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Lesson 1: SMART Training Program Overview
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Objectives

Upon completion of this lesson, you will be able to:

· Explain the SMART Training Program structure
· Define the business process for SMART Instructor Led Training course enrollment
· Explain the business process of completing SMART Training Courses

· Locate additional resources regarding SMART Training Courses
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· SHARP: Statewide Human Resources and Payroll System – The SHaRP 
· SMART: Statewide Management Accounting and Reporting Tool

Topic 1: SMART Training Program
The purpose of this document is to provide you with an understanding of the administrative process and duties associated with the facilitation and management of the SMART training program.

The SMART course curriculum is divided between web based training courses, and instructor led training courses.  Both the web based training courses and the instructor led training courses use UPK’s (User Productivity Kits) within their training content.  The web based training was developed using MS Powerpoint and Captivate v.4.  The Instructor led training content was developed using MS Word, MS Powerpoint, MS Office Visio, Adobe Acrobat, and MS Excel.  
A SMART Training Environment (mirror copy of the SMART live Production Environment) was created for the purposes of facilitation, and the SMART Training team created and populated test data for the hands on navigation activities that take place during each SMART instructor led training course.

The SMART course curriculum for each employee is based on the role mapping assignments which are determined by each State agency’s management or security team (and are based on the security access and role assignments for SMART assigned to the employee by their Agency).
Topic 2: SMART Training Courses

Each instructor led training course is offered once per month in Topeka, and in remote locations only as required.  The class minimum for Topeka classes is three trainees per class, and the class minimum for remote location classes is five trainees per class.  However we will work with agencies and employees individually to meet their needs if the class minimums are not satisfied and their agency requires the training to sustain an Agency’s business operations.

The SMART Training Team is responsible for scheduling course facilitation, managing and assigning resources, sourcing volunteer trainers, and managing the administrative duties associated with facilitation, including the facilitation of some of the SMART instructor led training courses.  The remaining instructor led training classes are facilitated by volunteer trainers sourced from State Agencies.
Prior to each class, a class confirmation is emailed to each class participant advising them of the details of the class.  A class roster/sign in sheet is emailed to the class facilitator/trainer prior to the facilitation date.
Once class facilitation is complete, it is the responsibility of the trainer to send the class roster/sign in sheet back to the SMART Training Team.  When the SMART Training Team receives the class roster, they record each student’s class status in SHaRP.

Topic 3: SMART Training Registration Business Process
The following business process flow diagram outlines the business process flow for an employee that is required to take a SMART Instructor Led training course by their Agency.  
Note:  Please refer to your Agency’s business process decision regarding Centralized vs. Decentralized SMART training requests (Agency specific decision).
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SMART Training Registration Business Process
Lesson Review

In this lesson, you learned:

· The SMART Training Program structure

· The business process for SMART Instructor Led Training course enrollment

· The business process of completing SMART Training Courses
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The following are additional resources that provide more detail about the topic we have covered:
· SMART Website > Training Page : http://da.ks.gov/smart/training.html
Lesson 2: SMART Training Course Registration in SHaRP
Objectives

Upon completion of this lesson, you will be able to:

· Log into the Statewide Human Resources and Payroll System (SHaRP) and use the Self Service module

· Search for SMART Instructor Led Training Courses in SHaRP

· Enroll in SMART Instructor Led Training Courses in SHaRP

· Enroll in a Wait List for a SMART Instructor Led Training Course in SHaRP
	
	


· SHaRP: The SHaRP system is used to track your personnel, payroll, and training information.

· Self Service: The Self Service module in SHaRP is used by employees to view and update their own information, including their SMART Training Course enrollment and completion information.

Topic 1: Sign in to SHaRP
	Page Name
	Navigation

	Kansas.Gov Website
	http://www.kansas.gov/employee/
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Click the Self Service button to access the Employee Self Service module (SHaRP).
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Your User ID and password information is provided to you by your Agency.

	Fields
	Description

	Employee  ID
	Your Agency will provide your Employee ID to you.
Do NOT share your Employee ID number with anyone.

	Password
	You will be assigned a default password to SHaRP when your Employee ID is first set up.  
Note: Once you receive your default password, we recommend you change your password the first time you log in to the SHARP production environment.

	Sign In Button
	Once you have entered your Employee ID and your Password, click the Sign In button to log into the Employee Self Service module.

Hint:  You can hit the Enter key on your keyboard instead of clicking the Sign In button.


Topic 2: SHaRP Employee Self Service - Home Page / Main Menu
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You will use the Training Sections from the Home Page to enroll and view your SMART Training Course information.

Topic 3: Training Summary Page
	Page Name
	Navigation

	Training Summary
	Main Menu > View Training Summary
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The Training Summary page provides an ‘at a glance’ summary of the training information for the employee.  The information on the Training Summary SHaRP, and is provided as a tool to view all the information in one place, at one time.  The information on the Training Summary page is ‘view only’, and cannot be edited in the Training Summary page.
Internal Training Section
Use the Internal Training section to view the courses you are currently enrolled in, and to view the courses that you have already completed.  The courses you see listed here are courses that are facilitated by a State of Kansas Agency.

Other Professional Training Section

Use the Other Professional Training section to view courses that you are currently enrolled in, or courses that you have completed which are taking place externally from your Agency.

Course Name

Click the Course Name link to access the Course Detail page.

Helpful Hint:

You can sort the information on the Training Summary page by clicking on the Column Heading of each column of information.

This space left intentionally blank.

Topic 4: Course Detail Page

	Page Name
	Navigation

	Course Detail
	Main Menu > View Training Summary > Click on Course Name Link (opens the Course Detail Page in a new window)
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Process Purchase Orders
Course Code: PO321
Description: COURSE OBJECTIVES:

Training Facility:
i

“Explain key purchase order terms
“Describe how purchase order processes fitinto Purchasing within SMART
“Editand process purchase orders

“Review purchase order status and historical data

Prerequisites
GN101: Introduction to SMART

PO120: Introduction to Purchasing

GN201: Introduction to Navigating in SMART
RP202 Introduction to Reporting in SMART

P0320: Processing Purchase Requisitions

Required Roles:
Kansas Buyer

Kansas Super Buer (KDOT)
‘Agency Buying Adminisirator
Kansas RFx Processor (KDOT)

None




The Course Detail Page lists the title of the course, the Course Code (used in SHaRP), and the Course Desciption – which includes the Course Objectives, the Course Pre-requisites (which must be completed prior to taking this course), and the Required Roles (which need to complete this training course).
The information on the Course Detail page is sourced from the SMART Website > Training Page > Course Catalog > (for each specific SMART training course).
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The functionality associated with the Prerequisites section of this page is NOT being used by the State of Kansas.  You will find the required pre-requisite course(s) information listed in the Course Description section.

Once you have finished reviewing the information on the Course Detail page, click the OK button to return to the Training Summary page.

This space left intentionally blank.

Topic 5: Request Training Enrollment Page

	Page Name
	Navigation

	Request Training Enrollment
	Main Menu > Request Training Enrollment
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Search by Course Name Link
	Page Name
	Navigation

	Course Search
	Main Menu > Request Training Enrollment > Search by Course Name link
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	Fields
	Description

	Course Name
	Use the Course Name field to enter in a full or partial course name.

	Search Button
	After you have entered in a course name, click the Search button to start your search.


Search Results:  Your Search results will display below the Course Name field:
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Hint:  Click the Description title, or the Course Number title to sort your search results.  All SMART Training Courses contain the word ‘SMART’ somewhere within the course name.
If you want to know more information about a course, click the information icon [image: image12.png]


.

Clicking the information icon opens the Course Detail page.

Click the Return to Request Training Enrollment link to return to the Request Training Enrollment page (located beneath the lower left corner of the search results).

Search by Course Number Link
	Page Name
	Navigation

	Course Search
	Main Menu > Request Training Enrollment > Search by Course Number link
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	Fields
	Description

	Course Number
	Use the Course Number field to enter in a full or partial course number.

	Search Button
	After you have entered in a course number, click the Search button to start your search.


Search Results:  Your Search results will display below the Course Number field:
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Hint:  Click the Description title, or the Course Number title to sort your search results.  All SMART Training Courses begin with the letter “S” at the beginning of the course number (except for the Time and Labor courses which begin with “TL”).

If you want to know more information about a course, click the information icon [image: image15.png]


.

Clicking the information icon opens the Course Detail page.

Click the Return to Request Training Enrollment link to return to the Request Training Enrollment page (located beneath the lower left corner of the search results).

Search by Location Link
	Page Name
	Navigation

	Course Search
	Main Menu > Request Training Enrollment > Search by Location link
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	Fields
	Description

	Location
	Use the Location field to enter in a full or partial training location (building or city).

Hint: Most SMART Training courses that are held in Topeka are facilitated in the Landon State Office Building.

	Search Button
	After you have entered in a location, click the Search button to start your search.


Search Results:  Your Search results will display below the Location field:

[image: image17.png]Request Training Enroliment
Course Search

Enter a full or partal location name and click the Search button to get a st of matching training
locations. Leave the location blankto get a st of all locations

locators[cnim oo ]

Landon State Office Building. View Available Sessions

Retur to Request Training Enrollment




Hint:  Click the Location title to sort your search results by Location.
Click the View Available Sessions link to view a list of available courses:
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Click the Return to Course Search link to return to the Course Search by Location page.

From the Course Search by Location page, click the Return to Request Training Enrollment link to return to the Request Training Enrollment page.

Search by Date Link
	Page Name
	Navigation

	Course Search
	Main Menu > Request Training Enrollment > Search by Date link
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	Fields
	Description

	From:
	Use the From field to enter in a start date for the date range you wish to view.

Note: SHaRP automatically populates the current date in the From field.  You can manually type the desired date in using the MM/DD/YYYY format, or use the calendar page icon to choose the correct date.

You can enter in only current or future dates.


	Through:
	Use the Through field to enter in an end date for the date range you wish to view.

Note: You can manually type the desired date in using the MM/DD/YYYY format, or use the calendar page icon to choose the correct date.

You can enter in only current or future dates.



	Search Button
	After you have entered in the desired date range, click the Search button to start your search.


Search Results:  Your Search results will display below the date range fields:
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Hint:  Click any of the column titles to sort your search results.
Click the View Available Sessions link to open the View Available Sessions page:
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Click the Return to Course Search link to return to the Course Search page.

Click the Return to Request Training Enrollment link to return to the Request Training Enrollment page (located beneath the lower left corner of the search results).

Go To: Training Summary Link

Click the Training Summary link to navigate directly to the Training Summary page.

Topic 6: Training Request Status Page

	Page Name
	Navigation

	Training Request Status
	Main Menu > Training Request Status
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Use the Training Request Status page to view the status of our current or pending training requests.
Hint:  Don’t forget to view all records if you have more than one training request.

	Fields
	Description

	Training Enrollment Link
	Use the Training Enrollment link to access the specific details for a particular request.


Training Enrollment Link

Click the Training Enrollment Link to review the status of each transaction request.

The top section of the page contains the course details, including Course name and number, Session number, Location, Start Date, Start and End Time, and Duration (length in number of hours) for the course.

Beneath the Course details, the Approval Workflow process details appear.  In this section you can view the status of your training request as it flows through the Workflow Approval process.
Click the Comments Link to view any Approval Comments made by Approvers in the Workflow Approval process.  Please note that Approval comments may not be made by Approvers.

Click the Return to Approval/Status List Page Link to return to the Training Request Status Page.
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Course: PO321  Process Purchase Orders
Session: o008
Location: Landon State Office Building

Duration (Hours): 7.0
Language:
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‘The following transactions have been approved.
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p: Detail

Name Role Name Process Action Process Action Date
Michaela H Butierworth Originator Submit 0871022011

Joshua G White Training Administrator

Connie S Guerrero  Training Administrator

Kristine Y Scott Training Administrator  Approve. 05102011
Comments

Retur to ApprovaliStatus List Page




Topic 7: Change Your Password

	Page Name
	Navigation

	Update My Profile
	Main Menu > Update My Profile > Change password link (click to open)


 [image: image24.png]General Profile Information

rd

Change password
Change or setup forgotten password hel

‘Primary Email
‘Email Type ‘Email Address

[Busimess v





[image: image25.png]Change password

curentpassworss | ]
wewpassworss | ]
Commpassworss | ]




Type in your current password, and then your new password.  Click the OK button when complete.

Topic 8: Sign out of SHaRP

	Page Name
	Navigation

	SHaRP Home Page
	Sign Out link (top right corner of screen)
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Click the Sign out Link to log out of SHaRP and close the application.

Your name will appear here.





Caution





Your name will appear here.





Your Employee ID number will appear here.





Your name will appear here.





Your Agency email address will appear here.





Your name will appear here.
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SMART Training team sends training confirmation(s) to employee prior to class


SMART Security Roles determined for employee by Agency
(Using the SMART Security Handbook)


Training Plan list developed for employee by Agency
 (Using the User Role to Training Course Mapping spreadsheet)


Special Dispensation (determined by Central)


Employee completes required SMART Web Based Training Courses on SMART Website


Agency SMART Security Liaison opens Help Desk ticket with Security Access form attachment assigned to the Help Desk
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SMART Training team reviews training request


SMART Training team  approves training request in SHaRP
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