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[bookmark: _Toc228177620]GA@WORK Course Listing and Descriptions
This document provides course descriptions and objectives for all GA@WORK on-demand and instructor-led course offerings in the catalog. 
[bookmark: _Toc160710190][bookmark: _Toc228177621]HCM Course Descriptions & Objectives
The GA@WORK Human Capital Management (HCM) courses are designed to support employees, managers, and HR professionals in effectively navigating and using GA@WORK to manage workforce-related processes. These courses build foundational knowledge and role-specific skills across the employee lifecycle, including self-service, talent, performance, recruiting, compensation, and HR transactions. Offerings are delivered through a mix of eLearning, microlearning, and instructor-led training to support flexible and targeted learning needs.

[bookmark: _Toc228177622]GA@WORK Basic Navigation (eLearning)
GA@WORK Basic Navigation is an eLearning course designed to equip users with essential skills to successfully navigate the GA@WORK Homepage, utilize its features, and effectively use the GA@WORK mobile application for various HR tasks.
· Course introduction to define key terms and explain change impacts and benefits
· Describe the navigation features of the GA@WORK homepage (menus, search, favorites, and shortcuts)
· Use key homepage features (apps/worklets, announcements, tasks/inbox, and notifications)
· Explain key Self-Service features (personal information, time/absence, pay, and benefits as applicable)
· Manage profile options (photo, preferences, contact details, and security settings as applicable)
· Download and sign in to the GA@WORK mobile app for convenient access
· Explain guidelines for safe GA@WORK mobile use (device security, secure networks, MFA, and reporting lost devices)
[bookmark: _Toc228177623]GA@WORK Employee Self Service (eLearning)
Employee Self-Service (ESS) is an eLearning course designed to empower employees with the knowledge and skills to efficiently manage personal information, view compensation details, and handle time tracking and absence management tasks.
· Course introduction to define key terms and explain change impacts and benefits
· Update personal information in GA@WORK (address, phone, emergency contacts, and other profile details as applicable)
· View compensation details in GA@WORK (pay rate/salary, compensation history, and related statements as applicable)
· Enter time worked accurately in GA@WORK (select time type, dates, hours, and submit for approval as applicable)
· Request an absence in GA@WORK (select absence type, dates/duration, submit, and track status)
· Correct an absence request in GA@WORK (edit/cancel request, resubmit, and understand approval impacts)
[bookmark: _Toc228177624]GA@WORK HCM Overview (eLearning)
GA@WORK HCM Overview is an eLearning course designed to provide a comprehensive understanding of how to use GA@WORK and support key Human Capital Management processes. Explain the benefits and key change impacts associated with the GA@WORK implementation
· Course introduction to define key terms and explain change impacts and benefits
· Explain how to use GA@WORK for HCM
· Explain Employee Self-Service processes available in GA@WORK
· Explain Manager Self-Service processes available in GA@WORK
· Explain key terms, benefits and change impacts
[bookmark: _Toc228177625]GA@WORK Introduction to Reporting (eLearning)
GA@WORK Introduction to Reporting is an eLearning course designed to teach users how to navigate the reporting features within GA@WORK, save frequently used reports to Favorites, and effectively search, run, schedule, and download reports.
· Course introduction to define key terms and explain change impacts and benefits
· Explain features and benefits of reporting
· Explain the importance of data security policies
· Explain how to manage reports securely
· Explain best practices for maintaining data privacy, including steps for potential security incidents
· Explain how to search, run, schedule, and download reports
· Explain how to save frequently used reports as favorites
[bookmark: _Toc228177626]GA@WORK Learning for Instructors (Instructor-Led Training)
GA@WORK Learning for Instructors is an instructor-led training course designed to teach users how to review the learning dashboard and navigation, manage blended course offerings, edit course offering details, and cancel course offerings.
· Course introduction to define key terms and explain change impacts and benefits
· Explain key changes and benefits and navigate the Learning Trainer Dashboard in GA@WORK
· Schedule and edit course offerings; find and enroll workers
· Manage your schedule: view classes, mark attendance in blended offerings, cancel offerings
· Run Learning enrollment and Learning attendance reports
[bookmark: _Toc228177627]GA@WORK Manage Compensation (Instructor-Led Training)
GA@WORK Manage Compensation is an instructor-led training course designed to explain how compensation is managed, including processing ad-hoc compensation changes, handling compensation changes due to job changes, and managing one-time payment requests.
· Course introduction to define key terms and explain change impacts and benefits
· Explain job profiles and how they drive compensation management
· Search for and interpret employee compensation information in GA@WORK
· Describe ad-hoc compensation changes and when to use them
· Process a proposed compensation change via the Change Job business process
· Explain when to use a one-time payment request and submit the request in GA@WORK
[bookmark: _Toc228177628]GA@WORK Manage HR Transactions (Instructor-Led Training)
GA@WORK Manage HR Transactions is an instructor-led training course designed to teach users how to update employee data, manage data quality through the approval process, make necessary edits, and perform various HR transactions related to the employee life cycle in GA@WORK.
· Course introduction to define key terms and explain change impacts and benefits
· Describe the employee lifecycle and where key data is captured/maintained in GA@WORK
· Update and correct employee data; manage data quality through reviews and approvals
· Edit a position and understand downstream impacts
· Process hiring, including Change Job for a current State employee
· Explain Change Job reasons and the termination process

[bookmark: _Toc228177629]GA@WORK Manage My Learning (eLearning)
GA@WORK Manage My Learning is an eLearning course designed to teach end users how to review and navigate the learning dashboard, including enrolling in and dropping courses, browsing the catalog, and creating personalized learning paths.
· Course introduction to define key terms and explain change impacts and benefits
· Demonstrate how to add preferences to your homepage for topics of interest
· Explain how to navigate the various menu options in GA@WORK Learning
· Demonstrate how to use Learning features for professional growth and development
[bookmark: _Toc228177630]GA@WORK Manage Talent (eLearning)
GA@WORK Talent Management is an eLearning course designed to teach users how to create and manage talent profiles, set and edit individual and team goals, conduct and track feedback and check-ins, and create succession plans.
· Course introduction to define key terms and explain change impacts and benefits
· Highlight key changes, impacts, and benefits for Talent in GA@WORK
· Create talent profiles and manage/maintain talent profiles (updates, visibility, completeness)
· Create, edit, and add individual goals; align goals to team/agency priorities as applicable
· Manage ongoing, frequent feedback, document and track check-ins and outcomes
· Manage succession planning activities (identify successors, readiness, development actions)

[bookmark: _Toc228177631]GA@WORK Manager Self-Service (eLearning)
Manager Self-Service (MSS) is an eLearning course designed to equip managers with the skills to leverage MSS benefits and features, utilize management apps and dashboards, manage tasks in GA@WORK, and navigate employee data efficiently.
· Course introduction to define key terms and explain change impacts and benefits
· Highlight key changes, impacts, and benefits for Talent in GA@WORK
· Create and manage talent profiles (update content, manage visibility, ensure completeness)
· Create, edit, and add individual goals; align goals to team/agency priorities as applicable
· Give and request ongoing feedback, document and track check-ins and outcomes
· Support succession planning activities (identify successors, assess readiness, capture development actions)
[bookmark: _Toc228177632]GA@WORK Onboarding Setup (Microlearning)
This micro-learning will focus on GA@WORK Employee Onboarding Setup to provide managers & HR Partners with an understanding of how to complete onboarding setup task for an employee.
[bookmark: _Toc228177633]GA@WORK Performance Management (eLearning)
GA@WORK Performance Management is an eLearning course designed to teach users how to manage performance reviews and improvement plans and handle disciplinary actions.
· Course introduction to define key terms and explain change impacts and benefits
· Highlight key changes, impacts, and benefits for Performance in GA@WORK
· Initiate and manage performance reviews (launch, monitor status, complete evaluations, route approvals)
· Create and manage performance improvement plans (PIPs) (set expectations, track progress, document outcomes)
· Initiate and manage development plans (define activities, due dates, progress tracking)
· Manage disciplinary actions (initiate, document, approvals, track outcomes)
[bookmark: _Toc228177634]GA@WORK Recruiting & Onboarding (Instructor-Led Training)
GA@WORK Recruiting and Onboarding is an instructor-led training course designed to provide a comprehensive understanding of the recruiting process, including creating and managing job and Evergreen requisitions, managing candidates through screening and interview processes, creating and extending offers, initiating hires, and explaining the onboarding process in GA@WORK.
· Course introduction to define key terms and explain change impacts and benefits
· Explain key recruiting changes and benefits in GA@WORK and navigate the Recruiting menu
· Describe the end-to-end recruiting process at a high level (requisition → post → source → interview → offer → background check → hire → onboarding)
· Describe job requisition basics and create an Evergreen job requisition
· Edit and post a requisition; manage posting channels and timelines
· Manage the candidate pool (review, disposition, move stages) and coordinate the interview process
· Create and extend an offer, including entering the proposed salary and offer details
· Describe and initiate the background check process and initiate a hire
· Describe onboarding features (tasks, checklists, forms, due dates, visibility)
[bookmark: _Toc228177635]GA@WORK Recruiting for Managers (eLearning)
GA@WORK Recruiting for Managers is an eLearning course designed to teach managers how to navigate the recruiting process, screen and evaluate candidates, conduct interviews and reference checks, and initiate job requisitions.
· Course introduction to define key terms and explain change impacts and benefits
· Navigate Recruiting in GA@WORK and explain key manager responsibilities in the recruiting process
· Create a job requisition and identify required fields, attachments, and approval steps
· Assess a candidate in GA@WORK (review profile, application, screening results, and disposition appropriately)
· Schedule a candidate interview (select interview type, add panel/availability, send interview details)
· Score and submit interview feedback using interview evaluation/scorecards in GA@WORK
[bookmark: _Toc160710192][bookmark: _Toc228177636]Finance Course Descriptions & Objectives
The GA@WORK Finance courses are designed to equip finance, accounting, budget, payroll, grants, and project professionals with the knowledge and skills needed to perform their roles effectively in GA@WORK. These courses cover core financial processes such as budgeting, accounting, payments, assets, payroll, and financial reporting, with a strong emphasis on end-to-end workflows and controls. Offerings include eLearning, microlearning, and instructor-led training to support both foundational understanding and advanced, role-specific tasks.
[bookmark: _Toc228177637]GA@WORK 1099 Specialist Demonstration (Microlearning)
This microlearning provides a navigation overview of 1099 in GA@WORK> It will cover how to look up a supplier 1099 information, how to view a 1099 configuration and how to complete an adjustment
[bookmark: _Toc228177638]GA@WORK Adaptive Planning: Intro to Adaptive Planning (eLearning)
This eLearning course provides a comprehensive overview of Adaptive Planning in GA@WORK. It is designed to help participants understand the key features, benefits, and functionalities of Adaptive Planning, and how they can leverage it to improve their planning and forecasting processes.
· Course introduction to define key terms and explain change impacts and benefits
· Highlight key terms, impacts, and modules associated with Adaptive
· Explain key features and benefits of Adaptive
· Explain how to navigate the Adaptive Planning interface
· Create and generate reports, analyze data, and dashboards
[bookmark: _Toc228177639]GA@WORK Adaptive Planning 2: Agency Workforce Planning (Instructor-Led Training)
This instructor-led training course provides budget analysts, budget planners, budget managers and enterprise budget users with the basics of workforce planning using the Adaptive Planning tool.
· Course introduction to define key terms and explain change impacts and benefits
· Navigate the workforce planning dashboard; review indicators and drill down
· Update fringe rates and create agency fringe-rate snapshots
· Apply planning steps for regular employees, temporary/contingent workers, and open positions (details, benefits applicability/calculations, ALP/ALCP forecast)
· Perform hands-on overrides for regular employee salaries (individual and group)
[bookmark: _Toc228177640]GA@WORK Adaptive Planning 3: Operational Expenses/Revenues and Risk Pool Premium Forecast (Instructor-Led Training)
This comprehensive, instructor-led training is designed to teach Budget Analysts, Budget Planners, Budget Managers, and Enterprise Budget users how to validate and finalize Risk Pool Premiums, validate and update Expense Forecasts, and validate and update Revenue Forecasts, including Awards and Grants, Customer Contracts, and Tuition revenues.
· Course introduction to define key terms and explain change impacts and benefits
· Validate cost center–level risk pool premiums; select fund source for non-state funded portion
· Run exception reports and finalize risk pool premiums; verify 3-year average
· Override forecast calculations as needed; validate the final forecast
· Forecast revenues for awards and grants, customer contracts, and tuition (technical colleges only)
[bookmark: _Toc228177641]GA@WORK Adaptive Planning 4: Annual Budget Cycle (Instructor-Led Training)
This comprehensive, instructor-led training is designed to teach Budget Analysts, Budget Planners, Budget Managers, and Enterprise Budget users how to complete the Annual Operational Budget, including: create the Base Budget, enter budget information from the Appropriation Bills, and finalize and publish the Annual Operation Budget.
· Course introduction to define key terms and explain change impacts and benefits
· Explain steps in the Amended Operating Budget (AOB) process; create a base budget version
· Generate the PBCS load report (Office of Planning and Budgeting (OPB) only); manage base budget access (restrict to OPB, then open to agencies)
· Enter appropriation bill entries in Adaptive (agencies); spread changes to cost center level and confirm with cost center/program owners
· Validate and reconcile budgets (agency vs cost center roll-up); restrict base budget access to budget managers and finalize AOB (including attached agencies)
· Publish and route approvals; run publish plan, submit in GA@WORK, complete OPB approvals, and make the budget available
[bookmark: _Toc228177642]GA@WORK Adaptive Planning 5: Risk Pool Premium Forecast (Instructor-Led Training)
This comprehensive, instructor-led training is designed to teach Enterprise Budget users how to validate and update the State General Fund, load and update the Risk Pool Premium, and release the Risk Pool Spread to Agencies.
· Course introduction to define key terms and explain change impacts and benefits
· Validate system-calculated state generated funds; update state generated funds as needed
· Load all applicable risk pools, override risk pool premiums at agency level
· Validate risk pool spread by program; validate agency risk pools
· Release risk pool spread for agencies
[bookmark: _Toc228177643]GA@WORK Banking & Settlement Management (Instructor-Led Training)
This instructor-led training (in person) on GA@WORK Banking & Settlement Management is a comprehensive instructor-led training course designed to teach Banking Specialists and Settlement Specialists how to leverage GA@WORK's banking and settlement functionality.
· Course introduction to define key terms and explain change impacts and benefits
· Submit a settlement run event in GA@WORK
· Generate an ad hoc payment event in GA@WORK; initiate an ad hoc bank transaction
· Submit a payment return event in GA@WORK, complete print check and payment acknowledgement tasks
· Execute escheatment items and stop item events; perform bank account transfer events
· Run a bank statement event in GA@WORK; run key banking and settlement reports
[bookmark: _Toc228177644]GA@WORK Business Assets 1 (Instructor-Led Training)
This instructor-led (in person) training on GA@WORK Business Assets Part 1 & 2 are a comprehensive instructor-led training course designed to teach Business Asset Tracking Specialists and Business Asset Accountants how to leverage GA@WORK's business asset functionality through an asset’s life cycle.
· Course introduction to define key terms and explain change impacts and benefits
· Explain Worktags (types and usage) for business assets in GA@WORK; identify key Worktags to review during approvals
· Perform a procurement approval in GA@WORK
· Create an asset registration event; add assets from a capital project and from a supplier invoice, including assigning accounting
· Manage asset lifecycle adjustments: adjusting service date, perform cost adjustment, update useful life, and complete asset reclassification
[bookmark: _Toc228177645]GA@WORK Business Assets 2 (Instructor-Led Training)
This instructor-led (in person) training on GA@WORK Business Assets Part 1 & 2 are a comprehensive instructor-led training course designed to teach Business Asset Tracking Specialists and Business Asset Accountants how to leverage GA@WORK's business asset functionality through an asset’s life cycle.
· Recap objectives from the GA@WORK Business Assets 1 course
· Explain key terms, changes, and processes for transfers, end-of-life, and reporting
· Run key Business Asset reports
· Execute Business Asset transfers (between workers, locations, and cost centers) and intercompany transfers
· Perform end-of-life and related events: removal, disposal, impairment, reinstatement, and State of Georgia asset inspections
[bookmark: _Toc228177646]GA@WORK Enterprise Interface Builder Journal Launch (Microlearning)
This demo is designed to help Accountants use the Enterprise Interface Builder (EIB) to complete a Journal Launch.
[bookmark: _Toc228177647]GA@WORK Expense Management (eLearning)
GA@Work Expense Manage is an eLearning course designed to empower employees with the knowledge and skills to complete non-travel expense reports for reimbursements.
· Course introduction to define key terms and explain change impacts and benefits
· GA@WORK expense management overview and key terminology
· Worktags basics (what they are and why they matter)
· Navigate the Expenses Hub and identify expense types you can submit
· Submit non-travel expense reports for reimbursement (desktop and mobile)
· Submit expense reports on behalf of others, including the Expense Data Entry Specialist role and when it’s needed
[bookmark: _Toc228177648]GA@WORK Finance Overview (eLearning)
GA@Work Finance Overview is an eLearning course designed to empower finance and procurement employees with the knowledge and skills to understand the finance components of GA@WORK to complete their assigned tasks.
· Course introduction to define key terms and explain change impacts and benefits
· Highlight key changes and user impacts in GA@WORK for finance and close activities (what’s new, what’s different, what stays the same)
· Define key terms used in GA@WORK financials (e.g., Foundational Data Model, Worktags, business process, validation, and approvals)
· Explain automated data functionality in GA@WORK (defaulting, validations, routing, integrations, and audit trail) and how it affects data entry and corrections
· Explain the basics of the Foundational Data Model (FDM) and why it matters for coding, reporting, and controls
· Describe key GA@WORK Worktags and how they drive accounting and reporting (e.g., Fund, Cost Center, Program, Grant, Project, Location, Spend Category, Ledger Account as applicable)
· Describe basic changes to the fiscal close process in GA@WORK (transaction cutoffs, approvals, reconciliations, reporting, and status visibility)
[bookmark: _Toc228177649]GA@WORK Financial Accounting I (Instructor-Led Training)
This instructor-led training on GA@WORK Manage Financial Accounting 1 & 2 are comprehensive instructor-led training courses designed to teach Accountants and Accounting Operations Leads how to leverage GA@WORK's financial accounting functionality.
· Course introduction to define key terms and explain change impacts and benefits
· Describe the role of Worktags in journals
· Explain the journal process; create an accounting journal event in GA@WORK
· Explain the Enterprise Interface Builder (EIB) journal process; create an EIB accounting journal event in GA@WORK
[bookmark: _Toc228177650]GA@WORK Financial Accounting II (Instructor-Led Training)
This instructor-led training on GA@WORK Manage Financial Accounting 1 & 2 are comprehensive instructor-led training courses designed to teach Accountants and Accounting Operations Leads how to leverage GA@WORK's financial accounting functionality.
· Introduce key terms, change impacts, and benefits for financial accounting adjustments in GA@WORK
· Recap key points and objectives from GA@WORK Financial Accounting 1
· Explain accounting adjustment principles; create an accounting adjustment event
· Differentiate accountant vs business asset accountant roles in asset-related adjustments
· Describe the off-cycle period close process (per business process)
· Explain key accounting reports
· Run key accounting reports
[bookmark: _Toc228177651]GA@WORK Financial Accounting: Allocation Pools (Microlearning)
This Learning will explain allocation pools as groups of costs (or revenues) collected for redistribution using defined rules or drivers. Covers how pools are set up, maintained, and used to support consistent allocations across agencies and teams.
[bookmark: _Toc228177652]GA@WORK Financial Accounting: Financial Allocations (Microlearning)
This eLearning explains what Financial Allocations are, why the agency uses them, and includes a full end-to-end walkthrough of the allocation process.
[bookmark: _Toc228177653]GA@WORK Financial Budget Management (Instructor-Led Training)
This instructor-led training on GA@WORK Financial Budget Management is a comprehensive instructor-led training course designed to teach Budget Managers and Budget Analysts how to leverage GA@WORK's financial budget management functionality.
· Course introduction to define key terms and explain change impacts and benefits
· Overview of GA@WORK budget management: tools, functionality, and how transactions impact budget
· Define key budget terms (e.g., fund source)
· Budget events: purpose, amendment concept, and how to create/amend
· Amendment types (including roll-forward) and year-end/period-close considerations
· Allotment process overview
· Best practices for budget approvals across workstreams
· Run and interpret key financial budget reports for monitoring and controls
[bookmark: _Toc228177654]GA@WORK for AR Operations Leads (Instructor-Led Training)
This instructor-led training on GA@WORK for AR Operations Leads is a comprehensive instructor-led training course designed to teach AR Operations Leads how to leverage GA@WORK's accounts receivable customers.
· Course introduction to define key terms and explain change impacts and benefits
· Introduction to Accounts Receivable in GA@WORK, including key terms, Worktags, change impacts, and approval routing
· Describe and process a customer creation event (required data, validations, supporting documentation, and approvals)
· Describe key customer change processes (e.g., updates to name, address, tax details, contacts, payment terms, and status as applicable)
· Run key customer change processes in GA@WORK and track status through the business process (BP) inbox and audit trail
· Describe revenue recognition basics and schedule a revenue recognition event (timing, triggers, and required Worktags as applicable)
· Explain the role of customer contracts in Accounts Receivable (billing setup, revenue terms, compliance, and downstream impacts)
· Describe and process key customer reports (customer aging, open items, customer activity, and contract-related reporting as applicable)
[bookmark: _Toc228177655]GA@WORK for Customer Billing & Payment Specialists (Instructor-Led Training)
This instructor-led training on GA@WORK for Customer Payment Specialists is a comprehensive instructor-led training course designed to teach Customer Payment Specialists how to leverage GA@WORK's accounts receivable functionality specific to customer invoices and payments.
· Course introduction to define key terms and explain change impacts and benefits
· Explain the Customer Payment Specialist role in GA@WORK
· Process customer events, invoices, and related invoice activities
· Process invoice adjustments (credit/debit)
· Process customer payments, including overpayments
· Process billing schedules and customer statements
· Explain ad hoc bank transactions and bank account transfers
· Run and interpret key reports
[bookmark: _Toc228177656]GA@WORK for Supplier Liaisons (Instructor-Led Training)
GA@WORK for Supplier Liaisons is a comprehensive, instructor-led training designed to teach the basics of supplier management including the creation and updating of suppliers.
· Course introduction to define key terms and explain change impacts and benefits
· Introduce Supplier Liaison supplier management in GA@WORK
· Search for suppliers and distinguish Find Supplier vs Find Supplier Events
· Use Find Supplier Events to track request status
· Use Find Suppliers to locate and review supplier records
· Explain the Supplier Event process and complete a Supplier Event
· Edit pending supplier information (errors/alerts) and modify Supplier Event requests
· Add an Alternate Name and explore Supplier related actions
[bookmark: _Toc228177657]GA@WORK Grants Management (Instructor-Led Training)
This instructor-led training on GA@WORK Grants Management is a comprehensive instructor-led training course designed to teach Award Contract Specialist; and Sponsor Program Managers how to leverage GA@WORK's grant functionality.
· Course introduction to define key terms and explain change impacts and benefits
· Introduce grants in GA@WORK (key terms, Worktags, sponsor lookup/request)
· Manage grants end-to-end: create/edit grants, manage awards (award lines, award events, award corrections)
· Execute grant transactions and controls: submit invoices, understand approvals/cross-process impacts
· Close and report: year-end/grant-end basics and run grants reports
[bookmark: _Toc228177658]GA@WORK Manage Accounts Payable I (Instructor-Led Training)
This instructor-led training on GA@WORK Manage Accounts Payable 1 & 2 are comprehensive instructor-led training courses designed to teach Accounts Payable Data Entry Specialists how to leverage GA@WORK's accounts payable functionality.
· Course introduction to define key terms and explain change impacts and benefits
· Highlight key AP terms, changes, impacts, and end-to-end business processes
· Explain core Worktags and how they apply across Accounts Payable (AP)
· Describe basic approval workflows and Supplier Invoice Hub functionality
· Explain supplier invoice processing and create a supplier invoice in GA@WORK
[bookmark: _Toc228177659]GA@WORK Manage Accounts Payable II (Instructor-Led Training)
This instructor-led training on GA@WORK Manage Accounts Payable 1 & 2 are comprehensive instructor-led training courses designed to teach Accounts Payable Data Entry Specialists how to leverage GA@WORK's accounts payable functionality.
· Course introduction to define key terms and explain change impacts and benefits
· Review GA@WORK Manage Accounts Payable I: key changes, impacts, benefits, and core processes
· Explain additional supplier actions, recurring supplier invoices, and virtual payment invoices
· Adjust supplier invoices, including refunds, and complete matching activities
· Create and complete a Supplier Invoice Adjustment event
· Run basic Accounts Payable reports
[bookmark: _Toc228177660]GA@WORK Manage Payroll (Instructor-Led Training)
GA@WORK Manage Payroll is an instructor-led training course designed to teach users how to review payroll, complete on/off cycle payroll processing, process retro payroll, run payroll reports, and download payroll data.
· Course introduction to define key terms and explain change impacts and benefits
· Explain key payroll changes, impacts, and benefits in GA@WORK
· Complete on-cycle and off-cycle payroll processing using pay input
· Process retro payroll using pay input and process withholding orders (garnishments)
· Find and run reports in the Payroll Command Center
[bookmark: _Toc228177661]GA@WORK Manage Time & Absence (Instructor-Led Training)
GA@WORK Manage Time and Absence is an instructor-led training course designed to teach users how to assign work schedules, enter time, request and correct time off, and manage leave of absence (LOA) requests and returns.
· Course introduction to define key terms and explain change impacts and benefits
· Assign a Work Schedule and understand downstream impacts (time entry, overtime rules, eligibility)
· Enter time off on behalf of an employee (admin entry) and validate balances/eligibility
· Request time off on behalf of an employee (proxy request) and route for approvals
· Request a Leave of Absence (LOA) and understand key data captured (type, dates, reason, documentation)
· Request Return from LOA and re-activate time/leave eligibility as applicable
· Adjust leave balances on behalf of an employee (corrections) with auditability and approvals
[bookmark: _Toc228177662]GA@WORK Time & Absence Demonstration (Microlearning)
This short, scenario-based eLearning helps State of Georgia end users enter, review, and submit time in GA@WORK, and request, update, or cancel absences. Learners follow step-by-step guidance to complete key tasks, check submission and approval status, and avoid common issues (missing time, overlaps, blocked submissions) so they can meet deadlines with confidence.
[bookmark: _Toc228177663]GA@WORK Projects Management (Instructor-Led Training)
This instructor-led training on project management in GA@WORK is a comprehensive instructor-led training course designed to teach project managers how to leverage GA@WORK's projects dashboard, basic navigation and reports. It will also cover managing projects within GA@WORK including budgets, assets and expenses.
· Course introduction to define key terms and explain change impacts and benefits
· Introduce projects: key terms and change impacts in GA@WORK
· Create and review a Project Hierarchy (program → project → subproject/tasks)
· Explain the end-to-end process for managing projects (initiate, plan, execute, monitor, close)
· Create a project and validate required attributes (sponsor/manager, dates, status, organization)
· Edit a project (updates, governance/approvals, effective dating as applicable)
· Explain assets for capital projects (capitalization concepts, asset creation triggers)
· Verify capital project expenses (allowable costs, coding/Worktags, approvals, audit trail)
· Navigate to and run key project and capital reports
· Refine report search filters to view additional details (prompting, saved filters, drill-down)
[bookmark: _Toc228177664]GA@WORK for Payroll Liaisons (eLearning)
[bookmark: _Toc228177665]Procurement Course Descriptions
The GA@WORK Procurement courses provide learners with the skills needed to manage requisitions, purchase orders, P-Cards, sourcing events, contracts, and approvals within GA@WORK. These courses support end users, approvers, buyers, and procurement professionals by reinforcing standardized procurement processes and compliance requirements. Training is delivered through a combination of eLearning and instructor-led offerings to support both routine transactions and advanced procurement activities.
[bookmark: _Toc228177666]GA@WORK Agency P-Card Administrator System Training (eLearning)
This eLearning course on P-Cards in GA@WORK is a comprehensive digital training course designed to teach Agency P-Card Administrators how to leverage GA@WORK to perform tasks.
· Course introduction to define key terms and explain change impacts and benefits
· Administering P-Cards in GA@WORK: Agency P-Card Administrator responsibilities
· Prepare for P-Card settlement
· Manage P-Card prior approvals (edit in-progress/approved; cancel draft/in-progress)
· Locate and manage P-Card documents and cards (requisitions, purchase orders, credit cards; edit credit cards)
· View accounting for canceled procurement card transaction verifications
[bookmark: _Toc228177667]GA@WORK for PO Buyers (eLearning)
This eLearning course on purchase order buyers in GA@WORK is a comprehensive digital training course designed to teach buyers how to leverage GA@WORK to create and manage purchase orders for goods and services.
· Course introduction to define key terms and explain change impacts and benefits
· Navigate the Buyer Hub and locate purchase orders/requisitions
· Create purchase orders (source from requisitions, no requisition, P-Card manual, contract-referenced)
· Issue and schedule purchase orders to suppliers; resolve validation errors/warnings
· Manage purchase orders (search, accounting view, change orders, close/cancel, mass actions)
· Shop Amazon Marketplace and run purchase order reports
[bookmark: _Toc228177668]GA@WORK for P-Card Holders (eLearning)
This eLearning course on P-Cards in GA@WORK is a comprehensive digital training course designed to teach employees how to leverage GA@WORK for use of the organizations' purchasing cards.
· Course introduction to define key terms and explain change impacts and benefits
· Introduce PCards in GA@WORK (purpose, key terms, roles, policy/controls, Worktags, and change impacts)
· Submit a PCard Prior Approval request as the cardholder or as an employee on behalf of the cardholder (required fields, attachments, validations, and routing)
· Review and approve a PCard Prior Approval request as the cardholder or on the cardholder’s behalf (what to check before approving)
· Review and revise an In Progress PCard Prior Approval request as self or on behalf of the cardholder (edit/resubmit steps and impacts to routing)
· Cancel PCard Prior Approval requests in Draft or In Progress status (when to cancel vs revise)
· Explain and perform PCard transaction verification, including review and approval steps (matching, documentation requirements, Worktagging/coding, and exceptions)
· Explain PCard settlement processing and downstream impacts (accounting, reporting, and audit trail)
· Monitor credit card transactions and verification documents by billing date (status tracking, aging, and follow-up actions)
· Run reports for Credit Card Transactions (filters, exports, and common reconciliation use cases)
· Run reports for Procurement Card Transaction Verification (verification status, missing documentation, and approver queues)
· Run reports for PCard Prior Approval Requests (status, cancellations, pending approvals, and cycle time)
[bookmark: _Toc228177669]GA@WORK for Requesters (eLearning)
This eLearning course on requisitions in GA@WORK is designed to teach requesters how to leverage GA@WORK to create and manage requisitions for goods and services. This training course also provides foundational knowledge for individuals responsible for reviewing and approving requisitions or sourcing requisitions to purchase orders.
· Course introduction to define key terms and explain change impacts and benefits
· Set up requester defaults
· Create and submit requisitions (catalog, non-catalog, P-Card)
· Manage requisitions (edit/resubmit, cancel/close, search, reports, sourcing console)
· Receive goods/services and process returns to supplier
[bookmark: _Toc228177670]GA@WORK for Requisition, P-Card, and PO Approvers (eLearning)
This eLearning course on requisition, P-Card, and purchase order approvals in GA@WORK is a comprehensive digital training course designed to teach requisition and purchase order approvers how to leverage GA@WORK to review, approve or send back requisitions and purchase orders for goods and services.
· Course introduction to define key terms and explain change impacts and benefits
· Introduction to the GA@WORK requisition and purchase order (PO) review/approval process (roles, routing, key terms, Worktags, and change impacts)
· Locate requisitions pending approval (Inbox, notifications, saved searches, and filters)
· Review requisition details before actioning (supplier, line items, attachments, budget/checks, and required Worktags)
· Approve a requisition or send back to requester (required comments, what happens next, and audit trail)
· Insert additional requisition approvers (when to add, how to add, and impact to routing/timing)
· View requisition accounting (Worktags, spend category/ledger impact, and distribution details as applicable)
· Locate purchase orders pending review/approval (Inbox and search)
· Review and approve a PO or send back (what to validate vs the requisition, matching expectations, and documentation)
· Add an additional PO approver (criteria, steps, and routing impacts)
· Run requisition and PO reports (status, aging, approvals, cycle time, and exception tracking)
[bookmark: _Toc228177671]GA@WORK for Strategic Sourcing I (eLearning)
This eLearning course is designed to empower procurement professionals with essential skills to navigate the Strategic Sourcing module and support key strategic sourcing processes
· Course introduction to define key terms and explain change impacts and benefits
· Explain key features and benefits of Strategic Sourcing in GA@WORK
· Explain user roles and the key processes supported by the Strategic Sourcing module
· Navigate the Strategic Sourcing dashboard and describe key navigation features
· Describe the optional sourcing request process (when used, key steps, and outcomes)
· Access other training resources (job aids, quick reference guides, and help channels)
[bookmark: _Toc228177672]GA@WORK for Strategic Sourcing II (Instructor-Led Training)
This comprehensive, instructor-led training is designed to teach sourcing event buyers and procurement officers how to leverage the Strategic Sourcing module in GA@WORK Marketplace to create, manage, evaluate, and award solicitations.
· Course introduction to define key terms and explain change impacts and benefits
· Explain key features and benefits of Strategic Sourcing in GA@WORK
· Explain user roles and end-to-end processes supported by the module
· Navigate the Strategic Sourcing dashboard
· Identify solicitation types and templates
· Build solicitations, route for approval, and manage open solicitations
· Review and evaluate supplier responses
· Close out solicitations and complete award activities
· Run reports and access additional training resources
[bookmark: _Toc228177673]GA@WORK for Supplier Contracts (Instructor-Led Training)
GA@WORK Supplier Contractors is a comprehensive, instructor-led course designed to teach contract administrators how to leverage GA@WORK to create and manage contracts.
· Course introduction to define key terms and explain change impacts and benefits
· Define key contract terms and explain supporting business processes
· Navigate the Contracts module and review GA@WORK contract objectives
· Manage contracts end-to-end, emphasizing review cycles and signature collection
· Identify and process renewals and amendments
· Use tools to communicate, report, and review contracting activities
[bookmark: _Toc228177674]GA@WORK Procure to Pay Overview (eLearning)
This eLearning course in GA@WORK is a general overview of how to navigate GA@WORK's to conduct various procurement tasks.
· Course introduction to define key terms and explain change impacts and benefits
· Define procurement and explain its importance within an agency
· Navigate the procurement dashboard in GA@WORK
· Explain the end-to-end procurement lifecycle (requisition → approvals → purchase order → receipt → invoice → payment)
· Create a requisition in GA@WORK and identify required fields and supporting information
· Explain the approval workflow and track/manage approvals in GA@WORK
· Convert requisitions to purchase orders (POs) and identify key PO fields and settings
· Record receipt of goods/services and handle exceptions/discrepancies
· Process invoices and match invoices to POs and receipts (matching overview and exceptions)
· Describe payment processing at a high level, including payment terms and schedules
· Add and manage suppliers in GA@WORK and track supplier performance
· Create and maintain catalogs and explain benefits of using catalogs
· Access and use procurement reports in GA@WORK; identify key metrics and KPIs
[bookmark: _Toc228177675]Technical Course Descriptions
The GA@WORK Technical courses are designed to support users with specialized system responsibilities, including security administration and reporting. These courses provide foundational knowledge of request workflows, approvals, and reporting tools needed to support agency operations and data access governance. Training is delivered through targeted eLearning to ensure consistent understanding of system functionality and responsibilities.
[bookmark: _Toc228177676]GA@WORK Agency Security Partner Fundamentals (eLearning)
This eLearning course in GA@WORK is intended to provide Agency Security Partners, Security Administrators, and Managers with an understanding of the different requests and approvals they will receive.
· Course introduction to define key terms and explain change impacts and benefits
· Describe the end-to-end workflow to request, review, and approve requests.
· Identify the types of requests received and what each requires.
· Complete assigned/requested tasks accurately and on time.
· Approve requests following the defined steps and criteria.
· Confirm delegation requests and verify the delegation details.
[bookmark: _Toc228177677]GA@WORK Report Writer Basics I (eLearning)
This eLearning course in GA@WORK is an introductory overview of Report Writer functionality. It is designed to provide an introductory overview of the Report Writer functionality. This course is tailored for users seeking to enhance their skills in report generation and data management within the GA@WORK platform.
· Course introduction to define key terms and explain change impacts and benefits
· Explain what GA@WORK Report Writer is and when to use it.
· Describe the key features and benefits of the Report Writer.
· Navigate the Report Writer Dashboard to access reporting tools.
· Build a custom report by selecting and configuring data fields.
· Refine report results by applying filters and prompts.
[bookmark: _Toc228177678]GA@WORK Report Writer Basics II (eLearning)
This eLearning course in GA@WORK is an introductory overview of Report Writer functionality. It is designed to provide an introductory overview of the Report Writer functionality. This course is tailored for users seeking to enhance their skills in report generation and data management within the GA@WORK platform.
· Course introduction to define key terms and explain change impacts and benefits
· Describe key features and benefits of GA@WORK Report Writer.
· Navigate Report Writer to generate accurate, insightful reports.
· Create, customize, and manage reports (including building a custom report).
· Copy, edit, and reuse existing custom reports to meet business needs.
· Export report outputs using available file formats.
· Schedule reports to run automatically at defined intervals.









2

2

image1.png
GAGOWORK




image2.png




image3.svg
  
.MsftOfcThm_Accent3_Fill_v2 {
 fill:#7FA267; 
}

                                                                                           


