
 
JACKET SUCCESS 

UNIVERSITY EMPLOYEE TRAINING 
Fall 2026 

SESSION I: TUESDAY, O c t o b e r  2 0 ,  2 0 2 6  
 Morning sessions:  Location 

 8:30 am to 8:45 am 
 
Vice Chancellor of Administration & Finance: Welcome and 
Introduction 

College of Education 
Room 407  Teams Link 
 

 8:45 am to 9:45 am 
Payroll – Program Coordinators: Geared towards Program 
Coordinator responsibilities related to timesheet hours, labor 
laws, employee contracts, setting up proxies, and payroll-related 
documents 

College of Education 
Room 407  Teams Link 

 9:45 am to 10:45 am 
Payroll – Supervisors: Geared towards supervisor 
responsibilities related to review of timesheet hours, labor laws, 
employee contracts, setting up proxies, and payroll-related 
documents approvals  

College of Education 
Room 407  Teams Link 

 

 Afternoon sessions:   

 1:00 pm to 1:45 pm 
Business Services: Chrome River, travel, forms, paying vendors, 
General Services Agreement, Amazon Business 

College of Education 
Room 407  Teams Link 
 

 1:45 pm to 2:30 pm Human Resources: HR Updates College of Education 
Room 407  Teams Link 

 2:30 pm to 2:45 pm Break  

 2:45 pm to 3:45 pm 
Facility Services: General update, repair vs projects, definitions, 
process flow.  
 

College of Education 
Room 407  Teams Link 

 3:45 pm to 4:30 pm 
Financial Services: Finance Forms, Insurance, Banner, 
Corrections, & Surplus. 

College of Education 
Room 407  Teams Link 

 

SESSION II: WEDNESDAY, O ct ober  2 1 ,  2 0 2 6  
 Morning sessions:  Location 
 

9:00 am to 10:00 am University Police: Response to active shooter 
City College Health 
Sciences, Room 107 
Teams Link 

 10:00 am to 10:15 am Break   
 

10:15 am to 11:00 am 
Information Technology: AI Using Copilot Chat 
 

City College Tech 
Computer Lab, Room 
B012  

Teams Link 
 

11:00 am to 11:45 am 
Budget: Reviewing department budget activity using the Banner 
Web Reports. 
 

City College Tech 
Computer Lab, Room 
B012  

Teams Link 

For questions, contact Heather Hanna at 657-1634 or heather.hanna@msubillings.edu 
 

PLEASE RSVP FOR THE TRAINING BY FRIDAY, O c t o b e r  1 6 T H    

WWW.MSUBILLINGS.EDU/TRAINING 

https://teams.microsoft.com/meet/217544413167457?p=w0PkWvpUR0MBDBCLaC
https://teams.microsoft.com/meet/290532796532055?p=lQjV8Sdl32UwrLKnDd
https://teams.microsoft.com/meet/24078244559601?p=pmvDLqtQxH2pGoZJ1X
https://teams.microsoft.com/meet/211094954858339?p=C74Vf3ksvtQ9oZPMIi
https://teams.microsoft.com/meet/253977558662377?p=PASjWcvXdfUBuRYxin
https://teams.microsoft.com/meet/290851608938227?p=ovlugXhGePN60CsqtR
https://teams.microsoft.com/meet/219045122240350?p=vPUflt8k89LszOh8uT
https://teams.microsoft.com/meet/281706361660505?p=us8QkNAZDrkwB2cbdc
https://teams.microsoft.com/meet/220458477847547?p=8oxZpLtISyZ51DI6om
https://teams.microsoft.com/meet/259029886081760?p=SrkLZlzEFhHKiUAsZn
mailto:heather.hanna@msubillings.edu
http://www.msubillings.edu/training

