CWU SystemS Training Days SCHEDULE

Class Dates: Most classes listed in the table below are offered once on March 12 through MS Teams and once again on March 13 in person on the Ellensburg campus at the location indicated.


	Details
	Description

	Title: Budgeting at CWU 
Time: 9:00 AM – 9:50 AM
Location: Samuelson 170

Facilitators: Lacy Lampkins, John Logwood, Trent Bucy

	Get a clear, practical overview of budgeting at CWU. Learn where funding comes from, why we budget, key timelines, roles and responsibilities, common points of confusion, and who to contact with questions.

Target Audience: Employees who want a better understanding of budgeting at CWU 

March 12 (through MS Teams): ENROLL NOW
March 13 (in person): ENROLL NOW 

	Title: Financial Management System (FMS): 
Budget Tracking & Reports
Time: 10:00 AM – 10:50 AM
Location: Samuelson 171

Facilitator: Tim McGuire
	Learn how to use FMS nVision reports and queries to track departmental or project budgets. This session also highlights other helpful finance system tools to support informed decision-making.

Target Audience: Employees who track departmental or project budgets

March 12 (through MS Teams): ENROLL NOW
March 13 (in person): ENROLL NOW

	Title: 25Live for Non-Academic Events
Time: 10:00 AM – 10:50 AM
Location: Samuelson 140

Facilitator: Phoebe Blaisdell
	Learn how room and non-academic event scheduling works at CWU. This session covers how to find available spaces, scheduling policies, navigating the approval process, and using 25Live with confidence.

Target Audience: Employees who need 25Live access or a refresher

March 12 (through MS Teams): ENROLL NOW
March 13 (in person): ENROLL NOW

	Title: Purchasing Procedures 
& Payment Processing
Time: 11:00 AM – 11:50 AM
Location: Samuelson 170

Facilitators: Tina Short, Curtis Smithgall, Lisa Saucier 
	Get a clear overview of CWU’s purchasing and payment processes. Learn how to initiate purchases, follow procurement guidelines, submit payment requests, and avoid common delays—all while staying compliant with university policies.

Target Audience: Employees who want a better understanding of purchasing and payment processes

March 12 (through MS Teams): ENROLL NOW
March 13 (in person): ENROLL NOW

	Title: Campus Solutions: Access, Navigation & Support 
Time: 1:30 PM – 2:20 PM
Location: Samuelson 171

Facilitator: Lidia Anderson
	Understand how Campus Solutions access is assigned, why features differ by role, and how to navigate the system efficiently. You’ll also learn search tips, how to use Query Friendly Viewer, and when and how to submit the right support ticket.

Target Audience: Employees with Campus Solutions access and anyone who wants a better understanding of how access and support work

March 13 (in person): ENROLL NOW

	Title: Travel Authorizations
& Reimbursements
Time: 1:30 PM – 2:20 PM
Location: Samuelson 140

Facilitator: Olivia Morgan

	Learn how to prepare, submit, approve, and support travel authorizations and reimbursements. The session covers roles, responsibilities, policy requirements, and tips for ensuring travel expenses are processed smoothly and accurately.

Target Audience: Employees who prepare, submit, approve, or support travel requests and reimbursements

March 12 (through MS Teams): ENROLL NOW
March 13 (in person): ENROLL NOW

	Title: HR Manager Self Service 
Time: 2:30 PM – 3:20 PM
Location: Samuelson 170

Facilitator: Lorraine Chavez
	Hands-on training for supervisors who initiate job changes, pay actions, and delegations. Learn where to find training resources, what to submit, how to submit it, and what happens next. 

Target Audience: Supervisors

March 12 (through MS Teams): ENROLL NOW
March 13 (in person): ENROLL NOW

	Title: Payroll Essentials
Time: 3:30 PM – 4:20 PM
Location: Samuelson 171

Facilitators: Rebecca Posz, Cindy Rickey
	Learn best practices and ask questions about submitting and reviewing pay-related processes such as time entry, paychecks, deductions, and pay corrections.

Target Audience: Supervisors 

March 12 (through MS Teams): ENROLL NOW
March 13 (in person): ENROLL NOW

	Title: Understanding your Benefits
Time: 3:30 PM – 4:20 PM
Location: Samuelson 140

Facilitator: Traci Klein
	This hands-on session will help you confidently navigate your CWU benefits systems. You’ll learn where to view and manage your medical, dental, and vision benefits; update beneficiaries; create retirement estimates; make benefit changes; and go for help and support.

Target Audience: All employees looking to better understand their benefits

March 12 (through MS Teams): ENROLL NOW
March 13 (in person): ENROLL NOW



	
	
	



