UConn Single Sign On se
ogin ersit
Need He
On the Core-CT homepage, e | T P |
click on the Core-CT Help tab.
4
Under the UPK (User Productivity Kit) section, click UPK (User Productivity Kit) c
UCONN UPK to open the list of available UConn UPKs. [ Flaancin BPK
ey EPM UPK
I==] ePm UPK
e HCM UPK
5 =) HCM UP
= STARS UPK
L State Analytical Reporting System UPK
== UCONN UPK
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Screenshot

On the UCONN UPK page, the .
list of available UPKs is broken Core_p".

out by modules: 2 nare

search r B

e Introduction to UConn
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w- @ UConn: Human Resources
" = @ UConn Time and Labor
Core-CT L
6 e Human Resources
H UNIVERSITYOF
e Time and Labor UGUNN; CONNECTICUT
° Payroll UConn: Introduction to UConn / Core-CT

PeopleSoft s a set of applicationsthat you use to view and update personal and job data.

CI|Ck on the plus Sign tO open The following key terms may be new to PeopleSoft users at the University:

Ad Hoe: A solution designed for a specific problem or task and is not a reoccuring or planned request.
the list of UPKs Department Tree: The new design of the department organizational structure that represents actual reporting relationships and hier
allowing for common workflow.

2 HBNMSE: Shors fny "H L, =7

Select a UPK. In this example, Cor,e ".
the user is selecting UConn: '
Entering Time. search 2|

=@ UConn Introduction to UConn Core-CT

7 & @ UConn” Human Resources
. . . SR WlUConn: Time and Labor]

CIle UConn: Enterlng Time. = {2 UGonn: Employee Self Service (Time and Labor}

&) UConn: Entering Comments on the Timesneet - Empic
] UConn: Entering Time
] UConn: Viewing Payable Time

- @ UConn: Manager Self Service (Time and Labor) U c U N N
- @ UConn: Payroll

UConn: Time and Labor

There are two modes to view the UPK:

e See It: A scenario provides on-screen instructions and lets users
watch a recording of a transaction being completed.

8 e Try It: A scenario that gives users step-by-step instructions to

practice completing the transaction.

Select the mode in which to complete the scenario.

The UPK will open in the selected mode. B IIImI—————
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