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Dates: 
December 2, 2009

Times: 
Morning Sessions 9:00 - 12:00

Afternoon Sessions 1:00 - 4:00
NOTE:  Even though there are two sessions offered on each date, each session is the same class.  Please register for one session only.

Location: Sacramento, CalEPA Building, Computer Training Room 8 South
Registration Fees: None
To Register:  Follow the training registration requirements, obtain all required approvals and then register on-line at http://waternet/training.  It is not necessary to submit hard-copy training requests to the Academy office; the online system will provide a registration confirmation.  If you have questions about the registration process, please contact your training liaison.  
If you have special accommodation or language needs, please contact Shirley Moreno at (916) 324-7481 or email  smoreno@waterboards.ca.gov at least 5 working days prior to the class.  TTY/DD/Speech to Speech users may dial 7-1-1 for the California Relay Service.

CalATERS Training

A ½ Day Class
Course Description:  Have you heard the latest travel news?  California Automated Travel Expense Reimbursement System (CalATERS) is now the mandatory form of reimbursement for your travel expense reimbursements and travel advances.
The Water Boards’ Accounting Unit is offering the perfect opportunity for formal training if you didn't get trained during implementation or just a refresher for those of you who already use this system.

In class you will learn the following:

· CalATERS Features and Benefits

· Reminders of basic travel rules & tips

· Navigation of CalATERS User Interface

· How to prepare and submit a travel advance

· How to prepare and submit a travel expense reimbursement claim

· How to use specialized account coding on a travel expense reimbursement

· How to approve a travel advance or travel reimbursement (For Approvers)
If you have questions about this class, please contact Jamie St.Cloud at (916) 341-5035 or the CalATERS Help Desk at 916-341-5036 or CalATERS-Travel@waterboards.ca.gov 







