EIS Finance Training Schedule
Training agenda
a.  How to log on 

b.  How to Create a Purchase Requisition (see above)
c. How to Track Purchase Orders

d. How to Approve Purchase Requisitions

e. How to Review Budget to Actual Transactions

	Date
	Time
	Location

	June 8
	9:00 – 11:30
	D270

	June 8
	1:30- 4:00
	DA LCW 16

	
	
	

	June 9
	9:00 – 11:30
	DA LCW 16

	June 9
	1:30 - 4:00
	D270

	
	
	

	June 10
	9:00 – 11:30
	D270

	June 10
	1:30 - 4:00
	DA LCW 16

	
	
	

	June 11
	9:00 – 11:30
	DA LCW 16

	June 11
	1:30 - 4:00
	D270

	
	
	

	June 22
	9:00 – 11:30
	DA LCW 16

	June 22
	1:30 - 4:00
	D270

	
	
	

	June 23
	9:00 – 11:30
	D270

	June 23
	1:30 - 4:00
	DA LCW 16

	
	
	

	July 6
	9:00 – 11:30
	DA LCW 16

	July 6
	1:30 - 4:00
	D270

	
	
	

	July 7
	9:00 – 11:30
	DA LCW 16

	July 7
	1:30 - 4:00
	D270

	
	
	

	July 8
	9:00 – 11:30
	D270

	July 8
	1:30 - 4:00
	DA LCW 16

	
	
	

	July 9
	9:00 – 11:30
	D270

	July 9
	1:30 - 4:00
	DA LCW 16

	
	
	

	Aug 5
	9:00 – 11:30
	DA LCW 16

	Aug 5
	1:30 - 4:00
	D270

	
	
	

	Aug 6
	9:00 – 11:30
	D270

	Aug 6
	1:30 - 4:00
	DA LCW 16

	
	
	

	Opening Day 
	Sessions will be 
	announced


Open Labs will be available for practice and help on a first come first serve basis
	Date
	Time
	Location

	June 15, 16, 17
	1:00 – 4:00
	D270

	July 1
	1:00 – 4:00
	DA LCW 16

	July 2
	1:00 – 4:00
	D270

	
	
	


