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Re: ProcureAZ Version 12.5 Training Opportunities - On and Off Contract Ordering in ProcureAZ

The following ProcureAZ classroom training is available for registration through HRIS/YES:

PAZ000200C — PAZ ON & OFF CONTRACT ORDERING
Sessions 4 — 17, April 21°' — 30"

This class provides basic instruction for ordering both on and off contract goods and services in
ProcureAZ version 12.5 coming in July. At this time there are no prerequisites for this course, but it is
strongly recommended students take ADSPO200C Basic Navigation (CBT) before attending.

To register log in to HRIS/YES (https://portal.hris.azdoa.gov/CES/ces login.jsp), select Employee Training in the
menu on the left, then select Registration by Category, and finally select ADOA Courses. Scroll through the list in
the small window on the top right to find:

PAZ000200C PAZ ON & OFF CONTRACT ORDERING (you can sort the courses alphabetically by clicking on the
column heading ‘Course’). Click on the course number (PAZ000200C) and register for the session of your choice
in the middle window on the right (click on the session number).

You will receive an email confirming your registration.
Students desiring course materials for use in class need to go to https://spo.az.gov/administration-

policy/procureaz-state-agency/training to download lessons and slide decks. Corresponding lessons for this class
are Lesson 4 On Contract Ordering, Lesson 5 Off Contract Ordering and Lesson 8 Change Orders.

If you have difficulty registering or have questions regarding the class please call the Help Desk at 602-542-7600
(option 3) or email procure@azdoa.gov.

More sessions for this class will be made available weekly. Days and times will be adjusted slightly for each week to
make sure we can accommodate everyone’s work schedule. Please note the State Procurement Office is requiring ALL
ProcureAZ users to take this class by December 31, 2015. Staff that are Agency purchasers or requisitioners should take
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the class before July 1, 2015. Staff that went through UAT training are exempt — they have already gone through this
specific training.

The class highlighting new features in ProcureAZ Version 12.5 and an Activity Lab for advanced exercises will be coming
in May.

Web-Based Training classes for Punchouts, Receiving, Basic Navigation and Approving Documents are forthcoming. As
with existing CBTs they will be made available through HRIS.

PLEASE LET THE HELP DESK KNOW IF YOU NEED TO CANCEL YOUR REGISTRATION. THIS IS A VERY POPULAR CLASS
AND WE ALWAYS HAVE A WAIT LIST.

Please forward this alert to ProcureAZ users in your agency you feel will be interested in training.
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