DGS FI$Cal End User Frequently Asked Questions

Q1: Why am I receiving the ABMS Weekly Training Report?

A: You are receiving the report because you have been identified by your office as a
DGS FI$Cal End User. If you believe this is in error, reach out to your FI$Cal office
contact whose name can be found HERE.

Q2: How do | access the training referenced in the ABMS Weekly Training
Report?

A: You should have received a “welcome letter” email from the FI$Cal CMO
(fiscal.cmo@fiscal.ca.gov) with information and instructions for logging into your FI$Cal
Training Academy (FTA) account and for viewing your “learning path” in order to take
web-based training, (WBT) and to enroll in instructor-led training, (ILT) sessions. A
modified version of the welcome letter follows:

“Hello DGS FI$Cal End User,

Welcome to the FI$Cal Training Academy (FTA). The FTA is the learning portal for your
FI$Cal System training. You have been identified by the Department of General
Services (DGS) as a 2016 DGS ABMS Release participant. Before you log into the
FTA, please read the attached Getting Started guide that illustrates how to enroll in the
courses on your Learning Path. After reviewing this document, please enroll in all
required courses within your Learning Path. Please take prerequisite courses FS101
and FS102 first. These are introductory courses that give an overview of the FI$Cal
System and training.

Please note the following information which is needed to access the FTA. If you already
have an account please use your current password.

http://mss.netdimensions.com
Username: fn.In@dgs (format is first name.last name@DGS)
Password: welcome

You will be asked to change your password the first time you login.

We look forward to your participation in the FTA. If you have any questions you can
contact your department's training liaison, Dana Porter or the Change Management
Office, Training Unit at fiscal.cmo@fiscal.ca.gov. Also if you need to request a
reasonable accommodation, please contact us at fiscal.cmo@fiscal.ca.gov.

Thank you.”


http://documents.dgs.ca.gov/hr/dgsu/DGS-FI$Cal-Role-Mapping-Office-Contacts.xlsx
mailto:fiscal.cmo@fiscal.ca.gov
http://mss.netdimensions.com/
mailto:fn.ln@dgs
mailto:fiscal.cmo@fiscal.ca.gov
mailto:fiscal.cmo@fiscal.ca.gov
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This is the “Getting Started Guide” attachment that comes with the welcome email with
instructions for navigating to your learning path. It also includes a nice graphic of a
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i Getting Started. pdf
learning path example: = 0P

: What does the “-S” suffix mean in the organizational identifier (i.e., FMD-S) in
the ABMS Weekly Training Report spreadsheet?
A: The -S indicates the individual is located in Southern, CA.

Q4: | have taken web-based training modules but none of them are showing as
“100%” completed. Why is this?

A: The likelihood here is that you have not actually fully completed the training. In
order for a web-based training module to show as 100% completed, you must complete
all phases of the training, including:

e Seeit
o Tryit
e Know it

e Course evaluation
If you believe you have completed all phases of the training, please email the FI$Cal
CMO (fiscal.cmo@fiscal.ca.gov). They have the ability to see your status for the
module(s) in question and can tell you what you may not have finished.

Q5: How do | take training in FTA?

A: In order to take training in the FI$Cal Training Academy (FTA) online training tool,
you must first login to your FTA account. From there, you can navigate to training in
multiple ways:

e View your learning path by letting your mouse pointer hover over “Career
Development” in the menu bar that runs across the banner at the top of the page:

Cal
. FISCAL: TRANSPFPA

ing

demy

ome  Training Records | Catalog | Career Development | Review . .
This will

expand a vertical menu and you’ll see “Learning Path” at the bottom. Click on
Learning Path and you’ll see something like this:


mailto:fiscal.cmo@fiscal.ca.gov

DGS FI$Cal End User Frequently Asked Questions

Learning Path

The learning path provides a visual representation of learning items currently assigned to you via training plans or as Completed

a part of job position requirements. For courses still requiring action on your part, you may click on the title to enroll

in the required training. A recommended completion sequence, based on due date and priority, is shown. In Process
Needs Action

=l Collapse All )
Optional

Training Plan

Fl$Cal Standard User

Q o F5101 — Introduction F5102 - AICal RPT101 - Reporting
_— to A$Cal Navigation: Accting, (Optional)
Cash__
© 0 © 0 © 0
& Fs101- ) FS102 - FISCal i RPT101 - FISCal
Introduction to Navigation: Reporting WBT
FI$Cal WBT Accting, Cash... °

Note that this is not a complete learning path and yours may differ. This is just
an example. From here, you can either enroll in an Instructor-Led training (which
will appear as a white box with a college cap icon), or launch a Web-Based
training (which will appear as a pink box with a globe icon). Yellow boxes
indicate a session in-process as you can see from the legend.

If you know what training you are mapped to and want to go directly to it, you can
simply type the class number into the search engine after logging into FTA:

PORTER Dana | Settings | Hel/' | Logout

Cal

ining FISCAL: TRANSPARENCY. ACCURACY. INTEGRIZY.

PG101 x
demy

Home | Training Records | Catalog Career Development  Review

After typing the class number, hit “enter” or click search (the magnifying glass)
and your results will load:
Search

Keywords: | PO101 Search

| earmng veRwE
e
Learning Module

PO101 - Introduction Requisitions, POs, and Receiving ILT

Learning Type: Classroom

In catalog(s): FI$Cal/Procurement

Lesson 1: Introduction to Purchasing - Introduction to Purchasing Lesson 2: Overview of Purchasing Processes -
Creating a basic requisition (abbreviated) - Creating a PO by copying a requi...

PO101 - Introduction Requisitions, POs, and Receiving WBT

Learning Type: Online

In catalog(s): FI$Cal/Procurement

Lesson 1: Introduction to Purchasing - Intreduction to Purchasing Lesson 2: Overview of Purchasing Processes -
Creating a basic requisition (abbreviated) - Creating a PO by copying a requi...

The class titles are hyperlinks and you can either launch WBT or enroll in IBT.
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Q6: How do | enroll in FI$Cal training at DGS?

A: See the previous question immediately above for navigating to your learning path, or

searching for the desired class. Enrolling in training refers to instructor-led sessions.
To navigate via your learning path, locate the class number in a white box with the

college cap icon:

PO Buyer
| |
[~ ] 0 PO101 - PO122 - Processing P0123 — Additional
Introduction Purchase Orders PO Processes
Requisitions, POs, _..
& PO101 - & PO122- i PO123 -
Introduction Processing Additional PO
Requisitions, Purchase Orders Processes WET
POs, ... ILT
{Optional) o {Optional) i ]
&) PO101 - i) PO122 -
Introduction Processing
Requisitions, Purchase Orders
POs, ... 0 WET 0

Then click on the class title in the white box. This will open a separate window where
you will see a list of available scheduled sessions. Click the “enroll” button adjacent to
the desired session to be enrolled. Afterwards, you'll receive an email confirmation of
your enroliment from FTA.

When searching for the class to enroll in, you'll see the available class sessions and
WBT in the results:

Search

Search |

Learning Module

PO101 - Introduction Requisitions, POs, and Receiving ILT

Learning Type: Classroom

In catalog(s): FI$Cal/Procurement

Lesson 1: Intreduction to Purchasing - Intreduction to Purchasing Lesson 2: Overview of Purchasing Processes -
Creating a basic requisition (abbreviated) - Creating a PO by copying a requi...

PO101 - Introduction Requisitions, POs, and Receiving WBT

Learning Type: Online

In catalog(s): FI$Cal/Procurement

Lesson 1: Introduction to Purchasing - Introduction to Purchasing Lesson 2: Overview of Purchasing Processes -
Creating a basic requisition (abbreviated) - Creating a PO by copying a requi...

Clicking the ILT title will open the same exact window as when you navigate from your
learning path. Follow the same steps to enroll.

Continued on next page...
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Q7: What training can | take if 'm a “View Only” user?

A: As a View Only user, you only need to take two web-based modules under “FI$Cal
Standard User, called FS101 — Introduction to FI$Cal and FS102 — FI$Cal Navigation:
Accting, Cash Mgmt, and Procurement.

 FA$Cal Standard User
| ‘ |
[~ ] o F5101 — Introduction F5102 - FAI$Cal
' to FI$Cal Mavigation: Accting,
Cash__.
- (i e i
@ Fs101- @) F5102 - FISCal

Intreduction to Navigation:
FISCal WBT Accting, Cash...

Q8: 1think I've finished my WBT module, but it still shows less than 100%
completed. Why?

A: In order to receive 100% credit for each course you must make sure to click on
every concept and section on the left hand side of the course module and complete all
See It, Try It and Know It elements. Know It must be passed with 70% or higher.

1} NetDimensions Talent Suite - Google Chrome ESIEEEE
1 mss.netdimensions.com/mss/servlet/ekp?TX=COURSETEMPLATEFRAME&transcriptid=EKP002457398&itemId=T_ac3bd69c-b899-4f2c-8b74-2382¢
FS101 - Introduction to || /s at=met Compieted = ? 9
Fi$Cal
b |Seam Ty *
b
B muroduction to the User 1
Productivity Kit (UPK)

B FS101: Introduction to FI$SCal

This introductory web-based presentation provides a high-level overview of the FI$Cal. FI$Cal is the acronym for the Statewide project
known as the Financdial Information System for California. The system is considered a business transformation project for California
State Government in the areas of budgeting, accounting, procurement and cash management.

Continued on next page...
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Also ensure that all of the square icons next to each topic are completely gray (as in red
circled item below) and not half gray & half white (as in blue circled item below).

3 MetDimensions Talent Suite - Google Chrome [SE] & ]
1 mss.netdimensions.com/mss/serviet/ekp? TX=COURSETEMPLATEFRAMES&transcriptid=EKP0034956408&itemid=T_566c8a8a-ca35-480a-856¢-9f7eebfad70c
Release 2016 This attempt In Progress « il )
= ¥ LR ]
8 projct Costing Bseen Pyme oo - [Doon f] protie
El' pC112 - Maintaining F: = =
Projects in FISCal Creating a Project Activity
B concept i ) i - . .
B Maintaining Activities are designed to be tasks, c ts or phases of a project. In FISCal, a budget is provided at the Activity (Activity ID) level,
g{\,‘;ﬁ::wm SHEal When you create an Activity, you are also creating an associated Activity 1D for it. Activity IDs will be subsequently used for financial transactions within FI$Cal.

8ic Activities can be modified as the project’s reporting needs evalve.
Maintaining
Projects in
FisCal -

E creating a Project
= concept
& Creatinga

o

~ aproject

B Searching
for a project

= activating
project
activities for
transactional

Lastly, you will need to complete the evaluation for each course completed. In order to
complete the evaluation click on the exclamation mark next to Evaluation and this will
launch the quick evaluation.

e |
G- o — = SRR [ T -

T E

B

GORE Verno Sattings Help Fr T -

FISCAlL TRANSPARENCY. ACCURACY. INTEGRITY

Current Learning Modules

& F5101 - introduction to FISCal WET (Rev. 5 @ [ L—
Mlay 8, 2006 1013 AM PDT Total Time: 234257

& F5102 - FrSCal Mavigation: Accling, Cash Mg, and Procurement  Evalustion 1 (= =~ —
WHT (Rev, a) @ Total Time 0320
May 10, 2016 2:13 PM POT

W F5101 - FSCal Mavigetion - Budgeting WET (Rev, 1) @ Evaluation 1 [a— ]
Bday 13, 2016 5:53 AM POT Total Time: 0225

Refresh your current course list showing on this pege.
Serk

Continued on next page...
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Legend of Acronyms

Acronym Acronym Spelled Out
FI$Cal CMO FI$Cal Change Management Office
FTA Fl$cal Training Academy
ILT Instructor-Led Training
WBT Web-Based Training




