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    Summer/Fall In-House 
Training Bulletin 

August – December, 2009 
Remaining SOFT SKILLS TRAINING: 

 Coaching Labs for Managers 
 Retirement Planning Seminar 
 3 Step to Planning Your Retirement 

WELLNESS TRAINING 

 Mini Workshops: Improving Health 

   FMIS TRAINING 

 Maintaining Vendor Information 

 Voucher Processing 

 Understanding Commitment Control for Managers 

 Query for FMIS Financials – Beyond the Basics 

 Understanding Financial Transactions for Managers 

 Requisition and Direct Purchase Order Entry 

 Cash Receipts and Entry 

 Advanced Voucher Processing 

 Billing and Accounts Receivable Processing 

 

 

City  

of  

Milwaukee  

 

 

Training & Development Services Section 
Department of Employee Relations 

City Hall, Room 706 
E-Mail:  jkamme@milwaukee.gov 
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ENROLLMENT INSTRUCTIONS 

1. You must ŜƴǊƻƭƭ ǳǎƛƴƎ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎǘŜǇǎΧ 
2. Enroll in classes as soon as possible, but no later than 2 weeks PRIOR to the course date. 
3. Get your Supervisor’s approval to attend.  This does not mean you are confirmed for a class! 
4. Your Supervisor should provide your department’s Training Information Coordinator (see last page) 

with the following information: 
a. Course Number 
b. Course Title 
c. Your Employee ID Number (6-digit) 
d. Please indicate whether or not the Tuition Benefit OR Department Funds are being used to 

pay for the Course Registration Fee. 
5. DO NOT contact Training & Development Services to enroll yourself or others.  ALL enrollments must 

go directly through your departmental Training Information Coordinator (see last page).  Supervisors 
must also enroll themselves or others through the Training Information Coordinator (see last page).  
They should not contact Training & Development Services. 

a. EXCEPTION:  See special enrollment instructions for Course #030 and #031. 
6. Participants will not receive a confirmation letter until a course has reached a minimum number of 

enrollments.  The confirmation will be sent via email directly from Training & Development Services 
(Judy Kammermann).  Participants that do not have access to City email will receive a hard copy of the 
confirmation letter from their Training Information Coordinator (see last page).  

1. If a course that you enrolled in is full, you will receive an email message from Training & Development 
Services (Judy Kammermann).  Your name will be placed on a Waiting List.  If there are enough 
participants on the Waiting List, another session of that Course will be scheduled.  Once scheduled, 
you will receive a confirmation letter. 

2. If a course is canceled due to low enrollment, you and your Training Information Coordinator will be 
notified via email at least two weeks in advance.  Again, if you do not have access to City email, your 
Training Information Coordinator will provide you with a hard copy of the Course Cancellation, or they 
will notify you directly. 

3. Please do not attend a course unless you have been confirmed by Training & Development Services 
(Judy Kammermann). 

4. Each course will have a Cancellation Date listed on the Confirmation Letter.  You must cancel your 
enrollment by that date.  If you do not cancel in time, or do not show up, your department may be 
billed for your registration fee.   However, you may find a substitute to take your place (please let us 
know if you do). 

 

COURSE FEES: 
The cost for a computer skills class is between $180 – $90 per person, based on a minimum of 5 enrollments, 
and a maximum of 10 enrollments.  The final “per person” cost is based on the number of participants that 
attend each class. 
 

TUITION BENEFIT INFORMATION: 
Employees using their Tuition Benefit to pay for the registration fee do not pay “out-of-pocket.”  The amount 
is automatically “deducted” from their Tuition Benefit Account balance.  Please DO NOT use the Tuition 
Benefit Application as a means to enroll in a class.  To enroll, please follow the instructions listed above. 
 

DEPARTMENT FUNDS: 
In cases where the employee’s department is paying the registration fee, Training & Development Services will 
bill the department via an IRI after the course is completed.  Be sure to indicate when enrolling that 
Department Funds (“DF”) are being used!
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COURSE #007: 

Coaching Labs for Supervisors and Managers 
 

The Labs are limited to supervisors and managers 

within the Management Pay Plan (includes Sworn 

Fire and Police management). 

The Department of Employee Relations 
is providing monthly ‘Coaching Labs’ for 
supervisors to practice feedback and 
performance management skills with 
consultant Mary Wacker onsite.  Mary 
Wacker will provide a feedback model 

and support around individuals’ specific performance 
management or performance evaluation/review challenges.  

Come to one or more of these monthly group coaching labs 
where you and others will have the opportunity to get help with 
your situations: 

o Having a coaching conversation 
o Giving performance feedback 
o Communicating expectations 
o Handling difficult performance issues 

 
¢Ƙƛǎ ƛǎƴΩǘ ŀ ǘǊŀƛƴƛƴƎ ǎŜǎǎƛƻƴ ōǳǘ ŀ ǿƻǊƪƛƴƎ ƭŀō ǘƻ ŎǊŀŦǘ ǎǇŜŎƛŦƛŎ 
language and actions that will help move you forward toward 
a successful outcome. 

o Come with a situation you would like some 
assistance with. 

o Come prepared to participate and learn from the 
group. 

 

Registration is required for the labs. 
 

Participants may attend more than one session, as needed. 

Time 
Location : 

10:00 am – Noon 
City Hall, Room 303 

Course #007: Thursday, December 3 

These group lab sessions are funded by Employee Relations.  
Additional one-on-one coaching may be scheduled and funded 
through Department Operating Funds or the Tuition Benefit. 

 
 

 
 

 

For all courses listed in this Training Bulletin, please 

enroll as soon as possible, but at least 2 weeks 

PRIOR to the course date.  Enrollments must go 

through your department’s Training Information 

Coordinator (see last page for a list).  Supervisors 

must also enroll themselves or others through the 

Training Information Coordinator.  Do not contact 

Training & Development Services to enroll.

 

If you wish to automatically receive Training 

Bulletins via E-Mail you can subscribe to E-Notify for 

Training Opportunities.  To subscribe send an E-Mail 

to emprel@milwaukee.gov and be sure to say you 

want to receive Training Bulletins via E-Mail.

 

All training-related information for City employees 

can be found on the Department of Employee 

Relations’ website at:  

www.milwaukee.gov/der/Training

 

Our training vendor, Instructing Technologies, offers 

public computer skills classes, other than those 

listed in this Training Bulletin, at their Waukesha 

location.  For more information go to 

www.milwaukee.gov/der/Training/CS  

Instructing Technologies also offer “soft skills” 

public classes.  

For more information go to 

www.milwaukee.gov/der/Training/SST 

 

For information about “self-paced online” training 

go to www.milwaukee.gov/der/Training/Online 

  

mailto:emprel@milwaukee.gov
http://www.milwaukee.gov/der/Training
http://www.milwaukee.gov/der/Training
http://www.milwaukee.gov/der/Training/CS
http://www.milwaukee.gov/der/Training/SST
http://www.milwaukee.gov/der/Training/Online
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Course #040-A: 
Retirement Planning Program 

 
This seminar SPECIFICALLY addresses City 

retirement benefits for employees nearing 
retirement (1-3 years). 

 
This seminar is only for regular City civilian and 

non-sworn personnel, and not for MPS 
employees. 

 

All too frequently, employees do not begin to learn about the 
various aspects of retirement until it’s too late…after they have 
already retired.  This retirement information program will serve 
as a planning vehicle for employees nearing retirement. 
 
This 4-hour seminar will include an overview of benefits and 
services available to retired employees.  Topics covered are: 
 
 Pension, including a Question and Answer session 
 Life insurance benefits 
 Health and Dental insurance benefits 
 Social Security benefits 
 Deferred compensation 

 
The presenters of these topics will include representatives 
from: 
 
 Employee Benefits Division, Department of Employee 

Relations 
 Employes’ Retirement System 

o REMEMBER!  Employees planning on retirement 
should ask for a pension benefit estimate at least six 
months prior to retirement.  Employees planning on 
retirement must make an appointment with a 
pension counselor 30-90 days prior to the last day on 
the payroll. 

 Social Security Benefits consultant 
 Nationwide Retirement Solutions representative 

o The Deferred Compensation program is an 
independent financial operation with no direct 
connection with the City’s pension benefits.  Any 
questions concerning this benefit should be directed 
to the Deferred Compensation Plan Administrator. 

 

Please read the following if you are enrolled in the 
Flexible Choices Program and are retiring soon! 

 
Flexible Spending Account - Medical: 
 If you leave City employment and you are enrolled in a Medical-
FSA, your period of coverage ends on your separation date 
unless you arrange to maintain your account. You must claim 
reimbursement of eligible expenses within 30 days of your 

date of separation from the City. Expenses incurred after your 
coverage ends are not eligible for reimbursement unless you 
continue making "after-tax" contributions to your account. 
Please contact the Employee Benefits Division at 286-3184 for 
further information. 
 
Flexible Spending Account - Dependent Care: 
 Coverage for the Dependent Day Care-FSA ends on your 
separation date. You must claim reimbursement of eligible 
expenses within 30 days of your date of separation from the 
City. Contact the Employee Benefits Division at 286-3184 for 
further information. 
 
Any questions regarding these accounts should be directed to 
ProcessWorks, Inc. at 1-262-827-7030 or 1-888-868-2492 or go 
to www.processworks.com. 
 
 
Time:  8:00 am - Noon 
Cost:  Free 
Location:  Heartland Funds building, 789 N. Water Street, 4th 
Floor (southwest corner of Water and Wells Streets) 
 
 

wŜƎƛǎǘǊŀǘƛƻƴ ƛǎ ǊŜǉǳƛǊŜŘ ŦƻǊ ǘƘƛǎ ǎŜƳƛƴŀǊΧ 
 
tƭŜŀǎŜ ŎƘƻƻǎŜ ƻƴŜ ŎƻǳǊǎŜ ƴǳƳōŜǊΧ 

Course #040: Friday, November 20 
This session is full! 

Course #040-A: Friday, December 4 

Course #040-B: Friday, February 26, 2010 
This session is geared 
towards DC 48 employees. 

Course #040-C: Friday, April 30, 2010 

Course #040-D: Friday, June 11, 2010 

Course #040-E: Friday, August 27, 2010 

Course #040-F: Friday, November 19, 2010 

 
 

 
 
 
 
 
 
 
 
 
 

http://www.processworks.com/
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Course #042:  “Three Steps to Plan Your 
Retirement Income” Workshop 

 
The Milwaukee Deferred Compensation Plan, in partnership 
with Nationwide, will be conducting a retirement workshop.  
The “Three Steps to Plan Your Retirement Income” workshop 
will help you determine how to structure the income you’ll 
receive from your deferred compensation plan.  Joining your 
deferred compensation plan was a smart move and not this 
workshop will help you become familiar with how to structure 
your income during retirement.  You need to take steps to 
manage your retirement dollars wisely. 
 
The workshop will provide you with basic financial principles, 
that, when you choose to put them into practice, may make a 
difference in your retirement future.  Your deferred 
compensation plan provides educational services to help you 
secure a better quality of life now and in the years to come. 
 
The workshop discusses three important steps to help you plan 
your retirement income:  They are: 
 

1. How much income will you need? 
2. How do you make it last? 
3. How do you get it? 

 
The workshop comes to you from your Milwaukee Deferred 
Compensation Plan (www.milwaukee457.com). 
 
Cost:  Free 
Time:  12:00 – 1:00 pm (lunch is included) 
Location:  Room B-1, City Hall 
 

Registration is required for this workshop. 
 

Course #042: Tuesday, December 15 
 
 

WELLNESS CLASSES: 
 

The City of Milwaukee Wellness 
Steering Committee is pleased to 
announce the continuation of 
mini workshops on improving 
your health using Traditional 
Chinese Medicine techniques. 

 
The sessions are free and open to all City employees and no 
experience is necessary.  Wear comfortable clothing as mild 
movement is required.  Flat-soled shoes are recommended. 
 

 

Registration is not 
requiredΧΦƧǳǎǘ ǎƘƻǿ ǳǇΗ 

 

 

 
The remaining session is  as follows: 

Wednesday, 
December 16: 

Meditation – Get into 
Yourself 

Time: 12:00 – 12:40 pm; all sessions 

Location: Zeidler Municipal Building 
Fishbowl, Broadway Street 
entrance) 

Presenter: Tim Duehring, Hunyuan Taiji 
Academy – Milwaukee 

Cost: Free 
 
 

 

  

http://www.milwaukee457.com/
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COURSE #059:  Maintaining Vendor Information 

Date: Tuesday, December 1, 2009 

Time: 1:00 – 4:30 pm 

Location: Room B-6, City Hall 

Presenter: Glenn Steinbrecher, /ƻƳǇǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ 

Primary Audience: 

Cross-department personnel who will be adding and maintaining vendors for both AP and Purchasing. 

Prerequisites: 

 A basic familiarity with the PeopleSoft system is assumed.   

Course Description: 

This 3 ½-hour course will introduce users to the process of adding new vendors as well as adding contact 

information and conversations with contacts to existing vendors at the City of Milwaukee.  By the end of this 

course participants will be able to: 

R Define “vendor” at the City of Milwaukee 
R Understand how the FMIS system organizes vendor information 
R Understand how vendor information is used in both purchasing and accounts payable 
R Understand the Vendor Approval Process 
R Add a vendor by creating a vendor profile and entering vendor payment terms, procurement options, 

and 1099 information 
R Classify vendors 
R Update vendor contacts and vendor conversations 
R Understand inactivated vendors 
R Use “vendor search” capabilities 
R Perform on-line inquiry on vendors 

 

COURSE #060:  Voucher Processing 

Date: Wednesday, December 2, 2009 

Time: 8:30 am – 4:30 pm (includes lunch break) 

Location: Room B-6, City Hall 

Presenter: Betty Streng, DOA-Information & Technology Management Division 

Prerequisites: 

 A basic familiarity with the PeopleSoft system is assumed.  

Course Description: 

This 7-hour course will help users utilize the key components of the accounts payable process.  Topics include:  

payables overview, control groups, voucher types, entry and edit processes, budget checking and on-line inquiries.  

By the end of this course participants will be able to: 

 

R Set up voucher control groups 
R Understand the differences between standard, journal and PO vouchers 
R Enter all voucher types 
R Perform budget check 
R Edit vouchers 
R Perform standard voucher inquiries 
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COURSE #061:  Understanding Commitment Control for Managers 

Date: Friday, December 4, 2009 

Time: 8:30 – 10:30 am 

Location: Room B-6, City Hall 

Presenter: Sharon Struble, DOA-Information & Technology Management Division 

Prerequisites: 

 A basic familiarity with the PeopleSoft system is assumed.  

Course Description: 

This is an introductory course for the City’s financial system concentrating on budgets and how transactions affect them.  The 

goals of this 2-hour course are: 

R Understand at a high level how the financial system works including a review of each of the modules that are 
included in the system 

R Understand how department and project and/or grant budgets are stored within the system 

R Understand how different types of transactions affect the budgets 

R Practical exercises on how to inquire on budgets and their status 

 

COURSE #062:  Query for FMIS Financials – Beyond the Basics 
Date: Thursday, December 3, 2009 

Time: 1:00 – 4:30 pm 

Location: Room B-6, City Hall 

Presenter: Glenn Steinbrecher, /ƻƳǇǘǊƻƭƭŜǊΩǎ hŦŦƛŎŜ 

Prerequisites: 
 
R This class is for EXPERIENCED query users. 

If you have no prior experience, you need to go through the “Basic Query for FMIS Self-Study Guide” prior to attending this 
class.  If you need a copy of the Self Study, please send an email to jkamme@milwaukee.gov. 

Course Description: 
For those end-users who need to create more advanced queries, this 3 ½-hour hands-on course builds upon the concepts 
covered in the “Basic Query for FMIS Financials Self-Study” course.  These topics are covered: 
 
R Entering advanced selection criteria 
R Joining multiple tables in a single query 

 

COURSE #063:  Understanding Financial Transactions for Managers 

Date: Tuesday, December 8, 2009 

Time: 8:30 – 10:30 am 

Location: Room B-6, City Hall 

Presenter: Sharon Struble, DOA-Information & Technology Management Division 

Prerequisites: 

 A basic familiarity with the PeopleSoft system is assumed.  

Course Description: 
This is an introductory course for the City’s financial system.  The emphasis will be transactions that impact the City’s General 
Ledger.  The goals of this 2-hour course are: 
R Understand at a high level how the financial system works including a review of each of the modules that are 

included in the system 
R Practical exercises on how to inquire on financial transactions including NVision reports 
R Practical exercises on how to generate reports of financial transactions 
R Q and A session (optional) 
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COURSE #064:  Requisition and Direct Purchase Order Entry 

Date: Monday, December 7, 2009 

Time: 8:30 am – Noon 

Location: Room B-6, City Hall 

Presenter: TBD 

Prerequisites: 

 A basic familiarity with the PeopleSoft system is assumed.  

Course Description: 
This 3 ½-hour course, for new users and a refresher for current users, will teach you the navigation through PeopleSoft 
version 8.8; how to enter a new requisition; how to enter a Direct PO as a release against a Procurement Contract (formerly 
known as Vendor Contract); and how to look up Procurement Contracts.  Instructions will also be provided for the approval of 
a new requisition.  By the end of this course, participants will be able to: 
R Navigate through the v8.8 PeopleSoft Financials Purchasing modules 
R Enter a new requisition 
R Enter a Direct Purchase Order as a contract release 
R Look up Procurement Contract data 
R Teach their Approver(s) how to approve a requisition 

 

COURSE #065:  Cash Receipts and Entry 

Date: Wednesday, December 9, 2009 

Time: 8:30 – 10:30 am 

Location: Room B-6, City Hall 

Presenter: Sharon Struble, DOA-Information & Technology Management Division 

Prerequisites: 

 A basic familiarity with the PeopleSoft system is assumed. 

Course Description: 

This 2-hour course features how to use the cash receipt and entry process in the FMIS system.  By the end of this course, 

participants will be able to: 
 

R Understand the overall cash receipt and entry process 

R Enter deposits 

R Enter direct journals 

R Understand how to complete a deposit form 
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COURSE #066:  Advanced Voucher Processing 

Date: Thursday, December 10, 2009 

Time: 8:30 am – Noon 

Location: Room B-6, City Hall 

Presenter: Tom Bolton, DOA-Information & Technology Management Division 

Prerequisites: 

R Course #123, “Voucher Processing” 
R Two to three months experience processing vouchers and/or purchase orders 

Course Description: 

Participants in this 3 ½ -hour advanced course should have had two to three months experience processing 

vouchers and/or purchase orders prior to attending this class.  Topics may include: 

 

R Review of various types of vouchers and when they are to be used 
R Adjustment vouchers 
R Voucher templates 
R Requirements for closing purchase orders 
R Steps to analyze data to facilitate the closing of purchase orders 

 

 

COURSE #067:  Billing and Accounts Receivable Processing 

Date: Friday, December 11, 2009 

Time: 8:30 am – Noon 

Location: Room B-6, City Hall 

Presenter: Tom Bolton, DOA-Information & Technology Management Division 

Prerequisites: 

R A basic familiarity with the PeopleSoft system is assumed.  
R If you have no prior experience, you need to go through the “Basic Query for FMIS Self-Study Guide” prior 

to attending this class.  You can download the Guide on the MINT.  Go to http://mint.milwaukee.gov and 
under the “Documentation/Forms” category is the link to the self-study manual. 

Course Description: 

This 3 ½-hour course is especially designed for functional users of FMIS Billing.  This functionality allows 

departments, which bill external and internal customers, to create bills within FMIS, generate invoices centrally, 

and maintain collections information, aging and interface to Receivables and the General Ledger.  The purpose of 

this course is to enable City departments to perform all the processes necessary to create invoices, statements 

and collections in a consistent and controlled system.  Participants will learn to: 

R Maintain customer information 
R Define accounting distributions and charge codes for their respective departments 
R Maintain and create City invoices 
R Review aging information and the status of receivables 
R Generate appropriate reports related to bills and receivables 

 

 

http://mint.milwaukee.gov/
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TRAINING INFORMATION COORDINATOR LIST 
(R. 11-11-09) 

 

DEPARTMENT 
NAME EXT. LOCATION 

Assessor Amy Stenglein 3110 CH, Room 507 

City Attorney, Office of Barbara Woldt 8822 ZMB, Room 716 

City Clerk (Common Council) Marian Hartner 2236 CH, Room 205 

City Development, DCD and RACM 
Laurie Hoffman-Ory  or 
Judy Allen 

5887 
6076 

809 Bldg, 2
nd

 Floor 

City Development, HACM only Cassandra Sherrill-Patterson 5939 809 Bldg, 3
rd

 Floor 

City Treasurer’s Office Jason Bahr 2208 CH, Room 103 

Comptroller’s Office Diane Marek 2305 CH, Room 404 

Deferred Compensation Elaine Bieszk 5541 CH, Room 404 

Election Commission Denise Walton 5995 CH, Room 501 

Employes’ Retirement System Todd Warner 2168 789 N. Water, Suite 300 

Fire Department Julie Ann Schleifer 5289 6680 N. Teutonia Ave. 

Health Department Raymond Weitz 3780 ZMB, 3
rd

 Floor 

Library, Milwaukee Public 
Kelly Nieves 
Judith Zemke 

3898 
3028 

814 W. Wisconsin Ave. 

Mayor’s Office Pat Stawicki 3534 CH, Room 201 

Municipal Court Kristine Hinrichs 3836 951 N. James Lovell 

Neighborhood Services Todd Weiler 3214 ZMB, Room 104 

Police Department Lori Resch 7952 6680 N. Teutonia Ave. 

Port of Milwaukee Donna Luty 3511 2323 S. Lincoln Mem. Drive 

Department of Administration: 

· Budget & Management Crystal Ivy 3449 CH, Room 603 

· Community Develop. Grant Admin Dawn Hoogland 3822 CH, Room 606 

· Information & Tech Mgmt Div. Lisa Olive 2336 809 Bldg, Room 400 

· Intergovernmental Relations Div. Mary Olinger 5584 CH, Room 606 

· Business Operations Karen Cutts 3508 CH, Room 601 

Department of Public Works: 

· Administration/Tow Lot Patricia Hooker 3703 ZMB, Room 501 

· Infrastructure Services Marjorie Washington-Jones 2407 ZMB, Room 701 

· Water Works Paulina Solis 2926 ZMB, Room 409 

· Operations Division: 
P Facilities Management 

 
P Fleet Services 
P Forestry Section 
P Operations Section 
P Sanitation Section 

 
Leonard Moye  or 
Ronald Schoeneck 
Kathy Baily 
Toni Taylor-Johnson 
Wayne King 
Nicole Walter 

 
2156 
2972 
2261 
3599 
2705 
3723 

 
ZMB, Room 602 
ZMB, Room 602 
2142 W. Canal St. 
ZMB, Room 619 
2142 W. Canal St. 
ZMB, Room 620 

 

 


