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Day 1 – Monday 

	Module
	Sessions & Scenarios
	Topic
	Time

	General Session
	Session 1

(No Scenarios)
	Overview, introduction to system and terminology, general navigation of the system
	8:30-10:00

	Break
	
	
	10:00-10:15

	Instruction
	Session 2

Scenario 2.1

Scenario 2.2
	Catalog/schedule:  New course

Course Renumbering/Reporting
	10:15-12:15

	Lunch
	
	
	12:15-1:00

	Instruction
	Session 2
Scenario 2.3

Scenario 2.4

Scenario 2.5

Scenario 2.6
	Revised Course

Faculty Load

Revised Course Approved-Course Management

Part-time Faculty Load
	1:00-2:00

	Break
	
	
	2:00-2:15

	Student
	Session 3
Scenario 3.1

Scenario 3.2

Scenario 3.3

Scenario 3.4

Scenario 3.5

Scenario 3.6

Scenario 3.7
	New Prospects – domestic and international

Application for Admissions

International Application for Admissions

SEVIS

Community Education

Registration

Registration-Fee Adjustments
	2:15-4:45


Day 2, Tuesday
	Module
	Sessions & Scenarios
	Topic
	Time

	Finance
	Session 11
Scenario 11.1

Scenario 11.2

Scenario 11.3

Scenario 11.4-11.17
	Budget Development

Budget Modifications

Budget Monitoring and Reporting and Queries

Grants Processing, Monitoring and Reporting
	8:30-10:45

	Break
	
	
	10:45-11:00

	Counsel/

Advising
	Session 5
Scenario 5.1

Scenario 5.2

Scenario 5.3

Scenario 5.4

Scenario 5.5

Scenario 5.6

Scenario 5.7

Scenario 5.8

Scenario 5.9

Scenario 5.10

Scenario 5.11

Scenario 5.12

Scenario 5.13


	Candidate Processing (graduation)

Academic Monitoring

Degree Audit Monitoring Requirements

Executing Degree Audit on Multiple Student Records

Executing Multiple Degree Audits on a Single Student Record

Courses That Can Clear More Than One Requirement

Users Preferences

Course ID Updates

Course ID History

Cross Listed Courses

Assigning Specific Courses—Substitutions and Waivers

Adding Text Comments

Design the Report Layout
	11:00-12:45

	Lunch
	
	
	12:45-1:15

	Student Svcs
	Session 6
Scenario 6.1


	Health Services Capabilities
	1:15-2:30

	Break
	
	
	2:30-2:45

	Student Accounts
	Session 7
Scenario 7.1

Scenario 7.2


	Student Accounts Receivable

Student Fee Payment
	2:45-4:45


Day 3, Wednesday

	Module
	Sessions & Scenarios
	Topic
	Time

	HR/Payroll
	Session 8

Scenario 8.1

Scenario 8.2

Scenario 8.3

Scenario 8.4

Scenario 8.5

Scenario 8.6

Scenario 8.7

Scenario 8.8

Scenario 8.9

Scenario 8.10

Scenario 8.11

Scenario 8.12

Scenario 8.13

Scenario 8.14

Scenario 8.15

Scenario 8.16

Scenario 8.17

Scenario 8.18

Scenario 8.19

Scenario 8.20

Scenario 8.21

Scenario 8.22


	Overview of HR Processes

Part-time Faculty Process

Position Tracking and Control

Position Tracking and Control Data

Applicant Processing and Recruitment

Applicant Processing and Recruitment

Employment Hiring and Employee Data Maintenance

Benefits Administration

Workers Compensation

Compensation Management

Student Employment/Payroll

Deductions

Payroll Processes

Time and Attendance Reporting

Payroll Cycles

Check/Advice Production

Labor Distribution

Deduction Remittance

Separation of Employment

Reporting

Employment Development and Training

Training
	8:30–10:30

	Break
	
	
	10:30-10:45

	HR/Payroll
	Session 8

Scenario 8.23

Scenario 8.24

Scenario 8.25

Scenario 8.26


	Workflow

Job Announcement Process

System Integration

User Maintenance and Security
	10:45-12:45

	Lunch
	
	
	12:45-1:15

	HR/Payroll
	Session 8

Scenario 8.27

Scenario 8.28

Scenario 8.29

Scenario 8.30

Scenario 8.31

Scenario 8.32


	Encumbrances

Rollover of Positions

Teaching/Non Teaching Reporting/Reconciliation

Labor Reallocation

Lapsing Positions

Data Transfer to/from third parties
	1:15-2:15

	Break
	
	
	2:15-2:30

	Student
	Session 4

Scenario 4.1

Scenario 4.2

Scenario 4.3

Scenario 4.4


	Grade Submission

Class Roster Availability

Grade Reports:  Probation and Dismissal

Processing Transcripts Budget Development


	2:30-4:15


Day 4, Thursday

	Module
	Sessions & Scenarios
	Topic
	Time

	Finance
	Session 10

Scenario 10.1


	Accounting System, General Ledger, Chart of Accounts

Cash Management

Journal Entry

Capital Expenditures

Accrual

Accounts Receivable 

Historical Data


	8:30-10:30

	Break
	
	
	10:30-10:45

	General
	Session 9

Scenario 9.1

Scenario 9.2
Scenario 9.3

	Update Employee and Student Information

Student and Employee Information Via the Web
Web Portal and Self Services
	10:45-12:30

	Lunch
	
	
	12:30-1:00

	Finance
	Session 12
Scenario 12.1

Scenario 12.2

Scenario 12.3

Scenario 12.4

Scenario 12.5

Scenario 12.6
	Vendor Management –Purchasing

Purchase Requisition

Competitive Solicitation

Purchase Order

Receiving

Punch Out/Round Trip
	1:00-3:00

	Break
	
	
	3:00-3:15

	Finance
	Session 12

Scenario 12.7

Scenario 12.8

Scenario 12.9

Scenario 12.10
	Invoices and Payments

State and Local Sales Taxes and Use Tax

Travel Authorization and Reimbursement

Facilities: workorder, keys, space utilization 
	3:15-4:45


Day 5, Friday

	Module
	Sessions & Scenarios
	Topic
	Time 

	FA
	Session 13
Scenario 13.1

Scenario 13.2

Scenario 13.3

Scenario 13.4

Scenario 13.5

Scenario 13.6
	BOG Processing before  Admissions Application

Processing ISIR through Disbursement

Packaging and Repackaging

Award Notification/Web Self-Service

Satisfactory Academic Progress

Disbursement Functions and Refunds
	8:30-10:30

	Break
	
	
	10:30-10:45

	FA
	Session 13

Scenario 13.7

Scenario 13.8

Scenario 13.9

Scenario 13.10

Scenario 13.11

Scenario 13.12

Scenario 13.13
	Financial Aid Refunds

Fund Management – including Scholarships

Summer Pell Grant

Cost of Attendance

Perkins Loans

FFEL/PLUS/Alternative Loan Processing

Work-Study and Student Employment
	10:45-12:45

	Lunch
	
	
	12:45-1:15

	FA
	Session 13
Scenario 13.14

Scenario 13.15

Scenario 13.16

Scenario 13.17

Scenario 13.18

Scenario 13.19

Scenario 13.20

Scenario 13.21

Scenario 13.22
	Awarding/Packaging/Notifications

Ad Hoc Reporting

COD Processing

Reports

Professional Judgment

External Scholarships

Consortium Agreements and Transfers

Special Programs

Study Abroad
	1:15-2:15

	Break
	
	
	2:15-2:30

	General
	Session 14
Scenario 14.1

Scenario 14.2

Scenario 14.3
	Course/Enrollment Management

Student Enrollment

Class Cancellation
	2:30-4:30

	
	
	
	


Technical Sessions – Monday 10:15 – 2:00 (with lunch break)  Location:  D160
	Module
	Sessions & Scenarios
	Topic
	Time

	Technical
	Session 15
Scenario 15.1
	Duplicate Records

Management Tools

Hardware, OS, Database

Programming tools

Integration with Third Party Applications

Applications and Portal Programming Environment

Comprehensive documentation

Implementation, Training Process

Discussion and demonstration of accessibility compliance


	10:15- 2:00 pm
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