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Training Agenda


Process Description: Purchase Card Training
1. Meeting Logistics

	Item
	Description

	Date
	March 25th – March 27th   April 23-24

	Time
	8:30 – 4:30

	Location
	Foothill / De Anza – Chinese Heritage Rm/KCI 4006


2. Attendees

	Role
	Name

	Facilitator
	Jon Langlois

	Other Participants
	The intended audience for the Purchase Card & Self Service training includes Banner Finance Team, IT staff to load the Banner Temporary Purchase Card Transaction file, and other key personnel in procurement card processing.


3. Pre-Work
P-Card

· Read the training materials before training
· Obtain sample data from Action Web FAQ#6551 and load into Banner Temporary Purchase Card Transaction file (FATCARD). It is recommended that only one bank file be loaded into FATCARD for processing at any one time.
Self Service

· Read the training materials before training

· Finance menus available in Finance Self service.  

4. Purpose

· This meeting is intended to provide training on Purchase Cards transaction processing and Self Service training 
5. Desired Outcomes

· Be able to process Purchase Card transactions

· Be able to query budgets and encumbrances

· Be able to create Requisitions and Purchase Orders

· View and approve documents

· Be able to create budget transfers

· Be able to query transactions and related documents

Note: This agenda is intended only as a guide.  The actual topics covered and sequence of topics discussed during the training may vary from the schedule.  Additional topics will be covered if time permits.  While not required, it would be appropriate if participants have access to PC workstations that can connect to Banner.  In addition, it would be appropriate for the Banner Bookshelf documentation to be accessible from each PC workstation. 
6. Agenda Topics 

Day 1 PCard
	Topic

	· Introduction

· Review current agenda, adjust, and gain consensus

	· Define Account Codes and Fund Codes, Define User Profile, Set Control Records, Define Payment Cut Off Schedule, Define Merchant Codes (Pages 11-22)
Review the following forms:

· Account Code Maintenance Form FTMACCT

· Purchase Card Monthly Liability 

· Purchase Card Daily Liability 

· Fund Maintenance Form FTMFUND

· Purchase Card Activity 

· User Profile Maintenance Form FOMPROF

· System Data Maintenance Form FTMSDAT

· Payment Cutoff Schedule Maintenance Form FTMPCSH

· Merchant Category Code Validation From FTVMCAT

	Lunch

	· Define Purchase Card Record, Load FATCARD, Run Purchase Card Transaction Process, Review Unfed Invoices, Update Invoice Records, Post Liability Journal, Query Purchase Cards (Pages 28-44)
Review the previous forms and processes:

· Purchase Card Maintenance Form FTMCARD

· Confirm FATCARD is loaded
· Purchase Card Transaction Process FAPCARD

· Purchase Card Transaction: Document Information Form FAAINVT
· Invoice Feed Process FAPINVT
· Finance Sweep Process FURFEED

· Interface Process FGRTRNI

· Transaction Error Report FGRTRNR

· Posting Process FGRACTG
· Purchase Card Query FAICARD


Day 2 PCard
	Topic

	· Load another File into Banner Temporary Purchase Card Transaction file (FATCARD) and run Purchase Card process (Pages 28-44)
Review the previous forms and processes:

· Purchase Card Maintenance Form FTMCARD
· Confirm FATCARD is loaded
· Purchase Card Transaction Process FAPCARD

· Purchase Card Transaction: Document Information Form FAAINVT
· Invoice Feed Process FAPINVT
· Finance Sweep Process FURFEED

· Interface Process FGRTRNI

· Transaction Error Report FGRTRNR

· Posting Process FGRACTG
· Purchase Card Query FAICARD

	Lunch

	· Review Processing Alternatives (Page 10)
· Run Test Scenarios for Selected Processing Alternatives (Pages 28-44)
· Upload Transactions and Data Validation

· Transaction Approval

· Document Creation and Posting

· Review Accounting and Database Results

· Scrub Purchase Card Tables in Preparation for Another Setup Option
· Select a Processing Option for Extended Testing (Pages 28-44)
· Upload Transactions and Data Validation

· Transaction Approval

· Document Creation and Posting

· Review Accounting and Database Results

· Repeat Upload Process Iteratively


Day 3 Self Service
	Topic

	· User Profile Set up, View Enterprise Access Control Form, Establish Pin (Pages 10-15)
Review the following forms:

· User Profile Maintenance Form FOMPROF  
· Enterprise Access Controls Form GOAEACC 
· Third Party Access Audit GOATPAD 
· Perform Code Look ups, Budget Queries, Encumbrance Query, Create a Requisition and Purchase Order, and Approve Documents (Pages 19-38)
Review the following:

· Access Self Service 

· FOAPAL Look ups 

· Budget Queires 

· Budget Query by Account 

· Budget Query by Organizational Hierarchy

· Budget Quick Query

· Encumbrance Query 

· Requistion 

· Purchase Order 

· Approve Documents

	· Perform Code Look ups, Budget Queries, Encumbrance Query, Create a Requisition and Purchase Order, and Approve Documents (Pages 19-38)
Review the following:

· Access Self Service 

· FOAPAL Look ups 

· Budget Queires 

· Budget Query by Account 

· Budget Query by Organizational Hierarchy

· Budget Quick Query

· Encumbrance Query 

· Requistion 

· Purchase Order 

· Approve Documents 

	Lunch

	· View Documents, Perform Budget Transfers, Display User Defined Rule Codes in Budget Transfers (Pages 39-49)
Review the following:

· View Documents

· Budget Transfers 
· Multiple line Budget Transfers 
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