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Purpose

The Office of the Comptroller (CTR) provides Commonwealth departments with training on the Massachusetts Management Accounting and Reporting System (MMARS). This document is a tool for department managers with responsibility for MMARS user training. This guide is designed to assist the manager in creating a training experience closely aligned with the users’ job responsibilities. 
MMARS Training 

The MMARS training program provides several training delivery vehicles, as well as a Learning Management System (LMS).  Effective training requires support and encouragement at both the management and peer level.  This guide is designed to support department user training and provide information for managing and monitoring the progress of the individual using these training modules.

Learning Management System

CTR uses a Learning Management System (LMS) to ensure that users are able to access and track progress of training. The LMS is the portal to access user training and provides access to the eLearning Modules, Instructor-Led Classes, User Group Meetings and Webcasts. The LMS is accessible to users whose department networks are within MAGNet or who access secured sites through VPN.
Work with your Department Security Officer to request a UAID and MMARS access. A training account to access the LMS is setup with a MMARS account. Once the training account is active, users will receive a welcome email with LMS access instructions.
Course Registration in the LMS

In addition to accessing eLearning, department users can register for Instructor-Led Classes, User Group Meetings, and Webcasts through the LMS. The user can view his or her progress in the LMS. See Appendix A for registration instructions.
Training Delivery - eLearning
The eLearning modules are transaction-based. They model actual MMARS transactions and are designed to allow each person to gain confidence in the system quickly.  All MMARS 

eLearning is available to everyone with a MMARS UAID which is issued by the Information Technology Division of Administration and Finance. Users have the ability to work at their own pace and re-take courses at any time to assure knowledge of the system (this is particularly helpful for activities that occur infrequently or only at year end). Individual modules are generally 15 minutes in length. eLearning is the pre-requisite for all Facilitated Learning Sessions. Prerequisite eLearning modules are designed to establish general MMARS knowledge and system navigation. There are eLearning modules for most MMARS transactions.

Training Delivery - Facilitated Learning 
There are several choices for facilitated learning:

Instructor-Led Training – Instructor-Led Courses are direct, hands-on classroom-based instruction for users.  They address complex topics, functions, or concepts that do not lend themselves to eLearning. These sessions require instructor expertise and student interaction to accomplish the learning. Participants have the opportunity to address specific issues with the trainer. A full Course Catalog is available here.
Webcasts – Webcasts reach audiences at remote locations, avoiding the difficulty and cost of travel, while keeping the classroom format. The webcast instructor focuses on a specific topic, clarifying and coaching while offering Instructor contact through distance learning.  Users access an online “training room” through the web from their desk or local conference room equipped with web-access, a projector, and a telephone for the accompanying conference call.  Participants have the ability to ask questions through the conference call or through the webcast chat feature. A full list of webcasts is available in the Course Catalog.
Case Based “Department Support” Sessions - A CTR training or subject matter expert can be available at a local classroom or your work location. Users bring their actual work and questions for coaching and assistance. Department Support sessions are available on request.
Other learning vehicles:

Job Aids – Job Aids are available for transactions in MMARS.  Job Aids are the best option for users who wish to have a printed copy of an eLearning module. They are not part of the formal training curriculum found in the LMS.  Job Aids are found under the “How To” section of the Comptroller Intranet.

Document Profiles - Document Profiles are field-by-field descriptions for each of the MMARS transactions. They replicate the document sections and field content. Document profiles describe field content and stipulate optional and required fields.  They are found under the “How To” section of the Comptroller Intranet.
Additional Resources – In addition to Job Aids and Document Profiles, there are many informative documents on the website of the Comptroller of the Commonwealth and the Comptroller Intranet. Each business function page stores documents such as reports, presentations, overviews, and guides relevant to the business area.  
Comptroller Events – There are several yearly, quarterly, and one time events hosted by the Office of the Comptroller. Yearly events include Close/Open, Federal Grant Close/Open, Department Security Officer Briefing, and the Chief Fiscal Offer Meeting. The Payroll User Group meeting is held quarterly. One time events, as they are needed, will be announced.
PartnerNet – PartnerNet is designed to share both secure and large files that should not be passed through e-mail, as well as CTR applications such as GAAP Reporting and the Internal Control Questionnaire.
The full training schedule (eLearning Modules, Instructor-Led Classes, User Group Meetings and Webcasts) will differ with the specific responsibilities of each user. Resource planning is essential to the success of user education.   

Training Paths by Business Function

The following is a list of suggestions of courses based on business functions.
Please see the Course Catalog for full descriptions of all Instructor-Led Training (IL) and Webcasts (WC). 
Register for Instructor-Led Training, Webcasts, and User Group Meetings via the Comptroller's Training/Meeting Schedule.

New Users

IL Intro State Finance MMARS Navigation
IL Fraud Awareness and Prevention

Pre-requisite eLearning 


All Policies


 
Accounts Receivable (AR)
IL Accounts Receivable for Beginners

IL Introduction to MMARS Warehouse

eLearning 



HYPERLINK "http://ctrpartnernet.ctr.state.ma.us:1645/JobAids/jobaids.shtml" \l "1"

Job Aids



HYPERLINK "http://www.mass.gov/?pageID=oscterminal&L=3&L0=Home&L1=Publications+and+Reports&L2=Policies&sid=Aosc&b=terminalcontent&f=policies_procedures_po_accounts_receivable&csid=Aosc"

Policies



HYPERLINK "http://ctrpartnernet.ctr.state.ma.us:1645/DocumentProfiles/AccountsReceivables.shtml"

Document Profiles



Budgets and Appropriation Management

IL Appropriation Management

IL Introduction to MMARS Warehouse

eLearning 



HYPERLINK "http://ctrpartnernet.ctr.state.ma.us:1645/JobAids/jobaids.shtml" \l "2"

Job Aids



HYPERLINK "http://www.mass.gov/?pageID=oscterminal&L=3&L0=Home&L1=Publications+and+Reports&L2=Policies&sid=Aosc&b=terminalcontent&f=policies_procedures_po_budgets&csid=Aosc"

Policies



HYPERLINK "http://ctrpartnernet.ctr.state.ma.us:1645/DocumentProfiles/Budget.shtml"

Document Profiles



Contracts

IL Encumbrance Management

IL Introduction to MMARS Warehouse

eLearning 



HYPERLINK "http://ctrpartnernet.ctr.state.ma.us:1645/JobAids/jobaids.shtml" \l "3"

Job Aids



HYPERLINK "http://www.mass.gov/?pageID=oscterminal&L=3&L0=Home&L1=Publications+and+Reports&L2=Policies&sid=Aosc&b=terminalcontent&f=policies_procedures_po_contracts&csid=Aosc"

Policies



HYPERLINK "http://ctrpartnernet.ctr.state.ma.us:1645/DocumentProfiles/Contract.shtml"

Document Profiles



Federal Grants and Cost Accounting

IL Establishing a Federal Grant in MMARS

IL Federal Grant Activity Reconciliation

IL Introduction to MMARS Warehouse
eLearning 



HYPERLINK "http://ctrpartnernet.ctr.state.ma.us:1645/JobAids/jobaids.shtml" \l "4"

Job Aids



HYPERLINK "http://www.mass.gov/?pageID=oscterminal&L=3&L0=Home&L1=Publications+and+Reports&L2=Policies&sid=Aosc&b=terminalcontent&f=policies_procedures_po_fed_grants_and_cost_acct&csid=Aosc"

Policies



HYPERLINK "http://ctrpartnernet.ctr.state.ma.us:1645/DocumentProfiles/CostAccounting-FederalGrants.shtml"

Document Profiles



Payments

IL Payment Management

IL Introduction to MMARS Warehouse

eLearning 



HYPERLINK "http://ctrpartnernet.ctr.state.ma.us:1645/JobAids/jobaids.shtml" \l "9"

Job Aids



HYPERLINK "http://www.mass.gov/?pageID=oscterminal&L=3&L0=Home&L1=Publications+and+Reports&L2=Policies&sid=Aosc&b=terminalcontent&f=policies_procedures_po_accounts_payable&csid=Aosc"

Policies



HYPERLINK "http://ctrpartnernet.ctr.state.ma.us:1645/DocumentProfiles/AccountsPayable.shtml"

Document Profiles



Payroll (LCM, HR/CMS)

IL LCM Management
IL Introduction to LCM Warehouse

IL Intro to HR/CMS Payroll Beginner User

IL Introduction to HRCMS Payroll Warehouse

eLearning 



HYPERLINK "http://ctrpartnernet.ctr.state.ma.us:1645/JobAids/jobaids.shtml" \l "10"

Job Aids



HYPERLINK "http://www.mass.gov/?pageID=oscterminal&L=3&L0=Home&L1=Publications+and+Reports&L2=Policies&sid=Aosc&b=terminalcontent&f=policies_procedures_po_payroll_lcm&csid=Aosc"

Policies



HYPERLINK "http://ctrpartnernet.ctr.state.ma.us:1645/DocumentProfiles/Payroll-LCM.shtml"

Document Profiles



Quality Assurance

IL Risk Management
IL Fraud Awareness and Prevention

Quality Assurance Business Function Page
Vendors

IL Vendor Management
IL Introduction to MMARS Warehouse

eLearning 



HYPERLINK "http://ctrpartnernet.ctr.state.ma.us:1645/JobAids/jobaids.shtml" \l "14"

Job Aids



HYPERLINK "http://www.mass.gov/?pageID=oscterminal&L=2&L0=Home&L1=Guidance+for+Vendors&sid=Aosc&b=terminalcontent&f=policies_procedures_po_vendor&csid=Aosc"

Policies



HYPERLINK "http://ctrpartnernet.ctr.state.ma.us:1645/DocumentProfiles/VendorCustomer.shtml"

Document Profiles



Commonwealth Information Warehouse (CIW)
IL Introduction to MMARS Warehouse

IL Introduction to LCM Warehouse

IL Introduction to HRCMS Payroll Warehouse

IL CIW Report Building with MS Access

IL CIW Report Building with MS Excel
Job Aids



 HYPERLINK "http://www.mass.gov/?pageID=oscsubtopic&L=3&L0=Home&L1=Business+Functions&L2=Information+Delivery&sid=Aosc" 

Information Delivery Business Function Page

Effective Training Management
Routine monitoring and encouragement should be provided within the department.  Some items to keep in mind to increase the rate of success are:

· Allocate un-interrupted time for your users to complete eLearning Courses. 

Recognizing that you must continue to perform department business, this may take some   creative scheduling of resources.  

· Most modules are approximately 15 minutes in length and the course grouping of modules take approximately one hour to complete.  You may wish to schedule times where the users are un-interrupted for a one-hour block.

· If your department has space with computers or you have the ability to create such a space, you may want to schedule “group” eLearning and Webcast times.  

· Offer encouragement - you may wish to designate key managers or senior staff, liaisons and/or coaches to create an enthusiastic, supportive environment for new users to complete training.  Offering local rewards and recognition for successful training completion provide users with an incentive to focus and gain confidence with the system.  
· Continue to provide us with your views on how we can assist with your training and support needs. 

Contacts

If you have any questions or need further information, please contact the Comptroller Help Desk at 617-973-2468 or via email Comptroller.Info@state.ma.us.
User Training Worksheets

The Learning Management System (LMS) will track eLearning usage and attendance for events (Instructor Led Training, Webcasts, User Group Meetings, etc). The LMS will not track the use of online resources such as Job Aids, Document Profiles, and Policies and Procedures. One way to track user progress is the use of a User Training Worksheet. The following pages contain a sample of a User Training Worksheet and blank User Training Worksheet you may customize for your own use.
Quarterly Training Reports
The quarterly Training and eLearning reports, available on the Comptroller Intranet, allow managers to monitor training progress. Both reports are in Excel format and are sorted alphabetically by department for your convenience.

Sample Training Worksheet
The first section contains the users Name and Role, i.e. Accounts Payable. 

	User Name
	Jane Smith

	Role
	Accounts Payable


The second section of the worksheet contains a listing of the eLearning Modules the manager feels are appropriate for the user. 

A designation of required or optional can be specified for each module. The manager determines the actual number of modules a user must complete to do his or her job. A time estimate is provided for the completion of each module.  The manager can enter the expected Start Date and Date to be Completed based on his or her circumstance. A full listing of eLearning modules can be found in the eLearning Matrix.

	eLearning Module 


	Required or Optional
	Time Estimate
	Start Date 
	Date to be Completed

	OVERVIEW OF ACCOUNTS PAYABLE
	Required
	30 minutes
	5/22/2009
	5/22/2009

	CREATE PAYMENT REQUEST REQUIRING A COMMODITY CODE
	Required
	30 minutes
	5/26/2009
	5/26/2009

	MODIFY A PAYMENT REQUEST
	Optional
	30 minutes
	5/27/2009
	5/27/2009

	
	
	
	
	

	
	
	
	
	


The third section of the worksheet contains a listing of additional learning vehicles. Managers determine which of the additional learning vehicles are appropriate for the specific user. 

The Training/Meeting Schedule on the CTR Portal lists learning session dates and times. Managers should consult this page to identify desired learning vehicles, select a title, specify if required or optional, enter time estimate and enter appropriate start date and date to be completed.

	Additional Learning 
	Title(s)
	Required or Optional
	Time Estimate
	Start Date 
	Date to be Completed

	Instructor-Led Training
	IL Introduction to State Finance MMARS Navigation
	Required
	3 hours
	5/7/2009
	5/7/2009

	
	IL Payment Management
	Required
	3 hours
	5/15/2009
	5/15/2009

	Webcasts
	
	
	
	
	

	Comptroller Events
	Close/Open
	Required
	3 Hours
	5/19/2009
	5/19/2009

	Additional Resources
	Prompt Pay Discounts guidance on CTR website
	Required
	2 Hours
	5/20/2009
	5/21/2009

	Job Aids
	Accounts Payable Information Delivery  
	Optional
	1 hour
	5/21/2009
	5/21/2009

	
	Create a Payment Requiring a Commodity Code (PRC)  
	Required
	1 hour
	5/22/2009
	5/22/2009

	
	Modify Commodity-Based Payment Request (PRC)  
	Optional
	1 hour
	5/26/2009
	5/26/2009

	Document Profiles
	Commodity-Based Payment Request Document (PRC)
	Required
	1 hour
	5/26/2009
	5/26/2009

	Policy & Procedures
	Bill Paying Policy
	Required
	1 hour*
	5/29/2009
	6/1/2009

	
	Prompt Payment Discounts
	Required
	1 hour*
	5/29/2009
	6/1/2009


*Time will vary depending on length of Policy.

Blank Training Worksheet
	User Name
	  

	Role
	


	eLearning Module 


	Required or Optional
	Time Estimate
	Start Date 
	Date to be Completed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Additional Learning 
	Title(s)
	Required or Optional
	Time Estimate
	Start Date 
	Date to be Completed

	Instructor-Led Training
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Webcasts
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	User Group Meetings
	
	
	
	
	

	Additional Resources
	
	
	
	
	

	Job Aids
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Document Profiles
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Policy & Procedures
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Appendix A Accessing the LMS 

From your web browser, access the Comptroller of the Commonwealth Website:
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Click the “Training” link under “Guidance for Agencies” to display the Training Page
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Click “eLearning” to display the Login Page
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Click “Login” in the left menu of the Learning Management System  
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Type your Login ID, which is your MMARS UAID and the default password “password” (all lowercase) to display the “My Learning” page
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From the “My Learning” Page, the user has four options:

· eLearning can be found by clicking the “Required” eLearning link

· Instructor-Led Classes, User Group Meetings and Webcasts can be found by clicking the “Training/Meeting/eLearning Schedule” link and choosing the desired session, date and time 

· Sessions for which the user has registered can be found by clicking the “Confirmed Training/Meeting Registration” link 

· Completed courses for all training vehicles can be found by clicking the “Completed eLearning/Training” link
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APPENDIX B- Accessing the Job Aids and Document Profiles
From your web browser, access the Comptroller of the Commonwealth Website.
Click the “Comptroller Intranet” button.
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