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MARS Training Registration Processes

How do I register for MARS classes?
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· Obtain a registration form from your agency training team lead (TTL) or from the MARS Training Catalog.  (All registrations must be submitted to your TTL in writing.)  A list of all agencies’ training team leads is located on the MARS home page at  http://mars.ky.gov/AgencyListing.xls under the heading “Agency Implementation Contacts.”

· The TTL will give you information about classes and explain your agency’s registration procedures.

· You may locate a list of classes on the MARS home page at http://www.state.ky.us/agencies/adm/mars/mars.htm or your TTL can give you a copy of the MARS Training catalog and schedule.
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How am I confirmed for a MARS class?

· Each participant will be sent a confirmation letter verifying placement in the class.

· Confirmation letters will be sent out at least two weeks prior to start of classes for that month’s training.

· The letter will specify the date, time, location, and other information about the workshop.  However, if you have questions please contact your agency TTL.

· It will be the responsibility of the participant to confirm his/her attendance with his/her agency TTL.

· TTLs are responsible for submitting confirmations to the MARS Training Team from the employee by 8:30 a.m. on the designated date.  Please refer to the schedule on page 7 of the catalog.
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What if I need to cancel a MARS training class?

· It is necessary for each participant to notify the agency TTL immediately if unable to attend a scheduled class.  Early cancellation permits someone on the waiting list the opportunity to attend.

· Participant cancellations must be received by the MARS Training Team no later than 8:30 a.m. the day before the scheduled class is to begin.  A cancellation on the day of class will reflect a “No Show” for that participant.
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What if I’m a substitute for another participant?

· All substitutions must be submitted to the agency TTL who will submit the substitute participant’s name to the MARS Training Team.  Substitutions must be made 2 days prior to the scheduled start date.
· Participants must know the name of the individual they are replacing.  If your name does not appear on the class roster, but you know the name of the participant you are replacing, then you will be permitted to stay in the class.  Please be sure and sign the class roster and include your social security number, name, work address, and telephone number.
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What happens if a MARS training class is cancelled?

· The MARS Training Team will evaluate each class 3 days prior to the start date to ensure that the class is fully populated.

· The MARS Registration Team will notify the Agency TTL’s and the participant of a class cancellation.  The TTL will notify the participant of the rescheduled date if applicable.
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What happens to MARS training classes if Frankfort 

experiences inclement weather?

· MARS Training will follow the guidelines announced by the Governor’s office regarding delayed schedules or closing of state offices.  When you are advised to use your discretion or an “EMERGENCY PERSONNEL ONLY” announcement is made, call the Customer Resource Center Help Desk at 564-9641 or the MARS Training Team office regarding that day’s classes at 564-9666 x109.  Otherwise, classes will be held as scheduled.

· If a participant chooses not to attend due to inclement weather, the MARS Training Team will make every effort to enroll the participant in another class.  Participants may call the MARS Training Team directly to make arrangements to finish a class that was begun prior to the weather situation.
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Class Will Include:

Morning Session

* Overview of the MARS System

Would you like some help in
deciphering  MARS ~ Release
Notes and understanding MARS
installation? Are you
experiencing  difficulty  when
trying to trouble shoot technical
problems  relating to MARS
software? Maybe you have
some unanswered cuestions or
concerns

If you answered yes to any of
the above, this is the class for
youl

* Presentation of MARS Software Distribution Process

* Overview of Software Components

» Demonstration of MARS Software Installation

Afternoon Session
® Oracle Installation

* Seagate Info Installation
« PD Contract Clauses Installation
* Troubleshooting MARS problerms

Audience Who Should Attend:

Employees performing the following roles should attend:

 Agency LAN Administrators

* Staff Performing MARS Set-Up on Agency Pc's

® Help Desk Staff

Class Duration: 1 Day

Class Date: March 4, 2003

Class Location:  GOT, 101 Cold Harbor, Rooms A & B

If you are interested in attending this class, please contact your Training Team Lead
(TTL) to register. A list of Agency TTL's is available on the MARS Web site @




Where will MARS training classes be held?

· All training will be conducted in Frankfort at the following locations:

· Capitol Annex


Room 464

· Capitol Annex


Room 462

· For a map of Frankfort, please search the web at:

http://www.state.ky.us/agencies/adm/mars/frankfort.htm


Updated Software in Training

Registrar Training (by request)

Procurement

Purchasing 101


Training Team Lead Listing

AGENCY 
TTL


	Accountancy, Board of
	Phyllis Gordon

502-595-3037  x 21



	Adm. Office of the Courts
	Angela Morford

502-573-2350



	Agriculture
	Charlene Galyon

502-564-4696



	Alcoholic Beverage Control
	Karen Pulliam

502-564-2042



	Architects, Board of
	Debbie Tune

859-246-2069



	Attorney General
	Malea Vincent

502-696-5600



	Auctioneers, Board of
	Janet McWilliams

502-339-9453



	Auditor of Public Accounts
	Sharon Elliott

502-573-0050  x451



	Barbering, Board of
	Kim Mulder

502-564-7233



	Chiropractic Examiners, Board of
	Beverley White

270-651-2522

kychiro@glasgow-ky.com



	Commonwealth Office of Technology
	Kathy Branham

502-573-0036  x3477



	Corrections
	Amy Banta

502-564-2433



	Council on Postsecondary Education
	Pat Sawyer

502-573-1555



	Criminal Justice Training
	Pat West

606-622-2300

pwest@docjt.jus.state.ky.us

	Customer Resource Center
	Alex Whitenack

502-564-9666  x129

	Dentistry, Board of
	Diana Bailey

502-423-0573



	Department of Labor
	Cornelius O’Banion

502-564-3070



	Department of Revenue
	Debbie Boyd

502-564-1548



	Economic Development & Ethics Commission
	Jack O’Nan

502-564-4300 x4271

	Education
	Vickie Terry

502-564-1976



	Education Arts & Humanities
	Lori Franklin

Doris Jones

502-564-8300



	Elections, State Board of
	Jo Thomas

502-573-7100 x253



	Embalmers/Funeral Directors, Board of
	Emma Lou Hartlage

502-241-3918



	Families & Children
	Jeff Baden

502-564-9932



	Finance & Administration
	Kim Mulder

502-564-7233



	Financial Institutions
	Karen Pulliam

502-564-2042



	Fish & Wildlife
	Carolyn Snider

502-564-7109  x338



	Hairdressers/Cosmetologists, Board of
	Kim Mulder

502-564-7233



	Health Services
	Maranda Cummins

502-564-0036  x3944

	Horse Park, KY
	Mike Scales

859-259-4202



	Housing, Buildings & Construction
	Karen Pulliam

502-564-2042



	Human Rights Commission
	Karen Crooks Davis

502-595-4024  x17



	Insurance (KYDOI)
	Karen Pulliam

502-564-2042



	Justice Cabinet
	Jane Chilton

502-564-7712



	Juvenile Justice
	Gary T Lee

502-573-3747



	KET
	Lori Franklin

502-564-8300  x300



	KHEAA
	Patricia Damron

502-696-7420



	KY Arts Council
	Lori Franklin

502-564-8300  x300



	KY Center
	Lyda Howard

502-564-0162



	KY Historical Society
	Lori Franklin

502-564-8300  x300



	KY Retirement Systems
	Kathy Hamilton

502-564-4646



	KY State Police
	Michelle Roberts

502-227-8729



	Landscape Architects, Board of Examiners & Registration
	Kim Mulder

502-564-7233  x222

	Legislative Research Commission
	Holly Harrod

502-564-8100  x433



	Libraries & Archives 
	Lori Franklin

502-564-8300  x300

	Local Government
	Lee Creech

502-573-2382



	Medical Licensure, Board of
	Brenda Knopp

502-429-8046  x226



	Military Affairs 
	Jamie Caldwell

502-607-1529

	Mines & Minerals
	Karen Pulliam

502-564-2042



	Natural Resources
	Karen Pulliam

502-564-2042



	Nursing, Board of
	Maria D. Wheat

502-329-7007



	Occupational Safety & Health Commission (KOSH)
	Barbara Jessup

502-573-6892



	Office of State Budget Director
	Janet Rivers

502-564-7300



	Optometric Examiners, Board of
	Connie Calvert

859-246-2744

Fax: 859-246-2746



	Parks
	Ramonda Kelly

502-564-6860



	Personnel Board
	Linda Morris

502-564-7830



	Personnel Cabinet
	Elinda Manley

502-564-7430

	Pharmacy, Board of
	Kim Mulder

502-564-7233



	Physical Therapy, Board of
	Donna Sims

502-327-8497



	Prof. Engineers & Land Surveyors, Board of
	Billie Robinson

502-573-2680



	Public Advocacy, Dept. of
	Ruth Schiller

502-564-8006



	Public Protection


	Kathy Caudill

502-564-7760



	Public Service Commission
	Karen Pulliam

502-564-2042



	Real Estate Appraisers, Board of
	Angie Thomas

859-543-8943



	Real Estate Commission
	Kimberly Brewer

502-425-4273



	Registry of Election Finance
	Steve Smith

502-573-2226



	Respiratory Care, KY Board for


	Kim Mulder

502-564-7233

	Secretary of State
	Rebecca Feland

502-564-3490



	State Fair Board
	Jerry Frantz

502-367-5252



	Teachers’ Retirement System
	Melissa Gilchrist

502-848-8500



	Thomson Hood Veteran Center
	Jeanne Darby

859-858-2814



	Tourism (Office of the Secretary & Travel Development)
	Jon Wertzler

502-564-4930



	Transportation
	Stephanie Teasley

Katherine Jones

502-564-2720



	Treasury
	Eugene Harrell

502-564-4722  x 430



	Unified Prosecutorial System
	Kim Furnish

502-696-5300



	Veterans Affairs, Dept. of
	Honor Barker

502-564-9281

	Workers’ Compensation
	Karen Pulliam

502-564-2042



	Workforce Development
	Ronnie Jump

502-564-3300







Customer Resource Center

MARS Training Schedule

Dec 2004 - March 2005

	Start Date
	End Date
	Class Name
	Location

	12/01/04
	12/01/04
	Beginning Steps to MRDB
	Capitol Annex, Rm 462

	12/02/04
	12/02/04
	Procard
	Capitol Annex, Rm 462

	12/03/04
	12/03/04
	Intro to MARS
	Capitol Annex, Rm 464

	12/07/04
	12/07/04
	Purchasing 101
	Capitol Annex, Rm 462

	12/08/04
	12/08/04
	General Procurement
	Capitol Annex, Rm 462

	12/09/04
	12/09/04
	Traveling for the Commonwealth
	Capitol Annex, Rm 464

	12/14/04
	12/14/04
	Chart of Accts/Budget & Cash Control
	Capitol Annex, Rm 464

	12/15/04
	12/15/04
	PD MRDB Tables in MS Access
	Capitol Annex, Rm 462

	12/16/04
	12/16/04
	Capital Projects
	Capitol Annex, Rm 464

	Start Date
	End Date
	Class Name
	Location

	01/11/05
	01/11/05
	Seagate Info Reporting
	Capitol Annex, Rm 462

	01/13/05
	01/13/05
	Intro to MARS
	Capitol Annex, Rm 462

	01/19/05
	01/19/05
	Purchasing 101
	Capitol Annex, Rm 462

	01/20/05
	01/20/05
	Advantage Payment Processing
	Capitol Annex, Rm 462

	01/25/05
	01/25/05
	Beginning Steps in MRDB & Access
	Capitol Annex, Rm 462

	01/26/05
	01/26/05
	PD Payment Processing
	Capitol Annex, Rm 462

	02/01/05
	02/01/05
	General Procurement
	Capitol Annex, Rm 462

	02/03/05
	02/03/05
	General Accounting
	Capitol Annex, Rm 462

	02/08/05
	02/08/05
	Revenue & Receivables
	Capitol Annex, Rm 462

	02/10/05
	02/10/05
	Contracting
	Capitol Annex, Rm 462

	02/15/05
	02/15/05
	Intro to Projects and Grants
	Capitol Annex, Rm 462

	02/17/05
	02/17/05
	Intro to MARS
	Capitol Annex, Rm 462

	02/22/05
	02/22/05
	Procard
	Capitol Annex, Rm 462

	02/23/05
	02/23/05
	Traveling for the Commonwealth
	Capitol Annex, Rm 462

	Start Date
	End Date
	Class Name
	Location

	03/02/05
	03/02/05
	Chart of Accts/ Budget & Cash Control
	Capitol Annex, Rm 462

	03/15/05
	03/15/05
	Seagate Info Reporting
	Capitol Annex, Rm 462

	03/16/05
	03/16/05
	Personal Service Contracting
	Capitol Annex, Rm 462

	03/17/05
	03/17/05
	Intro to MARS
	Capitol Annex, Rm 462

	03/22/05
	03/22/05
	PD MRDB Tables in MS Access
	Capitol Annex, Rm 462

	03/24/05
	03/24/05
	Traveling for the Commonwealth
	Capitol Annex, Rm 462

	03/29/05
	03/29/05
	Capital Projects
	Capitol Annex, Rm 462


If you are interested in attending any of the above classes, please contact your Training Team Lead (TTL) or Kathy Hutcherson by Email at Kathy.Hutcherson@ky.gov or by Phone at 502-564-9641 ext. 113) to register.  If you are unsure who your TTL is, please click on the Web Site below:

http://mars.ky.gov/2004MARSCatalog.doc

    COURSE DESCRIPTIONS





________________________________________________________________________

MARS: CBT lays the groundwork for you to proceed into more in-depth and job-specific MARS instructor-led training.  It will introduce you to the “look and feel” of ADVANTAGE Financial, Procurement Desktop, and Budget Reporting and Analysis Support System.  Additionally, it will provide you with some basic processing knowledge such as completing a Vendor Payment Voucher (P1) document in ADVANTAGE Financial and processing a Miscellaneous Quick Payment transaction in Procurement Desktop.  Finally, the MARS CBT will provide you with information about the User Support Options that are available to assist in resolving end-user production problems.

Audience Who Should Attend:
All MARS end-users

Prerequisite(s):
PC Literacy Training or equivalent experience using a personal computer

Class Duration:
Self-paced, approximately 6 hours

________________________________________________________________________

Accessing the CBT

You need to have a login ID to access the CBT.  If you do not have one, please contact your TTL.

If you have a CBT login ID and need help downloading the CBT, please contact Kathy Hutcherson at 502-564-9641 ext. 113.




COURSE DESCRIPTIONS

INTRODUCTION TO MARS

(PD & Advantage)

________________________________________________________________________________             

Are you new to MARS?  Are you concerned that your computer skills aren’t adequate?  Intro to MARS is the place to start.  In this course you will be introduced to both the ADVANTAGE and PROCUREMENT DESKTOP Software.  We assume you know nothing.  Start your journey to MARS off right.

Learn how to create and process a Vendor Payment Voucher (P1) document in ADVANTAGE and a Purchase Request in PROCUREMENT DESKTOP.

Audience Who Should Attend:

Employees performing the following roles should attend:

· New Commonwealth Employees.

· ADVANTAGE or PROCUREMENT DESKTOP.

· Present Commonwealth Employees who experience difficulty in ADVANTAGE or PROCUREMENT DESKTOP navigation.

Prerequisite(s):
MARS: CBT

Class Duration:
1/2 Day - class begins at 8:30 a.m. on the following dates:

	December 3, 2004
	Capitol Annex, Room 464

	January 13, 2005
	Capitol Annex, Room 462

	February 17, 2005
	Capitol Annex, Room 462

	March 17, 2005
	Capitol Annex, Room 462


CHART OF ACCOUNTS/

BUDGET & CASH CONTROL

(Advantage)

________________________________________________________________________________

Would you like to learn more about Statewide and Agency Chart of Accounts?  Don't you think it would be great to become familiar with the Chart of Accounts coding block?  Have you ever wondered how budget controls are set for appropriation and allotment budgets?  

Don't stay in the dark!!!  Come and extend your knowledge of ADVANTAGE and further your capabilities in MARS!
Learn to be a user of the following tables/documents, and many more:

· (FUN2) FUND

· (ORG2) ORGANIZATION

· (EAL2) ALLOTMENT INQUIRY 2 (EXT)

· (OBJ2) OBJECT

· (FGY2) FUND/AGENCY

· (DKCG) DESKTOP CODES GROUP

· (CASH) CASH

· (EESM) BUDGET SUMMARY INQUIRY (EXT)

· (REV2) REVENUE BUDGET INQUIRY

· (OB) OBLIGATION PLAN

· (RR) REVENUE RECOGNITION PLAN

Audience:

Employees performing the following roles should attend:

· Table Maintenance
· Maintenance of Codes
· Preparation and Management of Detailed Agency Budgets
· Management of Budget Appropriations and Allotments
· Staff from Central Finance, Office of State Budget Director, Auditor's Office, or the Legislative Research Commission
Prerequisite(s):
MARS: CBT

      
MARS: Intro to MARS

Class Duration:      1 Day - class begins at 8:30 a.m. on the following dates:

	December 14, 2004
	Capitol Annex, Room 462

	March 02, 2005
	Capitol Annex, Room 462



GENERAL ACCOUNTING

(Advantage)

________________________________________________________________________________

In this course, you will learn how to create, edit and process various accounting documents such as journal vouchers.  You will also be able to inquire on tables updated by processing the general accounting documents.

Audience Who Should Attend:

Employees performing the following roles should attend:

· Agency Fiscal Management/Supervisor

· Processing Journal Vouchers

· Process/Manage Loans

· Manage Funds Availability

· Staff from Financial Management, Office of Financial Management and Economic

Analysis (OFMEA), KY Employees Retirement System, KY Teachers Retirement System, and the Judicial Form Retirement System

Documents you will learn to create and process:

· JVB
(Journal Voucher Correction – BFY)

· JVC (Journal Voucher Correction)

· JVM (Journal Voucher Master)

· JVL
(Journal Voucher Master Line Offset)

· JVT
(Journal Voucher Transfer)

Prerequisite(s):
MARS: CBT


MARS: Intro to MARS


MARS: Chart of Accounts


MARS: Budget and Cash Control

Class Duration:
1 Day - class begins at 8:30 a.m. on the following date:

	February 3, 2005
	Capitol Annex, Room 462








ADVANTAGE PAYMENT

PROCESSING

(FORMERLY EXTERNAL VENDOR PAYMENT PROCESSING,

INTERNAL PAYMENTS AND AUTOMATED DISBURSEMENTS)

(Advantage)

________________________________________________________________________________
Do you need to know how to create vendor refund payments? Multiple payment vouchers? Recurring payment vouchers? Internal payment documents? Maybe you just need to be able to locate documents on the various payment tables in ADVANTAGE? Then this course is for you.

Learn to become a user of the following tables/documents:

· P1 (Payment voucher)

· MP (Multiple vendor payment document)

· II (Internal payment voucher)

· IX (Internal expense transfer voucher)

· REPV( Recurring payment table)

· DHIS (document history table)

· DXRF (document cross reference table)

· VXRF (vendor document cross reference table)

· PVIX (vendor payment cross reference table) 

Audience Who Should Attend:


Employees performing the following roles should attend:

· Establish ADV Payments

· Establish Recurring ADV Payments

· Monitoring and Approval of Disbursements and Payables

· Central Agency Monitoring of Disbursements, Payables, and Cash

· Recording Disbursements

· Process Internal Bills

Prerequisite(s):
MARS: CBT


MARS: Intro to MARS

Class Duration:
1/2  Day - class begins at 8:30 a.m. on the following dates:

	January 20, 2005
	Capitol Annex, Room 462



REVENUE AND

RECEIVABLES

(Advantage)

________________________________________________________________________________

Would you like to know how to record Receivables in ADVANTAGE or how to utilize system generated billing documents? 

Maybe you would like to know how to establish customer records in ADVANTAGE?  Interested in learning how to modify a previously recorded receivable, or refund revenue receipts?

If you answer "yes" to any of the above questions, we invite you to attend this class.

You will learn how to create the following documents:

CU (Customer document)

RE (Receivable document)

RM (Receivable modification document)

CR (Customer Receipt document)

P1 (Pay voucher used to refund revenue)

Audience Who Should Attend:

Employees performing the following roles should attend:

· Create, Process and Approve Accounts Receivable

· Initiate Cash Receipts

· Cash Receipts Support

· Create and Process Cash Receipts

· Internal Approval of Cash Receipts

· Final Approval of Cash Receipts

· Maintain Customer Files

Prerequisite(s):
MARS: CBT


MARS: Intro to MARS

Class Duration:
1/2 Day  - class begins at 8:30 a.m. on the following dates:

	February 8, 2005
	Capitol Annex, Room 462


CONSUMABLE INVENTORY

(Advantage)

AVAILABLE VIA TUTORING
________________________________________________________________________________

In this course, you will understand how to establish an inventory warehouse/facility; how to establish new inventory stock items and how to request inventory items and specialized inventory functions such as inventory counts. 

Audience Who Should Attend:


Staff from agencies that will be using the MARS Consumable Inventory module, especially:

· Corrections

· Transportation

Employees performing the following roles should attend:

· Consumable Inventory Management (Warehouse/Storage Facilities)

Prerequisite(s):
MARS: CBT


MARS: Intro to MARS

Class Duration:
1 Day  


FIXED ASSETS

(Advantage)

________________________________________________________________________________

Are you a property officer who needs to know how to keep your fixed asset records in ADVANTAGE?  Would you like to know how to mark items for deletion in the system? Would you like to know how to change information concerning fixed asset records already in the system? 

If you answer "yes" to any of the above questions, we invite you to attend this class.

Documents you will learn how to complete:

· FA - Fixed Asset document (as a shell from purchases through PD)

· FA - Fixed Asset document (as a stand alone document)

· FC - Fixed Asset Modification document

· FB - Fixed Asset Betterment document

· FD - Fixed Asset Disposition document

Audience Who Should Attend:


Employees performing the following roles should attend:

· Fixed Asset Property and Income Control Management

· Supervision of Fixed Asset Property

· Asset/Liability Management

Prerequisite(s):
MARS: CBT


MARS: Intro to MARS

Class Duration:
1 Day - class begins at 8:30 a.m. on the following dates:

	January 27, 2005
	Capitol Annex, Room 462

	February 3, 2005
	Capitol Annex, Room 462



INTO TO PROJECTS

AND GRANTS

(Advantage)

________________________________________________________________________________

In this course, you will learn how to establish and modify a project or grant; establish funding sources and providers for a project or grant, establish and recognize revenue in a project or grant. 

Learn to become a user of the following tables/documents:

· PJ

(Project/Grant Management  Master)

· PZ

(Project/Grant Participation)

· AGPR

(Agency Project Table)

· PRBL

(Project Budget Line Table)

· PAPR

(Project Appropriation Table)

· PGPV

(Program/Provider Table)

Audience Who Should Attend:


Employees performing the following roles should attend:

· Grant Setup, Monitoring, and Reporting

· Grant Management

· Accounting Manager 

Prerequisite(s):
MARS: CBT


MARS: Intro to MARS


MARS: Chart of Accounts


MARS: Budget and Cash Control 

Class Duration:
1 Day - class begins at 8:30 a.m. on the following date:

	February 15, 2005
	Capitol Annex, Room 462


SEAGATE INFO REPORT

DESIGN

(Advantage)

AVAILABLE VIA TUTORING

________________________________________________________________________________

In this course you will learn about the basic concepts of the Info Designer, some basic MRDB security concepts and the MARS Nightly Cycle.  There will be a high level discussion of the various types of tables within the MRDB.  You will learn how to search the appropriate tables and perform table linking where necessary.  Also, you will learn how to navigate comfortably within the Info Report Designer and be able to identify the main features of the Design Tab and the Preview Tab.  There will be a discussion of the fundamental principles of designing a report, including Content, Layout and Format.  At least ½ of the course is spent in designing a report using Seagate Crystal Reports from start to finish.  There is a section on troubleshooting and the Data Dictionary which is a very important tool for the report designer.

Audience Who Should Attend:


Important Note

This class is intended for Seagate Report Designers ONLY.  To be a Seagate Report Designer requires the purchase of a designer license and a special installation of the software.  If you are not a Seagate Report Designer or plan to be a Seagate Report Designer, this class will not be beneficial to you.  If you have questions, please contact the Customer Resource Center at 1-877-973-4357 or 1-502-564-9641.

Employees performing the following roles should attend:  

· Report design using Seagate 

Prerequisite(s):
Basic MRDB

Report designer license (gives access to the design piece of Seagate)

Class Duration:
1 Day 

ADVANCED PROJECTS

AND GRANTS

(Advantage)

AVAILABLE VIA TUTORING

________________________________________________________________________________

In this course, you will learn how to set up and manage federally-funded projects and grants.  You will be able to create, edit and process Project/Grant Management Master (PJ) and Project/Grant Participation (PZ) documents for federal grants and projects, including those that require CMIA compliance.  You will also learn how to modify and process generated Cash Receipt (CR) and Receivable (RE) documents.

Audience Who Should Attend:

Employees performing the following roles should attend:

· Grant Setup, Monitoring, and Reporting

· Maintain CMIA Agreement

· Grant Management 

Prerequisite(s):
MARS: CBT


MARS: Intro to MARS


MARS: Projects and Grants 

Class Duration:
2 Days 

TRAVELING FOR THE

COMMONWEALTH

(Advantage)

________________________________________________________________________________

In this course, you will learn how to process in state and out of state travel authorization and travel reimbursement documents using Travel Management in ADVANTAGE Financial.  The documents you will learn to process in this class are Travel Authorization: TEI (Quick Instate Travel), TE (Instate Travel), TEO (Out of State Travel) and TEC (Foreign Travel).  You will also learn to process Travel Payment documents:  TPI (In-State Quick Expense Voucher) and TP (Travel Payment).

This class is NOT the same as the Travel Management or Travel Reimbursement classes offered during pre and post implementation training.  Those classes covered the travel subsystem which was currently being piloted with select agencies and the P1 document used as the method of reimbursement for travel expenses.

Audience Who Should Attend:


Employees performing the following roles should attend:

· Internal Resource Travel Authorization

· Travel Reimbursement for In State Only

· Out of State Travel Reimbursement 

· Out of Country Travel Reimbursement 

· Detailed In State Travel Reimbursement

Prerequisite(s):
MARS: CBT


MARS: Intro to MARS

Class Duration:
1/2 Day – class begins at 8:30 a.m. on the following dates:

	December 9, 2004
	Capitol Annex, Room 464

	February 23, 2005
	Capitol Annex, Room 462

	March 24, 2005
	Capitol Annex, Room 462




GENERAL PROCUREMENT

(Procurement Desktop)

________________________________________________________________________________

Are you tired of trying to decide how to process a purchase request?  Would you like to know how to create Market Baskets through the Electronic Catalog or order and receive goods and services from existing contracts?  Or maybe you would be interested in learning to evaluate vendors.

If you answer "yes" to any of the above questions, we invite you to attend this class.

Audience Who Should Attend:


Employees performing the following roles should attend:

· Goods and Services Procurement

· Receiver

· Support

Prerequisite(s):
MARS: CBT


MARS: Intro to MARS

Class Duration:
1 Day – class begins at 8:30 a.m. on the following date:

	December 8, 2004
	Capitol Annex, Room 462

	February 1, 2005
	Capitol Annex, Room 462


PD PAYMENT PROCESSING

(Formerly known as Payables)

(Procurement Desktop)

________________________________________________________________________________

Would you like to learn how to pay vendors through Procurement Desktop for goods and services received.  We will show you how to establish recurring payments, validate Financial Information with ADVANTAGE Financial when appropriate, and enter requests for vendor registration.

 Come and extend your knowledge of Procurement Desktop and further your capabilities in MARS!

Learn to be a user of the following documents:

· Invoice

· Invoice Modification 

· Miscellaneous Quick Payment

· Miscellaneous Quick Payment Modification

· Payment Authorization 

Audience: 

Employees performing the following roles should attend:

· Payment of Goods and Services received from awards
· Payment of Straight disbursements (goods or services not on contract)
· Establish Recurring Payments

· Monitor and Approve Disbursements and Payables
   Prerequisite(s):
MARS: CBT


MARS: Intro to MARS

   Class Duration:
1 Day – class begins at 8:30 a.m. on the following date:

	January 26, 2005
	Capitol Annex, Room 462



CONTRACTING

(Procurement Desktop)

________________________________________________________________________________

In this course, you will learn how to issue a solicitation;  the process to evaluate a bid and the process to award a contract.  You will be able to manage contracts for Personal Services, Memoranda of Agreement, and Provider Agreements.

Audience Who Should Attend:


Employees performing the following roles should attend:

· Goods and Services Procurement

· Contract Administration

· Construction Contract Management

· Real Property Contract Management

Prerequisite(s):
MARS: CBT


MARS: Intro to MARS


MARS: General Procurement

Class Duration:
1 Day – class begins at 8:30 a.m. on the following dates:

	February 10, 2005
	Capitol Annex, Room 462


PD SYSTEMS

 ADMINISTRATION

(Agency Level) - (Procurement Desktop)

AVAILABLE VIA TUTORING
________________________________________________________________________________

In this course, you will learn how to manage and monitor agency-related system administration tasks within Procurement Desktop.  You will be able to create Templates for Attachments, Checklists, Clauses, Milestone Plans, Evaluation Criteria, Accounting and Routes.  You will also know how to modify Fixed Asset minimum values for an agency.

Audience Who Should Attend:


Offered only to identified staff performing Procurement Desktop Administration Functions.

Prerequisite(s):
MARS: CBT


MARS: Intro to MARS


MARS: General Procurement


MARS: Contracting


MARS: Payables

Class Duration:
1/2 Day 

PROCUREMENT CARD

ADMINISTRATOR

(Procurement Desktop)
_______________________________________________________________________

This class is restricted to administrators, their backups and management
In this course, you will learn how to manage and maintain the Procurement Card process; the system administration tasks involved for the Procurement Card process;  and the review and reconciliation process for a Procurement Card document.

Audience Who Should Attend:
Offered to identified employees.

Prerequisite(s):
MARS: CBT


MARS: Intro to MARS

Class Duration:
1 Day – class begins at 8:30 a.m. on the following dates:

	December 2, 2004
	Capitol Annex, Room 462

	February 22, 2005
	Capitol Annex, Room 462










BUDGET EXECUTION

USING BRASS
CLASS IS INVITATION ONLY

REFER TO YOUR CONFIRMATION LETTER FOR DATES

________________________________________________________________________________

In this course, you will learn how to use the Budget Reporting and Analysis Support System (BRASS) in the budget execution process and the integration between BRASS and ADVANTAGE Financial for budget execution.

Audience Who Should Attend:


Employees performing the following roles should attend:

· Prepare Initial Allotment Requests for Operating Budgets

· Prepare Revised Allotment and Appropriation Requests for Operating Budgets

Prerequisite(s):
MARS: CBT


MARS: Intro to MARS


MARS: Chart of Accounts


MARS: Budget and Cash Control

Class Duration:
1/2 Day – class begins at 8:30 a.m.

 BUDGET EXECUTION

                      New Users ONLY

   AVAILABLE VIA TUTORING

________________________________________________________________________________ 

In this course, you will learn the basics of BRASS and its use in the Budget Execution process.

This will include creating forms, viewing spreadsheets and producing reports for Allotments, Allotment Modifications, Appropriation Modifications and Quarterly Revisions.

Audience Who Should Attend:


Offered ONLY to individuals new to using BRASS during the Budget Execution process.

Prerequisite(s):
None

Class Duration:
1/2 Day 




BUDGET PREPARATION

NEW USERS

CLASS IS INVITATION ONLY

REFER TO YOUR CONFIRMATION LETTER FOR DATES

________________________________________________________________________________

In this course, you will learn the basics of BRASS and its use in the Biennial Budget Preparation process.  This will include creating forms, viewing spreadsheets and producing reports.

Audience Who Should Attend:  

Individuals new to using BRASS during the Budget Preparation process.

Prerequisite(s): 
None.
Class Duration: 
2 Days – class begins at 8:30 a.m.

BUDGET PREPARATION

REFRESHER
CLASS IS INVITATION ONLY

REFER TO YOUR CONFIRMATION LETTER FOR DATES

________________________________________________________________________________ 
In this course, you will review the basics of BRASS and it’s use in the Biennial Budget Preparation process.  This will include creating forms, viewing spreadsheets and producing reports.  In addition, the course will cover changes from the last budget process as it relates to BRASS.

Audience Who Should Attend:

Offered only to individuals who have used BRASS in the Budget Preparation process previously.  New user’s should take the Budget Preparation – New User’s class.

Prerequisite(s): 
None
Class Duration: 
1 Day – class begins at 8:30 a.m.

BUDGET PREPARATION

CAPITAL
CLASS IS INVITATION ONLY

REFER TO YOUR CONFIRMATION LETTER FOR DATES

________________________________________________________________________________

In this course, you will cover the basics of BRASS and its use in the Capital Biennial Budget Preparation process.  This will include creating forms, viewing spreadsheets and producing reports.

Audience Who Should Attend:

Offered only to individuals involved in the preparation of Capital Budgets.

Prerequisite(s): 
None
Class Duration: 
1 Day - class begins at 8:30 a.m.
Financial Analysis System

(FAS)

AVAILABLE VIA TUTORING

________________________________________________________________________________

The Financial Analysis System - FAS is a client/server internet system that runs from a web browser.  It is primarily a tool to help managers analyze their financial position.  In this course, you will learn to view data in various formats, export data, manipulate the data to a desirable view, and understand the components of FAS.  

Audience:

Employees performing the following roles should attend:

· Analyzing financial position of agency

· Employees responsible for adhering to budgets

· Agency Budget Staff and Fiscal Officers

Prerequisite(s):
FAS Password & Security ID must be set up and established

prior to enrolling in class.

Knowledge of Internet Explorer

Class Duration:
1/2 Day


SEAGATE INFO

REPORTING

________________________________________________________________________________

In this course, you will learn how to use information from the Management Reporting Database MRDB) using Seagate Information.  An overview of the structure of the MRDB will also be included.  Specifically, this course will cover topics on:

· Introduction to MRDB

· Introduction to Seagate

· Accessing and Exporting Data From Existing Seagate Reports

· Scheduling in the Info Desktop

· Analyzing Reports with Seagate Info

Audience Who Should Attend:


Employees performing the following roles should attend:

· Financial Reports (As needed)

Prerequisite(s):
MARS: CBT

Class Duration:
1/2 Day – class begins at 8:30 a.m. on the following dates:

	January 11, 2005
	Capitol Annex, Room 462

	March 15, 2005
	Capitol Annex, Room 462


BEGINNING STEPS IN

MRDB AND ACCESS

_______________________________________________________________________________

Would you like to know how to get to MRDB data and information faster? 

Maybe you would like to know how to write a report quicker and easier?

Or, correlating a large amount of information in a short period of time? 

If you answer "yes" to any of the above questions, we invite you to attend this class.

   You will learn how to:

· Access the MRDB through M/S Access

· Link MRDB tables

· Select appropriate query criteria

· Write a query

· Interpret data results

· Write a report in Access and export data to Excel

· Customize a report

· MRDB - Tips, secrets and more.

Audience:   Employees performing the following roles should attend:

· Create Reports

· Interrogating the MRDB

· Find Transactions  

· Look for check receipts or vouchers

· Verify  Cash amounts

Prerequisite(s): 


· RACF ID and password

· Basic knowledge of MARS tables

· Basic knowledge of Access and Excel

Class Duration: 
½  Day – class begins at 8:30 a.m. on the following date:

	December 1, 2004
	Capitol Annex, Room 462

	January 25, 2005
	Capitol Annex, Room 462


   CAPITAL PROJECTS

                 (Advantage)

________________________________________________________________________________

Would you like to know how to establish or close Capital Projects?  Or do you need practice in properly completing the SAS-14 and SAS-5 forms?

If you answer "yes" to any of the above questions, we invite you to attend this class.

We will look at many documents/tables.  Some include the following:

· SAS-14 (Account Modification Form)



· SAS-5 (Capital Construction Form)

· AP (Appropriation Document)

· AL (Allotment Document)

· RB (Revenue Budget Document)

· PJ (Project Grant Master Document)

· JVT (Journal Voucher Transfer Document)

· PAPR (Project Appropriation Table)

Audience: 

Employees performing the following roles should attend:

· Monitor or maintenance of new buildings

· Facilities Support Personnel

Prerequisite(s): 
Intro to MARS

Class Duration:      1/2 Day – class begins at 8:30 a.m. on the following dates:

	December 16, 2004
	Capitol Annex, Room 462

	March 29, 2005
	Capitol Annex, Room 462


Personal Service Contracting

(Procurement Desktop)

________________________________________________________________________________

Do you create and manage contracts for professional services?  If so, Personal Service Contracting will help you learn how to solicit bids by posting your Request for Proposal (RFP) to the E-Commerce web site.  You will also learn how to establish bid evaluations through PD and create Personal Service Contracts (PSC’s), Master Agreements (MA’s) and Memorandums of Agreement (MOA’s). 

Audience Who Should Attend:


Employees performing the following roles should attend:

· Professional Services Procurement

· PSC and/or MOA Administration

Prerequisite(s):
MARS: CBT


MARS: Intro to MARS


MARS: General Procurement

Class Duration:
1 Day – class begins at 8:30 a.m. on the following date:

	March 16, 2005
	Capitol Annex, Room 462




     PURCHASING 101
                  (Procurement Desktop)

________________________________________________________________________________

Are you new to the world of purchasing? Would you like to learn more about the many decisions involved with procurement process? This intro class will provide you with the proper procedure to use when making purchases using the MARS and EProcurement system in accordance with the FAP's (Finance Administrative Policies). Various purchasing scenarios will be discussed along with policies and procedures that would be relevant for each type of purchase.

Class will include:

A side by side comparison of the "How’s and Why’s" of the purchasing process from the start of the Purchase Request down to the payment for goods and services. 

Audience who should attend:

· Purchasing Officers. 

· Anyone paying bills through PD. 

· Help Desk Staff

Class Duration: 1 Day – class begins at 8:30 a.m. on the following date:

	December 7, 2004
	Capitol Annex, Room 462

	January 19, 2005
	Capitol Annex, Room 462


PD MRDB TABLES

IN MS ACCESS

_______________________________________________________________________________

Would you like to know how to get to Procurement Desktop MRDB data and information faster? 

Maybe you would like to know how to write a report quicker and easier?

Or, correlating a large amount of information in a short period of time? 

If you answer "yes" to any of the above questions, we invite you to attend this class.

You will learn how to:

· Access the MRDB through M/S Access

· Link MRDB tables

· Select appropriate query criteria

· Write a query

· Interpret data results

· MRDB - Tips, secrets and more.

Audience:   

Employees performing the following roles should attend:

· Purchasing Agents

· Interrogating the MRDB

· Find Transactions  

Class Duration: 1 Day – class begins at 8:30 a.m. on the following dates:

	December 15, 2004
	Capitol Annex, Room 462

	March 22, 2005
	Capitol Annex, Room 462


PHYSICAL INVENTORY

PROCEDURES

________________________________________________________________________________

Are you an Inventory or Fiscal Officer who needs help understanding the Physical Inventory Procedures?  Are you new to the position and don't know where to begin or where to find the information on the web site? Would you like an opportunity to ask questions about the FAS5003 Report located in Seagate.  Or, maybe you are having problems reconciling the inventory results to the MARS system.  

If you answer "yes" to any of the above questions, we invite you to attend this class.

All of the above and many more questions will be answered in this short training session where you will cover the minimum standard to be used for Fiscal Year 2004, Physical Inventory Observation for CAFR reportable items. 

Discussion topics will include the following:

· Planning and Communication

· Actual Inventory Observation

· Reconciliation of Inventory results to the MARS system

· FAS 5003 Report in Seagate

Audience Who Should Attend:


Employees performing the following roles should attend:

· Fixed Asset Property and Income Control Management

· Supervision of Fixed Asset Property

· Asset/Liability Management

Class Duration:
1 1/2 hours
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MARS TRAINING REGISTRATION FORM

Please Print Clearly

This application is approved without preference to race, color, creed, disability, religion, national origin, sex or age.

_______________________________________ 
(____)___________________________________

Training Team Leader (TTL)



Phone No. 


Extension

Please complete and sign registration form and forward to your agency training lead.  If you do not know who the training lead is for your agency, please call the MARS Training Team at 502-564-9666, ext. 109. 

NAME:
_______________________________________________________________________________

WORK PHONE: (____)__________________  

EXT.________
FAX: (____)__________________ 

E-MAIL ADDRESS:
__________________________________________________________________ 

SOCIAL SECURITY NUMBER:
 __________  -  _______  -  __________ 

CABINET AND AGENCY:_________________________________________________________________

DEPARTMENT:
_________________________________________________________________________ 

WORK ADDRESS:____________________________________________________________ __________



_________________________________________________________________________

CITY/ZIP:
______________________________________________________________________ ___

Has MARS software been installed on your PC? _____________________________________________  

Have you taken any MARS courses? _________   If so, which ones? ____________________________

_________________________________________________________________________________________________

REQUESTED CLASSES
Course Titles



Course Date

Dates Not Available for Training
Advanced Projects & Grants 

________________
_________________________________

ADVANTAGE Payment Processing

________________
_________________________________ 

Beginning Steps in MRDB and Access
________________
_________________________________


Budget Execution



________________
_________________________________

Capital Projects



________________
_________________________________

Chart of Accounts/Budget & Cash Control
________________
_________________________________ 

Contracting



________________
_________________________________ 

Financial Analysis System-Tutoring Only
________________
_________________________________

Fixed Assets



________________
_________________________________ 

General Accounting


________________
_________________________________ 

General Procurement


________________
_________________________________ 

Introduction to MARS


________________
_________________________________

Intro to Projects and Grants

________________
_________________________________

MARS System Administrator Training
________________
_________________________________

PD MRDB Tables In MS Access

________________
_________________________________ 

PD Payment  Processing


________________
_________________________________ 

PD System and Administration

________________
_________________________________

Personal Service Contracts

________________
_________________________________

Physical Inventory Procedures

________________
_________________________________ 

Procurement Card Administrator

________________
_________________________________

Purchasing 101



________________
_________________________________ 

Revenue and Receivables


________________
_________________________________

Seagate Info Report Design

________________
_________________________________

Seagate Info Reporting


________________
_________________________________ 

Traveling for the Commonwealth

________________
_________________________________

___________________________________________

____________________________________________

Applicant Signature


Date

Training Team Lead Signature

Date

Completed forms may be faxed to:  
(502) 564-5319

Completed forms may be sent by mail to:
Customer Resource Center






Capitol Annex, 4th Floor, Rm 460






Frankfort, KY  40601
Revised:  12/02/04
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