Financial Training Course

To Register for Training
Workday Learning

Required Training Prerequisites

Access Request
Form

Required
Training
Dept

# On FTD’s Website

Tip: Search using one keyword Using
* Web-based Training Business AChart of | the
+ Instructor-Led Hands-on at Penn ccounts: COA ...Other
Overview Segments| within
RCM
Business at Penn Overview * Financial Training Dept. #
Chart of Accounts: Segments * Financial Training Dept. #
BEN Balances — General Ledger
Using the Chart of Accounts within . . -
Responsibility Center Management (RCM) + X X Financial Training Dept. #
General Ledger Inquiry/Reporting + X X X BEN Balances Access Request Financial Training Dept. #
Manual Journal Entry (MJE) + X X X GL Ing/Rep BEN Balances Access Request Financial Training Dept. #
MJE Interfund Knowledge Building * X X X MIJE BEN Balances Access Request Financial Training Dept. #
Grant & iontract (G&C) Cost Transfers for X X X MJE BEN Balances Access Request Financial Training Dept. #
Expense
Budget Journal Entry (BJE) + X X X MIJE BEN Balances Access Request Financial Training Dept. #
Freeze Grant + X X X GL Ing/Rep BEN Balances Access Request Financial Training Dept. #
BEN Buys - Purchasing
Requisitioner + BEN Buys Access Request Financial Training Dept. #
Invoice Inquiry * BEN Buys Access Request Financial Training Dept. #
Purchase Order Manager + X X BEN Buys Access Request Financial Training Dept. #
Penn Marketplace Non-PO Payment Request
Knowledge Building * Financial Training Dept. #
Application Training for Preparers * Non-PO Pay Req KB BEN Financials eForm Financial Training Dept. #
Application Training for Approvers * KB & App for Prep BEN Financials eForm Financial Training Dept. #
BEN Assets
BEN Assets Knowledge Building * Financial Training Dept. #
BEN Assets Application Training + BEN Assets KB BEN Assets Access Request Financial Training Dept. #
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https://www.myworkday.com/upenn/learning
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
http://www.finance.upenn.edu/ftd/
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://benhelps.upenn.edu/support/catalog/items/107
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://benhelps.upenn.edu/support/catalog/items/107
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://benhelps.upenn.edu/support/catalog/items/107
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://benhelps.upenn.edu/support/catalog/items/107
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://benhelps.upenn.edu/support/catalog/items/107
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://benhelps.upenn.edu/support/catalog/items/107
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://benhelps.upenn.edu/support/catalog/items/106
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://benhelps.upenn.edu/support/catalog/items/106
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://benhelps.upenn.edu/support/catalog/items/106
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
http://www.upenn.edu/computing/da/eforms/
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
http://www.upenn.edu/computing/da/eforms/
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://benhelps.upenn.edu/support/catalog/items/110
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/

Required Training Prerequisites Required

Access Request Training
Financial Training Course Form Dept

To Register for Training

Workday Learning # On FTD’s Website

Tip: Search using one keyword Using
* Web-based Training Business AChart of | the
+ Instructor-Led Hands-on at Penn ccounts: COA ...Other
. Segments| within
Overview
RCM
x g S€ e d Prog
Financial Training Dept. #
Purchasing Card Knowledge Building * Card Program Forms : 1 rail & .p
2 year re-training requirement
Student Program Card Training * Card Program Forms Financial Training Dept. #
University Meeting Card Training * Card Program Forms Financial Training Dept. #

Other Financial Administration Traini

Account Reconciliation Knowledge Building* Financial Training Dept. #

Operating Gifts & Endowments Knowledge

. . ining Dept.
Building* Financial Training Dept. #

Planning Access Request
Form

Hyperion Planning Budget Planning & Analysis

Payroll Reallocations

Payroll Reallocations — Knowledge Building * X X Financial Training Dept. #

Payroll Payroll Reallocations Access
Reallocations KB Form

Student Registration and Financial Services (SRFS)

Payroll Reallocations — Application Training * Financial Training Dept. #

Family Education Rights and Privacy Act FERPA
Overview — SRFS*

Penn Audit, Compliance and Privacy

Student Registration and Financial
Services

PENNANT Training (Various) * Pennant Access Requests

Sponsored Projects Compliance

Sponsored Projects at Penn (SP@P) Training Office of Research Services (ORS)
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https://www.myworkday.com/upenn/learning
https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70daba4a93b0000?record=36f41bcc89ef1001026792f4bd7c0000&type=9882927d138b100019b928e75843018d
https://benhelps.upenn.edu/support/solutions/articles/15000046136-card-programs-forms
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70cc4ec9b1f0000?record=3d81d64db13d1000646f90539d010000&type=9882927d138b100019b928e75843018d
https://benhelps.upenn.edu/support/solutions/articles/15000046136-card-programs-forms
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70c94910ef70000?record=3d81d64db13d100064f1ebd7bc400000&type=9882927d138b100019b928e75843018d
https://benhelps.upenn.edu/support/solutions/articles/15000046136-card-programs-forms
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://app.smartsheet.com/b/form/af3efbda121a4adf8a4cdd284b4b9ac4
https://app.smartsheet.com/b/form/af3efbda121a4adf8a4cdd284b4b9ac4
https://budget.upenn.edu/
https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70c7349bb1a0000?record=3d81d64db13d10006443caca695a0000&type=9882927d138b100019b928e75843018d
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b70c6267561f0000?record=6cd80988224c1001f3a45b52a3fc0000&type=9882927d138b100019b928e75843018d
https://benhelps.upenn.edu/support/catalog/items/44
https://benhelps.upenn.edu/support/catalog/items/44
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b7068fa860230000?record=8623489856031001a4bf802bdcec0000&type=9882927d138b100019b928e75843018d
https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b7068fa860230000?record=8623489856031001a4bf802bdcec0000&type=9882927d138b100019b928e75843018d
https://oacp.upenn.edu/
https://srfs.upenn.edu/faculty-staff-resources/pennant/pennant-access-requests
hhttps://srfs.upenn.edu/
hhttps://srfs.upenn.edu/
https://www.myworkday.com/upenn/learning/program/af66c2a85dee10015206733dc6460000?type=2d29754fdb8e100008b50ff6bc94003b
https://researchservices.upenn.edu/

Financial Training Course
To Register for Training
Workday Learning
Tip: Search using one keyword
* Web-based Training
+ Instructor-Led Hands-on

Required Training Prerequisites

Access Request
Form

Required
Training
Dept

# On FTD’s Website

Using
Business Chart of the
at Penn Accounts: COA ...0Other
. Segments| within
Overview

RCM

PennERA (Electronic Research Admin) Training

(various)

Training- Basic

PennERA — KB for
Admin & System

PennERA Access Forms

Office of Research Services (ORS)

PennERS (Effort Reporting System) Training

Concur Expense Report Approver Knowledge
Building (KB) *

Admin

PennERA — KB for

PennERS Access Form

Office of Research Services (ORS)

PennTEM Travel & Expense Management

See Senior BA

Penn Travel

Concur Expense Report Approver Application
Training *

Concur Expense
Report Approver KB

See Senior BA

Penn Travel

BEN Web ADI for TEM Maintenance *

See Senior BA

Financial Training Dept.

Travel Smart

Payment Card Industry — Data Security
Standards Workforce Education *

Office of the Treasurer

Penn Global — Travel Smart

Finance & Treasury
Annual re-training requirement

Principles of Proper Cash Handling *

Financial Training Dept. #

BEN Deposits Application Training *

Data Warehouse — GL Collection — to register
for ‘Business Objects...” training, go to:
https://www.isc.upenn.edu/data-warehouse-training+

Cash Handling
Other Training

Principles of Proper

BEN Deposits Access Form

Data Warehouse eForm

Financial Training Dept. #

Enterprise Information & Analytics

(1SC)
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https://www.myworkday.com/upenn/learning
https://researchservices.upenn.edu/areas-of-service/pennera/access-and-forms/
https://researchservices.upenn.edu/areas-of-service/pennera/access-and-forms/
https://researchservices.upenn.edu/areas-of-service/pennera/access-and-forms/
https://researchservices.upenn.edu/
https://www.myworkday.com/upenn/learning/course/9b2946e933d91001b706f9aa49250000?record=3d81d64db13d100064f89e1b4f720000&type=9882927d138b100019b928e75843018d
https://researchservices.upenn.edu/download/472/Efforting-Reporting-System-Access-Request-Form-.pdf/
https://researchservices.upenn.edu/
http://www.finance.upenn.edu/comptroller/sbo.shtml
https://travel.procurement.upenn.edu/
http://www.finance.upenn.edu/comptroller/sbo.shtml
https://travel.procurement.upenn.edu/
http://www.finance.upenn.edu/comptroller/sbo.shtml
http://www.finance.upenn.edu/ftd/
https://www.myworkday.com/upenn/learning/course/0f2be77166e61001b00b443127160000?record=1256b97e721f10015dc2f21551db0000&type=9882927d138b100019b928e75843018d
https://global.upenn.edu/travel-guidance/travel-smart
https://www.finance.upenn.edu/banking-receiving-funds/credit-cards-and-pci-compliance/
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://benhelps.upenn.edu/support/catalog/items/68
https://www.finance.upenn.edu/financial-system-access-training/course-listings-and-class-policies/
https://www.isc.upenn.edu/data-warehouse-training
http://www.upenn.edu/computing/da/eforms/
https://www.isc.upenn.edu/enterprise-information-analytics

Financial Training Course

To Register for Training
Workday Learning
Tip: Search using one keyword

* Web-based Training
+ Instructor-Led Hands-on

Required Training Prerequisites

Access Request
Form

Required
Training
Dept

# On FTD’s Website

Using

Business Chart of the

Accounts:| COA

at Penn -

. Segments| within
Overview

RCM

...0Other

Fundamentals of Driver Safety * (multi module)

Office of Risk Management and

Insurance #
3 year re-training requirement

Space at Penn Knowledge Building (KB) *

Financial Training Dept. #

Space at Penn Application Training *

Space at Penn KB

1) Space@Penn Web

Updater
2) Data: Space@Penn

Financial Training Dept. #
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https://www.myworkday.com/upenn/learning
http://www.finance.upenn.edu/riskmgmt/
http://www.finance.upenn.edu/riskmgmt/
http://www.finance.upenn.edu/ftd/
https://facilities.upenn.edu/sites/default/files/pdfs/Updater-Access-Request-Form-revised_20230721.pdf
https://facilities.upenn.edu/sites/default/files/pdfs/Updater-Access-Request-Form-revised_20230721.pdf
http://www.upenn.edu/computing/da/eforms/
http://www.finance.upenn.edu/ftd/

