
Welcome to Focus on 
Finance!

April 18, 2019



Agenda

• Future Year Travel Authorizations – LaTisha Williams
• Fixed Assets Workflow Overview – Darya Maksimova
• What’s New? Who Knew? What’s Due? – Monica Goldsby



Future Year Travel Authorizations

LaTisha L. Williams – Asst. General Manager

Accounting Department



Purpose of Request for Future Year 
Travel Authorization

• To request authorization for travel in the 
next fiscal year.
– Any travel dates that extend past June 30th are 

considered future year. (i.e. June 26th – July 3rd)

– Travel begins early in July.



Is a Request for Future Year Travel 
Authorization required?

• No
– There will be no transactions related to the trip 

in this fiscal year.

• Yes 
– Reservations related to the trip will be made in 

this fiscal year. (i.e. airline)
– Expenditures related to the trip will be paid in 

this fiscal year. 
– International Travel and the 21-day requirement  

includes current fiscal year.



Future Year Travel Authorization Form
• Fully Complete the Request for Future Year Travel Authorization 

Form. (Signatures are not required by Accounting, however, 
departmental authorizations apply.)
– International Travel – Include a detail listing of expenditures. 

(Memo or Estimated Travel Expenses Worksheet)

• Submit to Accounting for data entry.

• After Accounting has created the PO, an email will be sent to the 
contact person notifying that the PO has been created and 
approval is required. (Please be sure to review and approve PO.) 

• After all approvals are complete, the traveler may begin making 
reservations and submit Check Requests.



General Travel - Frequently Asked 
Question

• Is Hawaii, Alaska, Puerto Rico, Canada, or 
Mexico considered international?
– Yes, they are considered international and 

require detailed expenses and the 21-day rule 
applies.



Applicable Forms
Request for Future Year Travel Authorization 

http://bf.memphis.edu/forms/trav/trav01.
htm

Estimated Travel Expenses Worksheet 
http://bf.memphis.edu/forms/trav/travel_
worksheet.xls



Fixed Asset Workshop

Darya Maksimova, Accountant III



Fixed Asset Team

Kathy Archie, Manager Financial Reporting
Darya Maksimova, Accountant III

wf‐fixedasset‐admins@memphis.edu



Agenda
• Fixed Asset Account Codes
• Fixed Asset Additions
• Fixed Asset Changes (Fixed Asset Workflow)

– Overview
– Identify Ptag_Code
– Identify “Active” Items
– Workflow Types
– Locate Location Code
– Resolve Workflow Error
– Workflow Incomplete Log
– Workflow Examples / Problems

• Inventory Confirmations



Fixed Asset Account Codes





Additions
• A decal/inventory tag should be affixed to the equipment as 

soon as possible after the item is acquired and placed in 
operation.  

• When Financial Reporting staff identifies new items, they will 
contact the department to obtain the pertinent information 
(serial number, model, location) in order to assign a decal to 
the item.

• Departments may complete the “Tagging Log Form” and 
submit Financial Reporting via email at wf‐fixedasset‐
admins@memphis.edu;  or Admin. Bldg 275 when an item is 
purchased to obtain an inventory tag.



Tagging Log Form



Location Code
Finance Program Guide ‐ Type in any part of a building name and 
click ‘Search’. It will bring up a list of rooms in the building.



Changes to Equipment
• LOST, STOLEN, OR DESTROYED – Complete/submit the Report 

of Lost or Stolen Property form to Police Services and copy to 
Accounting Office / Financial Reporting to update the Fixed 
Asset System. 

• REMOVAL FROM PREMISES ‐ Complete/submit the Request for 
Off‐Campus Use of Equipment form to Financial Reporting. 
Department updates the location via the Fixed Asset Workflow 
system.

• TRADE‐INS ‐When a trade‐in is desired, the department must 
notify Financial Reporting.  Financial Reporting will facilitate 
the transaction with Procurement and Contract Services.



Changes to Equipment – Con’t

• Changes to description, make, model and serial 
number are made by Financial Reporting.  

• Changes in location, department/organization, zero 
value, cannibalize and surplus made through the Fixed 
Asset Workflow System.



Fixed Asset Workflow
• Equipment Transfer Workflow is an online process for 

equipment transfer transactions including location changes, 
transferring to another department, to surplus, and to declare 
an item zero value or cannibalization.

• Each organization has a Financial Manager and an Equipment 
Representative in workflow.

• The Financial Manager is assigned through Banner.  There can 
only be ONE financial manager.  The designee can not be a 
Financial Manager.

• The Financial Manager assigns the equipment representative.  
There can only be ONE equipment representative for each org.



Financial Manager assigns/reassigns the equipment rep at 
https://bf.memphis.edu/spectrum/users/



Financial Manager (or designee) will add the UUID in the 
appropriate blank and select “add”. The Financial Manager may 
designate him/herself as the equipment representative.



The list of current equipment representatives can be viewed at 
http://bf.memphis.edu/spectrum/eqreps.php



Fixed Asset Workflow instructions can be viewed at 
http://bf.memphis.edu/spectrum/fahelp.php





Fixed Asset PTAG_Code
• PTAG_Code is an UOM Asset tag (also refers to a Permanent 

TAG, P‐tag, Decal).  This is a silver tag with UOM logo.

• A valid 9‐digit decal number is needed. Three different kinds 
of decals have been used.

Standard decal.
Enter all 9 digits 
in Workflow.

Drop the 1st zero 
and enter the rest of 
9 digits in Workflow.

Standard decal.
Enter all 9 digits 
in Workflow.



Use Banner INB screen FFIMAST to check asset status 



Use Banner INB screen FFIMAST to check asset status 



Complete Physical Plant’s Work Order Request Form.  
If the item is not an active inventory item (System Status Code “D”) you can go straight to 
physical  plant’s website (http://www.memphis.edu/pp/worq.php) and complete the form.  
Please include a copy of the FFIMAST screen shot and Data Removal Verification Form.



To initiate the workflow, the Equipment Representative:

1. Log into the My Memphis Portal at http://my.memphis.edu
2. Select the ‘Workflow’ tab



Scroll down



3.  Scroll down to ‘My Processes’ and select the three dots
4.  Select one of the two types of Equipment Workflow based on your need.



Two types of Workflow

• Equipment Location Change Workflow:
• Change location within an organization

• Equipment Transfer Workflow:
• Transfer between organizations
• Surplus
• Zero value
• Cannibalization



The initial screens for the two Workflows are the same except 
the names of Workflow. Enter decal number in ‘PTAG_CODE’ 
field then click on ‘Start Workflow’.



Click “OK” to view your Worklist OR click on the link in the email that will be sent to you.



Click the job on the Workflow Worklist to continue.



Location Change Workflow
Verify the asset info, enter the new location code and enter the 
reason for location change. Click ‘Complete’ to finish the workflow.



You are done with the location change. The workflow will update 
Banner and a final notification email will be sent to you (Equipment 
Representative).



Transfer between Organizations
Verify the asset info, select the “Transfer Between Departments” 
transaction type, enter transfer reason and enter new organization 
code.  Click on ‘Complete’.



The Relinquishing Financial Manager will receive an email with 
instructions to login to workflow to approve/decline the transfer.



Relinquishing Financial Manager selects the job from the Workflow Worklist to 
approve/decline the transfer, then accept/decline the transfer and click “Complete”. 



After the Relinquishing Financial Manager’s approval, an email will 
be sent to the Receiving Equipment Representative notifying of the 
transfer. 



Receiving Equipment Representative needs to verify the 
information, enter the new location code, accept/decline the 
transfer and click ‘Complete’ to finish the workflow.



After accepting, the workflow will update Banner and a final 
notification email will be sent to Relinquishing Equipment 
Representative, Receiving Equipment Representative, and 
Receiving Financial Manager.



SURPLUS
• A work order is completed for all equipment to be picked up by 

Physical Plant.

• For active inventory items (system status code – I, N, J, G) the 
department should request the transfer and work order via the 
Fixed Asset Workflow system or ZV and work order.

• Inactive items (system status code – D or C), go to Physical Plant’s 
website and complete the work order.  Include support FFIMAST 
screenshot.

• University‐owned computers and portable devices or media must 
have all confidential and official University data erased from the 
computer or portable device or media prior to its transfer out of 
University control, and/or destroyed, using current best practices.

• Decals are to remain on the equipment.



Transfer to Surplus
Verify the asset info, select the “Surplus” transaction type, enter 860000 for 
organization code and enter the transfer reason.  Click on ‘Complete’.



Relinquishing Financial Manager selects the job from the Workflow Worklist to 
approve/decline the transfer, then accept/decline the transfer and click ‘Complete’. 



If financial manager approves, the Equipment Representative will receive the following 
email asking to create a Work Order. Click on the link to go to the Work Order System.



Or you may select the job from the Worklist, and click on the link to create the work order. 



Complete Physical Plant’s Work Order Request Form.  



Important note: remember to go back to Workflow to Complete the task once the 
work order is submitted.



Once you have completed the surplus transaction, you will receive an email with the 
Equipment Surplus Transaction Form.  Print the form and have it ready when the item 
is picked up by Surplus personnel. Surplus personnel will finish the Workflow, and you 
will receive a final notification of the completion of the surplus.



After physical plant approves, the workflow will update Banner and a final 
notification email will be sent to the Equipment Representative.



Zero Value or Cannibalization
Verify the asset info, select the transaction type, enter the org code 
(current code), enter the transfer reason, and click ‘Complete’.



Relinquishing Financial Manager selects the job from the Workflow 
Worklist to approve/decline the transfer, then accept/decline the transfer 
and click ‘Complete’. 



If approved, the workflow will be sent to Accounting for approval and update. Once 
approved by Accounting, the following final notification email will be sent to the 
Equipment Representative.



Location Codes



Transfer Declined
What if a transaction is declined by your financial manager, receiving equipment 
representative, Surplus, or Accounting?
You will receive the following email with the reason. You must log in to Workflow to 
make the correction or to Stop the workflow.









Error Emails
Review the error and the suggested solution







Error Email
• Invalid decal

• Asset was previously disposed/zero valued –
must stop workflow item

• Another workflow is currently active ‐ must 
stop workflow item

• Asset belongs to another organization ‐
must stop workflow item



FFIMAST – Enter Decal – “Go”
Next Block 2 times





No matter what kind of error or resolution is, you have to go back to 
workflow to either continue or stop the workflow.



To stop the  workflow, select ‘Yes’ and click ‘Complete’.



Unapproved or Incompleted Workflow

• Receive System Generated Emails

• Follow up email from Financial Reporting

• Periodically check workflow tab



Annual Inventory Confirmations
• Equipment Inventory confirmation is an important part of our internal 

control process. It enables us to accurately report the existence and 
value of our equipment to the Board of Trustees, State of Tennessee 
and other stakeholders.

• State Auditors and UOM’s internal auditors review Inventory 
Confirmations as part of their normal audit procedures. Failure to 
complete 100% of Inventory Confirmations could result in an audit 
exception or finding.

• If you still have not submitted Equipment Inventory Confirmations that 
were due on March 31, 2019 please complete ASAP.



ePrint Report – FYFR001 (Fixed Asset 
Inventory Listing)



FFIPROC



Financial Reporting Website – Fixed Assets
http://www.memphis.edu/accounting/fixedassets.php



Equipment Inventory Policy:
http://umwa.memphis.edu/umpolicies/UM1772.htm

Workflow Instructions: 
http://bf.memphis.edu/spectrum/fahelp.php

Fixed Asset Helpdesk:
wf‐fixedasset‐admins@memphis.edu

Accounting Office: 678‐2271



Who Knew?

Workshops Date

 Guess Who’s Coming to CAMPus?
UC Room261 

 Staff Assessment Management System Training

Tuesday, April 23, 2019
10:00 – 11:00 AM

Thursday, April 25, 2019

Admin Bldg. - Room 178

 TIGERBUY Training
Admin Bldg. - Room 119

3:00 - 4:30 PM

Thursday, April 25, 2019
9:00 – 10:00 AM



What’s New?



What’s Due?

Activity Deadline

Inventory Confirmations (for orgs/departments not yet submitted) Friday, April 26, 2019

Annual Staff Performance Appraisals and Evaluations Tuesday, April 30, 2019

Process FY‐19 Purchase Requisitions that require bidding ($10,000 or more) Tuesday, May 14, 2019

Process FY‐20 Purchase Requisitions that require bidding ($10,000 or more) 
with July 1, 2019 contract start date May 14 ‐ June 30, 2019

Process FY‐20 Purchase Requisitions that do NOT require bidding Beginning Monday, May 14, 2019



Next Focus on Finance

May 16, 2019
1:30-3:00 PM

FIT 103

• Comments or suggestions?
Email: bffin@memphis.edu

• Focus on Finance website:
http://memphis.edu/focusonfinance


