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Agency Learning Path

A Learning Path provides a visual picture of CAPPS training courses. It can be used to guide end-users through their own personalize learning experience. Users simply follow the red arrows along the path and attend the courses that are applicable to their user role within the Agency.
CAPPS Learning Path
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Learning Path Course Description
	Course ID
	Course Title
	Short Description
	User
	Delivery
	Length

	99 FUN
	Fundamentals
	Users will learn basic PeopleSoft navigation and system functionality.
	All
	Online
	1 hour

	100 ESS
	Employee Self Service
	Users will learn how to fill out their timesheet, view leave balances, personal information, and paycheck. 
	All
	Online
(Auditorium introduction recommended)
	3 ½ hours

	110 MSS
	Manager Self Service
	Managers and supervisors will learn how to approve timesheets, award merits, approve human resources activities, and run reports.  
	Managers / Supervisors
(DMV)
	Online 
	5 hours

	111 MSS Lite
	Manager Self Service Lite
	Managers and supervisors will learn how to approve timesheets,
	Managers / Supervisors
[bookmark: _GoBack](DIR & OCA)
	Blended
Online or ILT
	2 ½ hours

	120 POS
	Position Management
	User will learn how to setup and maintain agency positions, including reclassification, and run position management reports. 
	Super Users
	ILT
	3 hours

	130 HR
	Human Resources
	User will learn how to setup and maintain employee records, as well as, process HR transactions and run reports.
	Super Users
	ILT
	2 days

	140 BA
	Benefits Administration
	User will learn how to view employee benefit elections, troubleshoot issues with ERS, the interface process, FMLA, and running benefits reports.
	Super Users
	ILT
	3 ½ hours

	150 TL
	Time and Labor
	Users will learn how to maintain time reporting setup tables, review and correct time reporting exceptions, adjust employee schedules, troubleshoot with payroll, and run time related reports.
	Super Users
	ILT
	2 days

	160 PY
	Payroll
	User will learn how to setup, maintain, process, troubleshoot payroll issues, and run payroll reports.
	Super Users
	ILT
	3 days

	170 CA
	Commitment Accounting
	User will learn how add accounting information for position budgeting, and running reports. 
	Super Users
	Online
	3 hours



Learning Path User Roles
	User Role
	Definition

	All Users
	Agency users who will be accessing the CAPPS system.

	Managers/Supervisors
	Agency users who are responsible for work approvals, such as: approving timesheets.

	Super Users
	Agency users who are responsible for the day-to-day activities/transactions using the CAPPS system.

Note: As defined on the Training Survey
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