
 
 
 
 
 
Quick Reference Guides for End-Users of the Berkeley Financial System (PeopleSoft)  

• For Preparers – Double-sided,  tri-fold guide, steps out all tasks for staff who prepare purchase orders 
• For Reviewers – Double-sided, folded guide, steps out tasks for managers and staff who review purchase orders. 
• For Approvers – Double-sided, folded guide, steps out tasks for staff who approve payments to vendors. 

 
Task 

• Problem: During initial training, end-users were given a 450-page manual that did not have an index. Staff had to 
flip through many pages to complete even simple tasks. 

• Solution: Create one-page, two-sided references for the different roles: Preparers, Reviewers, Approvers. 
 
Audience 

• Managers 
• Administrative Assistants 

 
Tools Used 

• PageMaker 
 
Development Time 

• Two weeks. 
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