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[bookmark: _Toc330486067][bookmark: _Toc334175759]Form Instructions
Request a Monthly User Support Lab (USL) by identifying and sending:
· One department (1) Super User (Department is required to attend. Super User must have completed the required FI$Cal end-user training)
· Up to three (3) additional end users who have completed the required training
Note: Required FI$Cal end-user training must be completed for each USL participant prior to submitting the USL Request Form
· Bring in real work for the Production environment.
Complete the table below and submit to the FI$Cal CMO at fiscal.cmo@fiscal.ca.gov.The Point of Contact (POC) for the request will be contacted to confirm the support required and the FI$Cal Project’s ability to meet the request. 
Note: A separate Monthly USL Request Form is required for each requested USL event.
	Request Item
	Response (All Fields are Required)

	Department Name

	

	[bookmark: _GoBack]Department Super User– name, email address, and telephone number
	
	Name
	Email
	Telephone No.
	Completed Training?

	
	1.
	
	
	
	Y or N

	Participants (Up to 3) – name, email address, and telephone number
	1.
	
	
	
	Y or N

	
	2.
	
	
	
	Y or N

	
	3.
	
	
	
	Y or N

	Point of Contact (POC)
(include name, email, and phone). 
	
	
	
	
	

	Requested Date (MM/DDYY) For USL Dates, refer to the:

Ongoing Training Calendar

	Required

	
	

	USL Process Area(s) for Support:
(General Ledger (operating budgets), Project Costing, Grants Management, Solicitations and Contracts, Requisition to Check, Asset Management, Billing to Deposit, Cash Management)
	Explanation Required

	
	

	Specific Transaction(s) 
(Mandatory:  List the FI$Cal transaction or task where assistance is needed). Be very specific to ensure the appropriate support resources are identified.
	Explanation Required

	
	

	Additional Information
(Please include any additional information you would like to share about your request for support. Please feel free to include screenshots as needed.)
	


Action Required
Submit the completed Monthly User Support Lab (USL) Request Form to the FI$Cal CMO at fiscal.cmo@fiscal.ca.gov at least 72 business hours in advance of each requested session.
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