
Welcome to Focus on 
Finance!

February 28, 2019



Agenda

• Financial Controls and Accountability - George Ninan
• Spring Budget– Deborah Keeney
• Inventory Confirmations - Kathy Archie
• Cayuse Integration/Grant Type – Heather Winters/Linda 

Heide
• Tips & Tricks – Payment to Individual or Contractor –

LaTisha Williams
• What’s New? Who Knew? What’s Due?



Financial Controls and Accountability 

George Ninan, Controller

Accounting Office



Financial Responsibility and Certification
• The Tennessee Financial Integrity Act (TCA 9-18-102) 

requires that management establish and maintain an 
adequate internal control system

• All employees that have the roles/capabilities of Financial 
Manager, Designee or Approver in the Banner financial 
system to acknowledge their responsibility and 
understanding of these roles



Financial Responsibility Certification-What needs to be done ?

• All Financial Managers will be receiving an email with a attachment 
of the Financial Responsibility Certification on or about March 8, 
2019

• Due to be completed by March 22, 2019

• On or after March 22nd all Designees and Approvers will be receiving 
an email with an attachment of the Financial Responsibility 
Certification

• Due to be completed by March 31, 2019



Sample Forms



Questions



Spring Budget

Deborah Keeney, Associate Director Budget

Financial Planning



Lambuth Campus
Budget Development 

in 
February and March



Spring Budget – Key Dates

• Revenue Projections ~ Due Friday, March 15, 2019
o Email with instructions will be sent out Friday March 1, 2019

o Instructions for preparing revenue budget revisions can be found on the Financial Planning website 
under the Frequent Asked Question tab

• Capital/R&R/Facility Projects ~ Due Monday, April 1, 2019
o If a Summer project is planned, submit by Spring deadline

• Expenditure & Position Paper Budget Revisions ~ Due Monday, April 1, 2019
o Email with instructions will be sent out Friday March 1, 2019

o If a position needs to be transferred for Fall, submit the transfer BR before deadline

o Remember: no base budget revisions will be entered between the deadline and the opening of FY20

• BD4 Online Budget Revisions ~ Due Friday, April 5, 2019
o Remember to align department budgets for the remainder of FY19

o No functional changes after deadline



What are Functional Totals?
Budget & Expenditure totals in a specific range of Program Codes



Why are Functional Totals Frozen in April?

• The final current year budget is submitted as part of the 
Spring Budget

o Departments realign budgets and anticipate purchases 

• E&G control totals are compared against final year-end 
amounts

• Functional Expenditure exceeding Estimated Budget –
“Busting a Function”



Spring Budget – Benefit Fringe Rate

• Benefits FY20 Proposed Fringe Rate ( To be Negotiated in April) 
 xx.x% Salaried Employees

 xx.x% Hourly Employees

 x.x% Temp Employees – No Insurance

 xx.x% Temp Employees – With Insurance  

 x.x%  Student / GA

• Benefits FY19 Fringe Rate
 35.3% Salaried Employees

 52.4% Hourly Employees

 7.5% Temp Employees – No Insurance

 19.8% Temp Employees – With Insurance  

 1.9%  Student / GA



Expense Budget – FYBR005

• Review expense Budget and YTD transactions
o Departments may need to prepare Budget Revision to move budget or Accounting TVs to move expenses

• Action Items for this example:
1) Banner Finance Program Guide – Search by Fund and Org to obtain list of valid Index – FOPA

2) Banner Finance Admin Pages – FGITRND Detail Transaction Activity Filter by Account/Org/Program/Field=YTD/Fund

3) Tools – Export data 

4) Save file as EXCEL

5) Sort by Activity Code to locate transactions Missing Activity Code

6) Investigate by using OnBase / SSB / Office Files / Bursar’s Office



Banner Finance Program Guide

• FOPALs Search by Multiple Fields



FGITRND Detail Transaction Activity



FGITRND Detail Transaction Activity



Spring Budget - Expense

 Reviewing FYBR005 Budget by Organization Current Year and Base

Department can determine whether Base Budget adjustments are 
needed due to:

Small amount less than $100

Change in expenditure plans

Banner Self Service Query

Department can use to analyze budgets to align as needed



Spring Budget - Expenses



Spring Budget - Expenses



Spring Budget - Expenses



Spring Budget - Expenses



Revenue Process
• Revenues are updated each budget cycle (Spring & Fall)

• All Revenue Budget Revisions must be submitted on paper

• Round Revenue Budget to 100’s

• In the Spring you need to review current year and base for the next 
fiscal year

• Estimates & future projections should be realistic to reflect the 
activity you expect

• Return revenue worksheets to Financial Planning
(Note, Academic Affairs return to the Provost Office)



Spring Budget – Revenue FYBR001



Spring Budget – Revenue SSB Query



Which budget revision should be used?

• Determine what type of Budget Revision
• Current Year or Base Budget

• Is the source of the revenue one time or recurring

• Round Revenue Budget to 100’s

• Explanation for Revenue Change 
Questions Who? and Why? to be answered



Spring Budget – Revenue Budget Revision



Financial Planning Web Page



Financial Planning Office: 
Email: budget@Memphis.edu
Phone:        901.678.2117
Website: http://www.memphis.edu/budget/                    



Questions?



Inventory Confirmations

Kathy Archie, Financial Reporting Manager



Annual Inventory Confirmation

• Annual Inventory Confirmation is a required procedure:  
BF4025 Policy – https://memphis.policytech.com/dotNet/documents/?docid=457

• Once a year Accounting will send a Fixed Asset Inventory 
Listing/Confirmation by Organization to Equipment Reps 
and Financial Managers.

• It is essential that you maintain accurate and up-to-date 
records of your department’s inventory.



Fixed Assets Categories
• “Capital Equipment” is a single item costing $5,000 or more.

• “Sensitive Minor Equipment” is particularly vulnerable to theft and has 
a cost between $1,500.00 and $4,999.99. Examples of items that may 
be viewed as sensitive minor equipment include: boats, boat motors, 
boat trailers, canoes, cameras, computers, audio and video equipment, 
microscopes, oscilloscopes, vector scopes, and other scientific 
equipment. 

• Equipment under $1,500 is not included.  A separate report may be 
requested.



Annual Inventory Confirmation Process
1. Make a copy of the Confirmation.

2. Physically confirm the location of all assets.

3. If missing or incorrect, update asset description information (make, model, serial number, etc) on 
the confirmation report, preferably using a red pen.

4. Update Location or Org; surplus or zero value through Workflow (indicate WF on 
confirmation).

5. For additions,  complete the Items in Department Not on Inventory form and send with 
completed inventory confirmation

6. Older items not found – Look up in INB Banner on the FFIMAST page

7. Ensure you have a Request for Off-Campus Use of Equipment Form completed for all Off-
Campus items (112688 and 112687)

8. You must complete a Report of Lost or Stolen Property Form for all missing items.

9. Make a copy and return the signed confirmation report to Accounting by March 29, 2019.



Annual Inventory Confirmation – Samples
Option 1

Option 2



Items in Department Not on Inventory



FFIMAST - Asset Status

Assets that were previously zero-valued, cannibalized, or 
disposed are indicated by “D” or “C”.



FFIMAST – Organization
To determine which org the asset belongs, use the Banner INB FFIMAST page.  Enter 
Decal #, click on go, and then, click on the down arrow in the bottom left of the screen 3 
times.



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



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.

• Each organization should have 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 (or designee) assigns the equipment representative.  
There can only be ONE equipment representative for each org.



Types of Workflow

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

• Equipment Transfer Workflow:
• Transfer items between organizations

• Surplus (must have item in your possession)

• Zero value – item has no value due to extensive use, age, outdated, broken, etc.

• Cannibalization – item has been taken apart or broken down and its parts 
could be used as spare parts for repair or construction of similar equipment



To initiate the workflow, the Equipment Representative must:

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



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



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.



Equipment Policy:

BF4025 Policy 
https://memphis.policytech.com/dotNet/documents/?docid=457

Training material: 

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

Questions / Issues:

wf-fixedasset-admins@memphis.edu

RESOURCES



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



ePrint Report – FYFR001 (Fixed Asset Inventory Listing)



Additional Workshop

Wednesday, March 6, 2019

10:00 – 11:00 a.m.

Administration Building, Room 178



Fixed Asset Team

Kathy Archie, Financial Reporting Manager 
Darya Maksimova, Accountant III

wf-fixedasset-admins@memphis.edu



QUESTIONS



Cayuse Banner Integration

Heather Winters, Sr Dir Research Administration 

Linda Heide, Manager



Cayuse Banner Integration

• New data points captured in Cayuse 

• Most Cayuse Award/Project data points will 
feed to Banner/FRAGRNT

• Ability to have increased data points on 
research expenditure reports

• Sponsored Projects Activity Type maps to 
Banner Grant Type 



Cayuse Banner Integration
Cayuse Updates:
 New Activity Types for Research:
 Research Applied
 Original investigation undertaken in order to acquire new 

knowledge.  It is directed primarily towards a specific, practical aim 
or objective.

 Research Basic (existing data defaulted to Basic)
 Experimental or theoretical work undertaken primarily to acquire new 

knowledge of the underlying foundations of phenomena and observable facts, 
without any particular application or use in view. 

 Research Development
 Systematic work, drawing on knowledge gained from research and practical 

experience and producing additional knowledge, which is directed to 
producing new products or processes or to improving existing products or 
processes.



Cayuse Banner Integration
What you’ll see in Cayuse 



Cayuse Banner Integration

FRAGRNT Updates:
 New grant types for Research:
 Research Applied = 2502 or 2602
 Research Basic = 2503 or 2603
 Research Development = 2504 or 2604



Cayuse Banner Integration



Cayuse Banner Integration

FRAGRNT Updates:

 Grant code will be the Cayuse Project Number (minus the A 
and any hyphens) unless it is legacy data in Banner before 
the integration (Grant Code = 2XXXXX).

 Foundation accounts will continue with “fund” as grant 
code.



Cayuse Banner Integration



Grant Type Definition from Financial 
Accounting and Reporting Manual 

for  Higher Education (FARM)



Grant Type - Instruction
Instruction

Expenses for all activities that are part of an 
institution’s instruction program. Expenses for 
credit and noncredit courses; academic, 
vocational, and technical instruction; remedial 
and tutorial instruction; and regular, special, 
and extension sessions are included.



Grant Type - Instruction
Classification includes the following five 
subclasses:

 General Academic Instruction

 Vocational/Technical Instruction

 Community Education

 Preparatory/Remedial Instruction

 Instructional Information Technology



Grant Type - Instruction

Commonly used program codes for grants to 
identify Instruction:



Grant Type - Research
Research
Expenses for activities specifically organized to
produce research, whether commissioned by an
agency external to the institution or separately
budgeted by an organizational unit within the
institution. Subject to those conditions, the
classification includes expenses for individual
and/or project research as well as that of
institutes and research centers.



Grant Type – Research
Classification includes the following three 
subclasses:

 Institutes and Research Centers

 Individual and Project Research

 Research Information Technology



Grant Type - Research
Commonly used program codes for grants to identify 
Research:



Grant Type – Public Service
Public Service
Expenses for activities established primarily to provide
non-instructional services for the benefit of individuals
and groups that are external to the institution. These
activities include community service programs
(excluding instructional activities) and cooperative
extension services. Included in this classification are
conferences, institutes, general advisory services,
reference bureaus, radio and television, consulting,
and similar non-instructional services to particular
sectors of the community.



Grant Type – Public Service
Classification includes the following four 
subclasses:

 Community Service

 Cooperative Extension Service

 Public Broadcasting Service

 Public Service Information Technology



Grant Type – Public Service
Commonly used program codes for grants to identify 
Public Service:



Grant Type – Academic Support
Academic Support
Expenses incurred to provide support services for the institution’s primary 
programs of instruction, research, and public service. It includes the 
following activities:
• The retention, preservation, and display of educational materials, such 

as libraries, museums, and galleries
• The provision of services that directly assist the academic functions of 

the institution, such as demonstration schools associated with a 
department, school, or college of education

• Media, such as audio-visual services, and technology, such as 
computing support

• Academic administration (including academic deans but not 
department chairpersons) and personnel providing administrative 
support and management direction to the three primary missions

• Separately budgeted support for course and curriculum development



Grant Type – Academic Support
Classification includes the following eight 
subclasses:
 Libraries
 Museums and Galleries
 Educational Media Services
 Ancillary Support
 Academic Administration 
 Academic Personnel Development
 Course and Curriculum Development
 Academic Support Information Technology



Grant Type – Academic Support
Commonly used program codes for grants to identify 
Academic Support:



Grant Type – Student Services
Student Services
Expenses incurred for offices of admissions and the
registrar and activities that, as their primary purpose,
contribute to students’ emotional and physical well-being
and intellectual, cultural, and social development outside
the context of the formal instruction program. This
classification includes expenses for student activities,
cultural events, student newspapers, intramural athletics,
student organizations, intercollegiate athletics (if the
program is not operated as an auxiliary enterprise),
counseling and career guidance (excluding informal
academic counseling by the faculty), student aid
administration, and student health service (if not operated
as an auxiliary enterprise).



Grant Type – Student Services
Classification includes the following eight 
subclasses:
 Student Services Administration
 Social and Cultural Development
 Counseling and Career Guidance
 Financial Aid Administration
 Student Admissions
 Student Records
 Student Health Services
 Student Services Information Technology



Grant Type – Student Services
Commonly used program codes for grants to identify 
Student Services:



Grant Type – Scholarships and 
Fellowships

Scholarships and Fellowships
Expenses for scholarships and fellowships—from 
restricted or unrestricted funds—in the form of grants 
that neither require the student to perform service to 
the institution as consideration for the grant, nor 
require the student to repay the amount of the grant to 
the funding source. In public institutions, they may 
result from selection by the institution or from an 
entitlement program. The classification also includes 
trainee stipends, prizes, and awards. (However, trainee 
stipends awarded to individuals who are not enrolled 
in formal course work should be charged to 
instruction, research, or public service.)



Grant Type – Scholarships and 
Fellowships

Classification includes the following two 
subclasses:
 Scholarships

 Fellowships



Grant Type – Scholarships and 
Fellowships

Commonly used program codes for grants to identify 
Scholarships and Fellowships:



Questions



Tips & Tricks – Payment to Individual or 
Contractor

LaTisha Williams, Assistant Manager

Accounting Office



Independent Contractor

• Independent Contractor
• Contracts of $5,000 or more require the approval of the Director of 

Procurement and Contract Services. (Single or Aggregate total in a 
Calendar Year.) 
 Required Documents:

1. Tigerbuy PO 
2. Contract/Agreement Routing Form 
3. Agreement for Personal, Professional & Consulting Service

• Contracts less than $5,000 can be completed with the Request for 
Payment to Individual or Contractor form. (All construction and 
renovations agreements require approval through Procurement & 
Contracts Services.) 

• Former Employees:  Individual’s separation date must be 
6 months prior to date of independent contractor services. 
(Banner INB – PEAEMPL)



Vendor Information – US Citizen/Business

• Individuals
• Completed W-9 Form

• Copy of State Issued ID or Driver’s License

• Businesses
• Completed W-9 Form

• Please provide vendor’s information to Accounting 
Office as soon as possible.  This will expedite 
processing upon receipt of payment request.



Vendor Information–Non-US Citizen/Business
• Individuals

• W-8BEN – Certificate of Foreign Status of Beneficial Owner for US Tax 
Withholding and Reporting

• Copy of visa (not visa application)
• Copy of Passport (photo page, as well as any/all US entry and exit 

stamps)
• List of all previous visits (entry/exit dates), immigration status/Visa type, 

and primary purpose of visit on a separate sheet of paper. Each visit 
should be listed.

• Businesses
• Completed W-8BEN-E: Certificate of Foreign Status of Beneficial Owner 

for United States Withholdings and Reporting (Entities)

• Provide vendor’s information along with the payment request to 
Accounting Office as soon as possible.  This will ensure that 
payment is ready when services are rendered.  Please allow at 
least 15 business days for Non-US Citizen/Business review.











Request for Payment to Individual or 
Contractor 

• Request for Payment to Individual or Contractor 
available online at 
http://www.memphis.edu/bf/forms/finance.php

• The vendor should complete the following 
sections:

– Section I – General Information (excluding 
numbers 10 - 12)

– Section II – Authorization to Contractor – sign 
and date on number 8

– Final Section – Non-US Contractor’s 
Information (Completed in its entirety)

– The Business Officer will fill in all other fields. 



QUESTIONS?

accountspayable@memphis.edu
901-678-2271



What’s New? / Who Knew? / What’s Due? 



Who Knew?



What’s Due?



Next Focus on Finance

March 21, 2019
1:30 - 3:00 PM

Senate Chamber - UC 261

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

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


