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ABSENCE TRACKING

ATDSCN is used to track employee absence and attendance information.  This class will cover the absence posting function of ATDSCN.   BENSCN is used to look up leave information such as accruals, maximums, reset values and balances.

Class Description:

· Adding BENSCN records for new employees

· Reviewing how to enter information on the BENSCN for vacation, sick and personal leave tracking

· Entering accumulations in ATDSCN

· Posting absence days in ATDSCN

· Resetting personal leave and accruing sick leave

· Review of reports generated for leave balances, detail and summary leave reports, etc. 

ACCOUNTS PAYABLE PROCESSS

This class will cover the basic accounts payable process of creating a financial check run.  This class will be helpful for those that do not process check runs often.

Class Description:   

· APE Accounts Payable Entry

· Entering invoices to be paid

· Full Payments

· Partial Payments

· Canceling a PO/Canceling an item

· INVLST

· Printing a listing of invoices to be paid

· VERINV

· Deleting an entire invoice

· Changing an invoice date, vendor #, account or invoice amount

· Changing a PO Status, item description, date or vendor # 

· Changing an account charged

· Changing received date

· CKPROC

· Posting expenditures for outstanding invoices on file and creating printed checks

· CHKSEQ

· Resequencing check numbers currently posted

· CHEKPY

· Create a listing of checks processed using CHEKPY

ADVANCED/REFRESHER PAYROLL

This class will cover some advance features of the payroll system that the user may not know about.   The  class will be more helpful to those that have experience with the payroll software.  It will be more specific to certain areas of the software and certain programs.  It will be a half-day class and will not be hands-on.

Class Description:

· Cover Configuration screens

· Look at the view feature

· Review the features of BRWSCN

· Look at ATDSCN

· Take a closer look at UPDCAL_*

· Look at Temporary Defaults

· Review Calendar Maintenance

· Many other features
APPROP

The APPROP program is a screen-formatted program created to replace the NEWAPP, PRMAPP and PCTMNT programs. In addition, it contains options to update the GAAP Original Budget/GAAP Original Estimate fields on the account file and load next fiscal year proposed or initial budget/revenue amounts from a CSV or TAB-delimited input file. 

APPROP is divided into three sections: Next Year Proposed options, Initial/Permanent Account Balances options, and GAAP Original Amounts option. The APPROP options include: 

1. NYPINI: initializes the Next Year Proposed fields (similar to Initialize in NEWAPP) 

2. NYPMASS: mass change the Next Year Proposed fields (similar to the Mass Change option in NEWAPP) 

3. NYPMNT: maintain the Next Year Proposed amounts for each account individually (similar to the Build option in NEWAPP) 

4. NYPLOAD: loads the Next Year Proposed amounts from a CSV or TAB-delimited input file. 

5. IABMASS: mass change the Initial Account balances (similar to the Mass Change option in PRMAPP) 

6. IABMNT: maintain the Initial Account balances (similar to the Initial option in PRMAPP) 

7. PABMNT: maintain the Permanent account balances (similar to the Permanent option in PRMAPP) 

8. IABLOAD: loads the Initial Account amounts from a CSV or TAB-delimited input file. 

9. GAAPSET: Mass Update GAAP Original Budget/Estimate fields 
Class description:

· Initialize the Next year proposed fields for budgets/revenue accounts

· Mass change the next years proposed fields for budgets/revenue accounts

· Use the maintenance screen to update some fields

· Learn to use the upload program
ARF

ARF provides a complete billing-payment system.  It gives a district a method of determining what amounts are owed to it at any point in time.  This program can be used to provide information needed for GAAP reporting through use of the receivables program, ARCVBL.  It is also useful for generating invoices and recording payments on a current time basis.  The program also contains options to post either a receipt or a reduction of expenditure directly to the district’s USAS files.

Class Description:

- Create ledgers, customer numbers and receipt prefixes

- Create an invoice, process a payment on an invoice

- Create an invoice and pay it at the same time

- Post a payment on an existing invoice and post the receipt for payment to USAS

- Create an invoice, make a payment on the invoice and post a receipt to USAS

   for the amount of the payment in one cycle

- Cancel or adjust a billing item

- Back out a payment

- Create reports based on ARF Data:

- List of  accounts receivables with outstanding balances

- Report detailing all billings and payments 

- Statements for customers with outstanding balances

- List of balances

- Total billing and/or payment amounts

- Report listing accounts receivable


BRDDIS/BRDRET

USING THE BRDDIS BATCH FILE 

POSTING RETIREMENT using BRDRET

This class is recommended for those districts that are not presently using the batch file created in BRDDIS to post the amounts to USAS.  This class will be limited in size and you will work in your own files so that when you leave, you will be ready to use the batch file to post your Medicare, etc. to USAS.  You will be required to bring certain documents with you.  In addition, you will map your retirement accounts so that BRDRET may be used.

Class Description: 

· Review your BRDERR.txt report to determine accounts that need to be mapped

· Review your USPSDAT/USPCON screen to determine how you need to set your benefit flags

· Add Object codes in DEDNAM records

· Discuss mapping and add accounts to the mapping screen

· Review AUTOPOST procedure to post to USAS

BUDGETARY ROUNDTABLES

The purpose of the budgetary roundtables is for budgetary users to meeting on a bi-monthly to discuss current and timely software issues. The agenda is very flexible and input comes primarily from users.
EQUIPMENT INVENTORY SUBSYSTEM

The equipment inventory subsystem is a part of the school asset accounting system which is used for maintaining an inventory of fixed assets and for producing reports.  One of its main purposes is to provide fixed asset information necessary for GAAP reporting.  It also provides information for insurance purposes, for tracking possible loss by theft or disappearance, for depreciation, and for the preparation of long-term capital budgets.  There will be a Beginning and an Advanced class.




  

CLASS DESCRIPTIONS:

Beginning Inventory Class:
· Discussion of locally defined codes

· Discussion of the configuration data record

-    How to use EISRPT to generate reports

· Discussion of the fields on the Item Screen record

· How to use the EIS pending file

· Discussion of the fields on the acquisition, disposition and transfer screens

· Practice lessons designed to walk you through the steps of adding a new item, using the pending file, splitting a lot, and adding acquisition and disposition transaction records

· Discussion of basic EIS reports

Advanced Inventory Class:
-     Discussion of district forms used for reporting EIS transactions, share forms

· Discussion of adding a Historical Acquisition record, Updating Original Cost of an item, Disposing of a part of a lot

· Depreciation, how it’s calculated, Book Value Report

· Fiscal Year Closing Procedures Review, GAAP reports, correcting errors

· Disposal Reports, Audit Reports, Insurance Reports

· Mass Change Programs

· How to Update Replacement Cost for Inflation

· Changing Capitalization Criteria

E.I.S. Roundtables

The purpose of the EIS roundtables is for inventory users to meet on a regular basis to discuss inventory software issues.  The agenda is flexible and is user driven. 

E.M.I.S.

(Educational Management Information System)

This course reviews the Staff reporting guidelines for users entering the staff data for EMIS reporting.  It is a very basic review course beneficial for those users that are new to staff reporting or those that wish to have a refresher on entering screen information.

Class Description:

Review of the Staff reporting guidelines:

· Who to report and who not to report

· Information to be reported -  Staff Demographics, Staff Employment

· Review of the USPS screens where the required fields can be accessed

· Mass changing EMIS field information

· Staff data processing procedures, reports accessible on the web

· ODE timelines

5 YEAR FORECAST
The purpose of this class is to help a new treasurer or review for a veteran treasurer the steps involved for creating and then uploading their five year forecast to the a-site.

Class Description:

· Download the SSDT spreadsheet
· Import 3 year history into spreadsheet
· Practice FTP’ing spreadsheet  file to SPARCC

· Learn about the EMIS databases

· Run the FFIMPORT program

· Learn to run reports

· Transmit Notes to SPARCC
Forums

This class will teach you how to access and use the OECN Public Forums.   These forums are operated by the SSDT on behalf of the OECN to promote communication and information sharing among OECN users, school district personnel and other interested parties.   The Public Forums are like on-line bulletin boards that allow you to access various topics including USPS, USAS, EIS and EMIS.  These discussions then become a resource where you and others can look for answers to specific situations or questions.

Class Description:

Registering on Forum by setting up a username and password.

Logging into Forum and reviewing the various forum topics

Searching for data in a discussion topic

How to post discussion topics and/or replies.

Viewing release notes.

Receiving email notifications of new entries in Forum

HELP SESSIONS

An entire day designated as our Help Session day.  We will schedule one hour sessions to work with you individually in the area of your choice.  You can bring your data with you if you have a specific problem you wish to work on. Or, we will provide individualized training in a specific area on a limited basis.  

“LOOK UP” PROGRAMS
EIEIO

The Extended Interface for Enquiry Input and Output is a program which provides enquiry access to the primary master files of the USAS.  It enables the user to retrieve data from:

· Current accounts

· Purchase orders

· Receipts

· Requisitions

· Checks

· Invoices

· Vendor files

· On-line calculator

EIEIO provides most of the capabilities of OHUSAS; however, it is in a form that allows greater flexibility of inquiry.

OHUSAS

OHUSAS will provide detailed displays of the information already stored in the computer.  No new data may be entered using this program; it is for display purposes only.  The program will check the validity of the request entered and print any appropriate error messages.  The desired data is then obtained from the necessary information files and printed on the screen.  The data options for OHUSAS are as

follows:

     cash balance of  funds 



reduction of expenditure

     expenditure accounts (appropriation) 

investments

     budget accounts 




appropriation modifications

     revenue accounts 




budget modifications

     purchase orders 




expense/supply distributions

     invoices 





transfers

     checks 





vendors

     receipts 





PO requisitions

     refunds 

ACTSCN

ACTSCN is a screen-formatted account maintenance program.  ACTSCN is an option located under the USASCN Maintenance Menu.  ACTSCN enables the user to: 

-view information pertaining to cash, appropriation, budget, and revenue 

 accounts

    - add cash, appropriation, budget, and revenue accounts 

     -modify cash, appropriation, budget, and revenue accounts 

     -delete cash, appropriation, budget, and revenue accounts  

     - mass-add accounts by specifying old FUND/SCC and a new FUND/SCC 

     -mass-delete cash and associated accounts 

     -activate/inactivate cash, appropriation, budget, and revenue accounts 

     -add stop/start dates to cash, appropriation, budget, and revenue accounts

SSWAT - State Software Web Access Tools

SSWAT is a web based program which allows users to view USAS data.  The program is very similar to OINQ or OHUSAS in a web browser using a point and click format.  SSWAT allows users to query USAS data on accounts, checks, invoices, purchase orders, receipts and vendors.  It also provides an option to generate spreadsheets and graphs.

Class Description:

· Navigate the SSWAT screens

· Create Queries for

· Accounts

· Checks

· Invoices

· Purchase Orders

· Receipts

· Vendors

· Generate Spreadsheets

· Create Graphs of Queries

· Generating Bookmarks

· Opportunity will be provided to allow participants to access their own 

      districts data.

Class Description:

· Access all data files using EIEIO and display information on the screen using OINQ

· Access all data files using OHUSAS and discuss the differences versus EIEIO

· Access all data files using SSWAT

· Use ACTSCN to look up budget, cash, appropriation and revenue data.  We will only cover the look up portion of ACTSCN in this class.   The USASCN class covers the add/modify/delete functions of ACTSCN.

· Use HISTSCN to look up prior year data

· Use the HISTORY files to access prior year’s databases

NEWCNT

The NEWCNT program should be used when new employee contracts are established at the beginning of the school year or when a mid-year contract is needed.  The program allows new contract data to be built ahead of time.  Using the purge feature, the new contract data can be moved over to the regular payroll files for the start of the new contract.  Mid-year contract changes can be calculated using this program prior to the payroll including the mid-year contract change.

Class Description:

· Building new contract data into NEWCNT from the Salary program

· Making changes in NEWCNT

· Review of the JOBSCN

· Mid-year contract changes calculations

· Reports generated

· Purging new contracts

PAYROLL

This class is offered for anyone who has no payroll experience or needs to brush up on their payroll skills.  The class will be hands-on generating a basic payroll.  It would be helpful for those that wish to cross-train on the payroll software.  The class will be all day.  The second class will be more helpful to those that have experience with the payroll software.  It will be more specific to certain areas of the software and certain programs.  It will be a half-day class and will not be hands-on.

Class Descriptions:

Beginning Payroll   (All day session)

· Software Overview

· USPSDAT programs

· Job Calendars/pay groups

· USPSCN programs

· ATDSCN, entering Attendance days

· Payroll Processing, hands-on

· Follow up programs/Reports

PAYROLL ROUNDTABLES

The purpose of the payroll roundtables is for payroll users to meet on a bi-monthly basis to discuss current and timely payroll  issues.  The agenda is flexible and is user driven. 

SAFARI 

Safari provides end-user data management and reporting capabilities by allowing direct access to your own data via Excel.  The product was purchased by the Ohio Department of Education for use by all OECN State Software users.    Using Safari, users can extract data when and how they want it, create labels, mail merges, etc. 

This class will be broken down into four “mini-sessions”.  All classes will be hands-on using your own district’s data.

Safari for EIS users:   This class will be beneficial to all districts that use the EIS system.  You will learn how to extract data to create your own inventory reports.  How about a report that lists Serial numbers?  Done in a few minutes with Safari.

Safari for EMIS users:  This class will be beneficial to all users that are responsible for the EMIS staff reporting.  You will learn how to extract data to create your customized EMIS reports.

Safari for USAS users:  This class will be beneficial to all USAS users.  Create vendor reports, chart of accounts report, etc. to obtain information not easily accessible with the current software reports available.

Safari for USPS users:  This class will be beneficial to all USPS users.  Create deduction reports, retirement eligibility reports, etc. to obtain information not easily accessible with the current software reports available.

Class Description:

· Create  customized reports 

· Use the auto-filter option in Excel to further define data
· Use the sort option in Excel to sort by accounts, etc.
· Use the subtotal option in Excel to subtotal reports by fund/object, etc.
· How to save a query
· Running saved queries
· Filtering data in Safari
· Accessing prior year’s database data
SALARY

The SALRPT program will build reports of salary schedule data, employee salary step data and projections of salary schedule amounts. The data in these reports is based on the information entered in USPSCN/JOBSCN and the SALARY program. 
Class Description

· Learn to access the salary program

· Add a salary schedule

· Change a salary schedule

· Delete a salary schedule

· Add employees to a salary schedule

· Create reports

· Build new contracts

· Create Salary Notices

CREATING SALARY NOTICES

SALARY PROGRAM AND SAFARI

This program will be hands-on working in your own data.  You will be building records into NEWCNT and creating your salary notices.

The SALARY program can save you a considerable amount of time and effort at new contract time.  Without the use of this program, you must enter a record for each new position using the NEWCNT program.  Using the SALARY program, you need only manually update your position records once.  At new contract time, run the option to create new contracts and the SALARY program will create NEWCNT records automatically.  If you wish, changes can be made to these newly created records using the NEWCNT program before they are posted to the JOBSCN records.  In succeeding contract periods, all you have to do is run the option to increment one step, print your salary notices and purge records over to the JOBSCN at the beginning of the next contract year.

Class Description:

· Review the benefits of using this program, what a salary schedule is and how it is calculated

· Review the SALARY program menus

· Add a salary schedule, add records in JOBSCN

· Calculate FTE’s in SALARY

· Review SALARY reports

· Build records into NEWCNT

· Create Salary Notices using MS Word and Safari

SSWAT
SSWAT is a web based program which allows users to view USAS data.  The program is very similar to OINQ or OHUSAS in a web browser using a point and click format.  SSWAT allows users to query USAS data on accounts, checks, invoices, purchase orders, receipts and vendors.  It also provides an option to generate spreadsheets and graphs.

Class Description:

· Navigate the SSWAT screens

· Create Queries for

· Accounts

· Checks

· Invoices

· Purchase Orders

· Receipts

· Vendors

· Generate Spreadsheets

· Create Graphs of Queries

· Generating Bookmarks

· Opportunity will be provided to allow participants to access their own 

      districts data.

STRS ADVANCE

This class is to start to prepare payroll users for the STRS advance.  This class will be proactive.  The first class will be held in early spring with a follow up class toward the end of May.  We want to pro-active with making sure that all STRS tape files are correct.

Class Description

· Run Step 1 of the STRSAD

· Look through the NONADV.TXT, STRSAD.RPT, STRSAD.TXT to verify the information on the reports is correct

· Start working through errors

· Learn to trouble shoot STRS Advance problems
USACERT

This program is used by treasurers to create their Certificate of Available Balances, Amended Certificate and the Appropriations Resolution.

Class Description

· Learn where to access the programs

· Learn to generate all three  reports

USASWEB

USASWEB is the replacement for REQSCN and is used to create requisition.  It is a web-based program that is user-friendly.  

Class description

· Create new requisitions

· Learn the features of USASWEB

· Delete Requisitions

· Modify Requisitions

· Print Requisitions

· View Requisitions

· Load existing requisitions into new requisitions

· Find existing requisitions

USASCN (BEGINNERS)
The USASCN  program modules are available for viewing and/or maintenance:

· POSCN is a purchase order processing, printing and maintenance program.  From this program, the user may create, delete, find, view, or print purchase orders.  Users are able to create a purchase order from a requisition created in REQSCN or PORQ.  Other features in POSCN include loading in an old purchase order for reuse, reprinting previously posted purchase orders, retaining 99 extra description lines, and storing username, date and time of purchase order entered.

· OPTSCN is used to set up your own individualized preferences for the other USASCN programs.  These settings are saved between runs of USASCN, so you do not have to set them up each time.  
· VENSCN displays vendor data.  From this screen you may add a new vendor, update an existing vendor or delete a vendor.  There is also an option to look at a vendor record without changing it.  

Class Description:

Class consists of basic exercises in each of the programs described above including a review of all the screens, creating purchase orders, loading an old purchase order, adding, modifying and finding vendors.  This class is suggested for users with no prior experience with this program.

ADVANCED USASCN  

(ACTSCN, POSCN, USASEC )

This class is intended for experienced users of the USASCN programs and for those who have successfully completed the USASCN Beginner Class.

· ACTSCN is a screen-formatted account maintenance program that replaced ACCEDT.  ACTSCN enables the user to:
· Add, modify, delete and view cash, appropriation, budget and revenue accounts
· Mass-add accounts by specifying an old FUND/SCC and a new FUND/SCC
· Mass-delete cash and associated accounts
· Activate/inactivate cash, appropriation, budget and revenue accounts
· Add start/stop dates to cash, appropriation, budget and revenue accounts
· POSCN advanced features/options include:

· Lockmode

· Set Default

· Toggle Tab

· Adding a budget account during purchase order processing

· Charging a purchase order item to more than one account

· Modifying existing purchase orders

· USASEC allows for the entry of a “security-profile” for each username.  This program allows you to:

· Enable/disable usernames to add or modify vendors through REQSCN/POSCN

· Enable/disable usernames to modify Invoice-to Address in POSCN

· Disallow/warn usernames of negative appropriation accounts

· Create a username security profile to allow/disallow access to specific funds and/or accounts

Prerequisite:  Beginning USASCN

Class Description:  Class consists of advanced exercises in each of the programs described above.  

USAS

This class was developed to assist those users that are new to the financial area or payroll users that would like to be cross-trained on financial.  It covers the basics of the following programs:

· USASDAT/USACON   Configuration Screen

· Processing Programs - USASCN/REQSCN, POSCN

· APE


· CKPROC

· RCPROC

· Maintenance Programs - USASCN/VENSCN, ACTSCN

· VERINV

· EIEIO

· VOIDCK

· RCNCLE

Class Description:

Class consists of basic exercises in each of the programs described above and general discussion in each area.  If time permits, various reports such as OUTPOS, FINANC, REVSUM & BUDSUM will be reviewed.
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