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	Accounts Payable Curriculum

	

	Course Name - RWD SAP 4.6C Navigation

	Course Length:   6 hours

	Instructional Method:  Web Based Training

	Description: RWD SAP 4.6C Navigation is a Web Based Training (WBT) course.  This WBT will provide an overview of the SAP system using generic examples and data.  Information in this course will provide end-users with a foundation to use SAP 4.6 in their roles.  This course will contain modules on SAP Navigation, SAP Reporting, and additional SAP features (SAP Help, Using Matchcodes, and Using T-Codes).   

	

	Course Name -- Invoice Processing in Materials Management (MM) 

	Course Length:  3 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  IPM

	Description:  This course will focus on the processes to enter invoices into SAP.  Specifically, end-users will learn the processes used for payments for contracts/purchase orders.  End-users will learn the process to ensure that invoices are ready for routing and approval and the activities to process commercial invoice in SAP through MM before payment is made.  The module will focus on the activities to handle invalid invoices, the process for validating invoices, how to Return/Reject an Invoice, and how to post invoices which creates the SGL (Standard General Ledger) entries. 

	

	Course Name -- Invoice Processing in Financial Accounting (FI)

	Course Length:  2 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  IPF

	Description:    This course will focus on the processes to enter invoices through FI (Financial Accounting) in SAP.  Specifically, end-users will learn the processes used for miscellaneous type Invoices, for a simultaneous Commitment Obligations Cost and Disbursement (COCD) payments where no Contract or Purchase Order exists.  This module will focus on the activities to handle valid invoices, invalid invoices, park invoices, and post invoices.   In addition the end-user will learn the process to create a payment proposal, edit the proposal, skip an account and block a payment from the proposal.

	

	Course Name -- Processing Payments through Treasury

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  PPT

	Description:   This module will focus on the steps to process payment schedules through Treasury, including how to validate the payment proposal, and execute a payment run.  Within this module, end-users will be taught how to skip (remove) or block an invoice from the payment proposal, and how to execute the payment run file for submission to Treasury.   End-users will also learn how to post payments that have been confirmed by Treasury.

	

	Course Name - Vendor Master

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  VM

	Description:  The Vendor Master course will focus on the activities/tasks to approve changes to the Remit-To Vendor Master Data, the process to ensure all Remit-To Vendor Master Data is correct, and the process to Verify Bank Master Data.

	

	Course Name -  Intra-Governmental Payment and Collection Processing (IPAC) Processing 

	Course Length:  2 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  IPA

	Description:  This module will instruct end-users on how the interface works, how to record Intra-Governmental Payment and Collection (IPAC) transactions, how to enter invoices and adjustments into IPAC, how to resolve issues associated with the error log, and how to post IPAC transactions.  

	

	Report Generation -- Accounts Payable

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  RPG

	Description:  In this session, end-users will learn how use SAP to design and run standard financial reports, develop custom financial reports, and create cost and performance measurement reports.  This course will also provide end-users with specific functional area report generation information.  In addition, end-users will be introduced to the Business Warehouse (BW) Interface and learn how to execute BW reports, queries, and drill-downs.

	

	WBT Module:  Bankcard Reports

	Course Length: 2 hours

	Instructional Method:  Web Based Training

	Abbreviation:  BR

	Description:  In this module, end-users will learn how to generate reports for auditing purchases and perform audit functions (review of bankcard purchases for adherence to agency and center bankcard program policies and regulations).

	

	WBT Module:  Travel Authorization and Payment Processing

	Course Length: 4 hours

	Instructional Method:  Web Based Training

	Abbreviation:  TAP

	Description:  The Travel Authorization and Payment Processing module will teach end-users:  the process for entering approved Travel Order Documents into SAP; the procedures used to process travel vouchers, travel advances, and other invoices related to travel; how to process JV accruals for travel commencing in one month and ending in another; the process for posting vouchers/travel invoices and advances (Down Payment Request) in the system; and run the payment proposal for travel payments.


	Accounts Receivable Curriculum

	

	Course Name - RWD SAP 4.6C Navigation

	Course Length:  6 hours

	Instructional Method:  Web Based Training

	Abbreviation:  RWD

	Description:  RWD SAP 4.6C Navigation is a Web Based Training (WBT) course.  This WBT will provide an overview of the SAP system using generic examples and data.  Information in this course will provide end-users with a foundation to use SAP 4.6 in their roles.  This course will contain modules on SAP Navigation, SAP Reporting, and additional SAP features (SAP Help, Using Matchcodes, and Using T-Codes).  

	

	Course Name - Customer Payment Processing 

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  CPP

	Description:  This course will address the analysis and processing of payments received by paper check.   IPAC and other electronic means of analysis and processing will only be briefly mentioned in this course.  End-users will learn how to use SAP to:  1) Record down payments and other identified unbilled payments received  2) Post/apply payments to open items (partial or full payment)  3) Process unidentified payments received.  Additionally the course will address the steps to take when a Non-Sufficient Funds (NSF) check is received for the following:  1) A check previously applied and cleared against an open item  2) A check previously applied to an unbilled amount.  Note:  Payment information received from CashLink will be downloaded as it is today (e.g., outside of SAP.  Currently there is no interface requirement for CashLink, but there are plans to get CashLink “talking” to SAP’s LockBox functionality in the near future); the information will be analyzed and processed, much the same way as a paper check received.  For payments automatically applied to open items, IPAC entries will be checked for accuracy.  For payments flagged/recorded as suspense, these IPAC entries will be analyzed for further 
processing.  Transaction codes will be different for these scenarios.  

	

	Course Name - Customer and Account Management 

	Course Length:  

	Instructional Method:  Instructor Led Training

	Abbreviation:  CAM

	Description:  This course will be comprised of three modules targeted for specific end-users within Accounts Receivable.  The focus of this course will be to provide end-users with details on how to manage and process customer accounts. 

	

	Module 1:  Apply Statistical Charges to Orders

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  ASO

	Description:  In this module, end-users will learn how to verify costing sheets and overhead keys, create and update a sales order, and calculate statistical charges for sales orders.  

	

	Module 2:  Reimbursable Processing

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  RP

	Description:  In this module, end-users will learn how to record fixed dollar amounts of depreciation charges and contract administration in order to update project systems.  End-users will also learn how to create billing requests, and process billing due lists.  Additionally, end-users will learn how to liquidate down payments and execute the bill generation process.

	

	Module 3:  Receivables/Account Management

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  RPA

	Description:  In this module, end-users will focus on the overall debt management process, including how to analyze delinquent bills.  Specifically, this module will teach end-users how to establish and record allowances for doubtful accounts, and write-off bad debts.  End-users will also learn how to block debts from calculating interest and penalty during the scheduled dunning process.  End-users will learn how to manage debt transferred to Treasury.  They will transfer debt as necessary to other sub-processes for subsequent processing or take appropriate action on debt returned, collected or adjusted by Treasury.  

	

	Course Name - Financial Report Generation - Accounts Receivable

	Course Length:   4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation: RGR

	Description:  In this course, end-users will learn how to run standard reports and custom reports.  This course will also provide end-users with specific Accounts Receivable report generation information in both SAP R/3 and BW.

	

	WBT Module:  Customer Maintenance 

	Course Length:  3 hours

	Instructional Method: Web Based Training

	Abbreviation: CM

	Description:  In this module, end-users will learn how to create, update, block, and archive customer information records.

	

	WBT Module:  Collection and Deposit Processing

	Course Length:  2 hours

	Instructional Method:  Web Based Training

	Abbreviation: CDP

	Description:  In this module, end-users will be instructed on how to record paper checks into the system, prepare deposit tickets, and prepare collection/deposit logs.  In addition, end-users will learn how to manually download IPAC from Treasury to SAP interface. 

	

	WBT Module:  Non-Reimbursable Processing

	Course Length:  4 hours

	Instructional Method: Web Based Training

	Abbreviation: NRP

	Description:  In this module, end users will learn how to create Accounts Receivable invoices and correspondence/bills after receiving a notice of indebtedness or an increase in interest/penalty charges.  End users will learn how to reverse invoices for situations where incorrect amounts were billed to the customer.  In addition, end users will learn how to initiate the IPAC process to pull funds from federal customers’ accounts to pay IPAC invoices.In addition to creating regular invoices, end users will also learn how to create two special types of receivables (e.g., an installment and a recurring entry).  An installment will be used when a customer cannot pay debt in full (e.g., agreement between customer and NASA).  A recurring entry will be used when the customer is an employee who is not in a pay status and is incurring debt to NASA (e.g., health insurance).


	Budget Execution Curriculum

	

	Course Name - RWD SAP 4.6C Navigation

	Course Length:  6 hours

	Instructional Method:  Web Based Training

	Abbreviation:  RWD

	Description:  RWD SAP 4.6C Navigation is a Web Based Training (WBT) course.  This WBT will provide an overview of the SAP system using generic examples and data.  Information in this course will provide end-users with a foundation to use SAP 4.6 in their roles.  This course will contain modules on SAP Navigation, SAP Reporting, and additional SAP features (SAP Help, Using Matchcodes, and Using T-Codes).

	

	

	Course Name - Budget Execution

	Course Length:  

	Instructional Method:  Instructor Led Training

	Abbreviation:  BE

	Description:   This course will be comprised of four modules targeted for specific end-users within Budget Execution. It focuses on the processes and procedures for maintaining NASA's budgetary and cost data in the SAP system.

	

	Module 1:   Budget Structure

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  FOM

	Description:  In this module, end-users will receive: in-depth details of the NASA coding structure within Funds Management (FM), information about the creation and maintenance of fund centers; and details of the fund center hierarchy, fund center classifications and FM fund center derivation 

	

	Module 2:  Budget Funds Management

	Course Length:  6 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  RA

	Description:   In this module, end-users will learn how to establish and maintain Appropriations, Apportionment, Allotment, and Budget Authority for the various levels of funds distribution.  This will include the activities at the Agency, Enterprise, and Center levels.  

	

	Sub-Module 1:   Agency Level Funds Management

	Description:   In this topic, end-users will be presented with the funds distribution procedures and functionality at the Agency Level.  

	

	Sub-Module 2:   Enterprise Level Funds Control

	Description:   In this topic, end-users will be presented with the funds distribution procedures and functionality at the Enterprise level.

	

	Sub-Module 3:   Center Level Funds Control

	Description:   In this topic, end-users will be presented with the funds distribution procedures and functionality at the Center level.

	

	Module 3:  Project System Management

	Course Length:  6 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  CR

	Description:  In this module, end-users will learn how to manage, establish, and maintain project structures.  This includes display of existing project structures, create new Project/WBS element structures, change Project/WBS elements, create/change Network and Activity structures, and create/change appropriate derivation rules.  

	

	Module 4:  Reimbursable Resource Management

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  RRM

	Description:  In this module, end-users will learn how to manage budgetary resources and project structures for cost collection for reimbursable projects.  This includes establishing or maintaining the following: Reimbursable authority at the Agency/Center levels; Funds Reservations for reimbursable orders; and Project/WBS Element structures.  

	Course Name - Operating and Phasing Plans

	Course Length: 

	Instructional Method:  Instructor Led Training

	Abbreviation:  OPP

	Description:   This course will provide end-users with information on how to create and update operating and phasing plans. 

	

	Module 1:  Operating Plans

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  OP

	Description:   This course will provide end-users with information on how to record and revise operating plans.

	

	Module 2:  Phasing Plans

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  PHP

	Description:   This course will provide end-users with information on how to record and revise phasing plans.

	

	Course Name - Report Generation - Budget Execution

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  RGB

	Description:  In this session, end-users will learn how use SAP to design and run standard financial reports, develop custom financial reports, and create cost and performance measurement reports.  This course will also provide end-users with specific functional area report generation information.  In addition, end-users will be introduced to the Business Warehouse (BW) Interface and learn how to execute BW reports, queries, and drill-downs.


	Cost Management Curriculum

	

	Course Name - RWD SAP 4.6C Navigation

	Course Length:  6 hours

	Instructional Method:  Web Based Training

	Abbreviation:  RWD

	Description:  RWD SAP 4.6C Navigation is a Web Based Training (WBT) course.  This WBT will provide an overview of the SAP system using generic examples and data.  Information in this course will provide end-users with a foundation to use SAP 4.6 in their roles.  This course will contain modules on SAP Navigation, SAP Reporting, and additional SAP features (SAP Help, Using Matchcodes, and Using T-Codes). 

	 

	Course Name - Cost Management

	Course Length:  

	Instructional Method:  Instructor Led Training

	Abbreviation:  CMG

	Description:  This course will be comprised of four modules targeted for specific end-users within Cost Management. It will focus on creating and maintaining cost centers and cost elements, maintaining the hierarchies, and provide procedures for creating and maintaining Contractor Cost Reports. 

	

	Module 1:  Cost Center Maintenance and Reporting

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  CMR

	Description:  In this module, end-users will learn how to create and maintain cost centers, cost center groups, secondary cost elements, and cost element groups. This module will also explain how to maintain the Standard Hierarchy.  Additionally, the module will detail the steps for creating and maintaining statistical internal orders and internal order groups for NASA Function Codes for both internal and external reporting.

	

	Module 2:  Contractor Cost Report (CCR) Administration

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  CCR

	Description:  In this module, end-users will learn how to create and maintain the CCR/FCS crosswalk, post the contractor estimates for dollars and hours, execute accrual generation, and analyze and adjust the contractor cost accrual worksheet. In addition, end-users will learn how to record and maintain plan and actual consumption data.

	

	Module 3: Cost Accrual Processing

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  CAP

	Description:  This module will cover the financial activities related to Cost Accrual Processing.  Included are the transferring, analyzing, and posting of cost accruals from the Straight-line Cost Accrual Extension, the Contractor Cost Report (CCR) Extension, and the Internal Service Order Processing Extension.  Additionally, this module will detail the procedures to follow when costs exceed obligations, how to record adjustments and reversals, the process for recording cost transactions using the Goods Receipt/Service Entry Screen for updating miscellaneous costs, and manually changing costs previously entered.

	

	Course Name - Internal Service Order Processing

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation:  ISO

	Description:  In this module, end-users will learn how to analyze Internal Service Order Cost and Generate Allocation Transactions associated with Carrier Account funding. In particular, end-users will learn how to create and maintain the ISO/FCS Crosswalk Table, input and validate ISO Report detail, generate ISO Worksheet, verify and adjust results of Prior Month Adjustments, Accruals, Workforce Calculations and Fund Availability, and transfer ISO Transactions not to exceed the current fund limit amount.

	

	Course Name - Assessment Cycles

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation: AC

	Description:  In this course, end-users will learn the process for creating and maintaining assessment cycles, including segment definitions and analyzing costs.  They will be taught how to process cost allocations after validating statistical data and how to reverse allocations or adjust transactions, when required.  Moreover, end-users will learn how to process assessments, process assessments in test, and reverse assignments.  Additionally, the instruction will explain how to create and maintain segments.  Information on the budgetary effects of assessment will also be included in this course.

	

	Course Name - Report Generation - Cost Management

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation: RGC

	Description:  Description:  In this session, end-users will learn how use SAP to design and run standard financial reports, develop custom financial reports, and create cost and performance measurement reports.  This course will also provide end-users with specific functional area report generation information.  In addition, end-users will be introduced to the Business Warehouse (BW) Interface and learn how to execute BW reports, queries, and drill-downs.

	

	WBT Module:  Goods Receipt/Acceptance

	Course Length:  2 hours

	Instructional Method:  Web Based  Training

	Abbreviation: GR

	Description:  In this module, end-users will learn how to verify that goods and services are delivered and how to record the receipt of goods and services. This module will also address how to display procurement documents, perform the delivery acceptance process, and perform acceptance transactions.

	 

	WBT Module: Journal Voucher (JV) Processing

	Course Length:  2 hours

	Instructional Method:  Web Based  Training

	Abbreviation: GLP

	Description:  After an introduction discussing the SAP General Ledger and the role of journal vouchers in the system, participants will be shown how to access JVs via menu paths and transaction codes. They will be instructed on how to post, park, hold, change and reverse journal vouchers in the SAP system, as well as how to use account assignment models and recurring entry templates.


	Purchasing Curriculum

	

	Course Name - RWD SAP 4.6C Navigation

	Course Length:   6 hours

	Instructional Method:  Web Based Training

	Description:  RWD SAP 4.6C Navigation is a Web Based Training (WBT) course.  This WBT will provide an overview of the SAP system using generic examples and data.  Information in this course will provide end-users with a foundation to use SAP 4.6 in their roles.  This course will contain modules on SAP Navigation, SAP Reporting, and additional SAP features (SAP Help, Using Matchcodes, and Using T-Codes).

	

	Course Name - Purchasing 

	Instructional Method:  Instructor Led Training

	Abbreviation: PUR

	Description: This course is composed of four modules.  It will focus on an overview of the purchasing  process and will provide in-depth information on contracts and Request For Quotation (RFQ).

	

	Module 1:  Contracts/ Purchase Order Processing

	Course Length:  8 hours

	Instructional Method:  Instructor Led Training

	Abbreviation: CON

	Description:  In this module, end-users will focus on the Purchase Order window.  Within this window, end-users will learn the processes and procedures associated with awarding contracts (e.g., contracts, grants, cooperative agreements, purchase orders, task/delivery orders).  End-users will also be taught the processes and procedures to create contractual documents: specifically, the activities associated with preparing, completing, canceling, and distributing contractual documents.  End-users will learn how to process award documents; how to determine when a Task Orders/Delivery Orders (TO/DO) is required; and actions that relate to a TO/DO.  

	

	Module 2:   Indefinite Delivery Indefinite Quantity (IDIQs), Blanket Purchase Agreements (BPAs), and Basic Ordering Agreements (BOAs) Processing

	Course Length:  3 hours

	Instructional Method:  Instructor Led Training

	Abbreviation: IBB

	Description: In this module, end-users will focus on Indefinite Delivery Indefinite Quantity (IDIQs), Blanket Purchase Agreements (BPAs), and Basic Ordering Agreements (BOAs) Processing within the outline agreement window.  Within this window, end-users will learn the processes and procedures associated with awarding contracts (e.g., IDIQ contracts, BOAs, and BPAs).  End-users will be taught the processes and procedures to create contractual documents, specifically, the activities associated with preparing, completing, canceling, and distributing contractual documents.  End-users will also learn how to process award documents.  In addition, end-users will learn how to determine when a TO/DO is required and what actions relate to a TO/DO.

	

	Module 3:  Contracts / Purchase Order Administration

	Course Length:  3 hours

	Instructional Method:  Instructor Led Training

	Abbreviation: COP

	Description:  In this module, end-users will learn how to verify and obtain funding, prepare and issue bilateral and unilateral modifications, distribute and cancel modifications, and prepare novation agreements.   In addition, end-users will be taught how to monitor the performance of a contract/order to ensure the requirements of the contract/order are being fulfilled.  Within this module, end-users will also learn how to analyze NF 533 reports to monitor timeliness of submissions and look for projected overruns.  The process to retire a contract by ensuring that all purchasing documents related to it are closed will be addressed, and end-users will learn how to ensure that commitments, obligations, costs, and disbursements are equal at the end of a contract.

	

	

	Module 4:  Request For Quotation/Quotation 

	Course Length:  3.5 hours

	Instructional Method:  Instructor Led Training

	Abbreviation: RFQ

	Description:  In this module, end-users will learn the processes and procedures associated with performing pre-solicitation activities, soliciting offers, and evaluating offers.  Within this module, end-users will be taught how to assign buyers, within the procurement organization, to a requisition to initiate the procurement process.  End-users will also learn how to identify the type of procurement (i.e. simplified acquisition, mid-range, grant, or cooperative agreement) that is necessary for an acquisition.  In addition, the process to prepare presolicitation documents, prepare solicitiations, draft a Request For Proposal (RFP), and display solicitations in the system will be addressed. Moreover, end-users will learn how to prepare solicitation documents and route them for approval within the Procurement organization.  

	

	

	Course Name -  Purchasing Report Generation

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation: PRG

	Description:  In this session, end-users will learn how use SAP to design and run standard financial reports, develop custom financial reports, and create cost and performance measurement reports.  This course will also provide end-users with specific functional area report generation information.  In addition, end-users will be introduced to the Business Warehouse (BW) Interface and learn how to execute BW reports, queries, and drill-downs.

	

	Course Name - Requisitions

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation: RQI

	Description:  During this course, Requisitioners will learn how to plan and initiate purchase requests.  In order to plan a purchase request, the end-user will be taught how to identify vendors in the system, review procurement history, and evaluate other government mass-buy contracts.  This course will also teach Requsitioners how to create, change, and attach prepared supporting documents (e.g., Justification for Other Than Full and Open Competition (JOFOC), evaluation criteria, government estimates, the Statement of Work, SPECs, and Contract Data Requirements Lists (CDRLs)) to the purchase requisition.  In addition, Requisitioners will learn how to track status of their purchase requisitions and subsequent resulting documents from the initiation of the request through receipt of delivery and payment.  Requisition Approvers will learn how to approve and reject purchase requisitions.

	

	WBT Module:  Bankcard Reports

	Course Length: 2 hours

	Instructional Method:  Web Based Training

	Abbreviation:  BR

	Description:  In this module, end-users will learn how to generate reports for auditing purchases and perform audit functions (review of bankcard purchases for adherence to agency and center bankcard program policies and regulations).

	

	WBT Module:  Bankcard Coordinator Processing

	Course Length: 2 hours

	Instructional Method:  Web Based Training

	Abbreviation:  BCP

	Description:   In this module, end-users will learn how to set up and maintains accounts for Cardholders and Bankcard Approving Officials.   End-users will be taught the process for reviewing the bankcard system for unreconciled bankcard statements; tracking unreconciled bankcard statements and prompting bankcard holders to reconcile outstanding bankcard statements.  End users will learn how to download transaction files sent by the bank to bankcard holders for reconciliation. Additionally, this course will teach end-users how to import transaction data and generate reports.

	

	WBT Module: Requisitions

	Course Length:  4 hours

	Instructional Method:  Web Based Training

	Abbreviation:  RQW

	Description:  During this course, Requisitioners will learn how to plan and initiate purchase requests.  In order to plan a purchase request, the end-user will be taught how to identify vendors in the system, review procurement history, and evaluate other government mass-buy contracts.  This course will also teach Requsitioners how to create, change, and attach prepared supporting documents (e.g., Justification for Other Than Full and Open Competition (JOFOC), evaluation criteria, government estimates, the Statement of Work, SPECs, and Contract Data Requirements Lists (CDRLs)) to the purchase requisition.  In addition, Requisitioners will learn how to track status of their purchase requisitions and subsequent resulting documents from the initiation of the request through receipt of delivery and payment.  Requisition Approvers will learn how to approve and reject purchase requisitions.

	

	WBT Module:  Bankcard Purchases and Desktop Receiving

	Course Length: 2 hours

	Instructional Method:  Web Based Training

	Abbreviation:  BPR

	Description:  In this module, end-users will learn how to:  verify availability of funds; make and record purchases; display the purchase record; record a goods receipt; and verify that goods were received.  End-users will learn the desktop delivery procedures for receiving, accepting, and rejecting deliverables. Additionally, end-users will learn about which reports are associated with bankcard purchases and desktop receiving. 

	

	WBT Module:  Bankcard Central Receiving

	Course Length: 2 hours

	Instructional Method:  Web Based Training

	Abbreviation:  BCR

	Description:  In this module, end-users will learn the processes and procedures for physically receiving and verifying that goods or services have been delivered.  End-users will also be taught how to display the record of purchase and record the receipt of goods or services against the record of purchase.  End-users will also learn about the reports associated with bankcard central receiving.

	

	WBT Module:  Purchasing Approval Processing

	Course Length:  2 hours

	Instructional Method:  Web Based Training

	Abbreviation:  PAP

	Description:  In this module, end-users will learn how to display a purchase record, verify availability of funds, and approve/disapprove the invoice.  End-users will also learn the procedure to process the final invoice before the contract is closed.

	

	WBT Module:  Goods Receipt/Acceptance

	Course Length:  2 hours

	Instructional Method:  Web Based Training

	Abbreviation:  GR

	Description:  In this module, end-users will learn how to verify that goods are delivered and how to record the receipt of goods within SAP; they will learn how to perform acceptance or reverse acceptance of Goods; as well as learn how to reject Goods that have been delivered. 

	

	WBT Module:  Master Maintenance 

	Course Length: 4 hours

	Instructional Method:  Web Based Training

	Abbreviation:  MM

	Description:  In this module, end-users will focus on how to create and maintain the Vendor Master files and how to create and maintain Material Master files.  Also, end-users will learn how to create the Basic Data, Sales, and Accounting views within a material master record.  In this module, end-users will be taught to recognize when templates for simplified acquisitions, grants, and cooperative agreements should be added to documents in SAP.  End-users will be familiarized with the most current versions of federal procurement policies and regulations to maintain template accuracy.  In addition, end-users will learn how to create/maintain templates in the system and how to tie templates to documents within the system.


	Standard General Ledger Curriculum

	

	Course Name - RWD SAP 4.6C Navigation

	Course Length:   6 hours

	Instructional Method:  Web Based Training

	Description:  RWD SAP 4.6C Navigation is a Web Based Training (WBT) course.  This WBT will provide an overview of the SAP system using generic examples and data.  Information in this course will provide end-users with a foundation to use SAP 4.6 in their roles.  This course will contain modules on SAP Navigation, SAP Reporting, and additional SAP features (SAP Help, Using Matchcodes, and Using T-Codes).

	

	

	Course Name - Standard General Ledger

	Course Length:  

	Instructional Method:  Instructor Led Training

	Abbreviation: SGL

	Description:  This course will focus on administering and maintaining the Standard General Ledger in accordance with NASA processes and procedures. 

	

	

	Module 1: SGL Closing Process

	Course Length:  8 hours

	Instructional Method:  Instructor Led Training

	Abbreviation: FM

	Description:   In this module, end-users will learn how to perform certain steps of the SGL closing process in SAP.  They will learn to execute the tasks involved in five aspects of the closing process: periodic processing, Treasury pre-closing, external reporting, financial closing, and system closing.  The tasks that will be demonstrated include executing trial balances, closing accounts, generating external reports, and executing budget and commitment carry-overs.

	

	Module 2: Standard General Leger (SGL) Master Data

	Course Length:  7 hours

	Instructional Method:  Instructor Led Training

	Abbreviation: GL

	Description:  In this module, end-users will learn how to perform master data maintenance tasks for the standard general ledger (SGL) in SAP. They will learn to execute the processes necessary to maintain the SGL chart of accounts and manage master data elements, including applications of funds, funds, commitment items, and primary cost elements. In addition, this module will describe the steps to create and change accounting templates in SAP, including account assignment templates and recurring entry templates.

	

	Course Name - Financial Report Generation 

	Course Length:  4 hours

	Instructional Method:  Instructor Led Training

	Abbreviation: RGL

	Description:  In this course, end-users will learn how to run standard reports and custom reports.  This course will also provide end-users with specific SGL report generation information in both SAP R/3 and BW.

	

	WBT Module: Journal Voucher (JV) Processing

	Course Length:   2 hours

	Instructional Method:  Web Based Training

	Abbreviation: GLP

	Description:  After an introduction discussing the SAP General Ledger and the role of journal vouchers in the system, participants will be shown how to access JVs via menu paths and transaction codes. They will be instructed on how to post, park, hold, change and reverse journal vouchers in the SAP system, as well as how to use account assignment models and recurring entry templates.
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