
Financial Administrator
Certificate Series

This course is designed for users new to OMNI Financials
or university accounting. Participants will learn about
OMNI Financials, how money flows through FSU, and
important accounting topics like ledgers and chartfields. 

This course introduces the fundamentals of FSU’s
procurement process through interactive, scenario-
based learning. It covers departmental roles, common
pitfalls, competition thresholds, types of solicitations,
and a brief overview of the Purchasing Card (PCard).

This course is designed for users from buying
departments—especially PO requestors, budget
managers, and financial staff—who order goods from
internal auxiliaries or are new to OMNI Financials. 

This course is for users who have completed IBTAC01and
want to deepen their understanding of general ledger
account usage. It explores key financial reporting tools like
OBI and PS Query in OMNI Financials.

This course provides essential training for travelers,
travel reps, and approvers on FSU’s travel and expense
policies. Participants will learn key procedures, the
order of operations, and where to find resources to
navigate the Concur system effectively.

This course examines the role and importance of
internal controls in the workplace at FSU. Participants
will learn how to recognize key indicators of fraud and
gain strategies to help prevent and detect it.

Required Courses

Introduction to University Accounting
Course Number: BTAC01

Procurement Policies
Course Number: BTPUR2

Understanding Internal Billing
Course Number: BTUIB1

Intermediate University Accounting
Course Number: BTAC02

Travel Expense and Concur
Course Number: BTTE03

Internal Controls and Fraud Awareness
Course Number: COIC01 

Introduction to Accounts Payable
Course Number: BTAP01

Advanced University Accounting
Course Number: BTAC03

Department Ledger Review
Course Number: BTAC04

This course covers the fundamentals of accounts payable and topics such as expenditure guidelines, unencumbered vs.
encumbered payments, and Purchasing Card compliance.

This course offers an in-depth look at university accounting
for those who have completed BTAC01 and BTAC02.
Participants will explore accrual accounting, general ledger
accounts, and journal sources in greater detail.

This course helps users apply knowledge from BTAC01–
BTAC02 to perform monthly ledger reviews. Participants
will work through examples and are encouraged to bring
questions or sample ledger data for discussion.

To receive credit for this series, complete
the 9 courses listed below and the post-training
quizzes. Submit the certificate completion form
to Training & Organizational Development.

Note: The courses shown in bold boxes are the two additional courses required for this certificate
that are not part of the Financial Basics certificate.

To access the post-training quizzes, join 
the Financial Rep Certificate Canvas course.

https://canvas.fsu.edu/enroll/JJN4KY
https://canvas.fsu.edu/enroll/JJN4KY


Course Number Course Name Date Completed
Post-Training

Quiz Score

BTAC01
BTAC1O

Introduction to University
Accounting

BTAC02
Intermediate University
Accounting

BTAC03 Advanced University Accounting

BTPUR2 Procurement Policies

BTTE03 Travel Expense & Concur

BTUIB1 Understanding Internal Billing

COIC01
Internal Controls and Fraud
Awareness

BTAP01
Introduction to Accounts
Payable

BTAC04 Departmental Ledger Review

Financial Administrator 
Certificate Series Completion Form

Name: 

Employee ID: 

Date:

Email:

Questions? Contact: CTL-communication@fsu.edu

To receive credit for this training series, please complete the required fields below and submit this form to
training@fsu.edu. To access course completion dates, please review your HR Training Summary.

mailto:training@fsu.edu
http://fla.st/AJP4QHGS
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