Please follow the steps below to complete your training.
You will be contacted by your security representative with your user ID and password to log in to UPK.
******************************************************************************************

Your security form indicates that you will need access to the following modules in Hyperion… 

· Line Item 
· Capital Planning (Optional)

User will be required to take a test for all the above listed modules. 

All Users are required to complete testing for General Workspace and PSPB Navigation modules.

Steps needed to complete UPK training requirements:

1. Download Pre-Class reading: ProjectENCORE.ok.gov,   on the Training Materials Page
0. General Navigation Workspace Training PPT
0. UPK “How To” PPT
0. Line Item Pre-Class reading PPT

1. Log into UPK : http://encoreupk.ok.gov/KCenter  and learn about General Navigation (use the UPK PowerPoint  and  General Navigation PowerPoint to guide you through the UPK tool)  

1. Complete the General Navigation See It, Try It, and Know It modes.


1. Complete Testing (use the “Know it” in conjunction with “Print it”) for
· General Navigation 4.1-4.11
· Line Item Expense Planning 1.20, 1.30-1.32
· [bookmark: _GoBack]Institutions will  budget at the Statewide Program level
· Capital Planning 206-2.9.2 (optional) 

In order to receive credentials users will need to make a passing score of 75% or better.
Know it modes for each task can be taken as many times as needed to achieve the passing score. 
                
When all testing is complete please email your budget analyst. This will be followed up with notification from the security team with access to Hyperion. 

Contact your analyst with question about training. 

Thank you 
Collette Coleman
521-3643

