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Welcome to WF220 BEACON SAP Workflow training. This course is
designed for individuals working at State agencies who support the
Workflow approval process.
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SAP Training — Welcome and Introductions
» Welcome to SAP Workflow for Agencies course.

— Introductions

— Sign-in sheet

— Tent cards

— Restrooms

— Breaks

— Parking lot

— Classroom etiquette

+ Cell phones off
* No side conversations
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The course introduction is an opportunity to get to know the others
who are attending class as well as to agree on classroom courtesy.
The instructor will inform you about the building facilities and when
breaks will occur.

Please make sure you receive the credit you deserve for attending
class by signing the attendance sheet.
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Prerequisites

» Prerequisites for all:
— BEACON Overview, BC100
— SAP Basic Navigation, BC110

« If you are an Initiator, you need to take the following courses in your
area (OM or PA):

— Organizational Management Overview, OM200

— Organizational Management for Agencies, OM210

— Personnel Administration Overview, PA200

— Personnel Administration Terms Concepts and Display Data, PA210
— Create and Maintain Employee Data, PA 310

+ If you are a budget Approver, you need to take:
— Agency Funding Approval OM250
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The prerequisites are listed above. Attending these prerequisites
ensures that you are adequately prepared to learn the new
processes, concepts, and data entry skills that are covered in this
course.
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HR Training Curriculum

BEACON Overview
SAP Navigation
Reports Overview
Personnel Organizational Time
Administration Management Management Payroll Benefits
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The BEACON HR/ Payroll training program comprises several
courses and different modules. Based on your HR role, you will
attend courses in the module/s.
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Lesson 1: Workflow Overview

p.

Lesson 2: Access and Navigate the Workflow Inbox and Outbox

Lesson 3: Approve OM Workflow PCRs

Lesson 4: Approve PA Workflow PCRs

Lesson 5: Workflow Report

Lesson 6: Course Review
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