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Course Catalog
Training and Meeting Schedule –View the Training and Meeting Schedule to review course dates and times and register for sessions. The Training and Meeting Schedule is accessible to users whose department networks are within MAGNet or who access secured sites through VPN. 
Any questions regarding training, including requests for group or custom training can be emailed to Comptroller.Info@state.ma.us.
Webcast (WC) Course Offerings:

WC How to Run a Warehouse Starter Query

This webcast provides an overview of the process of running a warehouse starter query. You will learn the purpose of a starter query, where to find a starter query, and how to run a starter query in the Warehouse.

Target Audience:  CIW users and Managers/Supervisors.

Duration: 1 hour

Frequency: Quarterly
WC Interdepartmental Chargebacks

This webcast provides an overview of the interdepartmental business process. 
You will learn the chargeback process consisting of; establishing, encumbering, 
billing and payments in addition to tracking internal business transactions.


Target Audience:  MMARS users and Managers/Supervisors.

Duration: 1 hour

Frequency: Quarterly
Instructor-led (IL) Courses for MMARS:
IL Intro State Finance MMARS Navigation

In this Instructor Led Training, participants learn to navigate the system to obtain financial and reporting information. The focus is on the MMARS Documents and Tables used by departments on a regular basis. A MMARS UAID is required to attend this session. 

Prerequisites: A valid MMARS UAID and password.
Target Audience: New employees or those who are new to the Massachusetts Management Accounting & Reporting System (MMARS).

Duration: 3 Hours

Frequency: Monthly
Location: CTR PC Lab. One Ashburton Place, Boston. 9th Floor.

IL Appropriation Management
At this workshop, users will learn how appropriated dollars are tracked in MMARS and data entry of appropriation documents. Topics include examining the process starting with the loading of House 1 and corresponding MMARS documents and reports.

Prerequisites: Intro State Finance MMARS Navigation and a valid MMARS UAID and password.
Target Audience: MMARS system users, Fiscal Budgetary Staff, and Managers/Supervisors.
Duration: 3 Hours  
Frequency: Quarterly

Location: CTR PC Lab. One Ashburton Place, Boston. 9th Floor.
IL Encumbrance Management

The course is designed for MMARS users who are currently working with encumbrance documents. This class will focus on common errors, how to resolve them, and alerting users on how their actions impact the payments process down the line. 

Prerequisites: Intro State Finance MMARS Navigation, and a valid MMARS UAID and password.
Target Audience: MMARS system users, Fiscal Budgetary Staff, and Managers/Supervisors.
Duration: 3 Hours  

Frequency: Monthly

Location: CTR PC Lab. One Ashburton Place, Boston. 9th Floor.

IL Payment Management

The course is designed for MMARS users who are currently working with payment documents.   This class will focus on common errors and how to resolve them.  

Prerequisites: Intro State Finance MMARS Navigation, and a valid MMARS UAID and password.
Target Audience: MMARS system users, Fiscal Budgetary Staff, and Managers/Supervisors.
Duration: 3 Hours  

Frequency: Monthly

Location: CTR PC Lab. One Ashburton Place, Boston. 9th Floor.

IL Recurring Payments

Recurring Payments are encumbrance documents designed to accommodate the need to make periodic payments to vendors. These automated payments will be exactly the same amount each time they are generated. This beginner class will instruct users on how to use the Recurring Payment Schedule Table to select the appropriate schedule for their recurring payment encumbrance document. They will learn how to enter this document and follow the encumbrance, invoices and payments through the various tracking tables.

Prerequisites: Intro State Finance MMARS Navigation, Encumbrance Management, and a valid MMARS UAID and password.
Target Audience: MMARS system users, Fiscal Budgetary Staff, and Managers/Supervisors.

Duration: 3 Hours  

Frequency: Bi-Monthly

Location: CTR PC Lab. One Ashburton Place, Boston. 9th Floor.

IL Ready Payments (RPO)

Ready Payments, a sub-set of Recurring Payments, are encumbrance documents designed to accommodate the need to make periodic payments to human service providers for specific object codes. The payment schedules are based on pre-defined intervals and include reconciliation periods. This course will include the encumbrance document, invoice generation, payment request match, modifications, the reconciliation process and troubleshooting. 

Prerequisites: Intro State Finance MMARS Navigation, Encumbrance Management, and a valid MMARS UAID and password.
Target Audience: MMARS system users, Fiscal Budgetary Staff, and Managers/Supervisors.

Duration: 3 Hours  

Frequency: Bi-Monthly

Location: CTR PC Lab. One Ashburton Place, Boston. 9th Floor.

IL Vendor Management

This course is intended for MMARS Vendor users who are familiar with the Vendor Job Aids. Users should have some experience working in MMARS with Vendor documents. Trainees will participate in a workshop environment to review the ten most common errors found on VCC and VCM documents. They will also learn the cause of the errors and how to avoid them.

Prerequisites: Intro State Finance MMARS Navigation, Experience with Vendor documents in MMARS, and a valid MMARS UAID and password.
Target Audience: MMARS system users, Fiscal Budgetary Staff, and Managers/Supervisors.
Duration: 3 Hours  

Frequency: Quarterly

Location: CTR PC Lab. One Ashburton Place, Boston. 9th Floor.

IL Accounts Receivable for Beginners
This Instructor Led training course is designed for those who are new to the Accounts Receivable process, or those who are currently involved in Accounts Receivables and would like to gain a better understanding of the entire process. 

Included in this class is a thorough explanation of the Accounts Receivable billing cycle, a review of the major Accounts Receivable set up tables, and hands on data entry of RE and CR documents

Students will log into a test environment and data enter the Receivable and Cash Receipt documents. Table reviews before and after entering documents will illustrate the impact of the submitted documents on the tables.

Prerequisites: Intro State Finance MMARS Navigation, and a valid MMARS UAID and password.
Target Audience: MMARS system users, Fiscal Budgetary Staff, and Managers/Supervisors.
Duration: 3 Hours  

Frequency: Quarterly

Location: CTR PC Lab. One Ashburton Place, Boston. 9th Floor.

IL Establishing a Federal Grant in MMARS

This class will present a comprehensive walk through of the paperwork and procedures required to initiate and process a new federal grant and a continuing federal grant. A strong focus on the ISA process for a federal grant will also be included. Required documents and Table set up are covered in this program. 

Prerequisites: Intro State Finance MMARS Navigation, and a valid MMARS UAID and password.
Target Audience: MMARS system users, Fiscal Budgetary Staff, and Managers/Supervisors.
Duration: 3 Hours  

Frequency: Bi-Monthly

Location: CTR PC Lab. One Ashburton Place, Boston. 9th Floor.

IL Federal Grant Activity Reconciliation

The focus of this class will be to monitor and reconcile federal grant activity and revenue. There will be an overview of the mechanics and a comprehensive review of the relevant tables and reports.

Prerequisites: Intro State Finance MMARS Navigation, and a valid MMARS UAID and password.
Target Audience: MMARS system users, Fiscal Budgetary Staff, and Managers/Supervisors.
Duration: 4 Hours  

Frequency: Bi-Monthly

Location: CTR PC Lab. One Ashburton Place, Boston. 9th Floor.

IL State Finance Executive Overview

The Office of the Comptroller is offering training for executive managers new to state government, providing an overview of statewide systems and advice on the top 10 mistakes of managers new to state government.

Target Audience: New CFOs and/or Executive Managers

Time: 3 Hours

Location: On Request 
Instructor-led Courses for Internal Controls and Fraud Prevention:

IL Risk Management
This class is intended for senior staff responsible for managing risk at their departments, identifying goals and objectives connected to the overall mission of the department, and for ensuring the achievement of those goals and objectives by writing an effective Internal Control Plan (ICP). Participants will learn how to perform a risk assessment and how to identify control activities to mitigate risk. The class also reviews the other essential components of an Internal Control Plan and is presented with a combination of lecture and group activity.

Target Audience: CFOs; Internal Control Officers; Any interested Internal Control Stakeholders 

Duration: 3 Hours  

Frequency: Quarterly
Location: CTR Executive Conference Room One Ashburton Place, Boston. 9th Floor

IL Fraud Awareness and Prevention

The Fraud Awareness and Prevention course, through a combination of lecture, group activity, and discussion, will raise fraud awareness, convey the consequences of fraud, and provide tools to assist in the prevention and detection of fraud, waste and abuse. 

CFO’s, Senior Managers, Program Managers and Internal Control Officers are encouraged to attend however this course is applicable to all commonwealth employees.

Target Audience: All employees. 

Duration: 3 Hours  

Frequency: Monthly

Location: CTR Executive Conference Room One Ashburton Place, Boston. 9th Floor 
Instructor-led Courses for Payroll:

IL HR/CMS Fundamentals

This course is designed to provide new HR/CMS users with a basic understanding of HR/CMS operation fundamentals, its processes, and affiliated components. The focus of this class is to present support tools and materials to further assist new users in learning the concepts and terminology of HR/CMS.
Target Audience: New HR/CMS Users

Duration: 4 Hours

Frequency: Bi-Monthly 
Location: CTR PC Lab. One Ashburton Place, Boston. 9th Floor.

IL LCM Management

Participants will receive an overview of Labor Cost Management (LCM). This will include interpreting the default labor record and labor history, apply LCM rules, entering exceptions and adjustments, and utilizing funds availability.

Prerequisites: Intro State Finance MMARS Navigation and a valid MMARS UAID and password.
Target Audience: LCM/MMARS system users and Managers/Supervisors.

Duration: 4 Hours  

Frequency: Quarterly

Location: CTR PC Lab. One Ashburton Place, Boston. 9th Floor.
Instructor-led Courses for the Commonwealth Information Warehouse:

IL Introduction to MMARS Warehouse

At this workshop, users will gain a basic understanding of the Information Warehouse and what data is stored in the Information Warehouse. Users will learn the steps to building successful queries. Users will learn to build queries on the PC through Microsoft Access. Users must obtain Information Warehouse Security prior to attending this session. After completing this training, users should have the necessary skills to create and build queries for any area of MMARS. 

Prerequisites: Intro State Finance MMARS Navigation, Knowledge of MMARS documents and terminology, and a valid MMARS UAID and password, and a valid Warehouse User ID and Password.
Target Audience: MMARS system users, Fiscal Budgetary Staff, and Managers/Supervisors.

Duration: 6 Hours  

Frequency: Monthly

Location: CTR PC Lab. One Ashburton Place, Boston. 9th Floor.

IL Intermediate MMARS Warehouse

At this workshop, users will add to the knowledge gained in Intro to MMARS Warehouse by learning additional queries in the areas of Contracts, General Accounting, and Revenue. While learning these additional queries users will learn additional Access functions including; calculations, expressions, joins, make table queries, and forms. Users must obtain Information Warehouse Security prior to attending this session. 

Prerequisites: Intro State Finance MMARS Navigation, Knowledge of MMARS documents and terminology, Intro to MMARS Warehouse and a valid Warehouse User ID and Password.  
Target Audience: MMARS system users, Fiscal Budgetary Staff, and Managers/Supervisors.

Duration: 3 Hours  

Frequency: Monthly

Location: CTR PC Lab. One Ashburton Place, Boston. 9th Floor.

IL Introduction to LCM Warehouse

At this workshop, users will gain a basic understanding of the Information Warehouse and what Labor Cost Management (LCM) data is stored in the Information Warehouse. Users will learn how to build queries on the PC through Microsoft Access. Users must obtain Information Warehouse Security (LCM Views) prior to attending this session. Users should also have knowledge of LCM and basic usage of the Information Warehouse. After completing this training, users should have the necessary skills to create and build queries for LCM. 

Prerequisites: IL LCM Management, a valid MMARS UAID and password, and a valid Warehouse User ID and Password.

Target Audience:  LCM system users and Managers/Supervisors.

Duration: 3 Hours  

Frequency: Quarterly

Location: CTR PC Lab. One Ashburton Place, Boston. 9th Floor.

IL Introduction to HR/CMS Payroll Warehouse

At this workshop, users will gain a basic understanding of the Information Warehouse and the HR/CMS data stored within. Users will learn the steps to building successful queries. Users will learn to build queries on the PC through Microsoft Access. Users must obtain HR/CMS Information Warehouse Security prior to attending this session. After completing this training, users should have the necessary skills to create and build queries for HR/CMS Payroll.

Prerequisites: A valid Warehouse User ID and Password.

Target Audience:  HR/CMS system users and Managers/Supervisors.

Duration: 5 Hours  

Frequency: Quarterly

Location: CTR PC Lab. One Ashburton Place, Boston. 9th Floor.

IL CIW Report Building with MS Access

At this workshop, users will learn to create customized reports based on MMARS data from the Commonwealth’s Information Warehouse. Users will learn to build reports through Microsoft Access. Users should bring their Information Warehouse Security User ID and Password with them to this workshop. After completing this workshop, users should have the necessary skills to create customized reports on their own. 
Note: This workshop will not teach users how to build queries.

Prerequisites: Intro State Finance MMARS Navigation, Intro to MMARS Warehouse, Intro to HR/CMS Warehouse, or Intro to LCM Warehouse, and a valid Warehouse User ID and Password.
Target Audience: Experienced Warehouse users and Managers/Supervisors.

Duration: 3 Hours  

Frequency: Bi-Monthly

Location: CTR PC Lab. One Ashburton Place, Boston. 9th Floor.

.

IL CIW Report Building with MS Excel

At this workshop, users will learn to create customized reports based on MMARS data from the Commonwealth’s Information Warehouse. Users will learn to build reports through Microsoft Excel. Users should bring their Information Warehouse Security User ID and Password with them to this workshop. After completing this workshop, users should have the necessary skills to create customized reports on their own. 
Note: This workshop will not teach users how to build queries.

Prerequisites: Intro State Finance MMARS Navigation, Intro to MMARS Warehouse, Intro to HR/CMS Warehouse, or Intro to LCM Warehouse, and a valid Warehouse User ID and Password.
Target Audience: Experienced Warehouse users and Managers/Supervisors.

Duration: 3 Hours  

Frequency: Bi-Monthly

Location: CTR PC Lab. One Ashburton Place, Boston. 9th Floor.
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