BUSINESS SYSTEMS SUPPORT OFFICE 

TRAINING SCHEDULE

CEFMS 101    Introduction to CEFMS
Schedule:

	29 Jun 2004
	0900 - 1345
	Casey Bldg, Room 143

	27 Jul 2004
	0900 - 1345
	Casey Bldg, Room 143

	31 Aug 2004
	0900 - 1345 
	Casey Bldg, Room 143

	26 Oct 2004
	0900 - 1345
	Tentative

	30 Nov 2004
	0900 - 1345
	Tentative


CEFMS 417    Billing Official Training Workshop
Schedule:

	10 Aug 2004
	0900 - 1345
	Kingman Bldg, Training Room 1A09/1B09


CEFMS 222    Contractual PR&C Training
Schedule:

	30 Jun 2004
	0900 - 1345
	Kingman Bldg, Training Room 1A09/1B09

	28 Oct 2004
	0900 - 1345
	Tentative


CEFMS 326   Government Order Training
Schedule:

	2 Jul 2004
	0900 - 1345
	Kingman Bldg, Training Room 1A09/1B09

	29 Oct 2004
	0900 - 1345
	Tentative


CEFMS 307    Introduction To Credit Card Payments for Card Holders And Billing Officials 
Schedule:

	12-13 Aug 2004
	0900 - 1345
	Casey Bldg, Room 143


CEFMS 223    Receiving Reports
Schedule:

	17 Aug 2004
	0900 - 1100
	Tentative


CEFMS 325   Training Requests (DD1556) Training
Schedule:

	28 Jun 2004
	0900 - 1345
	Kingman Bldg, Training Room 1A09/1B09


CEFMS 334   Travel Order and Travel Voucher Training
Schedule:

	2-3 Jun 2004
	0900 - 1345
	Kingman Bldg, Training Room 1A09/1B09

	3-5 Nov 2004
	0900 - 1345
	Tentative


CEFMS 337   Workshop for Commercial Purchase Card Holders
Schedule:  

	6-7 & 9 Jul 2004
	0900 - 1345
	Tentative


COURSE DESCRIPTIONS

CEFMS 101:   Introduction to CEFMS

This introduction to CEFMS provides a basic understanding of when to use CEFMS, how to use CEFMS and who should be using CEFMS. 

Sessions discuss who's who in CEFMS, a glossary of terms, access permissions and roles, the basics of screen and keyboard navigation, what a BPG is and where to find the appropriate BPG for use, FAQ’s, and the many resources available to help navigate through CEFMS.

Prerequisites:  None

Return to Top      Return to Schedule
CEFMS 417:   Billing Official Training Workshop

A one-day hands-on course in CEFMS designed to cover billing officials reconciliation responsibilities.  Billing officials may complete his/her individual billing statement in class.  

Requirements:

a. Each attendee should be prepared to log into CEFMS with the current UNIX and Oracle passwords. 

b. Signature card (SmartCard) and its PIN number.

c. Attendee must be a billing official or an alternate billing official.

d. Monthly Billing Statement to be completed in class.

Prerequisites:  It is recommended that attendees attend either the CEFMS Introduction to Credit Card Payments for Card Holders And Billing Officials or the CEFMS Workshop Training For Commercial Purchase Card Holders in an audit status to familiarize themselves with the cardholder’s responsibilities and reconciliation procedures.

Return to Top          Return to Schedule    

CEFMS 222:   Contractual PR&C Training  

A one-day hands-on training course in CEFMS that explains and demonstrates how to prepare contractual purchase requests (PR&Cs) in CEFMS. 

Requirements:

a. Currently issued UNIX and Oracle passwords.
b. Permissions to originate on a work item that has available funds.
Prerequisites:  None

Return to Top       Return to Schedule 

CEFMS 326:   Government Order Training

A one-day hands-on training course in CEFMS that explains and demonstrates how to prepare Government Order purchase requests (PR&Cs) in CEFMS. Course covers the different elements of the Government order/customer order process from conception to completion.

Requirements:

a. Currently issued UNIX and Oracle passwords. 

b. Permissions to originate on a work item that has available funds.

Prerequisites:  None

Return to Top         Return to Schedule
CEFMS 307:   Introduction To Credit Card Payments for Card Holders And Billing Officials 
This course is a two-day training presentation that explains and demonstrates how to record commercial purchase card transactions in CEFMS.  This presentation covers all phases of the process from origination of the purchase request through preparation and approval of the CEFMS credit card invoice.  Also, special attention is given to the recording of credits and amending existing purchase requests.  While not hands-on training, this session is especially designed for the person who has not yet begun processing statements in CEFMS.  Any other CEFMS users that are involved with the purchase card process are also invited. 

Requirements:  None

Additional suggested attendees:  Billing Officials and Alternate Billing Officials
Prerequisites:   None

Return to Top       Return to Schedule
CEFMS 223:   Receiving Reports
A two-hour hands-on training that explains and demonstrates the procedures to be followed when preparing a receiving report (DD Form 1155). Covers Training, Credit Card and Contractual PR&C’s.  Also discussed will be C1 (Inside Government) Contracts and why receiving reports are not done on them.

Requirements:

a. Currently issued UNIX and Oracle passwords.  
b. Signature card (SmartCard) and its PIN number.
c. Authorized Receiver role in the Role Query Screen 10.16.
Prerequisites:  None

Return to Top        Return to Schedule
CEFMS 325:   CEFMS Training Requests (DD1556) Training   

A one-day hands-on course in CEFMS that explains and demonstrates how to record training in CEFMS.  The training covers all phases of the process from origination of the training request (DD1556) and training PR&C through preparation for payment.  Although attendance is not mandatory, the training is highly recommended for those involved in the preparation process of the DD1556. 

Requirements:

a. Currently issued UNIX and Oracle passwords. 

b. Permissions to originate on a work item that has available funds.
Prerequisites:  None

Return to Top         Return to Schedule
CEFMS 334:   Travel Order and Travel Voucher Training

A two-day hands-on training course in CEFMS on travel orders and travel vouchers.  This course is for anyone who will be preparing travel orders and/or travel vouchers.
Requirements:  

a. Currently issued UNIX and Oracle passwords. 

b. Permissions to originate on a work item that has available funds.
c. Signature card (SmartCard) and its PIN number for those who want to Funds Approve (certify) a travel order or Approve a travel voucher.  
d. Permissions to approve on the above work item if attendee wishes to Funds Approve (certify) a travel order.
Prerequisites: None

Return to Top        Return to Schedule 
CEFMS 337:   Workshop Training For Commercial Purchase Card Holders 

A three-day hands-on training course that explains and demonstrates how to record commercial purchase card (IMPAC Card) transactions in CEFMS.  

 
This course covers:

a. Access Permissions and Signature Card Requirements.

b. All phases of the purchase request from the creation through the obligation of the PR&C's. 

c. Receiving reports. 

d. Identifying the 4 credit types and the reconciliation process.
e. The creation of the attendees current CEFMS Credit Card Invoice.
 
Billing Officials and Alternate Billing Officials are invited to audit these sessions.

Requirements:

a. Currently issued UNIX and Oracle passwords.

b. Signature card (SmartCard) and its PIN number.  

c. Monthly Credit Card Holder Billing Statement to be completed in class.

Prerequisites:  None

Return to Top        Return to Schedule
