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Feel personal responsibility for the success of the Core Financi

al Project

•

Independently and proactively communicate the benefits of the Co

re Financial Project

•

Feel a sense of urgency to implement the Core Financial Project

•

Majority of communication development/delivery is initiated by C

enter

•

Assist when asked to do Core Financial related activities

•

Has completed own analysis of Core Financial and has positive re

sponse

•

Can identify how Core Financial will align with performance obje

ctives

•

Communication development/delivery shared between Core Financial

teams and the 

Center, with the Center deciding on what and how to communicate

•

State the benefits, features and functions of the Core Financial

Project

•

Know why the Center is implementing the Core Financial Project 

•

Have accurate expectations about what will be delivered

•

Communication is one

-

way from the Core Financial teams to audience groups

•

Know that the Core Financial project will have an impact, but un

sure how

•

Identify whether they think the Core Financial project will have

a + or 

–

effect on them

•

Know whom to call with questions

•

Display a low level of responsiveness

Ownership

“in their work”

Buy

In

“in their heart”

Understanding

“in their mind”

Awareness

“in their eyes”
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SECTION 1 Training Strategy Introduction

The mission of the Integrated Financial Management Program (IFM Program) is to improve the financial, physical, and human resources management processes throughout NASA.  Under the auspices of the Office of the Chief Financial Officer (CFO), the IFM Program is reengineering NASA's business infrastructure and implementing enabling technology to provide better management information for decision making.

The Core Financial Module provides the backbone of the IFM Program systems concept.  It consists of: standard general ledger; accounts receivable; accounts payable; budget execution; purchasing; cost management; and general system management.  Marshall Space Flight Center (MSFC) has been tasked as the Lead Center for the IFM Program Core Financial Project.  All other modules will be integrated/interfaced with Core Financial, where applicable.  

A team of NASA employees, from across the Agency, skilled in accounting, procurement and information technology has been brought together at MSFC, the Lead Center.  Its task: to implement the Core Financial pilot project.  Following implementation at the Lead Center, the Core Financial modules will be implemented at the remaining NASA Centers.

The Core Financial Training Strategy provides a framework to ensure the identification of appropriate training tools and development of role-specific training for NASA personnel impacted by the implementation of the SAP Core Financial Module.  Throughout the strategy, there is emphasis on the Knowledge Transfer that is required to prepare the workforce to perform their roles.  By proactively planning for the transfer of knowledge, training will target specific hands-on opportunities for the workforce to attain the knowledge and skills needed before, during, and after implementation of the SAP Core Financial Module.  The goal of training is to ensure that NASA personnel in the identified impacted groups are able to perform their roles when the solution is deployed.
SECTION 2 Training Framework

To address the learning and performance needs of NASA, the entire cycle of organizational learning must be considered.  End users need to learn new concepts, facts, and skills.  They need support tools to perform their jobs well.  They also need to contribute their new insights and “know how” back to NASA.

The training framework that follows (Figure 1) will be used as a guide to manage the training development and delivery process.  

Figure 1   Training Framework
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SECTION 3 Overall Training Approach and Guiding Principles

Approach 3.1

Effective end user training is critical to the success of the Core Financial Project.  Individuals impacted by the pending system and process changes must have tools and information to perform in their roles effectively.  A key factor in the success of the IFMP Core Financial Project will be the ability of all personnel to effectively perform day-to-day activities for which they are responsible.  The quality of the training and support materials provided to personnel directly impact the extent to which process and system changes will be accepted and successfully integrated into the work environment.  

Training will be performance-based, to ensure end users understand how to perform in their roles.  All training will maximize user involvement and minimize passive listening or reading by incorporating activities that focus on performing role-specific tasks.

Individuals impacted by Core Financial changes will require training and support that goes beyond systems training.  They will need to know how their roles are changing and what to do differently.  This requires training and support that is focused on business processes, as well as on the system.

The Core Financial Training Framework (as described in Figure 1) supports the development of a Performance Solution Plan (PSP).  The PSP is described in section five of this document.  The Curriculum Training Plan (a component of the PSP) will provide details regarding:

· Who will receive training;

· What training will be developed;

· What types of training will be received by end users;

· When training will be delivered;

· Where training will be delivered; and

· How training will be delivered.

The Training Strategy is designed to be used at all Centers implementing SAP Core Financial.  Training customization should occur only as required to meet Center-specific training requirements.  For example, if a role is defined as being significantly different from the role as performed at Marshall, or if there is a new role introduced that did not apply to Marshall, training would be customized to fit the situation.
A variety of methods, including: instructor led training; web-based training; on-the-job learning; informational sessions; On Line Quick Reference (OLQR); and the use of a training database will help ensure optimized learning and on-the-job productivity.  This knowledge transfer approach will maximize user involvement and include activities that focus on skill development.  In addition, all end users will have access to the ABCs of SAP, a computer based training (CBT) course.

Training Strategy Guiding Principles 3.2 

The Guiding Principles for training follow:

Users should be ready for training.  End users should be involved in the change process early through communication and role discussions.  By establishing end user involvement, an understanding of the system can be developed before end users begin training. 

The Core Financial Communication Strategy is designed to move end users from awareness to understanding to buy-in (see Figure 2).  The implementation of the Communication Strategy will be a key element in ensuring end user movement up the commitment curve and will help support readiness for training.  Ownership will occur only when end users have experience with the new system and fully understand how it can positively impact their functional groups.

Figure 2   End User Commitment
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Training should be performance-based.  Training will focus on what employees need to do related to their roles, and will teach end users how to respond to business situations aligned to their specific roles.  In addition to Instructor Led training, knowledge transfer assistance will come from on-line help and training database performance support tools prior to and after “go-live.”

Training should be developed to maximize flexibility.  End users will only attend training that is directly relevant to their daily activities.  Training exercises and examples during the course conduct will be tailored for specific day-to-day activities related to individual roles.   

Training should provide hands-on practice.  End users will need an opportunity to practice on-line and become comfortable with the SAP Core Financial Module.  Training will be structured to maximize user involvement and minimize passive listening and reading.

Business experts will conduct training courses.  It is recommended that NASA functional business experts deliver training.  This establishes a network of “experts” who can serve as support post “go-live.”  Generally, the workforce is more receptive to insiders conducting training, especially since they have the knowledge to answer questions posed.

Avoid over training.  The training curricula are designed based on end user group needs and delivered “just-in-time.”  While multiple training courses will be developed, end users will not attend all training courses.  End users will only complete training courses that are necessary to function in their individual roles.  

SECTION 4 Training and Performance Support Methods

Training and performance support terms, tools, and methods are addressed in this section.  Specifically included in this section are descriptions of: end user groups; end user roles; and training methods/tools. 

End User Groups 4.1

The Core Financial Training Strategy is designed to focus on key end user groups and the development of role-specific skills for individuals in these groups.  End users are categorized as “Active” or “Casual.”   “Active End Users” perform heavy transaction-based tasks.  These individuals use the system every day of the week for a majority of each day.  “Casual End Users” periodically access the SAP application for approvals, to review reports, or for other similar periodic activities.  Three primary end user groups have been identified: Budget Execution, Finance/Accounting, and Purchasing.  Both “Active” and “Casual” end users can be found in each of the three groups.  Initial estimates for MSFC pilot training indicate 172 “Active” and 600 “Casual” end users.  A more accurate count of “Active” and “Casual” end users will be determined during Conference Room Pilots (CRPs).

End User Roles 4.2

To deliver the right amount of training at an appropriate level of detail to the right people, training team members will begin with an understanding of the key roles at NASA associated with the Core Financial project.  A role is a logical grouping of tasks that someone performs.  The Core Financial Project Organization Alignment Team will map the roles to key business activities.  The Core Financial Project Training Team will use the outcome of this process to build a role-specific training curriculum.  A sample of key roles is listed in Table 1, which follows.  Appendix B provides a comprehensive list of NASA Core Financial Roles mapped to appropriate end user groups (e.g., active, casual).

Table 1   Sample NASA Core Financial Roles
	· Fund Balance Reconciler

· Budget Authority Maintainer

· Buyer, Contracting Officer

· Customer Center Creator

· Sales Invoice Processor

· Customer Master Maintainer

· Sales Order Processor


	· Customer Payment Processor 

· G/L Maintainer

· Internal Order Maintainer

· Journal Entry Processor

· Material Master Maintainer

· Budget Structure Administrator

· Procurement Report Generator


These are samples of preliminary roles that will be adjusted, as necessary, during the Conference Room Pilots (CRPs).  The role information provided as a result of the CRPs will be critical input to the final Training Curriculum Plan.

Training Methods/Tools 4.3

The end users of the Core Financial System will not be able to achieve maximum proficiency through training instruction alone. To enable end users to accurately and efficiently complete activities linked to their roles, tools must be available to support them.  The following training and performance support methods and tools will be developed to ensure desired levels of end user performance: instructor led training; OLQR; web-based training; and a training database (i.e., SAP client).

Instructor Led Training (ILT)

Table 2   Instructor Led Training Key Points

	Method/Tool
	Description
	Key Benefits

	Instructor Led Training 
	· Led by business / functional experts

· Places emphasis on interactive discussions, hands-on practice, and exercises

· Enables instructors to use training database, OLQR, own experience

· Employs presentation tools and exercise packets that are distributed to participants
	· Gives end users opportunity to have their business and functional questions answered by experts

· Focuses training on business and functional tasks

· Enables participants to benefit from peer interaction

· Allows for hands-on practice with the system in a safe environment

· Reinforces use of OLQR by incorporating it into courses as a training performance support medium


Instructor led training (ILT) will be provided in a classroom environment.  Participant materials will be developed prior to the scheduled course and discussed in class.  The class will include content presentations, instructor walkthroughs, discussions, and activities.  A training database (a “copy” of the SAP system populated with data to be used for training) will give end users hands-on system practice during the course activities.  

Course materials will cover mission-critical activities – those that participants are most likely to perform and use immediately after “go-live.”  Instructors (NASA functional experts) will discuss these critical activities, and participants will complete exercises related to them.  All classroom materials will be uniform and standardized to ensure consistency in training delivery and knowledge transfer.  

Information regarding less critical activities will be included in the On-Line Quick Reference (OLQR) tool.  This tool will be introduced to participants during training courses as a training support option during and after ILT.  A description of the OLQR tool is provided later in this section.  

Training for activities that are critical, but not essential before “go-live” (e.g., year-end close) will occur after implementation and nearer to the time that these skills are needed.  Toward that goal, all training materials will be provided to the Receiving Center Implementation Project Managers and to the IFM Competency Center.
On-line Quick Reference (OLQR)

Table 3 OLQR Key Points

	Method/Tool


	Description


	Key Benefits

	On-line Quick Reference
	· Supports end users on the job at their point-of-need

· Includes step-by-step Core Financial transaction requirements, definitions, and process descriptions

· Includes flows for specific business processes
	· Enhances overall effectiveness of training 

· Available to all end users, as needed

· Easy to use

· Easy to maintain

· Long-term tool

· Captures key knowledge which might otherwise be lost when project team disbands




All user procedures will be documented in the OLQR tool, which will support and help improve end users performance during and after formal training.  This tool will offer end users immediate support and instruction at their points-of-need.  OLQR functionality will fill the gap in the existing SAP Help features, because it will be focused on the Core Financial business processes rather than on system issues.  For this reason, OLQR will include detailed and customized Core Financial step-by-step procedures, process flows, and organizational information.   

Macromedia Authorware 5.2

Table 4 Macromedia Authorware Key Points

	Method/Tool


	Description
	Key Benefits

	Macromedia Authorware


	· Enables multimedia training with built-in interactivity, system functions and variables for tracking end user data 

· Provides rich-media learning content characterized by some combination of graphics, audio, video, and animation
	· Builds interactivity into Authorware’s design

· Allows end users to navigate to the information they need quickly through search capability

· Enables training content to be integrated into the NASA training curriculum 

· Easy to launch / view


Macromedia Authorware 5.2 is the leading multimedia authoring solution for developing web-based training.  It provides ease of use and the highest level of developer productivity through extensive features for learning, including: built-in logic; interactivity; data tracking and templates.  This tool will be used to develop a web-based training course for end users.

Both “Active” and “Casual” end users will have point-of-need access to the course via the Internet.  The course will contain a Core Financial Overview module for all end users.  Other modules within the course will provide role-specific training to Casual end users, such as a module specifically addressing Bankcard usage.  This web-based training course will also be available for end users after “go-live.”  
Training Database

Table 5 Training Database Key Points

	Method/Tool


	Description


	Key Benefits

	Training Database
	· Provides a “safe place” in the SAP system for end users to practice activities/transactions without affecting production

· Supports “live” demonstrations and hands-on exercises during classroom training 


	· Synchronizes system changes with training development

· Minimizes disruption during actual training delivery

· Can be refreshed to original state and reused

· Is mirrored to match the configuration of NASA’s “live” environment


The training database will enhance training development and delivery and will allow end users to practice activities in a safe environment.  Additionally, the training database will house realistic data (i.e., master data, mock customers and vendors) that will be used as a testing environment during the development process.  It will also be used during training delivery in conjunction with classroom instruction.  Training database development and maintenance
 requires the following activities:

· Development of initial content for the database and technical environment;

· Population of the database with realistic practice data;

· Synchronization of the training database with changes to the system during configuration; and

· Regular database refreshes to ensure trainees are working with clean and accurate data.

The SAP Core Financial training database will be separate from the Configuration Development, Testing, and Production databases to allow for appropriate data security, integrity, and maintenance strategies. However, the training version of the SAP system will closely mirror the production system.  This similarity will allow the training to be as realistic as possible, because it will provide the end users with a system that looks almost identical to the one they will use to perform their roles after “go-live.”   Appendix C provides a description of the Training Instance. 

SECTION 5 Performance Solution Planning (PSP)

The topics addressed in this section include: purpose of PSP; PSP data collection; PSP design review; and PSP training curriculum plan. 

Purpose of PSP 5.1

Performance Solution Planning offers a comprehensive plan for training and performance support before, during, and after the implementation of the SAP Core Financial system.
The PSP addresses:

· Who needs to be trained;

· What kinds of training and performance support will be most effective;

· How much training is needed for each end user role;

· Which roles will receive what training;

· What training delivery methods will be used;

· What it will take to design and develop the required training; and
· How training materials will be maintained after formal training.
PSP Data Collection 5.2

Data collection will enable existing roles and skill requirements to be compared to future roles and skill requirements.  A course needs analysis will be conducted when the gap between current and future skill requirements is identified.  It will provide an initial observation of the relationship between roles and business activities.  Identification of these relationships will be the first step in grouping related business activities with their corresponding roles to create a complete role-based curriculum. 

The course needs analysis will be conducted to:

· Map roles to business activities, determine the criticality and frequency of business activities, and assess where the business activity is performed in the organization

· Identify end user groups, the number of people in each role, and their current skill requirements by role

The Core Financial Organization Alignment Team will identify “standard SAP roles” pertaining to the scope of Core Financial, as well as define agency “to be” roles.  This information will be used, by the Core Financial Project Training Team, to ensure personnel are grouped into specific training groups based on their role and skill requirement needs.

PSP Design Review 5.3

The Core Financial Project Training Team will review the data collected from the training course needs analysis and use it to create the Core Financial Training Curriculum Plan.  A draft of the Curriculum Plan will be provided to the Process team leads for review and feedback prior to the development of the final Training Curriculum Plan.  

PSP Training Curriculum Plan 5.4

An initial draft of the NASA Core Financial Training Curriculum Plan is provided in 

Appendix A.  It is based on a preliminary grouping of end user groups and the business activities aligned with each group.  Standard courses, hours of instruction, and course delivery method are provided for Budget Execution, Finance/Accounting, and Purchasing.  
SECTION 6 Training Development

The training development section describes required course materials for instructor led training, as well as development considerations for OLQR and the Training Database.  

Classroom Course Materials 6.1

Instructor led training will require the development of various course materials prior to the course conduct.  Required materials for instructor led training are outlined below:

1. Course descriptions include: 

· Purpose of the course (the overall intent of the course: the focus is on course content and what will be covered)

· Objectives of the course (the measurable expected outcomes for end users as a result of completing the course)

· Delivery time

· Instructional strategy (i.e., guidelines for delivering training materials in the     classroom environment)

· Content Outline

2. Instructor/Participant Guides contain:

· Course Overview

· Module/topic objectives

· Process flows

· Workbook exercises (detailed activity instructions and solutions)
On-Line Quick Reference 6.2

OLQR will be developed as a reference support tool during training and be available post “go-live.”  End user acceptance and continued use of the OLQR tool are critical to successful knowledge transfer.  To encourage acceptance and continued usage of OLQR, the Core Financial Project Training Team will focus on the layout, design and content of the scripts to ensure they are consistent, accurate, and understandable without the aid of a trainer.

Training Database 6.3

The Training Database will be used in each training course to enable practice activities, giving the participants “hands-on” experience with SAP and the new Core Financial business processes.  The training database will be designed to provide participants with an opportunity to experiment with SAP in a controlled and safe environment, using data that simulates real business situations.  Utilization of real business situations will allow training to be as realistic as possible and will enable the end user to gain the appropriate skills needed to perform in his/her role.  

Web-Based Training 6.4

Web-based training will be developed for casual end users, and will also be available to active end users.  The web-based course will focus on procedures that describe how to complete tasks related to specific roles.  Current thoughts are to provide a high-level overview of the Core Financial processes.  Additionally, this training will focus on the “bolt on” (bankcard), and offer information about processes casual end users will need related to budget execution, finance/accounting, and purchasing activities.  Macromedia Authorware 5.2 will be used to develop web-based training that will afford the end user an opportunity to take the initiative to: direct his/her own learning; determining the right level of detail; and assessing the success of instruction.  

SECTION 7 Training Delivery

This section of the Training Strategy is focused on delivery and addresses: instructor preparation, scheduling and logistics, and evaluation.

Instructor Preparation 7.1

NASA functional experts identified as Trainers will attend an instructor preparation course prior to delivering training.  The train-the-trainer course will provide instructors with information about various training delivery methods and offer content on effective facilitation.  It will be designed to prepare instructors to deliver course material.  

The goal of the train-the-trainer sessions is to develop “expert” trainers who demonstrate:

1. Familiarity with the format and content of training materials

Trainers will need to be comfortable with the content and flow of the training course.  Materials such as Instructor’s Guides should only serve as prompts for the delivery of training, rather than as scripts to be read to course participants.

2. Coaching and presentation skills
Trainers must be good presenters who are able to instill end users with the confidence they will need to perform new tasks and learn new skills.  Trainers will be taught how to effectively help end users learn, rather than telling them what to do. 

3. Understand adult learning principles
Trainers will need to develop an understanding of how adults learn and what motivates them to do so. 

Scheduling and Logistics 7.2

The training scheduling and delivery process will establish the mechanism by which participants are scheduled for relevant training courses, as well as track actual delivery of the training.  Training scheduling and logistics will be coordinated to ensure successful delivery of courses.  The logistics of scheduling, tracking, and delivering training will be facilitated by the use of an electronic tool.  The feasibility of leveraging NASA’s current training scheduling and tracking system (AdminStar) for Core Financial training is being assessed.   

The scheduling of training for the SAP Core Financial Project implementation will require coordination and management between the internal NASA training group at each Center and the project training development teams to ensure smooth delivery and tracking of courses completed by end users.  Specific tasks include:

· Scheduling participants, instructors and materials reproduction;

· Communicating pre-course information;

· Reserving facilities and media requirements (i.e., projectors, monitors);

· Ensuring pre-requisites (if applicable) have been met prior to attendance;

· Tracking attendance;

· Scheduling trainers and back-up trainers; and

· Monitoring evaluation questionnaires.

Evaluation 7.3

It is important to assess the effectiveness of the training to help ensure end user readiness.  Evaluation highlights areas where changes to training or support are required to help end users meet expected training goals.  Training evaluation will focus on both the effectiveness of the training material in preparing end users to perform the activities associated with their role and end user readiness.  There are three primary benefits to the evaluation process:

· Identifying areas that need additional training or support;

· Serving as an indicator of end users progress up the commitment curve; and

· Providing valuable feedback regarding the effectiveness of selected training and delivery methods.

SECTION 8 Production Support

This section describes the parties responsible for the various aspects of production support and post “go-live” maintenance of training materials and support tools.

Training Material Maintenance 8.1

Instructor led course training materials will be maintained during and after the pilot training at the Marshall Space Flight Center.  The IFM Competency Center will receive all files for instructor led training, as well as the web-based training course.  

During training development and delivery, the Core Financial Project training team will maintain all instructor led training materials, and the web-based course.  Post Pilot Center “go-live," the IFM Competency Center will maintain all web-based and instructor led training course materials.  During training development and delivery, maintenance will involve updates to the training database and refreshes, as necessary, and as determined by training course exercise requirements.  The IFM Competency Center will be responsible for updating the training database during training development, delivery, and post Pilot Center “go live.”  
OLQR Maintenance 8.2
In order to keep procedures up-to-date and accurate, the OLQR will be maintained after “go-live” by the IFM Competency Center.  OLQR maintenance will involve collecting update requests for the existing OLQR from the training and process teams, making OLQR updates using the OLQR authoring tool, and publishing the OLQR updates to the server.  Because OLQR is computer-based, rather than paper-based, there will be no need to reprint pages when procedures or screens change.  Updates to the OLQR will be instantaneous and immediately available to all end users—eliminating the extensive turnaround time necessary for paper-based procedural documentation.

SECTION 9 Training Work Plan

Training development and delivery will be driven by the work plan schedule.  Training activities will be tracked at both a high level and on a day-to-day basis.  The work plan will define the development schedule for each course and detail its development requirements.  Delivery of this work plan for the Pilot Center is tentatively scheduled for September 28, 2001. Work plan details will include:

· Schedule for training course development;

· Requirements for developing training (i.e., roles, end user procedures/scripts);

· Tasks needed to be completed; and 

· Resource requirements for training development and delivery (i.e., resources from NASA and Accenture).

SECTION 10 Training Implementation Timeline

The table below outlines an implementation timeframe with associated training and support activities.  

Table 6   Training Implementation Guidelines

	3-4 Months Prior to Implementation
	2 Months Prior to Implementation
	1 Month Prior to Implementation
	Implementation and

On-Going

	· Develop training materials

· Develop support tools

· Plan training and logistics

· Schedule training

· Conduct train-the-trainer sessions


	· Finalize training materials

· Finalize support tools

· Finalize training schedule


	· End users complete web-based training as defined in the Training Curriculum Plan

· Classroom training (MSFC pilot training scheduled April-May ’02)
	· Have Production system available

· Make Support tools available

· Continue support/ training as needed


SECTION 11 Training Assumptions

The following assumptions have been made regarding training for Pilot Center Implementation of the Core Financial Project.

Pilot implementation training at the Marshall Space Flight Center:

1. Number of end users = 172 (includes 12 active end users from headquarters) active end users; 600 casual end users.

2. Number of locations = 1 (Marshall Space Flight Center).

3. Number of participants per class = 12-15 (max).

4. Instructors per conduct = 2.

5. Number of Training Clients (training instance or copy of training master) needed per conduct = 2 (1 for participants, 1 for instructors). 

6. The one Training Client for instructors will be shared across conducts.

7. Maximum number* of Training Clients needed at one time = 10  (7 sets of Training Delivery clients, 1 Training Master client, 1 Training Development client, and 1 User sandbox client).

8. Minimum number* of Training Clients needed at one time = 7 (4 sets of Training Delivery clients, 1 Training Master client, 1 Training Development client, and 1 User sandbox client).

9. Version of SAP = SAP Version 4.6.

10. The data used during System Test will be realistic, forming the basis for the   Training Master** client.  Transactional data will also be realistic.

11. Training, technology, and process teams will determine which conversion data moves to the training environment.

12. System Integration Testing will start in December 2001 and end in April 2002.    Training development will be finalized in March 2002 prior to the completion of System Integration Testing.

13. Pilot training will be conducted at the Marshall Space Flight Center and start in April 2002 and end in May 2002 before “go-live” in June 2002.

14. Train-the-Trainer will be conducted in March, 2002 and will provide instructors with information about various training delivery methods and offer content on facilitation skills.

15. NASA will provide 20 functional experts to deliver training.  The functional experts will participate in train-the-trainer prior to delivering Core Financial training courses.  

SECTION 12 Conclusion

The thoroughness and quality of the training and support materials provided to end users will have a direct impact on the acceptance of the Core Financial system in the NASA work environment.

This Training Strategy develops a framework to help users understand the new system, as well as associated business processes that they will support.  It details a training approach that is business process focused and role specific.  The training will also be uniform in style, making it easy to support and upgrade. 

The framework detailed here focuses on the most frequently performed business events, enabling personnel to successfully perform daily tasks.  It also allows for maximum user involvement by incorporating skill-based activities into the training.  

APPENDIX A   Preliminary Training Curriculum

NOTE:  The curriculum for “Cost” is included in the “Budget Execution” curriculum.

	Draft Budget Execution Curriculum
	 
	 

	           Standard Course
	Hrs of Instruction
	Delivery Method

	 
	 
	 

	Allocations
	3
	Instructor Led

	Cost Center - Maintenance
	3
	Instructor Led

	Cost Center - Reporting
	2
	Instructor Led

	Financial Data Maintenance
	8
	Instructor Led

	Financial Organization Maintenance
	2
	Instructor Led

	Internal Order Maintenance
	4
	Instructor Led

	SKF Processing
	2
	Instructor Led

	Project Creation
	4
	Instructor Led

	Project Planning - Original
	6
	Instructor Led

	Project Planning - Forecasting
	3
	Instructor Led

	Project Accounting
	6
	Instructor Led

	Manage Construction Contracts 
	2
	Instructor Led

	Project Purchase Requisitions
	4
	Instructor Led

	ABCs of SAP (taken by all users)
	6
	CBT

	
	
	

	Total Course Hours
	55
	

	
	
	

	Four Courses taken by both Budget Execution and Finance End Users
	18 hours
	


APPENDIX A   Preliminary Training Curriculum (cont.)

NOTE:  The “Finance/Accounting” curriculum includes course curriculum for “Accounts Payable;” “Accounts Receivable;” and “Standard General Ledger.” 

	            Standard Finance/Accounting Course Curriculum
	 

	               Standard Course
	Hrs of Instruction
	Delivery Method

	 
	 
	 

	Finance Overview
	2
	Instructor Led

	Customer Invoice Processing (informational)
	4
	Instructor Led

	Customer Payment Processing
	6
	Instructor Led

	Financial Reporting 
	4
	Instructor Led

	Funds Management
	6
	Instructor Led

	Vendor Invoice Processing
	4
	Instructor Led

	Vendor Payment Processing
	4
	Instructor Led

	Financial Data Maintenance
	8
	Instructor Led

	Financial Organization Maintenance
	2
	Instructor Led

	General Ledger - Maintenance
	4
	Instructor Led

	General  Ledger - Period Closing
	8
	Instructor Led

	General Ledger - Post Journal Entries
	2
	Instructor Led

	SKF Processing
	2
	Instructor Led

	AR/Order Processing Overview
	1
	Instructor Led

	Order Processing
	4
	Instructor Led

	Order Inquiry
	2
	Instructor Led

	Customer Maintenance
	3
	Instructor Led

	Customer Inquiry and Quotation Processing
	2
	Instructor Led

	Customer Contracts
	4
	Instructor Led

	Billing Error Processing/Account Management
	2
	Instructor Led

	Project Accounting
	6
	Instructor Led

	ABCs of SAP (taken by all users)
	6
	CBT

	
	
	

	Total Course Hours
	86
	


APPENDIX A   Preliminary Training Curriculum (cont.)

	     Standard Purchasing Course Curriculum
	 
	 

	     Standard Course
	Hrs of Instruction
	Delivery Method

	 
	 
	 

	Purchase To Payment Overview
	1
	Instructor Led

	Material Master Maintenance
	3
	Instructor Led

	Requisition Processing
	5
	Instructor Led

	Purchase Order Processing
	8
	Instructor Led

	Goods Receipts
	2
	Instructor Led

	Inventory Movements
	2
	Instructor Led

	Vendor Master Maintenance
	4
	Instructor Led

	Source Determination
	4
	Instructor Led

	Vendor Outline Agreements (contract)
	4
	Instructor Led

	ABCs of SAP (taken by all users)
	6
	CBT

	 
	 
	 

	Total Course Hours
	39
	


APPENDIX B   “Active” and “Casual” Users by Role

	 
	Active
	Casual

	AP
	 
	 

	Accounts Payable Bankcard Processor*
	
	X (CCSI)

	Accounts Payable Certification Processor
	X
	 

	Accounts Payable Intra-Agency Payments and Collections Processor
	X
	

	Accounts Payable Reviewer 
	X
	 

	Agency Health & Human Services Processor
	 
	X

	FEDMIL Processor
	X
	 

	Health & Human Services (HHS) Processor
	X
	 

	Payment Auditor
	X
	 

	Payment Proposal Processor
	X
	 

	Payment Transmitter
	 
	X

	Vendor Invoice Processor
	X
	 

	Vendor Master Administrator
	 
	X

	Vendor Payment Processor
	X
	 

	AR 
	 
	 

	Account Maintainer
	X
	 

	Collection Processor
	X
	 

	Customer Master Maintainer
	X
	 

	Customer Payment Processor
	X
	 

	Deposit Processor
	X
	 

	Electronic Receipts Processor
	X
	 

	Sales Invoice Processor
	X
	 

	Sales Order Processor
	X
	 

	PO
	 
	 

	Acceptor
	X
	 

	Bankcard Approving Official*
	 
	X (CCSI)

	Bankcard Auditor*
	 
	X (CCSI)

	Bankcard Coordinator*
	X (CCSI)
	 

	Bankcard Holder*
	X (CCSI)
	 

	Bankcard Receiver*
	X (CCSI)
	 

	Buyer
	X
	 

	Contracting Officer
	X
	 

	Material Master Maintainer
	
	X

	Procurement Approver
	X
	 

	Procurement Report Generator
	X
	 

	Procurement Team Lead
	X
	 

	Purchasing Vendor Master Maintainer
	X
	

	Receiver
	X
	 

	Requisition Approver
	 
	X

	Requisitioner
	 
	X


* This is not a SAP role.  End Users in this role use CCSI.  Bankcard “bolt on” training will be developed as a module in the web-based course.

APPENDIX B   “Active” and “Casual” Users by Role (cont.)

	BE
	 
	 

	Budget Administrator
	X
	 

	Budget Maintainer
	X
	 

	Budget Report Designer
	X
	

	Budget Report Processor
	X
	

	Funds Reserver
	X
	 

	Network/ Activity Maintainer
	X
	 

	Project Planner
	X
	 

	Project Structure Maintainer
	X
	 

	SGL
	 
	 

	Data Entry Validator
	X
	 

	External Information Generator
	X
	 

	Financial Data Maintainer
	X
	 

	Financial Information Analyst
	X
	 

	Fund Balance Reconciler
	X
	 

	Journal Entry Processor
	X
	 

	Management Report Generator
	X
	 

	Master Schedule Manager
	X
	 

	Period Closer
	X
	 

	CO
	 
	 

	Assessment Cycle Administrator
	X
	 

	Assessment Cycle Maintainer
	X
	

	Contractor Cost Report Administrator
	X
	 

	Contractor Cost Report Analyst 
	X
	 

	Cost Administrator
	X
	 

	Cost Center Maintainer
	X
	 

	Cost Element Maintainer
	X
	 

	Cost Report Generator
	X
	

	Internal Order Maintainer
	X
	 

	Miscellaneous Accrual Analyst
	X
	 

	Statistical Key Figure Maintainer
	X
	 

	Statistical Key Figure Processor
	X
	 

	Statistical Line Accrual Analyst
	X
	

	Total Roles
	58
	9


APPENDIX C   Training Instance Description

Training Instance - This instance is used to conduct End User Training. The separation from the other instances provides stability for the system. Configuration changes should not be made directly in this instance. The training instance may be configured with a copy of production data, or a sub-set of production data.  Only trainers, trainees, and basis team can log into this instance.

Client 000, 001, 066  SAP Reference  

Client Purpose: These are base SAP R/3 clients that should be in every SAP System. These are SAP R/3 pre-delivered clients that can never be modified under any circumstances. 

Client Source: SAP CD

Client Output: This is the starting source client for initial copies to all SAP clients.

Client Size: Small – configuration only.

Refresh Frequency: Never.

Client 900 User Training Master 

Client Purpose: This client is used to build training scenarios and training data that will be used to conduct End User Training. During this time, scenarios, master and transaction data will be manually entered or loaded with the help of development tools and/or the Development team. Trainers and basis team use this System.

Client Source: D01 client 100 & 120

Client Output: TRN client 471, 472, 473, 474, 450

Client Size: Medium – configuration as well as limited master and transactional data.

Refresh Frequency: Upon the conclusion of the useful life of the client as determined by the project team.

Client 971/972/973/974 Training Delivery 

Client Purpose: This client is used for conducting the training classes. This is where all training class demonstrations and exercises will take place. During some tasks, SAP client dependent objects get locked.  For this reason, additional clients may be needed to allow for the same training exercises to be worked on at the same time. Each training client can be customized for the type of training being conducted.  This client will be a copy of TRN client 100. Trainers, trainees and basis team use this instance.

Client Source: Refresh on request via client transport from User TRN Master Client 100.

Client Output: None.

Client Size: Medium – configuration as well as limited master and transactional data.

Refresh Frequency: Upon the conclusion of the training session in this client.

Client 950 Sandbox

Client Purpose: This is the client where trainees are free to try out what they have learned in class. Master data /transaction data can be entered in this client. Any changes to the repository objects will not be permitted in this client. 

Client Source: Refresh on request from TRN Master client 900. 

Client Output: None.

Client Size: Medium – configuration as well as limited master and transactional data.

Refresh Frequency: Upon the conclusion of the training session in this client.
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� The IFM Competency Center, not the Core Financial Project Training Team, will maintain the training database.  To ensure efficient and effective maintenance of the database, it will be critical to include the IFM Competency Center in the design and development of the database.  





� All end users will complete an off-the-shelf computer based training (CBT) prior to attending Instructor led training.  The CBT, ABCs of SAP, is designed to provide end users with an overview of SAP functionality. 


* The number of Training Clients required will be driven by the training schedule.  Should there not be an overlap in the course training schedule, the minimum number of Training Clients (7) will be needed; if there is an overlap in courses scheduled for any one group, the maximum number of Training Clients (10) will be require





** Training Instance and Training Master descriptions are provided in Appendix C.


� This is an initial Training Curriculum Plan that is subject to change based on further Process Team input.  The Preliminary Training Curriculum does not include six hours of web-based training related to business process overviews, Bankcard “bolt on”, or additional casual end user roles.
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