This course provides participants with a high level overview of the Beacon
project, including the change imperative, project benefits to the State, and the

General BC100 Beacon Overview None il WBT N/A N/A p pa 2 All Non-ESS roles
overall scope of the project. In addition, Shared Services processes and scope
will be covered in detail
This course provides participants the basic skills necessary to navigate in SAP
General BC110 SAP Basic Navigation None 15 WBT N/A N/A E R lnclideslonaibolonibasichcieeniiiomatiopiaccess 1 All Non-ESS/MSS roles
transactions, basic searches, describing various types of system messages and
how to obtain system help.
General BC120 Reporting Overview ey 2 WBT N/A N/A IhiscelissliovdesianioveliewlanchoasieliavioationlicuSaRER RN All SAP ERP and Bl Rpt Users
BC110 Business Information reporting.
This course provides an overview of the Bl reporting features in SAP. Topics
General BI210 BI Reporting N/A 2 WBT N/A N/A include: Deciding when to use Bl reports (versus ERP), types of reports, All SAP ERP, MSS Users
variants, as well as sorting f\lteung exporting and prm&nq report da_la.
This course provides SSC users and Core HR users with a general introduction
PA PA200 PA Overview and Display BC100 P WBT N/A N/A to processes in SAP Personnel Adr_nlnlstratlon, Included in the course are terms, All PA roles
BC110 definitions, concepts, and an overview of PA process changes including
differences between Agency roles and Shared Services roles.
Master Data Maintainer
Master Data Approver
Warnings Maintainer
Grievances Maintainer
BC100 This course is intended to provide participants with the terms, concepts, g::p:zy zg:?lst::sitive
PA PA210 PA Terms, Concepts and Display Data BC110 4 ILT 2 Month knowledge and skills associated with SAP ERP Personnel Administration as well play N A
y - , . . Performance Rating Maintainer
PA200 as displaying an employee’s personnel information. N
Performance Mass Maintenance
Special Transfers
Position Posting Maintainer
Short-Term Disability Specialist
HR Directors
BC100
BC110 This course provides the method of creating new employee data and updating A
A . : ’ ) ; . |HR Master Data Maintainer
PA PA310 Create/Maintain Employee Data PA200 16 ILT 1 Week existing employee data in SAP. Also included are discussions on how history is
HR Master Data Approver
PA210 created.
WF220
BC100
BC110
PA PA315 Create/Maintain Employee Data PA200 8 ILT 2 Month DOC Version of PA 310 DOC
PA210
WF220
BC100 A , 5 , 9 o
BC110 This course provides participants with the skills to view and update disciplinary
PA PA320 Maintain Warnings & Grievances PA200 4 ILT 1 Month warnings, view the employee’s personal information, organizational assignment, [Warnings Maintainer
PA210 and other information as necessary to complete a warning.
BC100 This class provides participants with the skills to create adjustment reasons in T = AS BasiiEies] ki ATETs
PA PA330 Create Adjustment Reasons BC110 2 WBT N/A N/A the portal. This user will usually be in a decentralized office where the HR Data 9 Y Agency
PA200 Maintainer is not present.
BC100
PA PA340 Maintain Performance Rating BC110 P WBT N/A N/A This course prm_/ldes part\t_:lpanls vvll_h the skills tq update the employee’s Performance Rat!ng Malntalne_r :
PA200 performance ratings and view organizational assignment. Performance Rating Mass Maintainer
PA210
BC100 A , 3 , 9
This course provides participants with the skills to enter a description of work
SCD (DOW), competencies, skills and abilities (KSAs), training and experience
PA PA350 Position Vacancy Posting PA200 4 ILT 1 Month L P L . Lo 9 . P Position Vacancy Posting Maintainer
PA210 requirements, posting and closing dates, and other information necessary to post|
OM200 a vacant position.
BC100
BC110 i i i i
PA PA370 Short Term Disability Yo 4 T 1 Month This cgurse provides SSC users with the skills to update Leaves of Absence with| Short Term Disability Specialist
and without leave.
PA210
BC100 . . . . . . .
This course will provide participants with the skills to hire employees from non-
EEsLy BEACON agencies, execute transfers between agencies, understand dual HR Master Data Maintainer
PA PA410 Advanced Create/Maintain Employee Data PA200 12 ILT 20r3 Month 9 ! . 9 !
PA210 employment, process a reallocation, and execute both leaves of absence and

PA310

career progressions.




This course provides Agency HR users with a high level overview of oM POS!‘!OH &0rg Un!t Redestod
OM Position & Org Unit Approver
BC100 Organization Management, structure, associated objects and info types. SAP Agency Position Funding Approver
OM OM200 Organizational Management Overview 4 ILT 2 Month training is also provided to display and analyze the organizational structure. In gency . . g AP
BC110 OSBM Position Funding Approver
addition, this course provides the training required to perform day-to-day . B o
Position Vacancy Posting Maintainer
Organization Management activities for Agencies. A P
Display Organizational Management
OM Position & Org Unit Requestor
BC100 This course will teach the student to perform position actions using the position [OM Position & Org Unit Approver
om OM210 T BC110 12 T 20r3 Month action and maintain position action transaction codes. In addition, the course Agency Position Funding Approver
9 9 9 OM200 will show the student how to display position data and search for position status. [OSBM Position Funding Approver
Applicable workflow will also be covered in this course. Position Vacancy Posting Maintainer
Display Organizational Management
BC100 This course provides the student with an understanding of the Crosswalk Agency Position Funding Approver
OM OM250 Agency Funding Approver BC110 4 ILT 1 Month between NCAS and SAP and the relationship between BEACON and Salary OSBM Position Funding Approver
WF220 Control. The class will cover Infotypes 1018, 9018, and the related workflow.
This course provides Agency Core HR users with the ability to display personnel [Display Benefits
BN BN200 Display Benefit Enroliments BC100 8 T 20r3 Month information and benefit elections. This information includes required personal Benefits Administration
play BC110 data pertaining to the employee and family, basic enroliment information for
insurance elections and benefits.
This course provides administrators with the ability to maintain employee
BC100 benefits information in SAP. This includes: managing enrollment plans for
BN BN300 Enrollment and Group Processing BC110 8 ILT In Development TBA Annual Enrollment, NC Flex Plan, State Health Plan, 401K, 457 and 403B plans. |Benefits Administration (BEST Shared Services Only)
BN200 Administrators will also be able to monitor/identify changes in insurability and
termination of plan pa ation. -
BC100 This course provides an explanation of the new payroll processes, identification
Py PY200 Payroll Overview/Process & Policy Changes |BC110 4 WBT N/A N/A [ [ NS, Bl ) G G Gl Rt TVl (M ER KGR, Gl COMER| |y oot et
Y 4 9 will provide users with a better understanding of the role of SSC with regards to Y!
Payroll Processing and support.
BC100 This course will enable Agency users to display pertinent payroll information
BC110 such as payroll results, calendars, and miscellaneous reports. Upon finishing
PY PY300 Payroll for Agencies BC120 8 ILT 2or3 Month this course, users will be able to provide agency payroll support for wage types, [Display Payroll (Agency-appointed payroll liaison)
PY200 bank details, recurring, and additional payments in addition to understanding
agency managed processes.
BC100 This course will provide participants with the skills to maintain agency related
BC110 payroll data. Information to include agency specific deductions and Payroll Administration
PY PY310 Payroll Maintainer BC120 8 ILT 2 Month supplements. This course will also include agency reports such as payroll ! .
Central Payroll Processing
PY200 results, calendars, and miscellaneous reports. In addition, this course will
provide SSC personnel with training for day to day workflow.
BC100 This workshop provides Master Data maintainers with the knowledge and skills L
Fl FI300 Master Data Workshop |sciio 4 ILT N/A N/A {0 maintain Finance Master data in SAP ERP. SSC Master Data Maintainer
BC100 This course provides users that will be working directly in SAP ERP with an Time Administrators
[T™ TM200 Time Overview BC110 1 WBT N/A N/A overview of Time Management. The course will cover BEACON policy and Leave Administrators
process changes. ESS and MSS users do not need to attend this course. SSC Time Users
™ TM210 Preliminary Material for Leave Administration [TM200 1 WBT N/A N/A Introductory material for TM310 Leave Administrators
™ TM220 Preliminary Material for Time Administration [TM200 1 WBT N/A N/A Introductory material for TM300 Time Administrators
BC100 This course provides Time Administrators with the ability to describe time roles
BC110 and responsibilities, record, review, correct, and approve time in SAP ERP.
ul TM300 Time Administration TM200 8 T 1 Week Other administrative tasks in this course include: the review of work schedules, |Time Administrators
TM220 premium pay eligibility calculations, time evaluation, review of leave limits, SSC Time Users
review of holiday balances and general payroll data reporting.
BC100 This course provides Leave Administrators with the ability to perform leave
BC110 administration in SAP ERP. Administrative tasks in this course include: the
[TM TM310 Leave Administration TM200 4 ILT 2o0r3 Month review of work schedules, time evaluation, review of leave limits, review of Leave Administrators
TM210 holiday balances, FMLA, generating absence quotas, and general payroll data
reporting.
BC100 . . .
BC110 This course will teach the student the basic processes for creating voluntary
[T™™ TM340 Voluntary Shared Leave TM200 2 WBT N/A Month Shaiedieayeidopaions ahd IS (e employees_, Wi sitraleniceat] (e Leave Administrators
TM210 to use the PAB1 transaction code to create the appropriate records for both the
TM310 donor and recipient.
This course provides participants with the skills necessary to access the ESS
system. Users will learn how to: view/modify their personal data for W-4 Tax
ESS ES200 Maintain Personal Information/Overview None 1 WBT N/A N/A Withholding, Reprint W-2s, update bank information and family ESS
member/dependent data. For Go-Live, the shared service organization will be
available to help users enter/complete required changes in the system.




This course provides Manager Self Service (MSS) users with the ability to
review and approve time, review and approve leave requests, and perform basic

k=S AT B U A ee] (=S 2 el IS IS reporting of time data. Managers from agencies that will interface their time RS
data to SAP ERP, or use manual time sheets do not need to attend this course.
i i i i i OM Position & Org Unit Requestor
BC100 This course is designed to teach the student the workflow process, including the |om Position & Org Unit Approver
(WF WF220 SAP BEACON Workflow BC110 4 LT 2o0r3 Month tasks related to both the workflow initiator and approver, as well as to Agency Position Funding Approver
demonstrate the workflow tools and inbox. OSBM Position Funding Approver
This course provides the user with a basic overview of the NCAS system,
SO NCASO01 NCAS Basics None 1 WBT N/A N/A including mainframe logon / logoff, terminology, navigation, accessing help, and |All NCAS Users
basic reporting.
In addition to providing the user with a basic overview of the NCAS system,
including mainframe logon / logoff, terminology, navigation, accessing help, and
SO NCAS04 NCAS Basics for Auditors None 8 ILT 2 Year basic reporting, this course also serves as an introduction to purchasing, Auditors
budgetary control, fixed assets, accounts payable / receivable, and OSC support
of the NCAS system
MM PCOL eenene NCAS01 4 T 6 eeET Content of this course includes: accessing the procufemgnt card module, add_mg Procurement Card Managers
APO1 or APO3 cardholders, reconciling transactions, maintenance, invoices, and agency policy.
NCASO01
APO1 or AP03 or The objectives of AP02 include: Requesting check runs, printing / recording
A (R ecouislayabicliiagadament 6 Months Exp. 8 L 2 WCEY checks, daily AP balancing, and basic information access (reports). ccolinsizayablelManagers
Content includes business process / policy overview, processing exceptions,
MM APO3 Accounts Payable Matching NCASO01 8 ILT 6 Year adjusting payments, obtaining signature verification, and manually closing Accounts Payable Mgrs / Processors
purchase order lines to invoicing
Includes all APO3 topics plus special processes (e.g. sales tax), processing and
MM APO1 Accounts Payable Overview NCASO01 24 ILT 8 Year maintenance of invoices / debit memos / credit memos, document inquiries, and |Accounts Payable Mgrs / Processors
information access (reports).
MM APO7 Accounts Payable Basics NCASO01 8 ILT 6 Year (DA Cam L (Gl TSl P EWE T, (SR Rl [ ies, [y, Accounts Payable Clerks / Mgrs
invoices, and applying kex matching concepts.
This course will teach the NCAS user to establish inventory information, )
MM INOL Inventory Management NCASO01 24 ILT TTT / Agency Support Agency replenish inventory, evaluate supply, process backorders, document numbers, Warehouse Admins / Managers
MM INO2 Inventory Accounting NCASO01 8 ILT TTT / Agency Support Agency Teache§ 2 studen} DA acccun?lng dlslrlbullgns, ENGI BTy Inventory Accountants
accounting transactions, and analyze inventory activity.
MM INO6 Usage Orders NCASO01 4 ILT TTT / Agency Support Agency Request |Introduction into usage orders, entering and approving. Requisitioners, Warehouse Clerks
MM INO7 E-Procurement Purchasing NCASO01 4 ILT TTT / Agency Support Agency Request [ 15 GRS (G matenal RN i (GRS (BT, GrEllE Warehouse Managers, Buyers, Approvers
supply, external replenishment, and reports.
MM INO5 Inventory for LEAs None 4 ILT TTT / Agency Support Agency Request |Includes the same topics covered in INO7, plus using / navigating X/NET. Textbook Coordinators
MM INO3 XPTR for Inventory None 4 ILT TTT / Agency Support Agency Request | This course includes online help, initial setup, and viewing / printing reports. Fiscal and Materials Management Staff
. Content of this course includes an overview, A/R policy, customer setup, .
MM INO4 Accounts Receivable for Inventory None 8 ILT TTT / Agency Support Agency Request  |."° . B o 9 Accounts Receivable Clerks
invoicing, cash aEEllcatlon processing inquiries, and account c\e_anup.
T FAOL Fixed Asset Basics NCASO1 4 T 4 eeET A course deg\lng with }flxed assets, speglflca\ly: entering, changing, transferring, Fixed Asset Officers
retiring, deleting, and interfacing to the fixed asset module
NCASO1 Instructs the employee in the 1099 process overview, establishing vendor 1099
MM 1099 1099 Processing APOL 8 ILT 4 Year information, making corrections, distributing / filing 1099s, withholdings, and AP Managers and Assists
othir 1099 topics.
MM 'VNO1 Vendor Processing NCASO01 6 ILT 2 Year iscoticelncidesialnalicyiivendogoreieniandldiscissoniciiatalslvpss Accounts Payable Mgrs / Processors
of vendors; e.g. employee, non-trade, e-pay, trade, and othsrs.
Comprehensive course covering such topics as: the business process overview,
GA SM01 Agency System Management NCAS01 16 ILT 6 Year EE accounl_s‘ M, GEEI ‘transacnong SHED bale_\ncmg, e Accounting Management / Various Managers
general ledger, intergovernmental transactions, recording cash receipts, and
system reports.
NCASO1 Includes the business process overview, chart of accounts structure, budget
GA Clo1 Capital Improvements SMoL 2 ILT 2 Year authorization, NCAS accounting procedures, account balancing, and information [Capital Improvement Managers
access (reports).
This course teaches the employee to establish the budget, check funds, record
BD BDO1 Budget Management NCASO01 8 ILT 6 Year transfers, process documents, run reports, and to understand the OSBM / BRS [Budget / Fiscal Officers, Accounting Management
interface process.
Teaches the student to perform an online report query, the Report Management
IA IA0L Information Access NCAS01 3 WBT N/A N/A Distribution System (RMDS), Information Expert (IE), and SmartStream All NCAS Users

Decision Support.




A |EOL Using IE in the NCAS Environment NCASO01 4 T eeET The} student will Igave the course with an understanding of the NCAS Primary NCAS IE Users
IA0L environment, basic IE concepts, IE reports, and selected advanced features.
Comprehensive course that covers such topics as: understanding the eight
A |E03 Basic IE Reporting JEOL 16 ILT Year NCAS business applications, basic |E terms, creating IE reports, the Expert |\ ¢ panort wiiters, Experienced IE Users ONLY
Language commands, maintaining the user library, and problem research /
resolution.
|EOL More complex IE topics covered: advanced data access techniques, data
IA |IE04 Advanced |IE Reporting |E03 8 ILT Year storage commands, looped commands, creating subroutines, and creating NCAS Report Writers, Experienced |IE Users ONLY
output datasets.
Upon completion of this course, the employee will understand the role of the
IA DSS-01A DSS Basics NISR 8 ILT Year PES 7 ,NCAS i nalqre @ iiiD mformanon Wi REE databgses. e Program Managers, IT Directors, End Users, CFOs
IAOL class will also cover exporting data, selecting a report, and accessing available
help and learning resources.
GT SA01 Security Admin's Workshop NCASO01 4 ILT Year (OIS TR G S S, ey SeeT) el Iuessies, e System Security Administrators

OSC security requirements.
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